Title: Fast Entry of Time Data (PA71)

Fast Entry of Time Data Transaction Code:
PA71
Purpose Use this procedure to enter time data that has the same data characteristics (Such

Trigger

Prerequisites

End User Roles

as same date, info type or absence type) for multiple employees.
Perform this procedure to enter the Temp Layoff absence (or other time data

transactions)
None.

In order to perform this transaction you must be assigned the following role:
Time and Attendance Processor, Time and Attendance Supervisor, Personnel
Administration Supervisor, Leave Correction Processor

Change History

Change Description

6/7/2010

Procedure created.

Menu Path

Transaction Code

Human Resources = Time Management = Administration = Time Data = Fast
Entry

PA71

Helpful Hints

& The transaction PA71 is an entry method into infotye Absences (2001) just
as CATS is an entry method into Infotype Absences (2001). The difference
between PA71 and CATS, when using CATS you need to enter the hours and
run the Transfer Time Data (ZCAT6) to transfer your absences into HRMS
Absences (2001).

& Time data entered using this transaction code will not appear on the
employees Cross Application Timesheet (CATS) screen, or in the CATS_DA
report. This information can be viewed by accessing the employees
Absences (2001) Infotype, or by using the Attendance /Absence Data
overview report (PT64).

@ Work with your Human Resource department to identify employees
affected by the Temporary Layoff, the date of the Temporary Layoff, and
the work schedule of the employees impacted.

: The Department of Personnel encourages agencies to be very careful when
using the Fast Entry of Time Data for multiple employees at a time. Before
saving the records verify that you have entered the desired date.
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Title: Fast Entry of Time Data (PA71)

The system may display three types of messages at various points in the process. The messages you see
may differ from those shown on screen shots in this procedure. The types of messages and responses

are shown below:

Message Type Description

Error
Example: @ Make an entry in all required fields.

&

Action: Fix the problem(s) and then click @ (Enter) to validate and proceed.

Warnin m
S & Example: _G_)_ Record valid from xx/xx/xxxx to 12/31/9999 delimited at end.
_@ Action: If an action is required, perform the action. Otherwise, click

V] (Enter) to validate and proceed.

Confirmation & .
Example: Save your entries.

g or @ Action: Perform the required action to proceed.

IF Go To
You need to enter an absence type for multiple employees Step 1
You need to delete absence record(s) already created Step 16

HR
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Title: Fast Entry of Time Data (PA71)

Procedure
Scenario:

You need to enter the Temporary Layoff Absence type for your employees. Use the Fast Entry
(PA71) to quickly enter the Absence type for all employees affected by the Temporary Layoff.

1. Start the transaction using the above menu path or transaction code PA71
=
| Time data Edit Goto Extras System  Help

| & Do Iea@ CHE DDon AR @m
Fast Entry of Time Data

[DI[D v povosat |2 @] &)

Fast entry of time data | l_l Period
Absences [+] @ Period
| |Ansence quotas [=] From
Employee Remuneration Info C Today O Curr week
|| - O Al QO Current month
|| O From curr.date O Last week
|| (2 Ta Current Date 2 Last manth
L O Current Period O Current ¥ear
- || |E Choose I
- [2]
=]
Direct selection
Infotype STy
Enter Personnel Numbers Save Option
@ Enter in fast entry screen @ Save records directly
O Manual preselection O Create hatch input session
O Preselect using report
O Preselection w.ad hoc query
taintain/Lock/Unlock/Delete
[JLocked records only

2. Complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry

Field Name R/O/C | Description
Fast entry of R Select the box to the left of Infotype Absences
time data

Example: Absences

Period R This is the pay period for which the report, transaction, or

program is being run.

HR
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Title: Fast Entry of Time Data (PA71)

@ Enter the from date of the Temporary Layoff
Example: 7/12/2010

Direct Selection © Enter either the Infotype name or number into this field
Example: Absences or 2001

STy 0 This is a way to further define the data being stored on an
infotype.
Example: 9397 (LWOP Temp Layoff)

Enter in fast 0]

Access the Fast Entry screen and enter or cut and paste a

entry screen .
y spreadsheet with all employees’ personnel numbers.

: This will only allow 20 or less personnel numbers to be
processed at a time.

Manual 0]

. Enter Personnel Number of each employee.
preselection

: This will only allow 20 or less personnel numbers to be
processed at a time.

Example: 40000235

rPrese:cect using o Provides the selection criteria screen where Personnel numbers

€po and/or Business Area, Personnel Area etc. may be entered.
@ The Department of Personnel recommends using this
option.
Example: Click this radio button

Preselection w. 0

Use reporting set to select a number of objects to generate the

ad hoc query personnel number list.

Save Options R Verify the Save records directly radio button is selected. This

creates the record on the employees Absences (2001) Infotype.

@ Do not select Create batch input session. This is to be
used by the Department of Personnel only.

HR
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Title: Fast Entry of Time Data (PA71)

=
Time data Edit Goto Extraz System  Help

| & 100 eQe I CHE fnLn R @F
Fast Entry of Time Data

DI whseea [Z] &)

Fast entry of time data | |—| Periad
ADSENCes [+] @ Perind
| |rbsence Quotas [+] Fram |p7/12/2018
Emplowvee Remuneration Info QO Today O Curr.week
|| - QA O Current month
|| O Frarn curr date O Last week
|| O Ta Current Date () Last manth
- O Current Period O Current Year
|| | | |E Choose |
- [+]
[~]
Direct selection
Infotype Absences STy (8397 [LWOP Temp Layoff
Enter Fersonnel Nurmbers Save Option
O Enter in fast entry screen ® Save records directly
O Manual preselection O Create batch input session
® Preselect using report
O Preselaction w.ad hoc guary
Maintain/Lock/Unlock/Delete
[JLocked records only

3. Click E (Create)
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Title: Fast Entry of Time Data (PA71)

=4
| Program Edit Goto  Systern  Help
| @ 2100 @e SHE DDon PF @

Personnel Number Selection for Fast Data Entry

@)=

| Further selections || & Search helps || & Sort arder || = Org. structure

Petiod
O Today O Current month O Current year
O Up to today O From today
@ Other perind

Perind To

| Payroll period |

Selection
Personnel Murmber E
Employment status =0
Time recording administratar

Additional data
Jah o (=]
Organizational unit to E
Position to ?
WOrk schedule rule tn E
Payroll administrator to E
HR administrator to ?
Time data administrator to E

4. You are taken to the Personnel Number Selection for Fast Data Entry Selection criteria
screen.

@If you have received a list of personnel numbers from your agency HR department,

select the multiple selection button |i| next to the Personnel Number field to copy
and paste the personnel numbers that were provided as follows:

IS Multiple Selection for Personnel Nurmber

Select Ranges | Exclude Single Yalues | Exclude Ranges

| ﬂ
[+]
=]

D]

Ll 1[4

[=]

. |Single va...

=]
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Click (Paste) to paste the copied numbers. The Department of Personnel
recommends that you only process up to 500 employees at a time.

Click (Copy) to return to selection criteria screen.

@ If you use this option, proceed to step 7

Further selections
5. Click to add further selection criteria

I=

Choose Selection Fields

Selection options Selection fields

Selection options

Organization key

Selection fields |R| |—|
Personnel number [<]
Employment status &

Time recording administratar

Personnel area
Fersonnel subarea

Employee group
Employee subgroup

H[END)
|«

Business area
Legal person
Payroll area
Controlling area
Cost center

Organizational unit
Paosition

LDl
|
LDl

Selection: 3]

5.1 Click the box to the left of the desired Selection Option(s)

5.2 Click m (Select) to add to the Selection Fields which will display on the selection
criteria screen.

5.3 Click (Continue)

HR
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Title: Fast Entry of Time Data (PA71)

= Choose Selection Fields
Selection options Selection fields
Selection options | | Selection fields |R| |_|

CErsannel subarea

Employment status & [
- |Time recording administrator [l
Employee group B
Emiployee subgroup

Drganization key E B

| egal person
B Cayroll area —
| Eontroling area
[ kst center
Cirganizational unit
| Position B
ob
Pers.area/subarealcost center [+

L[« ]

K1)

Selection: 2

6 Inthe Selection criteria screen complete the following field:
R=Required Entry O=Optional Entry C=Conditional Entry
Field Name R/O/C | Description

Other Period R Pay period of the absence type being entered

Pay period of the Temporary Layoff

Example: 7/1/2010 to 7/15/2010
Employment C Describes the employee’s employment status with the agency.
status Example: 3 (Active)
Personnel area C A specific agency/sub-agency in the State of Washington.
Example: 5400
Work Schedule R The assigned schedule for an employee defining their planned

working hours per day.

& Do not use work schedule R030 (24X7). If this work
schedule is selected it will create a 24 hour absence for the
employee.

Example: FULL

@ If you added additional search criteria from the Further Selection screen complete
those fields

HR
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7 Click | (Execute)

=
| Program Edit Goto Systern  Help

|@ | 100 €GQ DHE LAY PR e
Personnel Number Selection for Fast Data Entry

Further selections || = Search helps || = Sort order || = Ory. structure

Period

O Today Q Current month O Current year

OUp to today O From today

@ Other period

Period g7 /81/2010] To  |87/15/2010

| Payroll period |
Selection

FPersonnel Number |—|

Emplayment status = E|

Personnel area w E

Time recording administrator _|

Additional data

Joh to (=]
Organizational unit to ?
Paosition to E
wyark schedule rule FULL =) to E
Payroll administrator _| to :l ?
HR administrator [ ] to || B
Tirme data acministrator [ ] o || E
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Title: Fast Entry of Time Data (PA71)

=
| Time data Edit Goto Extras  System  Help

| & 1Al e LHE anon BF @
Fast Entry of Time Data

IE| [ with proposal |

Personnel na. selection
Personnel Mumber Mame of employee or applicant I
40000065; (@)LIOTT MARIA []
40000068 MEAKER LILLIAN El

- |40omo08S FHILLIPS ERLCE —

" |4pooo0ss JACOBSEM SAMANTHA

- |40000128 SCOTT DOMOWAN

- |apoopi27 SHIPMANM SARA

- |4poo0128 GREEM ROEBIE

- |40000130 THOMFSOM PETER

- |4pom0131 HONISEURGE HANMA

- 40000132 COTNS CLAIRE

| |40000133 SLEATER JADEN

- |40000134 KEWNEY ALEX

- |40000135 MCBROOM STEFHAMIE

- |40omB7137 MCCRACKEN TOBY

- |4poo0138 KELSKE LAURA

:4EIEIEIEI'139 MCDOMALD PATRICK |§|
40000140 FITZPATRICK RON [+]
[l [ |[«][¥]

| Entry 10f 70 |

8 You will be taken to the Fast Entry of Time Data screen. Verify the personnel numbers. The
total number of employee records displays in the bottom far right corner.

8.1 To delete personnel numbers, select the line to delete and click the (Delete
personnel number).
8.2 To add personnel numbers, select the line where you would like to add the

personnel number and click the (Insert personnel number)

HR
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Title: Fast Entry of Time Data (PA71)

=4
Time data Edit Goto Extras Systern Help

& sl EH o SRE anaal EAE(
Fast Entry of Time Data

DI[D vin povees |71 BB

__IPersonnel Number _______[Name of employee orapplicant |
[ | I [4]
40000066 EAKER LILLIAN =]
40000065 PHILLIFPS EBRLICE
40000089 JACOBSEN SAMANTHA
40000126 SCOTT DOMOWAN
40000127 SHIPMANN SARA
40000123 GREEM ROBEIE
40000130 THOMPSON PETER
40008131 HONISBURGE HANNA
40000132 COINS CLAIRE
40000133 SLEATER JADEN
40000134 KENMEY ALEX
40000135 CBROOM STEPHANIE
40000137 CCRACKEN TOBY
40000138 KELSKE LAURA
40000139 CDONALD PATRICK O
40000140 FITZPATRICK RON =
K] | ——

Eritry 1]af 70
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Title: Fast Entry of Time Data (PA71)

=
Time data Edit Goto Extras  Systern  Help

| & 1 AHe@e CHE 0o BE @B
Fast Entry of Time Data

Personnel no. selection _‘
Personnel Murmber Mame of ermployee or applicant |
. (FLIOTT MARIA (4]

40000068 MEAKER LILLIAM @

| |4poonoes PHILLIPS BRUCE —

| |4oooooss JACOBSEM SAMANTHA

| |4poomi2s SCOTT DONOVAM

| |4poont27 SHIPMANM SARA

| |4omem1zs GREEW ROBBIE

| |4poomiao THOMPSOM FETER

| |4o000131 HONISBURGE HANMA

| |4poomiaz COINS CLAIRE

| |4poon133 SLEATER JADEM

" |40eeR134 KEWMEY ALEX

| |4poon13s MCBROOM STEFHANIE

" |acmeR137 MCCRACKEN TOBY

| |4poont3s KELSKE LAURA

:ﬂBBBEHSQ MCDONALD PATRICK E
40000140 FITZPATRICK ROM =]
LD [ |[«I[»]

Entry 1af 70

9 Click EI (Create)
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Title: Fast Entry of Time Data (PA71)

Infotype  Edit Goto Extras  Systern  Help

| @ o @]ece CHE D000 DR @E
Create Absences (2001)
|@1} Other personnel numbers |

|E?

Personnel number IType |Star1 IEncI IFI’DI’T’I |TD |LI|OI

40000085 ELLIOTT MARIA 9397 o7 /1272010 o7 /1272010 I [+]

40000066 MEAKER LILLIAM 9397 O7 /1242010 07 /1272010 [T @

40000068 PHILLIPS BRUCE 9397 O7 /1242010 07 /1272010 [T —

40000089 JACOBSEM SAMANTH 9387 O7 1242010 @7 242010 I

40000126 SCOTT DOMOVAR 9397 o7 /1272010 o7 /1272010 I

40000127 SHIPMAMM SARA 9397 o7 /1272010 o7 /1272010 I

40000128 GREEM ROBBIE 9397 O7 /1242010 07 /1272010 [T

400001308 THOMPSOM PETER 9397 O7 1242010 @7 M2/2010 I

40000131 HOMISBURGE HAMMA 9387 O7 1242010 @7 242010 I

40000132 COINS CLAIRE 9397 o7 /1272010 o7 /1272010 I

40000133 SLEATER JADEM 9397 O7 /1242010 07 /1272010 I

40000134 KEMWEY ALEX 9397 O7 /1242010 07 /1272010 [T

40000135 MCBROOM STEPHAMI 9387 O7 1242010 @7 242010 I @

40000137 MCCRACKEN TOBY 9397 O7 1242010 @7 M2/2010 I =]
LDl KD

Entry 1ef 20
: |
10 Click (Save) to save the record.

11 If there are no errors the following message will display in the status bar ‘20 Records
Created’.

@ Note: Although you may have selected hundreds of employees, only 20
employee records at a time will be displayed and can be saved. To save the next 20

employees click @5 Other personnel numbers

; Note: After you click save, if you use your scroll bar to move down the list of

Personnel Numbers and click 8 Other personnel numbers you will receive:
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Title: Fast Entry of Time Data (PA71)

IlI?’E}{it current screen

Data will be [ost.

(1) Dovyou stil want to ext
the current screen?

Yes E Mo
| | E

To clear message and return to the Create Absences (2001) click Yes (your data will be
saved, even though message states that you will be “exiting current screen”) then

@}' Cither personnel numbers

click

Infatype  Edit Goto  Estras  Systern Help
| & 110 eee CHE DDLD BE 0B

Maintain Absences (2001)

EI@Q‘ Other persannel numhersl

|II7

Pergonnel number |Type IStan IEnd IFrum To |LI|O| ﬁ
40000067 BEESLEY MARY 9033 08/07/2010 BB/07 /2010 [C [+]
40000125 JOHNSON JAMES 9033 08/07/2010 DBB/07 /2010 [C E‘
40000129 SALTSBEURY SANDY 9033 08/07/2010 DE/07/2010 [ —
40000136 ALLEN TOM 2033 E8/07/2010 09/07/2010 [
40000143 BLAKESLEE PAT 9033 08/07/2010 BB/07 /2010 [C
40000195 RUGOVAL AMADEUS 9033 08/07/2010 DBB/07 /2010 [C
40000197 ZILIC HAJRADIN 9033 pR/07/2010 08/07/2010 C
40000204 SUT MGUYEN 2033 E8/07/2010 09/07/2010 [
40000208 LAT MENG 9033 08/07/2010 BS/07 /2010 [C
40000210 CHU XIAN 9033 08/07/2010 BB/07 /2010 [
40000216 AMADEUS ZAC 9033 pR/07/2010 08/07/2010 C
40000223 CERWINSKI IRENE 2033 08/07/2010 08/07/2010 [
40000275 BELISLE BELLA 9033 08/07/2010 BS/07 /2010 [C E‘
40000273 ATHERTOM BRAD 9033 pR/07/2010 08/07/2010 C =]
D] (][]
Entry 1|of 20
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Title: Fast Entry of Time Data (PA71)

=
Infotype Edit Goto Extras  Systern  Help

| & D aPlcee CHE 000 DR @E

Create Absences (2001)
|@ﬁ Cther personnel numbers |

Persannel number |Type |8tar1 |End |Fr0m Ta |LI|O|
40000466 RAMDALL ALEX 9033 09/07/2010 |09/07 /2010 [T [2]
40000468 MAHMOOD CHLOE 9033 09/07/2010 |09/07 /2010 [T El
40000472 JOYCE SEBASTIAN 9033 09/07/2010 |09/07 /2010 [T ]
40000475 LEACH MOHAMMED 9033 09/07/2010 |09/07 /2010 [T
40000476 BROWN ADAM 9033 08/07/2010 |09/07 /2010 [T
40000478 MITCHELL MICHAEL 9033 09/07/2010 |09/07 /2010 [T

033 09/07/2010 |09/07 72010 I

9033 09/07/2010 |09/07 /2010 [T

2033 08/07/2010 |09/07 /2010 [T

9033 09/07/2010 |09/07 /2010 [T

2033 08072010 |09/07 /72010 [T

9033 09/07/2010 |09/07 /2010 [T

2033 09/07/2010 |09/07 /2010 [T E

9033 09/07/2010 |09/07 /2010 [T [+]

K1) L[]

Entry 1]of 20

I

Click (Save). Repeat until all personnel numbers have been selected.

@ If there is another absence already entered on the same day, you will not be able to save
absence you are trying to enter. You will receive the following:
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[ Colligion of Time Infotypes
Personnel No | 40000065 Mame ELLIOTT MARIA
EE group 0| Permanent Personnel ar (5400 Employrment Security Dept
EE subgroup |01 Monthiy(h) OT Ex.. 55N |500-10-1065 Status Artive
Record to be saved
Re_|From ITo [start__[End __IType Jinftyp. [5Type [Subtype |
[ 07/2/2010 07/12/2010 2001 Absences 9397 LWOP Temp Lay S+
—
Collisions
Re. . IFrom ITD IStan |End IIType |Infotype ISType |Subtype | |
Wo7/M2/2010 Q71272010 2001 Absences 2003 Macation Leawv..

D]

Entry 1of 4

Collision of Time Infotypes: This screen is showing that a record will be deleted and a new
record will be created.

For this screen shot:

The record:

Caollisions

Re. .. |Frnm |Tc| |Star1 |En|:| |IT},rpe |Infc|13tpe ISType |Suhtype | |
wOREF/M2/2010 071242010 2001 Absences 3003 Wacation Leau...|_|

is going to be deleted and replaced with:
Fecord to be saved
|Re... IFrnm |T|:| IStart |End |IType |Inﬂ3.rp. |SType |Sub1ype |
[ 0722010 07/12/2010 2001 Absences 9397 LWOPR Temp Lay..

Click the [

3 3
Click the to cancel the Record to be saved. If is clicked, you will not be able to save
the record.

to accept the Record to be saved.

16 of 26

WSD Personnel



Title: Fast Entry of Time Data (PA71)

: If you try to save an absence on a date that an employee was not scheduled to work, you
will receive the following:

@ Attendancefabsence 07122010 - 0741222010 during non-working period (att./abs. type 5397)

Click &

(Exit) on the toolbar to be taken to the next record.

@Verify your entries by running the Attendance/Absence Data: Overview (PT64)
12 Enter the transaction code /NPT64 into the command field
13. Complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry
Field Name R/O/C | Description
Other Period R Pay period of the absence type
Example: 7/1/2010 to 7/15/2010
Employment R Describes the employee’s employment status with the agency.
status Example: 3 (Active)
Personnel area C A specific agency/sub-agency in the State of Washington.
Example: 5400
Org C Displays the employee level detail
Assignment-
Employee
Attendance/abs
ence types

HR o
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Title: Fast Entry of Time Data (PA71)

=g
‘ Erograrn  Edit Goto  Systern Help
K 2140 @@ RHE Bnos AR @B

Attendance/Absence Data: Overview

Further selections || 5 Search helps | 5 Ory. structure
Feriod
O Today QO Current manth O Current year
O Up to today O From today
@ Other period
Data Selection Period o7 /1272010 TO o7/12/2010
Person selection period To

| Payrall period

Selection
Personnel Mumber
Employment status =0
Fersonnel area
Persannel subarea

Business area 400

Attendancefabsence types for eval.

ADsENCE type 9397 to

w Evaluate absences only

Evaluate attendances only

Ewvaluate attendancesfabsences

Select by att.fabsence category

Diata format

|E> Grouping by org. assignment

® Hide texts on organizational assignment
O Only show texts on organizational assignment

(O Also show texts on organizational assignment

|E> Data to display

@ Only show EEs with relevant att.fabs. types
O Display all employess

Classification of data in initial list by

O Org. assignmnt
O Org. assignment - Employees
O Org. assignment - Att.fabsence types

O Org. assighment - Att.fAbsence types - Employees

14. Click | (Execute)
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15. The results display.
L=

List Edit Goto ‘iews Settings Systern  Help

& 2l dH (@@ ERE DD o8| EE G
Attendance/Absence Data: Overview

]

Attendance/Absence Data: Overview

Key date: 07/12/2010

P& [Subares Pers.No|Employeesapp.name [asaTynelatt iabs. type tet | Hrs|Pind hrs| Hrs/ping] Days|Plan days| Days/ping] No records
2400 0001 40000347 GARCIA KRISTINA e S 5.00 5.00/100.00 % 1.00 1.00100.00 % 1
2400 0001 40000347 GARCIA KRISTINA 9397 LWOP Temp Layoff  6.00 100.00 % | 1.00 100.00 % 1
5400 0002 il i s e 11200 122.000 91.80 % 14.00 1500 9333 % 14
5400 0002 40000193 TRATESK! KRISTL s = 8.00 8.00100.00 % 1.00 1.00 100.00 % 1
5400 0002 40000193 TRATESK! KRISTL 9397 LWOP Temp Layoff  §.00 100.00 % | 1.00 100.00 % 1
5400 0002 40000201 PREDOWMIK SAHADETE =7 e 8.00 8.00/100.00 % 1.00 1.00100.00 % 1
5400 0002 40000201 PREDOWMIK SAHADETE 9397 LWOP Temp Layoff  8.00 100.00 % | 1.00 100.00 % 1
2400 0002 40000202 FIGEL LUCIA [z = 5.00 5.00/100.00 % 1.00 1.00 10000 % 1
5400 0002 40000202 FIGEL LUCIA 9397 LWOP Temp Layoff  §.00 100.00 % | 1.00 100.00 % 1
19 of 26
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Deleting incorrect records: It is possible to delete absences records that you created
via Fast Entry (PA71)

Example:

You determined that you entered the wrong date for all the employees’ records that you
just created and need to delete the wrong records.

16. Start the transaction using the transaction code PA71
=
| Time data  Edit Goto  Extras  Systern Help

| & DI eee SHE DDon NE @B
Fast Entry of Time Data

BI[B van woseea | 7[R

Fast entry of time data | |_| Period
Ahsences [+] @ Period
:Absence Quotas -] Fraom
Employee Remuneratian Info O Today O Currweek
|| _| QA O Current manth
| O Fram curr. date O Last week
- O Ta Current Date O Last manth
|| O Current Period O Current Year
- |E| Choose |
- [4]
[~]
Direct selection
Infatype STy
Enter Personnel Murmbers Save Option
@) Enter in fast entry screen @) Save records directly
O Manual preselection O Create batch input session
O Preselect using report
O Preselection w.ad hoc guary
MaintaindLock/Unlock/Delate
[]Locked records only
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: Use the same selection criteria that was used originally
=
Time data Edit Goto Extras  Swystem  Help

| & 1 0H @@ LHE D000 B QM
Fast Entry of Time Data

O/ vt w7 A5

Fast entry of time data | |_| Period
Absences [+] @ Period
" |ansence Quotas E‘ From |QA7/12/2010| To
_Empltl‘_\,r'EE Femuneration Info O Taday O Curr week
| - O Al O Current month
| O From curr. date O Last week
|| O Tao Current Date O Last manth
- O Current Period O Current Year
L || |E| Choose |
- [4]
[+]

Direct selection

Infotype Absences STy 9397 | LWOR Termp Layoff

Enter Personnel Numbers Save Option

O Enter in fast entry screen @ Save records directly

O Manual preselection O Create batch input session

©Proseect usig rpor.

O Preselection w.ad hoc guery

Maintain/Lock/Unlock/Delete

[JLocked records only

17. Click (Delete)

18. Enter the same search criteria as when you created the absence records:
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=g
| Frogram Edit Goto Systern Help

|& 19BICEe DHE LS PR em
Personnel Number Selection for Fast Data Entry

| Further selections || 5 Search helps || o Sort arder || o> Ory. structure
Period
O Today O Current month O Current year
O lUp to today O From today
@ Other period

Period oFso1/2010 To o7 /15/2010

| Payroll period |

Selection
Fersonnel Number

Employment status

#
S
5

Personnel area

Time recording administrator

Additional data
Job

Crganizational unit

Paosition

YWork schedule rule

FPayroll administrator

HRE administrator

Time data administrator

| | ] ]
[elolslalolsls

19. Click | (Execute)
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=
Time data Edit Goto Extras Systemn  Help

| & 1 0H e@e CHE anan BE
Fast Entry of Time Data

D)0 win prorecel | 12| S[E]EIE

Personnel no. selection
Personnel Mumber Marme of employee or applicant |
40E000EE; (#)LI0TT MARIA []

| |4noD0BES MEAKER LILLIAM El

| |40mB005E PHILLIFS ERLCE —

| |40oD0BES JACOBSEN SAMANTHA

| |4DoD0126 SCOTT DOMOWAN

| |4mBDB1 27 SHIFMAMN SARA

| |4noDD128 GREEM ROBBIE

| |4omeE130 THOMPSOM PETER

| 40000131 HONISBURGE HAMMA

| |4pDDOM32 COINS CLAIRE

| |4noDB133 SLEATER JADEN

| |400D0134 KENMEY ALEX

| |40mBE138 MCEROOM STEPHANIE

| |4n0D0137 MCCRACKEN TOBY

| |4po00138 KELSKE LALRA

:MDDB’ISB MCOONALD PATRICK E
400080140 FITZFATRICK ROM =]
LD [ (]

Eritry 1of 70

20. CIick (Delete)
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Title: Fast Entry of Time Data (PA71)

[=
| Infotype  Edit Soto Extras  System  Help

| & 1 0H @@ CHE fnoan DR QB

Delete Absences (2001)

IEEPE} Other personnel numbers |

Fersannel number |Type |Start |End |Frnm |To |LI|O| Iﬁ|
40000065 ELLIOTT MARIA 8397 07 /1272010 071272010 [+]
400000668 MEAKER LILLIAM 89397 071272010 071272010 E‘
40000068 FHILLIPS BRUCE 9397 07 /1272010 07 /1272010 —
40000068 JACOBSEN SAMANTH 9397 07 /1272010 07 /1272010
400081268 SCOTT DOMOWAM 8397 07 /1272010 071272010
40000137 SHIFMANN SARA 89397 071272010 071272010
400001258 GREEN ROBEIE 9397 07 /1272010 07 /1272010
40000130 THOMPSON PETER 9397 07 /1272010 07 /1272010
40008131 HOMISBURGE HAMMWA 9397 07 /1272010 071272010
40000132 COINS CLAIRE 89397 071272010 071272010
40000133 SLEATER JADEM 9397 07 /1272010 07 /1272010
40000134 KENMEY ALEX 9397 07 /1272010 07 /1272010
400008135 MCEROOM STEFHANI 9397 07 /1272010 071272010 E
40000137 MCCRACKEN TOBY 9397 07 /1272010 071272010 (=]
LDl D]
Entry 1laf 20

21. Select IEI

(Select All) to select all records just created.

WSD Personnel
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Title: Fast Entry of Time Data (PA71)

=
Infatype  Edit Gota Extras  System  Help

JE@ae 2 HE andaa HE @

@

Delete Absences (2001)

Elmﬁ Other personnel numbers |

Personnel number |Type |Star’[ |End |Fr|:|m To |Lﬂ-
400008193 TRATESKI KRISTL 8397 OFAZ2/2010 Q71272010 (R0 [+]
40008194 HUSEIMAGIC MEHO 8397 OFAZ2/2010 Q71272010 (R0 E
40000198 KAIMEL RAJMOND 8397 07 /12,2010 07 /1272010 QD —
40000198 SHAJDER FLORIJAM 8357 07 /12,2010 07 /1272010 QD
40000200 KORZE JOZICA 8397 07 /12,2010 07 /1272010 QD
40000201 PREDOWHIK SAHADE 8357 07 /12,2010 0O7/12/2010 (R0
40000202 FIGEL LUCIA 8397 07/12/2010 07/12/2010 Q0
40000205 GENJT HAO 8397 07/12/2010 07/12/2010 Q0
40000206 XIAO CHEM WEI 8397 07/12/2010 0O7/12/2010 Q0
A00A0ZAT FANG ¥I 9397 07/12/2010 07/12/72010 Q0
40008211 JUN CHOLU 9397 O7/12/2010 071272010 Q0
40000213 TIEM FEMG 9397 O7/12/2010 071272010 Q0
40000214 PAWLOWSKT LUCYNA D397 O7/12/2010 07272010 QD E
40000215 NOWAKOWSKI MALOR  B357 O7/12/2010 07 /1272010 (R0 [*]
[AD D
Entry {lof 20
22. Click (Delete) to delete records.
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Title: Fast Entry of Time Data (PA71)

=
Infotype Edit Goto  Extras  Systerm  Help

| & 2 0H e@e CHE Do HE 2@
Delete Absences (2001)

E‘lm Other personnel numbers |

FPersannel number |Type |Start |End |Fr0m Ta |LI|O|
[«]
(=]
=]
(]
LAD] |« [x]
Entry 1of 0O

F@ 20 records deleted

@Click on “Other personnel numbers” to bring up the next 20 records that need to be deleted
and repeat the previous steps until all the records that you created have been deleted.

Rerun PT64 to verify that all the records that you created earlier have been deleted.

You can then proceed to create new records with the correct date.

Results

You have successfully used the Fast Entry of time Data.

Comments
None.

HR
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