Title: Work Schedule Substitution-Fast Entry of Time Data (PA71)

Work Schedule Substitution Fast Entry of Time Data

Purpose

Trigger

Prerequisites

End User Roles

Transaction Code: PA71

Use this procedure to create a work schedule substitution for similar employees
(salaried or hourly).

Follow this procedure to create a work schedule substitution.

Only like employees (hourly or salaried) can be processed together to complete the
same Work Schedule Substitution.

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

3/15/2013

Procedure created.

Menu Path

Transaction Code

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

PA71

WSD Personnel
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Title: Work Schedule Substitution-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: Q Make an entry in all required fields.

&

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

Warnin m
o & Example: _@_ 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 a work schedule substitution for multiple employees | Step 1
You need to delete record(s) already created Step 19

HR
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Title: Work Schedule Substitution-Fast Entry of Time Data (PA71)

Procedure
Scenario:

You have identified and grouped all hourly and salaried employees within your agency that
need a work schedule. Use the Fast Entry of Time Data (PA71) to create the substitution for all
identified hourly or salaried employees at one time.

1. Start the transaction using the above menu path or transaction code PA71

& Timedata Edit Goto Extras  System  Help
& - JdH @@ CHE D48 BE @E
Fast Entry of Time Data
O Clwith proposal & T &
Fast entry of tirme data Period
Shsences = ) Period
T -
Ii'ﬁubstitutions Fram To
Absence Quotas I Today CICurr . week
Ermployes Remuneration Info =l “Current month
“IFrom curr.date “Last week
I Tao Current Date “ILast manth

“ICurrent Period “ICurrent Year

= Choose |
Direct selection
Infotype 3Ty
Erter Personnel Murnbers Save Option

= Enter in fast entry screen
“IManual preselection
“IPreselect using repaort
“Preselection w.ad hoc query

Maintain/LockUnlock Delete

Locked records only

2. Complete the following fields:

*)Save recards directly

“ICreate batch input session

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 Substitutions
time data
Example: Substitutions
Period R This is the pay period for which the report, transaction, or

WSD Personnel
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Title: Work Schedule Substitution-Fast Entry of Time Data (PA71)

program is being run.
@ Enter the from date of the Work Schedule Substitution

@May not exceed 15 calendar days otherwise you will
receive the following error message when trying to save
entries:

i mMax. of 15 day period alowed for IT2003.

Example: 6/30/2013

Direct Selection O Enter either the Infotype name or number into this field

Example: Substitutions or 2003

Enter in fast 0]

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

spreadsheet with all employees’ personnel numbers.

Manual 0]

. Enter Personnel Number of each employee.
preselection

Example: 40000235

PreseLect using o Provides the selection criteria screen where Personnel numbers

repor and/or Business Area, Personnel Area etc. may be entered.
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 Substitutions (2003)
Infotype.

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

HR
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Title: Work Schedule Substitution-Fast Entry of Time Data (PA71)

(& Time data Edit Goto  Extras  System  Help

& *JH @@ CHE DDhod BE @

Fast Entry of Time Data
O O with proposal &2 T &

Fast entry of time data Period

Absences = =) Period

:Substitutiuns j' From |06/30/2013| To

Abzence Quotas I Today CICur . week

Employee Remuneration Info ol “\Current morth
~JFrom curr.date Tilast week
") To Current Date “Last maonth
~)Current Period “iCurrent Year
= Choose

Direct selection

Infotype Substitutions 5Ty

Enter Personnel Murnbers Sawe Option

“IEnter in fast entry screen %) Save recards directhy

%) Marual preselection “ICreate batch input session

“IPreselect using report
“IPreselection w.ad hoc query

MaintainLock fUnlock/Delete

Locked records only

3. Click E (Create)
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Title: Work Schedule Substitution-Fast Entry of Time Data (PA71)

= Prograrn Edit  Goto Systern Help

& 48 ¢ SHE STno8 HE @
Personnel Number Selection for Fast Data Entry
@ f H =
| Further selections || = Search helps || & Sort arder || = Org. structure

Payroll petiod

[t
Payrall area

|

) Current period
") Other period

Period

Selection
Personnel Mumber |?|
Ernplavment status o |?|
Time recarding administratar |E|

Additional data
Joh ta |?|
Crganizational unit ta |?|
Position ta |?|
Work schedule rule ta |?|
Payroll administrator ta |?|
HR. admirnistrator ta |?|
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

[=]

. |Single va...

o] ]
| ﬂ
0
S
o

Ll 1[4

=]
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Title: Work Schedule Substitution-Fast Entry of Time Data (PA71)

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

@ If you use this option, proceed to step 7

Click (Copy) to return to selection criteria screen.

Further selections

5. Click to add further selection criteria
I= Choose Selection Fields

Selection options Selection fields

Selection options | | Selection fields |R| |—|

Comparty code! [] Personnel nurber [+]

Personnel area @ Employment status =] E‘

Persannel subarea

| |Employee group ]

| |Employee subgroup E ]

| |organization key

_Business drea

| |Legal persan ]
Payroll area

| |controling area

Cost center

Time recording administratar

_Organizatiunal unit E || E‘
Fosition = =
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: Work Schedule Substitution-Fast Entry of Time Data (PA71)

= Choose Selection Fields
Selection options Selection fields
Selection options Selection fields |R| |_|
"""""""""""" Employment status & [

Persannel subarea Time recording administrator @
Employee group
[ | Employee subgraup
Drganization key
| egal person
B Cayroll area —
| Eontroling area
[ kst center
Drganizational unit
| Position B
ob
Pers.area/subarealcost center [+

I
[P
[}
=
=
fui}
2
L)
[}
[
o

EN
|

|
|
I

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 Substitution
Example: 6/30/2013
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

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

7 Click | (Execute)

HR
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Title: Work Schedule Substitution-Fast Entry of Time Data (PA71)

[= program  Edit  Goto Swysten Help

& rdaB e LHE Do I HE @

Personnel Number Selection for Fast Data Entry

&- 2

| Further selections || = Search helps || = Sart arder || = Org. structure
Period
) Today “)Current month CICurrent wear
“Up to today “From today

) Other period
I Sl
Period LDE,-’301’2|313J To 06/30/2013

Payrall period

Selection
Personnel Murnber 40000000 |F|
Ernployrment status =0 |?|
Time recording administratar |E|

Additional data

Ioh to |?|
Organizational unit to |?|
Position to |?|
Work schedule rule ta |?|
Payroll administrator ta |?|
HR. adrninistratar ta |?|
Time data administrator to |E|
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Title: Work Schedule Substitution-Fast Entry of Time Data (PA71)

Time data Edit Goto Extras System .]jglp :
G 0 E AR SHRER D0LD R @8
Fast Entry of Time Data

O Dwithpoposd 2 & @ @& B

Personnel Number Name of employee or applicant |
5! SILIOTT MARIA
40000066 MEAKER LILLIAN
| |acooooss PHILLIPS BRUCE
| |anooeess \JACOBSEN SAMANTHA
| |a0ooo126 SCOTT DONOVAN
| |4ooeat27 SHIPMANN SARA
| |40oo0128 GREEN ROBBIE
| |aooee136 THOMPSON PETER
| |4oo06131 HONISBURGE HANNA
| |apeee132 COINS CLAIRE
| laooo6133 SLEATER JADEN
| |40oeE134 KENNEY ALEX
| |a0000135 MCBROOM STEPHANIE
| |4opee137 MCCRACKEN TOBY
| |aoooo13s KELSKE LAURA
| |aooee138 MCDONALD PATRICK ‘
| |aoooo140 FITZPATRICK RON | @
jcjo I ]|

| Entry | 1lof 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 (DeIete
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)

10 of 25
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Title: Work Schedule Substitution-Fast Entry of Time Data (PA71)

=

Fast Entry of Time Data
D Dwithpoosd 2 &

; [

400000866 ‘ AKER AN B
40000068 PHILLIPS BRUCE

" |40000069 JACOBSEN SAMANTHA

" |aooee126 'SCOTT DONOVAN '
40000127 SHIPMANN SARA
40000128 GREEN ROBBIE
40000130 THOMPSON PETER
40000131 HONISBURGE HANNA '
40000132 COINS CLAIRE

_|40800133 SLEATER JADEN
40000134 KENNEY ALEX

" 140000135 MCBROOM STEPHANIE
40000137 MCCRACKEN TOBY '
40000138 KELSKE LAURA
40000139 MCDONALD PATRICK @
40000140 FITZPATRICK RON &
[0 e (<]

Entry [ lof 70
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Title: Work Schedule Substitution-Fast Entry of Time Data (PA71)

= L 5]

Time data Edit Goto Extras System Help
Fast Entry of Time Data
O] Owithpropesal | 2 & @ & B
Name of employee or applicant [E

£ (9LIOTT MARIA (=]
40000066 MEAKER LILLIAN =]

" 40000068 PHILLIPS BRUCE '
40000069 JACOBSEN SAMANTHA |

" 40000126 SCOTT DONOVAN )

| 140000127 SHIPMANN SARA ‘ ¢
40000128 GREEN ROBBIE

" 40000130 THOMPSON PETER

" 40000131 HONISBURGE HANNA

| |ano0p132 COINS CLAIRE
40000133 SLEATER JADEN

" l4no00134 KENNEY ALEX

" 40000135 MCBROOM STEPHANIE
40000137 MCCRACKEN TOBY

" 40000138 KELSKE LAURA

Jacoootao HCDOWALD PATRICK 5
40000140 FITZPATRICK RON =
KDy e (<[]

9 Click Bl in ez (with proposal).
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Title: Work Schedule Substitution-Fast Entry of Time Data (PA71)

= Infotype  Edit  Goto Extras Systern Help

] Y JH @@ SHE D48 BE @
Substitutions (2003)
o Copy default values

Start Date
PS Grouping

-
0 :3: To |06/30/2013

Substitution type
Individual wirking tirme

Tirme -
Daily WS class

Daily work schedule
Daily work schedule DWS grouping
Daily WS variant

Breaks

wWaork break schedule

1st break = Paid Unpaid
2nd break - Paid Unpaid

Wiork schedule rule
Work schedule rule ES grouping
Holiday Calendar 1D PS grouping

As personnel nao.

Different payrment according to
Pasition
Wiork center

Tirme -
Day twpe
10 Complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry
Field Name R/O/C | Description

Start Date R Start date of the Substitution.

@May not exceed 15 calendar days otherwise you will
receive the following error message when trying to save entries:
i mMax. of 15 day period alowed for IT2003.

Example: 6/30/2013 to 6/30/2013

PS Grouping R Describes the employee’s employment status with the agency.

HR o
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Title: Work Schedule Substitution-Fast Entry of Time Data (PA71)

@ Always use 10

Example: 10
Substitution R Describes the type of substitution
Type
Always use 04- Substitution
Example: 04- Shift Substitution
Work Schedule R It is a description of the duration and composition of employee
Rule working time for any given workday.

| Tl
@ Click on the matchcode (J ) to select the appropriate work
schedule

& wWork Schedule Rule (1) 202 Entries found

(v ][] B8] 2|2 1.)

E...“Holiday Ca... P... WS r... Work schedule rule text
1 = 10 FULL  5-8s: M-F 8 hpd

1 S 10 FULL  5-8s: M-F 8 hpd

1 sC 10 ROOZ  5-8s: T-Gt, 2 hpd

1 S 10 ROOS  5-8s: W-Sn, 8 hpd

1 SC 10 ROOF  S-Bs: Th-M, 2 hpd

1 S 10 ROD2  5-Bs) F-T, 8 hpd

1 SC 10 RO11  S5-8s St-w, 8 hpd

1 aC 10 RO13  5-8s Sn-Th, 8 hpd
1 SC 10 RO15  4-10s: M-Th, 10 hpd
1 = 10 RO17 4105 T-F, 10 hpd
1 S 10 RO19  4-10s: W-St, 10 hpd

1

& If the employee(s) are hourly select the work schedules
which have a 1 in the ESG column in the Work Scheudle Rule
pop-up screen

[1 | =c 10 ROD3 ,5-8s T-St, 8 hpd

‘1
Q If the employee(s) are salaired select the work schedules
which have a 2 in the ESG column in the Work Scheudle Rule
pop-up screen Tip: Click on the column header E.. to change the
order from decending to ascending.

[z | sc 10 ROD3  5-8s T-St, 8 hpd

Example: RO003-5-8'S T-ST 8 hpd

HR
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Title: Work Schedule Substitution-Fast Entry of Time Data (PA71)

= Infotype  Edit  Goto Extras Systern Help

& ~dEH @@ CHE 8Do80 BE @

Substitutions (2003)

+ Copy default values

Start Date m:z: To |06/30/2013
PS Grouping 10
Substitution type 04 [Shift Substitution

Individual working time

Time -

Daily WS class

Daily work schedule
Daily work scheduls CWS grouping
Diaily WS wariant

Breaks

work break schedule

1st break - Paid Unipaid
2nd break - Paid Unpaid

Wiark schedule rule

wWork schedule rule ROO3 ES grouping 1
Holiday Calendar ID 5C FS grouping 10

As personnel no,

Cifferent payment according to
Pasition

Waork center

Tirne -

Day type

This screen shot is for hourly employees as the ES grouping is 1.

. o Copy default values .
11 Click to continue.
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Title: Work Schedule Substitution-Fast Entry of Time Data (PA71)

D&, Stxtol. Endof..

L J -
@ oty Edt  Got Extry e
@ - @]ece cun vvos Om om
Create Substitutions (2003)
e %:‘ku:rdrmms
Porsornsd rumber T..OWS V D.WSrnde EH.P., St End tme  Hours
40000456 RANDALL ALEX J i 5¢ 10
& 58 MAKMO0D CHL0E 4 F
& JOYCE SEBAST 4
75 LEACH MOHAMMED ‘ R
Ll EROWN ADAM 3 ¥
40000479 MITCHELL MICHAEL 4 ¥
- - e
4 ¥
e e R R ey ez
. |
12 Click (Save) to save your record.
=g Infotype  Edit  Goto Extras Systemn Help
1] ~JdEH @@ CHE aDo8 BER @m

Delete Substitutions (2003)
i I% = mother personnel numbers

Personnel number T.. DWS W D WS rule
40000065 ELLIOTT MARIA 04 10 RO0O3
40000066 MEAKER LILLIAN 04 10 ROO3
40000068 PHILLIPS BRUCE

40000069 JACOBSEN SAMANTH |- COENUY
40000126 SCOTT DONOVAN 04 10 ROO3
40000127 SHIPMANN SARA 04 10 ROO3

EH..P.. Start End time  Hours DEr...
15C 10 0.00
1 5C 10 0.00
1 5C 10 0.00
15C 10 0.00
1 5C 10 0.00

Pad...

wl

Start of... End of ...

Paid...
.
0.00
0.00
.

0.00

oo

oo

13. 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 @& COther personnel numbers

WSD Personnel
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Title: Work Schedule Substitution-Fast Entry of Time Data (PA71)

=4 Infotype  Edit Goto  Extras  System  Help

r 1 P 1 r

& rdB @@ CHE DDhOD BE @E

Create Substitutions (2003)

= ﬁ}othernermmelrm‘bers I
Personnel number T.. DWS W D.WSrue EH. P, Stat End time  Hours DBr... Start of... End of ... Pad... ur{d]
40000466 RANDALL ALEX 04 0 ROO3 15C 10 0.00 —
40000468 MAHMOOD CHLOE 04 0 ROO3 15C |10 0.00 it
40000472 JOYCE SEBASTIAN 04 0 ROD3 1510 0.00
40000475 LEACH MOHAMMED 04 0 ROO3 1 5C 10 0.00
0000476 BROWN ADAM 04 0 ROO3 15C 10 0.00
40000479 MITCHELL MICHAEL 04 0 ROO3 1 5C 10 0.00

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

: If there is another substitution or absence already entered on the same day, you will not
be able to save the Substitution you are trying to enter. You will receive the following:

of Time Ir
Personnel No 40000235 INarne KIREY, JOESFH
EE group 0 Permanent Perzonnel ar 1730 Dept of Enterprize Services
EE subgroup |01 Monthly(M) OT E.. 538 555-12-1223 Status Active

Record to be saved

Re... From To Start  End IType Inftyp. SType Subtype
|1 0s/30/2013 06/30/2013 2002 Substitutions 04 Shift Substitutior] +
Caollisions
Re... |From To Start  End IType Infotype SType Subtype
W 06/30/2013 06/30/2013 2003 Substitutions 04  Shift Substi.

Entry : jof 1
V%)

14.1 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:
17 of 25
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Title: Work Schedule Substitution-Fast Entry of Time Data (PA71)

Record to be saved
Re... From To Start  End IType Inftyp. SType Subtype
D 05/30/2013  06/30/2013 2002 Substitutions 04 Shift Substitutior -

is going to be deleted and replaced with:

Collisions
Re... From To Start  End [Type Infotype SType Subtype
W 0643072013 06/30/2013 2003 Substitutions 04 Shift Substi..

v
14.2 Click the ’ to accept the Record to be saved.

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

@Once you have created substitution, you can verify that the Work Schedule Substitution is
accurate.

15. Enter INPT63 into the command field and press v (Enter)

= Programn Edit  Goto Systemn Help

V] Y B @@ EHE SnO8 BE @
Personal Work Schedule
@ & H =
| Further selections || = Search helps || = Sort order
Period
) Today ) Current manth “ICurrent year
TUp to today “Fromn today
“Cther period
I Tt
Periad | Tao
{15 =
Selection
Personnel Nurnber | & |
3

Tirne recording adrinistrator

work schedule

Read from cluster

Display periods
#*Pens.and active
“JInact., pens.and active
“Left, inactive, pensioned and active

16. Complete the following fields:
18 of 25
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Title: Work Schedule Substitution-Fast Entry of Time Data (PA71)

R=Required Entry O=Optional Entry C=Conditional Entry
Field Name R/O/C | Description
Other Period R Start date of the Substitution
Example: 6/30/2013 to 6/30/2013
Personal Work Schedule
@ & H =
| Further selections || = Search helps " = Sort arder
Petiod
() Taoday CICurrent marth (CICurrent year
CIUp to today () From today

(o) Other period
Petiod 0643072013 To

17. Click Further selections to add Personnel Area and/or Business Area to the selection

criteria screen..

[E Choose Selection Fields
Selection options Selection fields
Selection options Selection fields R.. L
I’ =1
:;'mployment status 1 - Personnel Murnber E’] ~|F
Company Code T Time recording administrator h

| Persaonnel area I

Personnel subarea |
Ernployee group |
Employee subgroup
Organization key

|
Legal person
Payroll area
Controling area
Cost center
Organizational unit - -

|E”§| Selection: 2

[#x)
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Title: Work Schedule Substitution-Fast Entry of Time Data (PA71)

Selection
I t
Personnel Murnber . O | & |
Personnel area 1790 | =& |
Time recarding administratar | & |
=y Prograrn  Edit  Goto System Helh
1V 4B @@ BHE Do EHE @
Personal Work Schedule
[@]e | =
| Further selections || & Search helps ” & Sort order
Period
T Today "I Current month “ICUrrent vear
“Up to today “)From today
'®) Other period
Perind 0673072013 Ta
Selection
Personnel Number [ ] |E|
Parsannel area 1790 |i|
=]

Time recording administrator

Work schedule

Read from cluster

Display periods
&Pans.and active
Inact., pens.and active
_Left, inactive, pensioned and active

18. Click @ (Execute) to generate the report results

= List  Edit Goto  Wiews Settings  Systern  Help

& FdE @@ DHE thay BE @

Personal work schedule

< &% F = Bl <% (3 TP Oy Iy BE o8 2! Daly WS Planned warking time  Time infotypes

Personal work schedule

Key date: 06/30/2013

* Pers.No. |Name *|Date Day DWS DV Daily WS Wa Text Grp|Start End  PlHrs|HCI DT DT text  Personal WS\ Description HCr - Text Wik, time
BDUUUUES}ELLIOTT MARLA 08/30/2013  SU OFF Day Off 04 Shift Substitution 10 000 work/paid POO3 T-St,8hpd SC  USA (WASHINGTOM) 1
40000066 MEAKER LILLIAM 06/30/2013  SU OFF Day Off 04 Shift Substitution 10 000 Work/paid PO02 T-5t,8hpd SC US4 (WASHINGTOM) 1
40000068 PHILLIPS BRUCE 06/30/2013  SU OFF Day Off 04 Shift Substitution 10 0.00 Work/paid PO03 T-5t,8hpd 5C  USA (WASHINGTOM] 1
40000069 JACOBSEN SAMAMTHA 06/30f2013  SU OFF Day Off 04 Shift Substitution 10 000 work/paid POO3 T-St,8hpd SC  USA (WASHINGTOM) 1
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Title: Work Schedule Substitution-Fast Entry of Time Data (PA71)

AN
Deleting incorrect records: Itis 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.

19. Start the transaction using the transaction code PA71
= Time data  Edit  Goto Extras Systemn Help
V] I e@@ CHE DDoD BRE @
Fast Entry of Time Data
O Dwithproposal &2 T &

Fast entry of time data Period
Absences — ®)Pariod
Substitutions i From C j
Absence Quotas ") Today Jcurr week
Ermployes Remuneration Info il I Current rmonth
“JFrom curr.date TLast week
) To Current Date TLast month
) Current Pariod “ICurrent Year
= Choose |
Direct selection
Infotype ATy
Enter Personnel Murmbers Sawve Option
% Enter in fast entry screen ®)Save recards directly
“IManual preselection “iCreate batch input session

" Preselect using repart
“IPreselection w.ad hoc guery

Maintain/Lock/Unlock/Delete

Locked records anly
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Title: Work Schedule Substitution-Fast Entry of Time Data (PA71)

: Use the same selection criteria that was used originally

& Timedata Edit Goto  Extras  System Help

& ~dH IS CHE DDo8 BEE @)
Fast Entry of Time Data
O [ with proposal &2 ﬂj
Fast entry of time data Perind
Absences - = Period
Substitutions e Fram [
Ahsance Quotas I Today TICurr week
Ermployee Remuneration Info Al “\Current month
“IFtonn curr.date TLast waek
“)To Current Date “Last maonth
“)Current Period “)Current Year
= Choose

Direct selection

Infotype Substitutions STy

Enter Personnel Nurmbers Save Option

“IEnter in fast entry screen ®)Save recards directly

" IManual preselection " Create batch input session

%) Preselect using report

" Preselection w.ad hoc guery

MaintainfLock Unlock Delete

Locked records anly

20. Click (Delete)

21. Enter the same search criteria as when you created the Substitution records:
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Title: Work Schedule Substitution-Fast Entry of Time Data (PA71)

[E program  Edit  Goto  System  Help

1V B Ie@e@ CHE oDod BRI @

Personnel Number Selection for Fast Data Entry

[o]e B =

| Further selections & Searchhelps | & Sortorder & Org. structure
Period
Today “ICurrent month “ICurrent year
“Up to today “IFrom today

®) Other period
Period 06/30/2013 To
Payroll period

Selection
Personnel Numnber |E|
Employment status *|0 |i|
(=]

Tirne recording administrator

Additional data

Job to | 5 |
Organizational unit ta | & |
Position to | & |
Work schedule rule to | 5 |
Payrall administratar ta | & |
HR. adrniristratar ta | & |
Time data administrator to | & |
22. Click | (Execute)
=
Time data Edit Goto Extras Systern Help
] sl dHIC@s  EHE BDO(FE(
Fast Entry of Time Data
O v e |7 S| D]
Personnel no. selection
Personnel Mumber Marne of employee or applicant | m
fl Ef [=)LI0TT MARIA [+]
| |40DmEmEE MEAKER LILLIAN El
_ﬂEIEIEIEIEISE PHILLIPS BRUCE i
| |40000089 JACOBSEN SAMANTHA
_ﬂDBBB’IQB SCOTT DOMOWAN
| |s0000127 SHIPMANMN SARA
_48888128 GREEM ROBBIE
_ﬂEIEIEIEI’IEEI THOMPSON PETER
| |40000131 HOMISBURGE HANNA
_ﬂEIEIEIEI’IEZ COINS CLAIRE
| |40000133 SLEATER JADEN
_ﬂDBBB’ISd KEMMEY ALEX
| |40000135 MCBROOM STEPHANIE
_ﬂDBBB’IS? MCCRACKEN TOBY
_ﬂEIEIEIEI’IEE KELSKE LAURA
:48888139 MCDOMALD PATRICK |§|
40000140 FITZPATRICK RON [+]
ED) [ KD

Entry 1laf 70

23 0f 25

WSD Personnel



Title: Work Schedule Substitution-Fast Entry of Time Data (PA71)

23. Click (Delete)

[& Infotype Edit Goto  Extras System  Help

& FJHIC@@ CHE DDod BE @

Delete Substitutions (2003)
i} EE‘ @ﬁ‘other personnel nurmbers

Personnel nurnber T.. DWS W D.WSrule EH.P. Start End time |Hours DlEr... |Start of... Endof ... [Pad... urf]
40000065 ELLIOTT MARIA 04 10 ROO3 1 5C 10 0.00 0.00 0. =
40600066 HEAKERILILLIAN 04 10 RODZ 15C 10 0.00 o.o0 0. 7
40000068 PHILLIPS BRUCE

40000065 LACOBEEN T 10 ROO3 15C 10 0.00 0.00 0.
40000126 SCOTT DONOVAN 04 10 RO03 1 5C 10 0.00 0.00 0.
40000127 SHIPMANN SARA 04 10 ROOS 1 5C 10 0.00 0.00 0.

|

: Use the scroll bar at the bottom of the Delete Substitutions (2003) to scroll to the last
column to view records being deleted.

24. Select (Select All) to select all records just created.

[ Infotype Edit Goto Extras  System  Help

™ AR Al I

(V] Y dH @@ LHE Do BE @

Delete Substitutions (2003)
Bk & @pother personnel numbers

Personnel nurmber Position  |End of ... Start of... Pad... Unp... D Pers.no. O, From To L) C

T =

40000065 ELLIOTT MARIA 0 _.'j 0.00 0.00 O 06/30/2013 06/30/2013 D
40600066 MEAKER LILLIAN |, 0.00 0.00 | 0O 06/30/2013 06/30/2013 D
40000068 PHILLIPS BRUCE
40000069 JACOBSEN SAMANTH © 0.00 0.00 O 06/30/20013 06/30/2013 D
40000126 SCOTT DONOVAN o 0.00 0.00 0 06/30/2013 06/30/2013 I
40000127 SHIFMANN SARA 0 0.00 0.00 O 06/30/20013 06/30/2013 D

25. Click (Delete) to delete records.
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Title: Work Schedule Substitution-Fast Entry of Time Data (PA71)

& Infotype Edit Goto  Extras  System  Help

[ FdH @@ SHE bDLoD HEE @B
Delete Substitutions (2003)

A G & @other personnel numbers

rI:'ns\tlnr’v End of ... Start of... Pad... Unp... D Persno. O, From To

=+

£ .

Personnel number

«

Entry lLof 0

5 records delated [sApd

@ . @ Other personnel numbers .
Click on 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.

Results
You have successfully used the Fast Entry of time Data.

Comments
None.
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