Time Processing
PM_TP_300

Integrated Resource
Information System

Prerequisites and Roles %IRIS
* Prerequisites
P — PM_UK_100 - PM IRIS Awareness &
Navigation
’%{Eﬁi * Roles
— Users responsible for processing

Plant Maintenance work order time

Plant Maintenance Time Processing - V4 2

PM_TP_300 - V4 - 06/07/07



Course Content %IB!S-’
* Introduction

* Unit T - CATS Time Entry

* Unit 2 - Selection Variants

* Unit 3 - Time Approval & Transfers

* Unit 4 - PM Direct Time Entry (STEPS)
* Unit 5 - Time Display

* Course Summary

* Assessment
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Course Learning Objectives 5,*51..!3!5

* Understand the complete Plant Maintenance (PM) order
confirmation/time entry process

* Be able to enter, edit, approve, transfer, and display
order confirmation time

* Learn how to create and save selection variants for
working with multiple employees
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{
The Maintenance Process 5?51..!3!,5

Identify the Work Plan the Work Do the Work
Notification =] Work Order > Goods Issue
Web Request > Priority / Dates Parts Issued
Phone Call ".’ Labor Required Purchase Order
«* Parts -
‘ o* Purchase Requisition
[ ] “
P _t
R B 2 Preventive Maintenance
algunst®
History/Analysis Task List
Reports Procedures Record Work Done
UK Business Maintenance Plan Order
T p—— Schedules Confirmation

Hours/Time Worked
Comments
Codes

Technical History
Breakdowns <

Costs
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PM Order Confirmation (Time) Processing 5,‘51..315

1. Time is entered in CATS:
CAT2 (IW44 for STEPS)

2. Time is approved in CATS:
CATS_APPR_LITE

3. Time is transferred from
CATS to IRIS: ZCAT6

4. Time is transferred from
CATS to PM: CAT9

Plant Maintenance Time Processing - V4
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Payroll Lock Schedule 5%”“5

* Used once a payroll process has started

* Allows Payroll/IRIS HR Team to either make corrections
and/or run payroll

* Time can be entered and approved in CATS and
transferred to PM, but it can not be transferred to IRIS
when the system is locked

* System is locked as follows for a biweekly pay period:
Thursday 5:00 pm - Friday 7:00 am
Friday 5:00 pm - Saturday 7:00 am
Sunday 5:00 pm - Monday 7:00 am
Monday 3:00 pm - Wednesday 7:00 am
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CATS Time Entry

* Click on the Time Entry box on the SAP
Easy Access screen or enter transaction
code CAT?2 to begin the time entry process

* Cross Application Time Sheet

* CATS is an interface application to IRIS-HR used for
entering employee work/absence time

* Time can be entered on a daily basis - OR - once per pay
period, just as long as it is entered by the required time
input deadlines listed on the Payroll Schedule

* Although it is an interface to IRIS, CATS is still accessed
using various IRIS transaction codes ~

Time Entry

K UNIVERSITY OF KENTUCKY]

& ® Exitwithout Saving

Data Entry
Data Entry Frofile [PMWEEKCA

Click on the Possible Entries
icon to select from list

Plant Maintenance Time Processing - V4 9
. 4
Data Entry Profile ;‘élRIS
* The Data Entry Profile field determines the layout of the
CATS T7ime Sheet: Data Entry View screen
PMDAYCA - One day - Multiple employees
PMDAYCA2 - One day - One employee
PMWEEKCT1 - Biweekly pay period - One/Multiple employees -
No “To/From” time columns displayed (for Campus/Housing)
PMWEEKCA - Biweekly pay period - One/Multiple employees
* Time Sheet: Initial Screen| [Prof___JText |

PMDAYCA  Facilities Daily Time with Cost Allocation
PMDAYCAZ Facilities Single Daily Time with Cost Allocation
|
PMWEEKCT Facilities Bi-Weekly Time withouttimes
MYWEERICA Facilities Bi-Weekly Time with Cost Allocation

Plant Maintenance Time Processing - V4 10
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Key Date

* The Key Date field must be either the:
date for single-day entry
beginning date of a biweekly pay period

* This field (along with the Data Entry Profile) must always
be completed and accurate before proceeding to the
timesheet

Diata Entry
Data Entry Profile FPHWEEKCH Facilities Bi-weekly Tirme W (12042007 =
Kev date ﬂamwzam?ﬂ = Molau vl erdueadsud o
=] 15 16 17 18 18 20 21 g
23 023 1M 25 26 3T 28
29 3 N 1 2 3 4

5 &6 7 8 9
15
22

20072

Sandns

Click on the Possible Entries icon
to select from a Calendar if needed —

=

ol
=
]
=
=

2007)

12119 20 21 22 23 24 325
13| 26 27 28 29 30 31 1
I 3 3 4 & 6 7 8
E 191 9 10 11 12 13 14 15 —
= | 161 16 1 1 19 0 1 |
v X
K UNIVERSITY OF KENTUCKY] - N -
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SIRIS
Personnel Selection =

* Click on the Personnel Selectn pushbutton in order to
select the appropriate employee(s) |&& Personnel Selectn |

* For one employee, enter their Personnel Number then click
on the Execute icon in the Application Toolbar

* Personnel Number Selection for Fast Data Entry

(@) | x
AN

| Fur

r selections || o Search helps || o Sort order ‘

Period
) Today
O Upto today

O Current month O Currentyear

* Multiple employee

) From today

selection is possible,
but will be covered
in the Selection
Variants unit.

® Other petiod
Period

Payroll period

To

Selection
Personnel Mumber 1?5IJE|
Emplayment status [

Time recording administrator

AT
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\
Personnel Selection ﬁ&jlﬁl.s.

* Click on the green Select All Persons icon in the
Application Toolbar - OR - click on the gray box to the
left of the Personnel Number column to select the
employee

* Time Sheet: Initial Screen
& SN 3 Exitwithout Saving

Diata Entry
Diata Entry Profile PMDAYCH Facilities Daily Time with Cost Allocation
Key date 03/18/2007

Personnel Selection

| |Fersonn...[Mame Per. |Su... |E|E..|Cost Ctr Org.un.  [Ti.. LastnarE
"""" 1033150070 30000079 WALL EL(]
]

T alE: Elee kwall 1008 a1 & @

o

* Then click on the Enter Times (pencil) icon which will take
you to the 7ime Sheet: Data Entry View screen

K UNIVERSITY OF KENTUCKY]
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4
PMDAYCA Data Entry Profile RIS

* Enter the required fields (*), then click on the Save icon
in the Standard Toolbar

@ | 1 B cee SHE D00 PR B

* Tii Sheet: Data Entry Vi
fme Sheet- Data Entty View Scroll 2 days before/after initial date
EERATE0E| &4t H| [Fery

Data Entry Period 03/18/2007 - 03/19/2007 | | (| Bweek 12.2007
= 5. & * % * ). db_&_d

Pers.Mao. [Name COAr|ActTyp |Rec. order Acti... Work Cir |Plant|AMA.. | Total MO 0319 |Fram |To
|E17508  [Eles Kyall 7.50 7.50
17508 Elee KiWall Ukoo (LABOR |30700000006E 9816 UNASSIGN [CPPD (10085 b.75 0750800 0345
17508 Elee Kiall UKOO (LABOR |BO7E00O0AATE 08168 UNASSIGN [CPPD (1005 1.25 1.25B8:45 (1000
17508 Elee Ki¥Wall UKOE (LAROR (207000000020 9818 UNASSIGN [CPPD (1005 b9z 0.9210:1511:10
17508 Elee Kivall koo (LAROR 2070000000590 9818 UNASSIGN [CPPD (1005 6,83 0.83afti:10(12:00
17508 Elee Kiall Ukoo (LABOR |307000000A61 9816 UNASSIGN [CPPD (1005 0,75 0.7512:30(13:15
17508 Elee Kivall UKOD (LABOR 307000000872 |BE18 UNASSIGN [CPPD 1005 1.25 1.2513:15(14:30
17508 Elee KYWall UKoE (LAROR (207000000883 0818 UNASSIGN [CPPD (1005 B892 0.92114:45 15:40
17508 Elee K'¥Wall UKOE LABOR 207000000894 |9818 UNASSIGN [CPPD 1005 B.83 0.8315:40 (16:30

—1\This profile allows you to enter for multiple employees for one day

UK ovivessivy o KENTUCKY]
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4
PMDAYCA2 Data Entry Profile #IRIS
* Enter the required fields (*), then click on the Save icon
in the Standard Toolbar
@ | CEQ DHE DDOD BE @

* Time Sheet: Data Entry View
ERaFEZom|@z4ad Bd BoEEOX DU

17508 Elee Kwall Cost Ctr 10833150070 | AUKILIA..
Data Entry Period B3/19/2007 - 03i19/2007 |EH| ] week 12,2007
Total Hours row }1 * * * ﬁ
COAr ActTyp |Rec. order Acti.. Work Cir  |Plant |[AA.. |Total MO 0319 |From
7.50 7.50

UKDD LABOR [307000000AGE AE10 UNASSIGN [CRFD 1085
UKOE [LAEDR |S07000ABOE7O [A010 JUNASSIGN [CPPD [1805 TIP: Use the Tab or
UKDB |LABOR [3070D0DE0GSE [B010 [UNASSIGH [GFPD 1885 Shift+Tab key(s) to
LKOA [LABOR [307AROAEOAAE BE10 INASSTGN [CPPD [1065 scroll forward/back
KO |LABOR [3070000BO0G1 0010 JUNASSIGN [CPPD [1005 through the columns
UKAE |LABOR |507000ABOB7Z 3010 UNASSIGN [CPPD [1805 129 EREIEIEL] |
UKAD LABOR |2@7000000083 0010 UNASSIGN [CPPD 1005 .93 8.92/14:45 1548 |

This profile allows you to enter for one employee only for one day

WK vniverstTY oF KENTU
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()
PMWEEKCA Data Entry Profile RIS

* Enter the required fields (*), then click on the Save icon
in the Standard Toolbar

@| tdH|eca CHE Dhon BE @6

* Time Sheet: Data Entry View

lgg@g@\@@#,ﬂ\.\m@gg Attendance/Absence

Data Entry Pariod 83/18/2007 - 83/31/2007 ||| Type column

Data rea
F‘ers Mo. |Name AciTyp Rec. order Acti...wiork Ctr|Plant|as A Total SU 0318 |From |To MO 0318 |Fram |To T
17508 [Elee KWall 7 .50 8 7.50

17508  [EleeK\all |LABOR [BG7R00BOAEBA D16 UNASSIGN [CPPD [1805 8.75 8.7508:00 95 45
17508 |[EleeK\Wall |LABOR |507000808G7A D18 UNASSIGH [CPPD [1865 1.25 1.2508:45[10: 08
17508  |[Elee K Wall |LAEOR |387BODEGAESE D18 UNASSIGN [GFPD [1865 8,92 8.9218:15[11:18
17508  |[ElesKWall |LABOR |307B00008G38 DB16 UNASSIGN [CPPD [1805 EE] 8.8311:10[12:08
17508  [EleeK\Wall |LABOR |B07RO0BBAGE1 D18 UNASSIGN [CPPD [1805 8.75 8.7512:30[13:15
17505  |[EleeK\Wall |LABOR [BG7R00888E7Z D16 UNASSIGN [CPPD 1805 1.25 4 amaa.aslis
17588 |[Eleekiall |LABOR 307800008033 3018 UNASSIGH [GPFD [1805 6,92 The Total column lists
17508  |[EleekWall |LAEOR |387BO0EGAE34 D16 UNASSIGN [GFPD [1865 0.83 [

| roo0 acksan W Jac 2 02 the tOtal fOI' eaCh row
17600 |acksontJacJLABOR |BO7B000BB0BA (0018 [JNASS TGN [CPFD [1805 075
17800 |acksonW.Jae.LAEOR [B07R008BAE7A D18 UNASSIGH [CPRD 1805 1.25 1.2508:45[10: 08
17880 |lackson W .Jac |LAEOR |367B00EGAESE D16 UNASS TGN [GFPD [1865 8,92 8.9218:15[11:18

| |ZB15530 Helen kKiwem 2.83 B 2,83
15630 Helen Kern.. [LABOR |807A00083080 0018 [JNASS LGN [CPPD [1805 8.63 ) 8.8311:10[12:08
licc I realenne AE

This profile aIIows you to enter for multlple employees for one pay per@

UK Ovivessiny or KenToCRY)
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Activity Types 5,151-3!-5-
* ActTyp = Planned rates from Order operation 0010
* Examples from Medical Center PPD: ;
LABOR - Building Maintenance Labor (Default) ¢
LABOR2 - General Maintenance Labor
FURN - Furniture/Moving Crew Labor
DACESS - Door Access Labor
PAINT - Painting Labor
PEST - Pest Control Labor
CUSTOD - Custodial Labor
LOCK - Locksmith Labor

* Activity column value is 0010 and relates to
operation 0010 on the Order - “Enter a
sender’” message will appear if omitted

K UNIVERSITY OF KENTUCKY]
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Attendance/Absence Types RIS

* Attendance/Absence Types are used to associate the type
of compensation with the hours entered

* Specific for each employee based on their Organizational
Assignment master data

* 1xxx = Attendance Types
3xxx = Shift Differential/On Call (Attendance Types)
7xxx = Absence Types (Vacation, TDL, FMLA, etc...)
* For example:

1005 = Regular Hours Worked

1007 = Break Time

3311 = Diff Evening Shift

7170 = Vacation

7180 = Full Sal Sick (TDL) - Emp

Plant Maintenance Time Processing - V4
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0
Time Entry Options }?leIS

* Total time spent on a work order may be entered for
Campus PPD & Housing in the day’s date column (i.e. SU
03/19): [wo oans

7.50
B.75
1.25
[.92

* Start and end times should be entered for Medical Center
PPD in the From/To columns: [fem e

[8 06 0845
08451060
10:15/11:10

Entered in military time (i.e. 08:00-08:45, 15:20-15:50)

The system will automatically calculate the total time and
populate that value in the day’s date column

Plant Maintenance Time Processing - V4

Hourly Overtime

* Any time the number of hours entered on a day exceeds
the Target Hours, you will receive the following Warning
message screen when you click on the Save icon

* If the hours entered are accurate, click on the Continue
icon (green checkmark) to accept and save the data

AR |Total MO 0626 (TU 0627 |WE 08/28 [TH 0B29 |FR 0830 |SA 07/01 |SU 07/02 (MO 07/03 [TU 07/04 WE 07/05 |TH 0706 FR 07/07

72 8 8 8 g g [z} 5 8 2] g g

8

18085 78 58 El 10 8] 9.58 8 8] 8 10

8]

Display

Pers Mo 0000R245 Jonsey T Smith

Date M Message text

B6/26/2006 W Number of hours recorded 9 00 exceeds target hours & 8@
QE/27/2006 W Wumber of hours recorded 10.00 exceeds target hours &.00
B6/29/2006 W Number of hours recorded 9. 50 exceeds target hours 2.00
O7/B6/2006 W Mumber of hours recorded 10.00 exceeds target hours &.80

Click on the Cancel
icon to cancel the
Save and return to
the time sheet

1
[*lzCnm®

UK ovivessivy o KENTUCKY]
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Non-Work Order Time Entry

* Any time for which an employee should be paid that is not
directly related to a work order (i.e. 15-minute break time
or shop time)

* Enter only the PERNR, the appropriate Attendance/Absence
Type, and the number of hours (or specific times)

* Time will be charged to the default cost distribution
established for the employee in IRIS-HR

[ElPers.Ho. [Name ActTyn |Rec. order Acti... [Work Ctr |Plant |AA.. | Total SU 0318 |From |To MO 0318 |From |To

17508 Elee K\vall 24 0 16

17508 Elee K¥vall LABOR (807000000060 (0010 UNASSIGN (CPPD (1005 0.75 0.75(06:00|08: 45
17508 Elee K'¥all LABOR [2B7000000070 (0010 UNASSIGN [CPPD (1005 1 1(08:45 |D9: 45
17508 Elee KWvall 1ee7 0.25 0.25/00:4510:00
17508 Elee Kiyall LABOR |2R7AOO0BEABA (0016 UNASEIGN GPPD (1605 417 1 A7[1a:0a {1118
17508 Elee Kivall LABOR |BB7O00000690 (0016 UNASSIGN [GPPD (1605 0.83 o_B3f1:1612:00
17508 Elee KYYall LABDR [207000000061 (0010 UNASSIGN [CPPD (1005 0.50 0.50(12:3013:00
17508 Elee KWall LABOR [2B700000007Z (0016 UNASSIGN [CPPD (1005 4.50 1.50(13:0014:30
17508 Elee KWvall 1ee7 0.25 0.26/14:30(14:45
17508 Elee Kiyall LABOR |[2R7OO000EASB3 (0016 UNASEIGN [GPPD (1605 2.92 B 021445 1640
17508 Elee K¥vall LABOR |807000000094 (0010 UNASSIGN (CPPD (1005 0.83 0.83(15:40 [16:30

K UNIVERSITY OF KENTUCKY]
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)
Non-Work Order Attendance Types ;‘élRIS
* 1007 = Break time PSG|A/ATy... Att. abs. type text
01 1005 HOURS WORKED
. . 01 1007 [BREAKTIME OFF
* 1008 = Shop time or time 01 1008 NOMBILLABLE TIME
worked that is not charged to |01 1008  MEETINGS AND TRAINING
a specific Order 01 1010  INDIRECTIOVERHEAD LABOR
* 1009 = Meeting and/or training time
* 1010 = Dispatch, office, administrative, or management
time to be tracked (not directly associated with an Order)
B o Rerucks Plant Maintenance Time Processing - V4 22
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Exception Time %]RI
* Exception Time is any time not considered as regular
Hours Worked - mainly any type of leave/absence
* For example:
Vacation Leave

Temporary Disability Leave
Holiday/Bonus Day Leave
Funeral Leave

Military Leave

Family Medical Leave

Jury Duty

* This time must be entered on separate
rows on the timesheet

Plant Maintenance Time Processing - V4 23

Exception Time AR
* Enter the employee’s Personnel Number

* Enter the appropriate Absence Type

* Tab to the desired date and enter the number of hours

* Click on the Save icon in the Standard Toolbar

& ] alle@elafﬂﬂﬁl%}‘@h@all@

* Time Sheet. Data Entry View —
ERavEon azsan e 2R Use Possible Entries
= A2 S = = icon to search for those

Data Entry Period 03/18/2007 - 03/19/2007 Week 1z.2007| A/A Types applicable to
this employee
Data Entry Area \
EH Pers Mo, [Mame costlactTyn [Rec.arder [t [woncctr [Plantfaa. [Totd MO 0318 |From [To
SB(15530  |Helen K e, / g 8
15538 |Helen KWem.. UKDA |LABDR |30708ABAA606 (0010 [INASSIGN [CPPD [1A85 | | /1,50 1.5ap2 00 98- 30
15530 |Helen K\Wern.. [UKDO |LABOR [307000000061 (010 [UNASSIGN [EPPD 1005 | | 1.33 1.33pa:3010:50
15630 |Helen K\Wern.. [UKOD |LABOR 30780006072 (8018 [UNASS 16N GPFD [1665 | | 117 1.17/18:50 1200
15530 |Helen Kifvtern.. |UKBE 770 1 1

UK universiry oF kenTucky]
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- - ‘
Insufficient Quota Message }?leIS

* Received when you click on the Save icon and the
employee does not have enough quota (Vacation, TDL,
Holiday, or Military Leave) for the hours you have entered

Pers.MNo. 00000245 Jonsey T. Smith

Date M Message text
81/31/28060E Not enough guota 01 for attendancefabsence 7178 on B1/31/2086 for pers
B2/01/20060E Not enough gquota 01 for attendance/absence 7170 on B2/681/2006 for pers

Click on the Cancel icon
to return to the time sheet
v @ CH@E

* You will need to make the appropriate adjustments to the
entered time before the system will save the data

* You will also receive this message when entering Vacation
leave if an employee has not completed their orientation
period, even though they have accrued Vacation quota -
TDL and Holiday quota may be taken during this period

UNIVERSITY OF KENTUCKY]
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4
University Differential Pay Rates }‘fj'RIS

* The approved differential pay rates for the University are
maintained in a table in IRIS

* For example:
3311 - Diff Evening Shift $0.75
3312 - Diff Night Shift $1.25

* Enter the Personnel Number, appropriate Attendance
Type, and number of hours

Pers . ho 00817508 Elee K Wall AA. | Total MO 03119 |From |To
15 15
Date I Message text 1005 076 0. 7EEE: 00 |BE: 45
B3/19/2007 W Number of hours recorded 15 00 exceeds target hours & 80
1005 1.25 1.25/D8:45 1600
1005 o9z 092181611160
1005 0.83 o831 e iz
v & O H B x 1005 0.75 0.75[12:30[13:15
[ TTo00 ETEE . onan MO LREOR o0 OOOaaan T 2 a0 Ao o o e (1005 1.25 1.2513:15[14:30
‘ 17608 Elee KYyall koo (LABOR ([BO07O00AOAES3 @810 UNASSIGN CPPD (1005 o9z 0.9214:45 1540
‘ 17508 Elee K all koo (LABOR [SO0TO00AOA094 @610 INASSIGN CPPD (1005 0.83 0.8315:40 16:30
‘ 17608 Elee KYyall (e} 3311| [} 7.50 7.50

UK ovivessivy o KENTUCKY]
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Holiday Leave Time Entry

* Holiday leave is entered using Absence Type of 7150 on
the date in which Holiday quota is used - whether it’s on
the actual holiday or not - for both hourly and salaried
employees

* Examples of Holiday leave taken ON the actual holiday:

LT Pers.MNo. |Mame COArAM.. (Total Mo 07/02 [TU 07/03 |WE 07/04 TH 07/05 |FR O7/06
° Hou rl _ (T15708 vette West T2 g 8 [2] g &
y - 15702 vette West UKOD [1e05 T2 ) ) il il
15702 veite West UKOD [F158 o 8

PErS.NU. Mame COArMAA.. Tolal MO 07/02 TU O07/03 MWWE 07/04 TH 0705 FR 07/06
* Salaried = ||E

7244 levin E Wozni 0 ] g 0 ] g

| | [F249  |cevin Ewomi 150 o 8

K UNIVERSITY OF KENTUCKY]

Plant Maintenance Time Processing - V4

27

Holiday Leave Time Entry

* If an hourly employee works on a holiday, that time is
entered as if it were a regular work day with the
appropriate Attendance Types as applicable

* The day in which the hourly employee uses the Holiday
quota is entered with Absence Type 7150

* Hourly example:

B

Fers.Mo

Mame

COAr

AL

Total

SU 07601

MO 0702

TU 0703

WiE 07/04

TH 07/05

FR 07i06

€]

15708

wette West

7e

2]

8

8

1]

8

8

16708

vette West

UKoo

1008

72

2

g

2

2

15708

vette West

7150

g

UK ovivessivy o KENTUCKY]

* If a salaried employee works on a holiday, nothing is done
in CATS (the employee is automatically paid for that day)

Plant Maintenance Time Processing - V4
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!
Holiday Leave Time Entry %flR'S

* If an hourly employee is not eligible for holiday leave
and/or regular time pay ON a holiday, enter nothing on
that day

Alternatively, for reporting purposes, you may use Absence

Type 7420, Unpaid Leave, and the correct number of hours
ON the actual holiday

* If a salaried employee is not eligible for holiday leave
and/or regular time pay ON a holiday, you must use
Absence Type 7420, Unpaid Leave, ON the actual holiday

MR LT or Kevsucey Plant Maintenance Time Processing - V4 29
. : \
Unit 1 Exercise &ﬁlRIS
* Complete the following exercise:
1.1 - CATS Time Entry
Plant Maintenance Time Processing - V4 30
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Time Entry Changes

K UNIVERSITY OF KENTUCKY]

Follow the same steps used for normal time entry, making
sure you indicate the correct Data Entry Profile and Key
Date on the Initial Screen - then save your changes

Time changes must also be approved and transferred

IRIS will automatically adjust any pay/quota-related issues
caused by the change

If the “Payroll Correction Final Run” has already occurred,
the adjustments will be on the next pay period’s pay
stub/remuneration statement

If changes are made in CAT2 after the time is transferred
to PM (CAT9), the system will automatically cancel the
existing confirmation in PM and create a new one with the
changed information

This occurs because each confirmation in PM creates an
actual Financial posting in IRIS

Plant Maintenance Time Processing - V4

31

Unit 1 Summary LRI

Any questions related to:

Data Entry Profile

Key Date

Personnel Selection

CAT2 Time Entry/Profiles
Activity Types
Attendance/Absence Types
Exception Time

Differential Pay Rates
Holiday Leave Time Entry
Time Entry Changes

Plant Maintenance Time Processing - V4
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. 0
Unit 2 5,‘51._!3!5

K UNIVERSITY OF KENTUCKY]

Plant Maintenance Time Processing - V4 33
. . \
Selection Variants 5‘,’5”%'5
* Creating and saving a selection variant allows you to
easily retrieve your group of employees
* Employees are identified using various selection criteria
(i.e. Personnel Number and/or Organization Unit, etc...)
* The selection criteria is then saved with a variant name,
which is saved with your User ID
* The variant is then retrieved by name - just as opening
any other file on your computer
* Multiple selection variants can be
created in a transaction ‘
* A selection variant must be created % y
in each transaction code in which @ , 3
it is needed \ N
\ i i
Ko/ } S
Plant Maintenance Time Processing - V4 34
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Creating a CAT2 Variant

SRIRIS
J'/f i _—

* Click on the Personnel Selection pushbutton in the lower-

left corner of the 7ime Sheet: Initial Screen |@p_Ppersonneiseiecn |

* Click on the Multiple Selection icon to the far-right of the

Personnel Number field in the Selection section

AN
PersonnelNumber Selection for Fast Data Entry
@ G H )=
N\
Further selections ” o \Search helps ” o Sart order ” o (o]
Period
O Today O Curtsgt manth ) Currentyaar
) Up to today ) From toi
@ Other period
Petiod To
AN
Selection Y
Personnel Number
Employment status o H
Time recording administrator

Plant Maintenance Time Processing - V4
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Creating a CAT2 Variant

* Enter the correct Personnel Numbers, one per line, using
the Possible Entries icon to search if necessary

* When the Enter key is pressed, the tab will indicate the

total number of numbers entered

* Click on the Execute icon to continue

Multiple Selection for Personnel Mumber

24503
24366
24359
12929

[=]
(-]

M/ 0]

OD 48nal Values k O@ Ranges k @O Zngl values k @O Ranges \

Values on the green light
tabs are included -
Values on the red light
tabs are excluded -
Best option is to use the
green Sngl Values tab

1/ & EE O hultiple selection.. | B [P 3¢

UK ovivessivy o KENTUCKY]
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Searching for PERNRs

SIRIS
s

Select the Organizational assi

Click on the Multiple selection pushbutton

gnment tab

* Enter the specific selection criteria to obtaln the desired

list of employees
* Press the Enter key

Multip on for P! nel Numhber
O@ Snal Walues ﬁ OO Ranges k @O Snglval
)
Bl I [«][+]

& v ¢ EE T I Multiple selection |Ii i

// Drganizational assignment

Personnel area
Persornel subarea

Emplayes graup A
Emplopee subgroup 05
Pagrall area

Company Code

Cost Center

Drganizational unit
Drganizationial key
Adinistator group
Time admiristiator

Last name

First name

|&) boooaoes

| TimsData Adrin.|j, (<J]02)

Non-Exempt
40 hour

Department #a

| | R |

Plant Maintenance Time Processing - V4 37
* Click in the checkb I he empl
ICK In the checkbox(es) to select the employees
°P he E k
ress the Enter key
* Click h i
ick on the Execute icon
OO 73nal Yalues
" Diganizational assigrmnng | Timn Dl dcinisnies | y Penin | Sy
N\ i
ECICCIEINEEICE N\ 1908 2
Persuneel ares. | 12600
Personnel subares; 0001
Ernployee group: A 12842
Employee subgraup: 0
Payrod area: 81 16246
CEanpary Code: LIKIN]
Coul Gentor 1043800470 16922
Cirganzatianal unit 30000083
Grganicalional ey, 1 2001043000470 18466
Administrator group; 0001 12888
Jisamal | | | | Tame Pesto N4
B 1200 DUOT A U5 B UKDD 1043800470 300GU0G3 12001043800470 D001 UOU D508 ¥
@ 1200 0001 A 05 B LIKDO 1043600470 J00O0063 12001043000470 0001 Q0012600 P
B 1200 DUOT A 05 B UKD 1043800470 30000063 1200103800470 0001 QO T84T G EE“:
{1 1200 D001 A 05 B UIKOD 1043600470 10000063 12001043800470 0001 Q0013916 E¥
[ 1200 DOOT A U5 B UKDD 1043800470 30000063 12001043800470 0001 QU622 ©
[ 1200 00O A 05 B LKDO 1043000470 I00000E) 1200104300040 D001 Q0016246 \7
¥, 1200 D001 A U5 B1 UKOD 1043500470 J0000063 1200104380047 0001 QUOTEHE2 Gl
(1 1200 00O A 05 B LKDD 1043000470 0000053 12001043900470 0001 QDO1TIER K | | =
] 1200 0DOT A U5 B1 UKD 1043600470 30000063 1200104380047 D001 QU736 G @ |v &=
#1200 0001 A 05 B1 LIKDD 1043800470 30000083 12001043800470 0001 AD01E5ER M;
1200 00UT A U5 B1 UKDD 1043800470 30000063 1200104380040 0001 QD010
1200 0001 A 05 B LIK00 1043800470 30000083 1201043800470 0001 Q0012884 I
K univERsITY OF KENTUCKY] - - -
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0
Importing PERNRs from External Application}‘,’j!Bl.-_S-

* You can copy and paste a list of Personnel Numbers from
an external application such as Excel

1. Select your data in the Excel spreadsheet and click on the

Copy icon
2. Click on the Upload from clipboard icon in the IRIS
Wl n d OW Multiple Selection for Pergonnal nurmbar
0 Personnel Numbers
NEE W B =T om ssnaivaes | are pasted in fields
2] 1= Reply with Changes... End Rev] 28720 [@
fe 00026720 28721
B ‘ © | 3] 28722 7
Personnel 26318
Employee Name Number  Person ID) GEER)
Marshall, Kevin C 00024720 {10026500
Morrig, Phyllis T Q00028721 100265901
[Tautenbaum, Elizabeth Q0028722 (100265902 [2]
Beaker, George 00025718 §10026599 = =
legton, Lawren P Q0008933 110010451 Ko oD I
2
@ v b B E T Multiple selaction I?,Hx
Plant Maintenance Time Processing - V4 39
LIR|
Creating a CAT2 Variant }‘rj ..... >

* The green light on the Multiple Selection icon indicates
multiple values exist for the field the icon is next to, in
this case the Personnel Number field\

Selection
Personnel Murmber 24503
Employment status o
Titme recarding administrator

* Note: Only the first Personnel Number in the list will be
displayed in the field

* Click on the Save icon in the Standard Toolbar to proceed

rogram  Edit  Goto

System  Help
2 B e@e BHE O

* Personnel Number Selection for Fast Data Entry

UK ovivessivy o KENTUCKY]
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{
Creating a CAT2 Variant 51»51.3_'5

* Three fields to complete: Variant name, Meaning, and
click in the checkbox next to Protect variant

* Facts about the Variant name:
Must be unique in CAT2
Can contain special characters and spaces

Other users with security access to CAT2 and your employees
may use your variant

Other users can change your variant, unless Protect variant is
checked

*ABAP: Save as Variant
Selectionvariables | &7 Screen assignment ES (5|

Meaning is
just a longer

description of Yariant name BEK W0 Staff
p . eaning Brad's Work Order Staff
the variant, Created for selection screens 1000
and is a

Only for background processing
Frotect variant

Only display in catalog

System wariant (automatic transport)

required field

OCE

K UNIVERSITY OF KENTUCKY]

Plant Maintenance Time Processing - V4 41
. . \
Creating a CAT2 Variant ;‘élRIS
* Click on the Save icon in the Standard Toolbar to
completely save the selection variant
* System will display an informational message in the Status
Bar upon completion [ vanantaekwo starF saves |
* The Personnel Number values will remain on the Personnel
Number Selection for Fast Data Entry screen - So you can
either:
Click on the Exit icon to leave the transaction,
Click on the Execute icon to proceed to the display screen,
Click on the Multiple Selection icon and add/remove
Personnel Numbers - Be sure to Save after editing
B o Rerucks Plant Maintenance Time Processing - V4 42
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Using a CAT2 Variant

K UNIVERSITY OF KENTUCKY]

* Click on the Get Variant icon in the Application Toolbar

* Double-click on the desired selection variant

ariant Directory of Program RPLFSTO1

Y=Y

Wariant catalog for program RPLFSTO1

Wariant name Short descriptn.

BEK WO STAFF  |Brad's Work Order Staff

COST DISTRIBUT| Cost Distribution

Codono

EVTT-E

* The saved values will automatically populate in the
Personnel Number field

Selection
Personnel Number 24503 @

* Click on the Execute icon |[®|& B

Plant Maintenance Time Processing - V4 43

0
Inserting Rows with Multiple Employees %]RIS

* To give all employees an additional row at one time, click

on the “LT” column header box to select that column, then
click on the Target Hours icon

“ou have not marked a line for input

* Time Sheet: Data Entry View in the data entry section.
- A 1 - ] . .
B E ? E @ | g w # at | m o IEP @ Should a new line he inserted
with the target hours?
Data Entry Period 831972007 - 07 || | B1| week } C
l es I Mo Hx Cancel
ata EW
ELT Fers Mo |Mame COArACtTyp |Rec. order Acti_[wiork Cir |Plant|aa  |Total MO 0319 |From [To
24200 ackson D Bra ] e}
24200 ackson D Bra 2] oo a0 oo e
F 11662 Mariah Vright ] ]
11662 |Mariah Wiright ] A0 Ba 00 00
59376 ohn A Emers . 8 g
9376 ohn A Emers.. ] A0 Ba o0 an
K vniveRsITY OF KENTUCKY| : - -
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Inserting Rows with Multiple Employees

BIRIS
f/f et b

Other insert options:

Chooge F2

* Place cursor on any row for an e
employee and from the Menu sar
. . Eind Ctrl+F
Bar select Edit - Edit Rows > ropssa Tines
Insert Row CheckEmliies Ctrl+F 6
Reset Entries Ctrl+F11
Totals Row Onioff F&
Target Hours On/Off F7
Weekdays On/Off F&
Cancel F12

* OR Right-click on row and choose Insert Row

Row icon in the Application Toolbar

rI Insgrt Row Cirl+F4

» | Delete Line Shift+F2 I

v Copy Row F5
Split Row Ctrl+F3

v MewlLines Ctrl+Fa

from menu

* OR click on the employee’s name, then click on the Insert

* Time Sheet: Data Entry View

Eé%‘ﬂ@l@@#ﬁll@@\

K UNIVERSITY OF KENTUCKY]
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Unit 2 Exercises

* Complete the following exercises:
2.1 - Creating a CAT2 Variant
2.2 - Using a CAT2 Variant

UK universiry oF kenTucky]
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g
Deleting a Variant 51»5”“5

* From the Menu Bar on the Personnel/ Number Selection for
Fast Data Entry screen select Goto = Variants - Delete

Wariants 3 Get.. Shift+Fa
Display...
Selection Screen Help shif+Fg | Delete...
Back F3 Save as Variant... Cirl+5
* Double-click on the ~ &= [8)
Val’lant tO be deleted ~¢eramcatalogmrprogramRPLFSTEH
Warialgame Short descriptn.
|BEKTEST =  [BEKTEST =]
EDA_TIMES EDA TH Getings [=]
HG TIME ity
HR 200 UK 00 HR200 employees
HR 200 EX HR200 employee exercises
HR_z00 HR_200 Ex 5.1 Employees
L ij Time Entry Yariant E‘
LC LZ Time Entry Yariant E‘
¥ X
Plant Maintenance Time Processing - V4 47
4
Deleting a Variant ;‘élRIS
* Select Only in current clients and click on the Continue
p us h b utton ABAP: Delete Yariants
o nall clients
|| ‘es I Mo ‘3@ Cancel |
* System message will appear in the Status Bar
[@ variant BEK TEST deleted |
IR OF RevTucy Plant Maintenance Time Processing - V4 48
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4
Unit 2 Summary 5?51.3!.5.

Any questions related to:

* Creating a selection variant for CAT2

* Searching for PERNRs

* Importing PERNRs from an external application
* Using a CAT2 variant

* Inserting rows for multiple employees

* Deleting a variant

K UNIVERSITY OF KENTUCKY]
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Unit 3 FIRIS
Time Approval &
Transfers
Plant Maintenance Time Processing - V4 50
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!
Time Approval %IRIS

* Time entered in CATS must be approved on-line

* Changes made to time after the initial approval must also
be approved on-line

* Employees will not be paid for any time that has not been
approved on-line

Plant Maintenance Time Processing - V4

4
Processing Status 5351..!3!..5

* Time is automatically “stamped” with a Processing status
as different actions are performed in the system

* For example, the most commonly used are:

20 - Time has been entered and saved in CAT2 and is now
ready to be approved

30 - Time has already been approved with CATS_APPR_LITE

50 - Time was previously approved, but changes were made
in CAT2 which has unapproved this time - the changes now
need to be approved

Iﬁ - Data is being processed

(A1 Data has heen released for approval

Short text
In process

Releazed far approval
Approved

Approval rejected
Changed after approval
Cancelled

g- Data has been approved
@- There is atleast one component for which approval was rejectad
E— Datawas changed after approval

¥ - Data has been reversed

UK universiry oF kenTucky]
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; : AL
Reporting Period }‘;‘5 S
* There are several different options for the Reporting

Period field in the approval transaction:
All, Other Period, Current/Other Payroll Period, Etc...

* These options also work hand-in-hand with the
Processing Status values

The All option is the most preferred and is not pay period-
specific

® For example: If the Processing Status is 20 (Released for
approval), only time that needs approval will display, whether
it’s in the current pay period or not - this will also capture any
retro changes that you may have made to prior pay period time

= |f the Processing Status is a range from 20 to 60, ALL time for
an employee will display, whether it needs approval, has been
approved, has been changed since approval, etc...

Plant Maintenance Time Processing - V4

. 4
Time Approval }‘fleIS
* Enter T-code @ sdBjeae SHE anon BE

* Approve Working Times
CATS_APPR_LITE e J
E‘,.u ]:[ <» OrgStructure | <& Search Help

* Reporting Period |

Shou |d be A” Reporting Period [A\I @]
Selection Criteria

¢ Enter the Personnel Numher 17508
Pe rson nel Emplnvmegt :tatus z

ompany Gode
Number(S) Cost Center =

° Ensure Processlng Selection of Time Sheet Usle the M_U|t|p|e

Status is 20 = Selectioniconto  [a
atus Is TaskTyps enter/import/search %
. Task Level .

° C||Ck On the Save Task component \for mUItIpIe PERNRS/ E
H Activity Type to o
Icon to save as a A —— - B
Varlant AttiAbsence type to 2

Wage type to i

[ ] 1 Display Unitheasure to o
CIICk on the Mumber {unity to E
Execute 1ICON Processing stalus to =

Short text to 2
UG or keevc Plant Maintenance Time Processing - V4 5
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Time Approval s
* Select all rows to be approved by clicking on first row to
select then press the Ctrl + A keys on your keyboard
* Click on the Approve icon in the Application Toolbar
* Approve et imes
FAaEEE AR EEEEIBRE AR ERERIER R ERII IR
Marre “1*Pers No. Date V|status|AAR  |Acct assgnt text General receiver = Mumber| MU Short text Acty Type |AATYpe
Elee Kinvall 17508 |0319/2007 A |Activity| Replace 20 lightbulbs 807000000080 0010 0750 |H |Replace 20 lighthulhs LABOR  |1005 |1
O Activity Repair door hinge 807000000070 0010 1.250 H Repair door hinge LABOR 1005 |1
O Activity Banister is off the wall 807000000080 0010 0.920 H |Banisteris of the wall LABOR 10058 [
Ay Activity Hang new whiteboards & screen | 807000000080 0010 0830 H Hang new whitehoards & screen |LABOR 1005 |1
£y Activity Replace 20 lighthulbe 807000000081 0010 0.750 H Replace 20 lighthulbs LABOR 1005 |1
O Activity Repair door hinge 807000000072 0010 1.250 H Repair door hinge LABOR 1005 |1
O Activity Banister is off the wall 807000000083 0010 0.920 H |Banisteris of the wall LABOR 10058 [
Ay Activity Hang new whiteboards & screen | 807000000084 0010 0830 H Hang new whitehoards & screen |LABOR 1005 |1
iy 7500 H 331
&L 17508 . 15 H
Helen K Wemer 15530031 9/2007 Y 4 H 770
£y Activity Repair door hinge 807000000072 0010 1470 H Repair door hinge LABOR (1005 |1
£y Activity Replace 20 lighthulbe 807000000081 0010 1.330 H |Replace 20 lighthulbs LABOR 1005 |1
SO Activity Hang new whiteboards & screen | 807000000080 0010 1500 H Hang new whitehoards & screen |LABOR 1005 |1
JY 15530 [ 8 H
Ié e 23 H
WK vniverstTy oF KENTL - N -
Plant Maintenance Time Processing - V4 55
Time Approval P
* Status Bar d|sp|ays > F@ Work times / key flgures were approved |
* Status column icon changes to >
* Changes to approved time will display as follows:
Marme ““Pers.ho |Date T\status| F15 |z Mumber|mulaaTypel Created on [ Time Created by|Lastchange |Time Change
Helen KiWerner 16530 | 031 82007 Fay 2|H (7180 |0327/2007 |16:6553 |KREAGER|03/27/2007 |16:5553 |KREAGER
Fay 2|H [T170 |03027/2007 |15:55:53 |KREAGER|03/27/2007 |15:55:53 |KREAGER
&Y 164530 . 4H
) / oo 1H
=] =
Date 7| status| Murber| MU  Pracessing status Created on | Created hy|Last change |Change [Approval date|Appr by Doc. no.|Trang.| COAr
[IEJ"\EUZI][IT’E' =] 2 |H |Releasedforapproval (0342772007 |KREAGER 03/27i2007 |KREAGER HR  |UKOO|
3 4 |H |Changed after approval |03/26/2007 |KREAGER |03/27i2007 |KREAGER (03/27/2007 |KREAGER (1051 |HR  |UKOD)
K vniveRsITY OF KENTUCKY| : - -
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Unit 3 Exercise %I_BJ:.S

* Complete the following exercise:

3.1 - Time Approval

K UNIVERSITY OF KENTUCKY]

Plant Maintenance Time Processing - V4 57
. 4
Time Transfer ;‘ﬁ]RIS
* After time data has been entered and approved in CATS, it
must be transferred to:
IRIS-HR for Time Evaluation and payroll processing
IRIS-Plant Maintenance (PM) in order to populate the actual
PM Order Confirmation(s) and post the financial cost
allocations
Plant Maintenance Time Processing - V4 58
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Time Transfer to IRIS-HR

* Enter transaction code ZCAT6
* Enter the Personnel Number(s)
* Click on the Execute icon ﬁave as a variant

@] S[Hfcee CHBEooD EE

* Transfer Time Data to HR Time Management

o)z o

Processing Control
‘V Initial Transfer || Repeat Transfer

Data Selection for Initial Transfer

FPersonnel number [ I?SDB@ to

Date to

Custamer field to
Infotypes

Use the Multiple

[#] attendances/ahsences

[¥] EE remuneration info Select[on icon to
Substitons enter/import/search
Other Data \for multiple PERNRs
[v] Output log I

K UNIVERSITY OF KENTUCKY]
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0
Time Transfer to IRIS-HR }‘fleIS
* Be patient with this process - It may take a few seconds to
complete the transfer

* ldeal scenario is to have matching totals in the Number of
data records read and Number of successful postings
lines - If so, this process is complete - Exit the transaction

* Transfer Time Data to HR Time Management
M4 »r M EETFEERTE M & chose [& save H 6

Number of unsuccessful postings o
Number of data records read: 16
Number of successful postings: 16

A Cxd Pers_ MNo. Walid From A/AType Hours Croy WT Number THMU Amount Type Mumber

Message text

Cecm 15530 03/19/20087 7170 4.80 0.0a 1
Cecca 15530 03/19/20087 1005 1.7 0.0a 2
Cecca 15530 03/19/20087 1005 1.33 0.0a E|
Ceca 15530 03/19/20087 1005 1.50 0.0a 4
[coca 15630 03/19/2007 7170 2.00 o.oo =]
Coca 16630 03/19/2007 7180  2.00 000 [

UK ovivessivy o KENTUCKY]
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0
Time Transfer to IRIS-HR with Errors %IRIS

On 03/20/2006
both 1005 and

7170 time were
entered - All

other days with
a “green light”
did transfer!

* Any unsuccessful postings will need to be corrected in
CAT2 - then also approved and transferred

Transfer Time Data to HR Time Management
H4r M &E& T EEBETE S & chose & save H &

Humber 0f data records read: 11
Number of successful postings: 10

Ay Cxd Pers.No. Yalid From A/AType Hours Croy WT Wumber THU Amount Type Number
Message text/\

03/20/2006 7170 g.00
Infotype record was created
5 0DO0Og4E No batch input data for screen\MP200000 2051

EN0Oa0e348 Record from B3/20/2006 with sufjtype 7170 could not be posted
W oo0poeAE This entry deletes a record

Clcom Mfzmznns 1005 8 Dn/ 0o )

e

vt Ao 0 4 fatel LoD

[ @0

0.o0 1

5 ogoooz ing the Time Sheet

* Bad cost allocation, collision with time already in Infotypes
2001/2002,
entries on the say date are just a few of the possible
reasons for an unsuccessful transfer

or (as in the example above) conflicting time

Plant Maintenance Time Processing - V4 61

{
Unit 3 Exercise RIS

* Complete the following exercise:
3.2 - Time Transfer to IRIS-HR

UK universiry oF kenTucky]
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Verifying Transferred Time - ZVERXFER

O 48nglvalues |

=)

Enter data in all
three sections -
Click on the
Execute icon

to generate the
report

| Solachon opbiang Solnchon T
_|Personnel fres - __|Persunnel Nuribur -
fPersannel Dubames = {Ermpleymant Satus = .
ot Grep T | feomaanyconn Save as variant!
— femployen Susgroup —fcast Cantar
__ forgantzanonal vey E
__Jousness kea ]
__|legal Farson N\
H . - \4 245
B fy Transferred Time ol
1y (63 J=[ © OrgStructure || & Search Help 247
 Iaministrator Geoup | | 248
__ IPersonnel Adminisiratr - ol / Payroll Period /
e Racoring Ravss - Period pther Payrall Period g Y/
Payroll Area B1 O7/23/2006 - 08/05/2006
Al .
=N Period 16 2006
[
Selection Criteria

Persannel Mumber 245
Employment Status
Company Code

Cost Center
Organizational unit

Additional Criteria
[v] Display transferred time
isplay time not transferred {including hour discrepencies)

\

Plant Maintenance Time Processing - V4 63
4
Verifying Transferred Time ;‘If!-R'S
* Time not transferred will be listed first
* Two reasons for a “No” transfer:
No corresponding record in IRIS for the Attendance or
Absence code on the date in question
There is a corresponding record, but the hours do not match
Verify Transfarred Time
z[B] (=
il
:;j;:‘?ﬂﬂﬁ
o DAL ik R ol
__".'J_l_ﬁ'?ﬂl!ﬁ 1 _:i_ﬁf)\f_-FR_n.!_".ﬁ.'_?qﬂ_ﬁ .I-“-‘ 4 InHFJ\C_‘fR_KﬁF_r\f-Fﬁ_"TJ_I‘\" nq_
_II.U‘B’_'IIIIU JLES _KHEFEH’_IIH‘Q’)IIII! :I!.Hlf _KHEIUEH_KNH\UH(IIHHS!’)GGU
| LT Jomwane | [FREAGER 07113006 [139655 |[WREAGER WREAGER 0THaI000_|ves
:IJRH% IkRF.lr:ER KREAGER [07)
i _I)_i IVH H‘\‘_k.}-.l&p\? 1)
L T L O f;:_ZE:_E-_LﬂZ;ZZ'Siﬂ_:m.,
;:::';n :::; om0 |1 :Ir;:\:tp G [EELEDD :;:;:E‘:':':'tﬁi:a nn:mna'
Plant Maintenance Time Processing - V4 64

PM_TP_300 - V4 - 06/07/07

32



0
Time Transfer to IRIS-Plant Maintenance }élRIS

* Enter transaction code CAT9
* Enter the Personnel Number(s)

* Click on the Execute icon Save as a variant
=) SErcee SR Ehon @R

* CATS: Transfer to Plant Maintenance/Customer Service

B

Selection Parameters

Personnel no. I ITEDE@ to
Date to
Order to
Dacument no to
Date for Entry of Confirmations Use the Mu|t|p|e
FeEiE O Selection icon to
Posting date for cancellation q
" enter/import/search
Se|ECt TeSt run ] to Cantrol Parameters fOl’ multlple PERNRS
Check fOI’ errors Mumber of tasks 1 \\

Mo, of lock atternpts a3

Log
t | Testrun s this a testrun?

K UNIVERSITY OF KENTL

Plant Maintenance Time Processing - V4

0
Time Transfer to IRIS-Plant Maintenance %lRIS

* CATS: Transfer to Plant Maintenance/Customer Service
W4 r M @& F EET S & S chos: & sve H 6
No. of records read: ]
No. of records saved successtully 8

Wumber of records read 8

No. of confirmations generated 8

No. of confirmations canceled o

No. of confirmations with errors o

No. of cancellations with errors: 0

Number of locked confirmations 0

No postprocessing pool generated

No messages from cost determination

4 Order OpAc S0p Confirm. Cap Spl Work Cir F Postg Date Act.finish Act. start Un. Act.work ActTyp WageTy Conf. Text Remainurk Fcs
Message ID Msg.no. Message

i 80T00E000BED BE10 30 0 UNASSIGN  B3/18/2007 08:00:80 00 6000 H 2.0 LABOR o.e
] BA7O0A0D0AGE AO10 301 0 UNASSIGN  03/19/2007 00:00:00 00:60:00 H 2.0 LABOR o.a
| 87000000060 G010 301 0 UNASSIGMW  03/19/2007 00:00:80 00:00:00 H 2.0 LABOR g.a
) BOTO0EOODOED BE10 3m 0 UMASSIGM  ©3/19/2007 000080 000000 H 2.0 LABOR o.e
u 80700E000BED BE10 3m 0 UNASSIGMN  B3/19/2007 00:00:80 00 6000 H 2.0 LABOR o.e
u 80700E000ATO BO10 an 0 UNASSIGN  B3/18/2007 08:00:80 00 6000 H 2.0 LABOR o.e
. 807000000080 BO10 321 0 UNASSIGMN  B3/18/2007 00:00:80 006000 H 2.0 LABOR o.a
] 807000000090 BO10 33 0 UNASSIGMW  03/19/2007 00:00:80 00:00:00 H 2.0 LABOR g.o
0| I [+

J4][v ]

<L

IR Uiy ersiny oF KENTOCKY)
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Time Transfer to IRIS-PM with Errors

SIRIS
1/ -

* CATS: Transfer to Plant Maintenance/Customer Service
W4y @A FEE T B G & chose G sae 04
No. of records read 1
No. of records saved successfully 8
Number of records read "
No. of confirmations generated g
No. of confirmations canceled: a
No. of confirmations with errors 3
No. of cancellations with errors: a
Number of locked confirmations a
No postprocessing pool generated
No messages from cost determination
A Order Opdc S0p Confirm. Cap Spl Work Ctr F Postg Date Act.finish Act. start Un. Act work ActTyp WageTy Conf. Text RemainWrk Fos
Hessape ID Meg.no. Message text
]} 807008008072 0810 B UNASSIGN  03/10/2087 12:00:80  18:50:00  MIN 78.2 LABOR 1) 2
398 Hours worked exceed Start and End times. Please correct times for 00015530 20070319 0010
.} 807000000088 0B10 B UNASSIGN  03/19/2007 11:10:80 18:15:00  MIN 65.2 LABOR 1)
388 Hours worked exceed Start and End times. Please correct times for 00017508 20070318 00810
m} 807000000083 0B10 B UNASSIGN  03/19/2007 15:40:80  14:45:00  MIN 55.2 LABOR 1)
398 Hours worked exceed Start and End times. Please correct times for 08017508 280708318 0810
() 807H0A000AEE 0810 301 0 UNASSIGN  03/19/2007 88:45:80 09:00:00 MIN 45,0 LABOR a
') 807008008061 0810 302 B UNASSIGN  03/18/2887 13:15:80  12:30:00  MIN 45.0 LABOR 1)
() 807H0E000AET 0810 302 0 UNASSIGN  03/19/2007 10:50:80 09:30:00 MIN 79.8 LABOR a
]l I B
Plant Maintenance Time Processing - V4 67
* Compl he followi ise:
omplete the following exercise:
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PM Order Confirmation (Time) Processing %IRIS

1. Time is entered in CATS:
CAT2 or IW44 (STEPS)

CATS_APPR_LITE

3. Time is transferred from
CATS to IRIS: ZCAT6

4. Time is transferred from
CATS to PM: CAT9

5. Time can be displayed:
CATS_DA & Iw43

2. Time is approved in CATS:

K UNIVERSITY OF KENTUCKY]
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y
Unit 3 Summary RIS

Any questions related to:

* Time Approval

* Processing Status field

* Reporting Period field

* Time Transfer to IRIS-HR

* Time Transfer to IRIS-Plant Maintenance

Plant Maintenance Time Processing - V4
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Unit 4 &élRIS

PM Direct Time Entry
(STEPS)

Plant Maintenance Time Processing - V4
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0
PM Order Confirmation - IW44 %IBIS
* Collective method of capturing the time worked against
existing Work Orders - mainly by STEPS employees
* Time is entered using the following required fields:

Posting Date - Date on which the confirmation (of time entry)
is posted - The system defaults to the current date

Personnel Number - Unique IRIS-HR number for an employee
Order - The Work Order number for the time being entered
Actual Work - Total amount of time spent on Order
Start/End Dates - Start and end dates of the work

* Optional fields - for informational purposes only:
Start/End Times - Start/End times of the work in military time
Notes - Any comments noted on the Work Order

WK UnivERsITY OF KENTUCKY]
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PM Order Confirmation - IW44 L
* Default Values Line

The values entered (or defaulted) in this line will be copied to
each line in the section below (upon pressing the Enter key) -
thus becoming the default values for each line and reducing
the amount of data entry required

Example of the initial screen upon entering the transaction:

PM Order Confirmation: Collective Confimrmation

B = 5 =) === Time Worked is Entered in Act. Work ===

--= | |Order Cperation |Work Ctr  |Plant  Activity Type |Postg Date  |Pers. Mo, |Start Date Start Time End Cate  |End Time W

0010 000000 o oo:oo [=]

JrPre—ee—eeeeeeeeeeeeeeeeeeeeeee e e

[EfOrder Operation |Act. Work [Waork Dane  |Work Ctr - Plant |Activity Type |Postg Date  Pers. Mo, |Start Date Start Time |End Date  End Time mﬁ
O 008800 00:00:08 [«]
0 l98: 0000 bo0a.e0 | |7
0 THTHT] ba- 8008 H

MR LT or Kevsucey Plant Maintenance Time Processing - V4 73

PM Order Confirmation - IW44 P

* Example: Today is June 7th, and you wish to enter Work
Order times for Personnel Number 24503 for June 6th:

--= |Order Operation |Work Ctr - Plant |Activity Type Postg Date  Pers. Wo. Start Date Start Time End Date  End Time W

|ao1m [B6/07/2007 24503 [WG/DG/2067 000 DA |[06/06/20..[00:00: 00 |
(D] an
jﬂorder Operation |Act. Work Wark Done  wWark Cir mAct\vin\tne Posty Date  |Pers. Mo, |Start Date Start Time End Date End Time mﬁ
0010 O BE/D7/2007 24503 [6/@5/2007 00 0000 |96/06/20..80:00:08 | |[+]
E O 06/07/2007 [24501  [96/06/2007 90:00:00 @6/06/20.00:00:00 | |~
001D O B6/07/2007 [24503  [96/@5/2007 960000 [95/06/20../80:00:08 ﬂ
—

* Example continued: Three Work Orders are entered with
1.25 hours each - Only the Order and Act. Work fields
needed to be completed - All other data is from either the
Default Values line or is derived from the Work Order

--= Order Operation [Work Ctr - Plant |Activity Type |Postg Date  |Pers. Mo, Start Date Start Time |End Date  |End Time
pe1e UE#B7 /2007 24503 O6/DE/2007 |BO:0D. 00 |BE/BEG/20.. 000000

jﬂorder Operation [Act. Work Waork Done  Work Ctr WActivwavpe Posty Date  |Pers. Mo, |Start Date Start Time End Date  |End Time mﬁ
807000000210 jBote n.25 O UMASSIGN [CPPD  [LABOR OE/D7/2007 24503 06/06/2007 OE/DE/20..
BO70E0000230 pOte .25 O UNASEIGN [CPPD  [LABOR BE/B7/2007 24502 UG /BE/2007 BE/DE/20..
AO7EEO000250 [BEta .25 ] UNAGSIGN [CPPD [LABOR O6/B7/2007 24503 06 /B6/ 2087 06/ 06/ 20

UK UNIVERSITY OF KENTUCKY Plant Maintenance Time Processing - V4 74
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Cancel PM Order Confirmation - IW45
* Once an order confirmation is saved, it becomes an actual
financial posting for cost allocation purposes

* If a confirmation must be changed for any reason, it must
first be cancelled and then a new confirmation entered

* Use transaction code IW45 to cancel a confirmation

* Cancel PM Order Confirmation: Initial Screen

¥ Exitwithout Saving

Use Possible
Entries icon to
search if unknown

Order Bop1000a73
Operfact.

* Enter Order number and press the Enter icon/key

K UNIVERSITY OF KENTUCKY]
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Cancel PM Order Confirmation - IW45 }‘;le'S
* If only ONE confirmation exists for the Order, the Actual

data screen for the confirmation will appear

* Click on the Save icon in the Standard Toolbar to initiate
the Cancel action

G i dBjlece BHB H0os AR @B
* Cancel PM Order Confirmation: Actual data

Nofification | MeasDocurents | Sx [l Administr. | 3 Exitwithout Saving  Time and Codes Confirmation

i0rder 8001000073 Electricity Charges
Operaet 0010 Electticity Charges
Caonfirmation Data
[
Work Center UNASSIGN MPPD Unassigned Work
Personnel No 24503 Bruce Miller
Actual Work 0.25 Activity Type LABOR1 Posting Date O1#18/2007

[C]Final Confirmtn
Wiork Starts on 01/108/2007 17:00:00
Wiork Ends on 01/108/2007 17:15:00

Canfirm. Text D

UK ovivessivy o KENTUCKY]
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Cancel PM Order Confirmation - IW45 ;,‘5] >
* The “Reason for cancellation” screen appears and allows
you to enter unlimited text
You can also insert text from external sources if necessary

* Click on the Back icon in the Standard Toolbar when
finished

@] s o+ epe SHE 80 on BE
* Change Order confirmation text: Language EN
ﬁ—’[% (EE] Iﬁl & Formats |23 Character Formats | 97 | & &y E.l o B3

Cut, Copy & ParagFormats  * Paragraph, left-aigned = (e T

Reason for cancsllation

Paste

The incorrect times were entered for this work order.

EEHq

* In the Status Bar, the system will confirm cancellation

||?e Confirmation of order 3001000073 is cancelled |

MR LT or Kevsucey Plant Maintenance Time Processing - V4
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Cancel PM Order Confirmation - IW45 5,‘5”%'5

* If MULTIPLE confirmations exist for the Order, process as
fo I I OWS : Status management Canfirrn order

Clle on Yes Do you wrant o carry out

transaction despite warning?

Status information

0)

Click on gray box to the far-left of the confirmation to be
cancelled

Click on the Actual data icon in the Application Toolbar

* Cancel PM Order Confirmation: Operation Overview

Oider! 5001000045 Intergrated Test Order

nfirmations for Operations and Suhoperations

ColOp. Su. |Ty. 8pl |Confirmt. |F |G|Pstg Dt |Wyark Cir Act Wark Unit ATy Description Ty
ao10 Intergrated Test Order
I 12/20/06 |CABIMET 7.99 LABOR1
2 01A7/07  CABIMET 0.50 LABOR1

|3 [l
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Cancel PM Order Confirmation - IW45 *'B!S

* The Actual data screen for the selected confirmation will

display to allow for final verification that this is the correct
confirmation to be cancelled

* Click on the Save ic\o‘n in the Standard Toolbar

@] saBlecse CHE Bnon BE @@
* Cancel PM Order Confirmation: Actual data

Matification  MeasDaocuments ,5% Admmistr 3 Extwithout Saving | Time and Codes Confirmation

iOrder; 8001000045 Intergrated Test Order
Opet fAct. 0010 Intergrated Test Order
Confirmation Data

‘Work Center CABINET CPPD Cahinet Shop
Personnel Mo 24503 Bruce Millar
Actual Wark 0.58 Activity Type LABOR1 Posting Date 014172007

Final Confirmin
Wiork Starts on 01/16/2887 11:00:00
Work Ends on o1/16/2887 11:30:00

Canfirm. Text

iz

K UNIVERSITY OF KENTUCKY]
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Cancel PM Order Confirmation - IW45 51»5.'_3.'5
* Enter a Reason for cancellation

* Click on the Back icon when finished

@] o T@lEe SHE nn oo BE
* Change Order confirmation text: Language EN

@‘ o | || | S Formats £ Character Formats | 11 | B &2 G E.l o B

ParagFarmats | * Paragragh, eft-sligned & Char.Formats g

Reason for cancellation

IThe time was entered against the wrong Personnel Number.

BEH:=

* In the Status Bar, the system will confirm cancellation

||?e Confirmation of order 8001000045 is cancelled |

UK ovivessivy o KENTUCKY]
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(
Displaying Cancelled Confirmations - IW43 ;,‘j]RIS

* The checkmark in the “C” column indicates the cancelled
confirmation

* Double-click on line to view the confirmation

* Display PM Order Confirmation: Confinrmation Overview

B E E

8070000002108 Replace 20 lightbulbs

Confirrnations for Operations and Suboperations

Op. [Su. [Ty. |Spl|Conf. F|C|Pstg Dt [Wiork Cir  Act. Wiork Lin. | ATy, Description
0010 Replace 20 lighthulbs
1 || I06/07/07  UNASSIGH 1.25H |LABOR
2 || I06/07/07  UNASSIGH 1.25H |LABOR
2 (VIpBI07/07  |UMASSIGH 1.25H |LABOR Reason for cancellation

* Click on the Text icon to see the “Reason for cancellation”

text Reazan
Confirm. Texd Reason for cancellation [I

Plant Maintenance Time Processing - V4 81
. )
Unit 4 Summary %‘RB
Any questions related to:
* Entering PM Order Confirmations
* Cancelling a PM Order Confirmation
IR OF RevTucy Plant Maintenance Time Processing - V4 82
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Unit 5

K UNIVERSITY OF KENTUCKY]
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: NN LIRIS
Displaying Time in CATS P
* Display Working Times -
code CATS_DA [B]® 85 &[5 swswan| Save as a varlantj
* Select the desired | rauires
H Periad Other Payroll Perind ]
PaerII PerIOd Payroll Area B1 E;;WE#ZEIU? - B343142007
° Enter the Period 7 2007
Pe rsonnel Selection Criteria
Personnel Mumber 17508
N U m be r(S) Ermployment Status
A Company Code o
* Select appropriate | e Use the Multiple
Processing Status St i Selection icon to
[=] i 5]
o (i —— enter/import/search |2
Click on the = for multiple PERNRs =
Execute |C0n Task component \ E
Activity Type to E
Stat. key figure to ?
Altiabsance type to B
Wage type to ?
Display UnitiMeasure to =
Numbar (unif to B
Processing status I 10 to 408 | E
R Fetxpor Kok Plant Maintenance Time Processing - V4 84
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Displaying Time in CATS ;‘ﬁ]ng’

* Icons in the Application Toolbar allow for further
manipulation of the data seen in a report

View

Details Sorting o Subtotal Export
Isplay to Excel
Sum Change/Save/Choose
* Display Layout
BREEEER =R EE] AiEREAE] IEIE
Mame *|* Pers.No.| Date Status FIS |AAR  Acctassonttext General receiver £ MNumber|MU Short text Acty Type |AATY
Elee Kivall 17508 | 03/19i2007 & Activity|Replace 20 lighthulbs 807000000060 0010 0750 (H |Replace 20 lightbulbs LABOR 100!
& Activity |Repair door hinge 807000000070 0010 1.290 [H |Repair door hinge LABOR | 100!
& Activity Banizter is off the wall 807000000080 0010 0.920 [H |Banisterig off the wall LABOR 100
E: Activity Hang new whiteboards & screen 807000000030 0010 0.830 |H |Hang new whiteboards & screen |[LABOR 100
= Activity Replace 20 lightbulhs 807000000061 0010 0.740 |H |Replace 20 lighthulbs LABOR 100
A Activity Repair door hinge 807000000072 0010 1.250 |H |Repair doar hinge LABOR 100
& Activity | Banister is off the wall 807000000083 0010  0.020 |H |Banister is off the wall LABOR | 100
=z Activity Hano new whiteboards & screen 807000000094 0010 0.830 |H |Hang new whiteboards & screen |LABOR 100
A 7.500 (H 3311
& 17508 . 15 H
|Helen Kiwerner 15530 0319i2007 &= 2|H 718l
5 & 2|H 77
= Activity Repair door hinge 807000000072 0010 1170 |H |Repairdoor hinge LABOR 100
A Activity|Replace 20 807000000061 D010 1.330 (H |Replace 20 lightbulbs LABOR 100!
& Activity Hang new whiteboards & screen| 807000000030 0010 1.800 |H |Hang new whiteboards & screen |[LABOR 100
&y 15530 - 8 H
| == 23H

Plant Maintenance Time Processing - V4 85

)
Unit 5 Exercise ;‘ﬁ]RIS’

* Complete the following exercise:
5.1 - Displaying Time in CATS
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PM_TP_300 - V4 - 06/07/07

43



0
Displaying PM Order Confirmations %IRI__S_

* Enter transaction code
W43

* Enter the Order number
or use the Possible

* Press the Enter
icon/key

* Display PM Order Confirmation: Initial Screen

¥ Exitwithout Saving

- Use Possible

Entries icon to search

Entries icon to
k 2001000045]

search if unknown
Opertict. oE1e

* Display PM orders: L}séaf Orders

v @ EEEBESF 0% & orer B B operastons | B [

7
5 [order Jriwe [Bfestan [snortien Stre

8001000040 [RE /2119&005 Integrated Test Order 2ke

8001000041 RE. /(1212212006 |Intergrated Test Order

2001000042 Ry 120212006 | Intergrated Test Order

8001000043 FE 1202112006 |Fix Mick

\
Double-click tol
select the desired ‘

8001000044 / RE.. (1212172006 |Intearated test order - K - Hands-on se

so001000045 ¥ |RE... [12120/2006 Interarated Test Order

Work Order /!’ﬂ)

8001000046  |RE.. [12i20/2006 |Integrated test order

L0100000 Be loincoonz o boe Toct Cecioe 1ol ool

K UNIVERSITY OF KENTUCKY]
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Displaying PM Order Confirmations }flel-_S-

the Actual data screen

* If only one confirmation exists, it will automatically display

* Display PM Order Confirmation: Actual data

Motification | MeasDocuments | Administr. | ¥ Exitwithout Saving | Time and Codes Confirmation

go01 000045 Intergrated Test Or
BO10 Intergrated Test Order

( Displays when

Canfirmation Data

i1
‘Work Center CAEBINET LCPPD Cahinet Shop
Personnel Ma. 24503 Bruce Miller
Actual Work 7.99 Activity Type

[CIFinal Confirmtn
wark Starts on 12/20/2006 01:30:45
Wark Ends an 12/20/2006 69:30:22

Caonfirm. Text

and who entered
and changed
this data

LABOR1 Paosting Dats 12¢20/2006

Date 12/28/2006 /

Created by BEVENHZ

n7]

Changed

Date

Changed hy

4
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Plant Maintenance Time Processing - V4 88

PM_TP_300 - V4 - 06/07/07

44



Displaying PM Order Confirmations RIS

* Screen below will appear first if multiple confirmations
exist for a Work Order:

* Display PM Order Confinmation: Confirmation Overview

8861800002

Caonfftmations for Operations and Suboperations
[_Jor. [su... [ry. [spi [cont_[F
0010

clPsty Dt fwiork Gt [act Wwinrk  [Un [aTy

|Descriptmn
intergrated test arder

|Ty |Actua| start |Actﬂmﬁ
1207z [+]

12/07/068 |ELECTRIC
I

0.50 |_|
i \ i \ - I

* Click on the gray box to the far-left of a line to select,
then click on the Actual Data icon

i : _sam AEEEEZ
o1n |

Caonfirmation Data

i1
ELECTRIC MPPD Electrical Shop

‘Wark Center

K UNIVERSITY OF KENTUCKY]
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Displaying PM Order Confirmations RIS

* Click on the Select All icon, then the Actual Data icon

* Display PM Order Confinrmation: Confirmation Overview

8AE1000002

Confirmations for Operations and Suboperations

I Tep. |su.. [ry. JselJcon..  |F
0010

Clpsty Dt fwiork Ctr [Act. twork

|Un. |ATy’. |Descr|mmn

intergrated test order

|Tv. IAcluaI start |Act.ﬂmﬂ
12075z [+]

Click Next icon

ay PM Order Confirmation|
EE \E‘ MeasDocurmenty

_anm 000002
-am o

Confirmation Data

* Display PM Order Confirmation|
@ E m @ MeasDocuments|

_8001000002

Ogeriact.  0m1D

Confirmation Data

1

Wark Center ELECTRIC MPPD Electrical S Work Canter ELECTRIG MPPD Electrical S
Persannel Mo 24503 Bruce Miller Fersanngel Mo 24503 Bruce Miller
Actual Wark 0.58 Activity Ty Actual Work o.50 Activity Ty

UK universiry oF kenTucky]

Plant Maintenance Time Processing - V4

90

PM_TP_300 - V4 - 06/07/07



Unit 5 Exercise

* Complete the following exercise:

5.2 - Displaying PM Order

Confirmations

Plant Maintenance Time Processing - V4
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0
Display Confirmation from a List ;‘ﬁlﬁlg’

° Enter transaction code
w47

* Verify the Order status
options and enter any
other search criteria as
desired

* Check the Entered on —
and/or Posting Date
fields - edit if necessary

* Click on the Execute icon
to generate the list of
confirmations

Display Confirmations

Execute icon

o b pioass ] Gomphassd aolactpr | =
/7

/pesation
Grdar ® e
Qrdnr Ty % j
Equipment w =]
Functional locatien ® (=]
Wioak cantar (plar) "] | =
i Franneg) w &
Actnity Tyne (") @

mation

-g:;';mqm\> 1201802006 L] B2 62067 |

oy ® (=]
Fosting Date 1271042006 L] 02/18/2007 |
Feraonnl Humber » E’
Phact (uchal) B (=]
\Waek canser (schual) * |
Final Corfrmasion ® E’
Ruason o Vanande. L] E
Wage Tyne ] 2|
Actiy Trme B E|
Eustision stat u &
Actaal s¥art (i) 650060 w  0660-an 2|
Finish exscution * (2|
Achul finlsh dma) 000000 % 000000 B
Gondrmation ) E‘

Mo Gancel Records
I Leave blank

Liyoat

UK universiry oF kenTucky]
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Display Confirmation from a List

SIRIS
!

* Double-click on the gray select box to the far-left of the
confir/mation you wish to display

* Display Zonfirmations
@ Ej ? ? B By Order

Completion confirmation . Cance

= Confirmation| Counter|Created on | Created by Order

L4 1368 1(121182006 KCHESE 8001000022
1268 2(12112/2006 |KCHESE 2001000022
58 3101102008+ pigplay PM Order Confirmation: Actual data
1369 1 (12118200
1369 2011 0i200 Mofification  MeasDocuments Administr. 3¢ Ewitwithout Saving | Time and Codes Confirmation
140 1{12n9/2009
1403 1 [1zrz0rz004 (0rder: 8001080022  Infergrated Test Order KC
Lios dedoiniond OperiAct G010 Intergrated Test Order KC

Canfirmation Data
[

Work Center CABINET CPPD Cabinet Shop
Personnel Mo, 24503 Bruce Miller
Actual Wark [t} Activity Type

[CIFinal Confirmtn
‘Wark Stars on 12/18/2006 B9:00:00
Wark Ends an 12/18/2006 090000

Canfirm. Tesxt

LABOR1 Posting Date 12/18/2006

o=

K UNIVERSITY OF KENTUCKY]
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Unit 5 Exercise %IRI;;’
* Complete the following exercise:
5.3 - Display Confirmation from a List
UG or keevc Plant Maintenance Time Processing - V4 94

PM_TP_300 - V4 - 06/07/07

47



Unit 5 Summary 5%1.3!.5.
Any questions related to:

* Displaying time in CATS

* Displaying PM order confirmations

Plant Maintenance Time Processing - V4 95
(
Course Summary 54,»5”“5
You should now be able to:
* Understand the entire Plant Maintenance (PM) work order
time entry process
* Enter, edit, approve, transfer, and display work order
time in CATS
* Create and save selection variants
* Enter, edit and display work order time in Plant
Maintenance
IR OF R Tucy Plant Maintenance Time Processing - V4 96
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Contact Information %IB!..S.
* First point of contact for any problems should be the IRIS-
PM Power User in your area
Nick Arnold - Nick@uky.edu - 559-7605
Kevin Jones - Kevin.Jones@uky.edu - 7-3421
Skip Van Hook - bevanh2@email.uky.edu - 7-5397

* |RIS Plant Maintenance Team
Kevin Cheser - kchese@email.uky.edu
Ben Crutcher - ben@email.uky.edu

* For more information visit the IRIS PM web site:
www.uky.edu/IRIS/PM
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