CATS_DA = CHECKING ENTRIES OR FILTERING BY SPECIFIC WAGE TYPES

CATS_DA Display Working Times is used to verify absences and attendances keyed in CAT2 . This
transaction will show all the information keyed and will indicate whether it has been approved, rejected,
or no action taken.

Bl d B C@an BRE aDO0E

SAP Easy Access

B3| EE v

= i Favorites
CATS_DA - Display Working Times For easy access, set
CATZ- Time Sheet Maintain Times R .
[ (3 Time Entry up In your Favorites.
[> (J Leave Balances
I (J Reparts
= 3] SAP menu
> (7 office
> (7 Cross-Application Components
> (7 Logistics
I 3 Accounting
> (3 Human Resources
[» (3 Infarmation Systems
[ (3 Tools

) Mode added to favarites list

14 Start TrBRéE -~ Cfa @ Inbox " B SAF Logon 710

Each organizational unit has been created their own variant to use for CATS_DA. To choose a variant,
click icon (looks like steps). This will bring up a box with your name in it. Remove your name from the
box and click the execute icon (clock) at the bottom of the box.
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A second box will appear, showing different organizational units, scroll down until you find the
appropriate org. unit. Highlight the appropriate org. unit and click enter or click check mark.
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If you cannot find your organizational number, please contact Amber Nguyen at 390-2807 or Karen
Matatall at 390-2175.

The next screen will automatically bring up the appropriate org. unit as well as the reporting period as
other period with a high date of 12/31/9999. Put in your begin date and end date you want to show.
Then click the Execute Icon (clock).
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CATS_DA will then display all attendance/absences keyed for the time period requested. The columns
will identify the type of attendance/absence types keyed, the timekeeper who keyed the information,
the date it was keyed, the approver who approved/rejected the information, and the date it was
approved/rejected. A listing of all attendance and absence types has been provided. Please note: not
all attendance/absence types will be keyed by the timekeeper.
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Mame of employee or applicant =™ Pers.Mo. | Date T|Status| Fis = Mumber|MU| Short test) L | A& Type Ob Fosition|Created on Time Created by|Lastchange [T
KRISTIMN LEE ARCHON 34866 [12/01/2008 &7 2.000 [H 1000 11/18/2008  [14:3015 |RHODEST|1149/2008  [1|[=]
11/256/2008 & 2.000 [H 1000 11/18/2008 [11:4422 |RHODEST|11M9/2008 |1|[=]
11/04/2008 &7 2.000 [H 1000 11/032008 |14.36:35 |RHODEST|11/08/2008  |1|f+]
10/03/2008 &7 2.000 [H 1000 10/10/2008 [10:28:30  |FILOZ 10/10/2008 |1
10i01/2008 & 2.000 [H 1000 10M0/2008 [10:28:30 |FILOZ 10M0/2008 |1
09i24/2008 &7 6.000 [H 2001 10M0/2008 [10:2510 [FILOZ 10M0/2008 |1
08/15/2008 & 4.000 [H 1000 09i25/2008 151233 [FILOZ 08/25/2008 |1
07/31/2008 &7 2.000 [H 1240 07/30/2008 |14:3623 |FILOZ 07/30/2008 |1
07/30/2008 & 2.000 [H 1240 07/30/2008 [14:36:23  [FILOZ 07/30/2008 |1
Green check = approved 07/28/2008 & 5.000 [H 1240 07/30/2008 |14:36:23 |FILOZ 07/30/2008 |1
07/15/2008 &7 10.000 [H 1000 07/30/2008 1434417 |FILOZ 07/30/2008 |1
07/03/2008 & 2.000 [H 2000 07/16/2008 (143145 [FILOZ 07/16/2008 |1
Yellow triangle = not approved » 92.000 H
26 [03/26/2008 & 4,000 [H Ma10 [ 50221196031 /2000 [14:03:20 |RHODEST|02M1&2008 |1
03/25/2009 o 4,000 [H Ma10 |5 50281186 |03M19/2008 [14:03:20 |RHODEST|03M1 %2008 |1
. 02/19/2009 A 4000 [H Ma10 | 50281186 |03M1 92008 [14:03:20 |RHODEST|03M82008 |1
Red X = rejected \0@1 820089 & 4,000 [H Ma10 [S 50281186 |03M9/2009 [14:03:20 |RHODEST|02A1@2008 |1
03Mgo0g &7 1,000 [H [E 50303852 |03M16/2008 [11:0412 |RHODEST|0317/2008 |1
031 zxzﬁm\‘g 1.000 [H MaDl |S 50303882 |03M16/2008 [11:0412 |RHODEST|03A7/2008 |1
&7 4,000 [H [ENE 50281186031 0/2009 [11:5814 |RHODEST|0311/2008 |1
03M1/2009 & 1.000 [H [TE 50303882 |03M6/2008 [11:0412 |RHODEST|03A7/2008 |1
&7 4000 [H Ma10 | 50221196 |03M10/2009 [11:5814 |RHODEST|02M11/2008 |1
03i06/2009 & 2.000 [H 2020 03/03/2009 [10:19:54 |RHODEST|03/0/2009 |0
Since | USEd 7/1/08 as my 03052009 3 1.000 [H MaDl  [S A0303882 (03M6/2008  [11:04:12 |[RHODEST|03M 752008 |1
& 4000 [H Ma10 |S 50221196 |03M10/2008 [11:5814 |RHODEST|0211/2008 |1
begin date, all entries & 3.000 [H 1210 03/03/2009 [10:19:54 |RHODEST|0340/2009 |d
02i04/2009 & 1.000 [H MaDl |S 50303882 |03M16/2008 [11:0412 |RHODEST|03A7/2008 |1
made for the school year &7 4,000 [H B 50281186031 0/2009 [11:5814 |RHODEST|0211/2008 |1
] ) B[O | a]
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To sort, click on any of the columns. There are two ways you can sort: Filter or List from largest to

smallest or vice versa. Inthe sample, the date created has been highlighted. If you choose to sort
smallest to largest, SAP will list the dates created from high date to low date or vice versa.
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Mame of employee or applicant == Pers.MNo.|Date T\ status| Fis | =Mumber| MUl Short texd| L |AiaType/ Ob Position {Created on Time Created by|Lastchange |T
KRISTIN LEE ARCHOMN 24966 |12/01/2008 & 2.000 H 1000 1182008 14:30015 RHODEST |11/ 952008 1 El
1142572008 a7 2.000 H 1000 1182008 11:44:22 RHODEST |11/ 952008 1 EI
11i04/2008 & 2.000 |H 1000 1140372008 14:26:25 RHODEST |11/02/2002 1|l

10/03272008 & 8000 (H 1000 10M 072008 10:28:30 FILOZ 10 052008 1

100152008 =l 8000 (H 1000 10M 072008 10:28:30 FILOZ 10M 052008 1

092452008 & 6000 (H 2001 10M10/2008 10:25:10 FILOZ 10M 052008 1

091 572008 &7 4000 (H 1000 09r25r2008 15:12:33 FILOZ 09r25r2008 1

073172008 a7 2.000 H 1240 O7r30/2008 14:36:23 FILOZ O7r30/2008 1

07i20/2002 & 2.000 |H 1240 07/20/2002 14:236:232 FILOZ 07i20/2008 1

07iz29/2002 = 8.000 |H 1240 07/20/2002 14:236:23 FILOZ 07i20/2008 1

0711552008 =l 10000 (H 1000 07/30/2008 14:34:41 FILOZ 07f30/2008 1

07/03/2008 S 8.000 (H 2000 07MB2008 14:31:45 FILOZ 07 M 62008 1

&L 34966 = 92.000 H

KATHLEEMN MARGARET BARTOM 8326 |03/26/2009 Fay 4.000 (H ma10 |5 50221186 |0319/2009 14:03:20 RHODEST | 0241952009 1

03/25/2009 Fal 4.000 (H Mal10 S S0281186 |03M19r2009 14:03:20 RHODEST |03 952009 1

032419/2009 Fay 4.000 |H MA10 S 502281126 (031972009 14:02:20 RHODEST | 0201 9/2009 1

031 852009 Fay 4000 (H MA1O |5 S0281186 (031972009 14:032:20 RHODEST | 0351 352003 1

031352009 A 1.000 (H hiA01 =1 50303882 |03 62009 11:04:12 RHODEST |03M 7r2009 1

031252009 &7 1.000 (H mAD1 =1 S0303882 |03 62009 11:04:12 RHODEST |03 7r2009 1

& 4.000 (H mMa10 |5 50221186 (031072009 11:58:14 RHODEST | 0241172009 1

031152009 a7 1.000 (H hA01 = S0303882 |03MB/2009 11:04:12 RHODEST |03 7r2009 1

& 4.000 |H MA10 S 502281126 (0311072009 11:58:14 RHODEST | 0201172009 1

030672009 & 8000 (H 2020 030372003 10:19:54 RHODEST |03 052003 o

03/05/2009 =l 1.000 (H hAD1 =1 50303882 |03 62009 11:04:12 RHODEST |03M 7r2009 1

& 4000 (H mMa10 |5 S0281186 (0371072009 11:58:14 RHODEST |03 152009 1

&7 3.000 (H 1210 03/03r2009 10:19:54 RHODEST |03A 052009 o
020452009 & 1.000 (H hA01 =] 5032023882 |03M 62009 11:04:12 RHODEST |02 7r2009 1 —
& 4.000 |H MA10 S 502281126 (0311072009 11:58:14 RHODEST | 0201172009 1 EI

[r] I [«]v]

em  Help
& al < @@ DHEB OO EE @,
Display Working Times
@I EREEEE E R ER EER I ER R EEI I )
Mame of employee or applicant “|* Pers Mo |Date Y| status | Frs | zMumb.. | MUl Short tesxt| L | asType | ob Position | Created on YTime Created byl Last change

o]
KATHLEEM MARGARET BARTOM 8326 |03/26/2009 4.000 mMA1IOD |5 40281186 (03192009 |14:03:20 |RHODEST|03/19/2009
032572009 4.000 mMaln (S 50281186 (031942009 |14:03:20 (RHODEST|03/19/2009
s
g

i

03/19/2009 4.000 MATO 50281186 (03192009 |14:.03:20 |RHODEST|03/19/2009
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|||
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1710 03102008 | 150607 |RHODEST| 03 152008
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SAP will now list only the dates in the range requested.
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Mame of employee or applicant “|* Pers.MNo.|Date Y| status | Fig |z Numb... | MUl Short test | L AlAType | Ob Fosition | Created on YTlme Created by Lastchange |T
KATHLEEM MARGARET BARTOMN 8326 |03/26/2009 A 4000 [H Ma10 |3 50281186 |03/18/2008 |[14:03:20 |RHODEST|02M9/2009 [1|[=]
03/256/2009 o 4000 [H MATD | 502611686 |03M8/2008 |14:03:20 |RHODEST|03M 972009 |1|[=]
03/19/2009 a 4000 [H Ma1D |5 50261166 03182008 |14:03:20 |RHODEST|03M /2009 |1 |
03182009 a 4000 [H MA1D |5 50261166 |03M18/2008 |14:03:20 |RHODEST|03M 972008 |1
03/13/2009 &7 1.000 [H IE 50303862 (03162008 [11:04:12 |RHODEST|03M7/2009 |1
03122009 &7 1.000 [H MADT |5 50303662 (0362009 |11:.0412 |RHODEST|03A7/2008 1|1
& 4,000 [H MA10 |5 50281166 |0310/2009 |11:58:14 |RHODEST|03M11/2009 |1
03/11/2009 &7 1.000 [H MADT |5 50303862 (03162008 |11:04:12 |RHODEST|03A7/2009 |1
& 4000 [H Ma10 |2 502811686 (03102008 |11:58:14 |RHODEST|03M11/2009 |1
03/05/2009 & 1.000 [H MADT |3 503038682 [03M6/2008 [11:04:12 |RHODEST|03A7/2008 |1
& 4000 [H MA1D | 50261166 0302008 |11:58:114 |RHODEST|03M1/2008 |1
03/04/2009 & 1.000 [H MaDT | 50303862 (03162008 [11:04:12 |RHODEST|03M 72008 |1
& 4000 [H MA1D |5 50261166 03102008 [11:58:114 |RHODEST|03M1/2008 |1
£, 8326 = 37.000 H
LANIE BAUER [ BE1G[03A 2008 [ & | [ F3E0[H | [ zoor [ ] [03Aezo0s [10:56:34 [RHODEST|03A 772009 |1
L BG19 - 7.330 H
LIMDA R BISHOFP 17040z o0 [ & | [EEECICE [ [zooo ] | [03rovzone [11:3445 [RHODEST[03A 172008 |1
‘ |Dzrosizoos | & | | 1ooo|H | | Jzozo | | |[p3r0i2008 [11:33:48 [RHODEST|0311/2008 |1
&L 1704 = 8330 H
WiANDA HEMRIETT BONMNER 2330603182008 | Ao | [ 7oooH ] [ Jzooo ] [ [03r19/z008 [10:40:48 [RHODEST[0318/2008 |1
|D3I1 FIZ00%9 | o | | 7.000 |H | | |2nnn | | |na:1gjznng \10-40-48 |RHODEST|0311 GrZ00%9 |1
£, 23308 = 14.000 H
MARY ELIZABETH BRAZAUSKA, . 22245[03/27/2008 &7 7.330 [H 2000 03f16/2009 [10:50:22 |RHODEST|03/17/2009 |1
03/26/2009 &7 7.330 [H 1210 03M6/2009 |[10:49:50 |RHODEST|0317/2009 |1
03/21/2009 & 2500 [H MaD1 |5 50303861 (03102009 |15:.05:20 |RHODEST|03M11/2009 |1
03/19/2009 &7 7.330 [H 1210 03(10/2009 |15:06:07 |RHODEST|03/11/2009 |1
03/14/2009 & 2500 [H MaDl  |S 503032681 (03102008 |15:05:20 |RHODEST|03M11/2009 |1 =
02/10/2009 & 2.000 [H MADT |3 50303881 03/16/2008[11:07:08 |RHODEST|0317/2008 [1] =
[<][*] I [«]»]
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Mame of employee or applicant “|* Pers.MNo.|Date Y| status | Fig |z Numb... | MUl Short tesdt | L AIAType Ob Fosition|Created on YTlme Created by Lastchange |T
KATHLEEMN MARGARET BARTOM 8326 |03/26/2009 o 4,000 [H MA10 |5 502681166 (03/198/2009 [14:03:20 |[RHODEST|03M19/2009 |1|[«]
03/25/2009 & 4000 [H Ma10 | 502811686 |0319/2008 |14:03:20 |RHODEST|02M9/2009 |1|[=]
03/19/2009 o 4,000 [H Ma10 |5 502811686 (03192009 |14:03:20 |RHODEST|0319/2008 1] |
03/18/2009 & 4000 [H Ma10 | 50281166 |0319/2008 |14:02:20 |RHODEST|0319/2009 |1
0313/2009 | & 1.000 [H I 50303862 (03162008 [11:04:12 |RHODEST|03M7/2009 |1
0312/2009 | &F 1.000 [H MADT |3 50303887 |03(16/2009 |11:0412 |RHODEST|0217/2008 1|
&7 4,000 [H Ma10 |5 50281166 |(0310/2008 [11:58:14 |RHODEST|03M1/2009 |1
03111/2009 | & 1.000 [H MADT |3 50303862 [03MB/2008 |11:04:12 |RHODEST|03A7/2008 |1
& 4,000 [H Ma10 |5 50281166 |(0310/2008 [11:58:14 |RHODEST|03M1/2009 |1
03/05/2009 | & 1.000 [H MADT |3 50303862 [03MB/2008 |11:04:12 |RHODEST|03A7/2008 |1
& 4,000 [H MA10 |5 50281166 (03102009 [11:58:14 |RHODEST|03M1/2009 |1
03/04/2009 | & 1.000 [H MADT |3 50303862 [03MB/2008 |11:04:12 |RHODEST|03A7/2008 |1
&7 4,000 [H MA10 |5 50281166 (03102009 [11:58:14 |RHODEST|03M11/2009 |1
&L 8378 = 37.000 H
LANIE BAUER [ BE1G[03A 2008 [ & | [ F3E0[H | [ zoor [ ] [03Aezo0s [10:56:34 [RHODEST|03A 772009 |1
&L B619 = 7.330 H
LINDA R BISHOP 17040343008 [ & | [ T3E0[H | [ zooa [ ] [03A 02008 [11:34:45 [RHODEST|03A 172009 |1
|Dzmsizoos | & | | 1ooo[H ] [ J2ozo ] [ [03r10/2008 [11:33:48 [RHODEST[03M1/2008 |1
&L 1704 - 8330 H
WANDA HENRIETT BONNER 23305|D3I1 a12009 | o | | 7.000 |H | | |2nnn | | |na:1gjznng \10-40-48 |RHODEST|0311 Gr200%9 |1
[EELEE | 7ooo[H | | Jzooo | | [p3r9iz009 [10:40:48 [RHODEST[03A8/2008 [1
£, 23306 = 14.000 H
MARY ELIZABETH BRAZAUSKA, . 22245(03/27/2008 | &F 7.330 [H 2000 03M6/2000 [10:50:22 |RHODEST|0317/2009 |1
03/26/2008 | &F 7330 [H 1210 03M16/2008 |10:49:50 |RHODEST|03M7/2008 |1
03/21/2009 | & 2500 [H MaDl  |s 503032681 (03102008 |15:05:20 |RHODEST|03M11/2009 |1
03M19/2008 | &F 7330 [H 1210 03M10/2008 |15:06:07 |RHODEST|03M1/2008 |1
0314/2009 | &F 2500 [H MaDl  |s 5030388103/10/2009 [15:05:20 |RHODEST|03/11/2009 1]
02/10/2009 | & 2.000 [H I 50303851|03/16/2008 |11:07.08 |RHODEST|0317/2008 |1|—
[<][*] [ [«]»]
4 4

In this sample, the sort range was for absences only. The range selected was 1000 to 2300.
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AR ER R EIERE R SR ER EEIEE R ERIRIEE R
Mame of employee or applicant ﬂ‘ Fers.MNo |Date 7 Slalusl Fis |2Numb |MU|ShnntEx1| LlAJ'AN leb | Pnsltlnnlcreated on Y‘Tlme |Crealed bylLastchange |T
LANI E BAUER | 6618 |03 2/2009 & 7330 [H | [zoo1 ] | |03ME/2008 [10:56:34 [RHODEST[03M 772008 [1][<]
oL, 6619 = 7.330 H [=]
LINDA R BISHOF 1704 (031 32008 | & 7330 [H | [ [zoom ] [ [03r1vzo0e [11:34:45 |RHODEST[03M1/2008 |1 []
|o3oszo0s | &F 1.000 [H | | [zozo | | |03rovzo0s [11:33:48 |RHODEST|03A 12008 |1
&, 1704 - 8330 H
WWANDA HENRIETT BONMNER ‘ 33306[03M1&72008 | A 7000 [H | [ Jzooo ] | [03iaz008 [10:40:48 [RHODEST[03A &2008  [1
|0z 7z008 | A 7.000 [H | | Jzooo ] | |039/z008 [10:40:48 [RHODEST|03M1@2009 [1]| |
£, 23306 = 14.000 H
MARY ELIZABETH BRAZAUSHKA, 22245 |03/27/2008 = 7.330 [H 2000 031162009 [10:50:22 |RHODEST|03M7/2008 |1
03/26/2009 &= 7.330 |H 1210 03/16/2008 |10:49:50 |RHODEST|03M7/2008 |1
03/19i2003 i 7.330 |H 1210 03(10i2008 |15:06:07 |RHODEST|03M1/2008 |1
£, 22245 -21.990 H
DARIA M BROWN | 5356 (03z4z008 | &F 5000 [H | [ Jrzie ] [ [03r1ezo0e [0m:50:32 |RHODEST|03M8/2008 |1
&, 5358 = 5.000 H
JERRI L BROWM | 491?|D3I1 Ti2008 | o 7330 |H | | |2|JDD | | ||33r1 Q12009 \15 a44:43 |RHODEST|DSJ1 /2008 |1
O 4817 = 7.330 H
TERRIL BROWN 7291 [04/15/2009 &= 7.000 [H 1102 03162009 |[10:55:51 |RHODEST|03M7/2008 |1
03/25/2009 & 7.000 [H 1102 03192009 [10:39:58 |RHODEST|03M19/2008 |1
0311 72008 = 2.000 |H 1102 03118/2008 |08:53:12 |RHODEST|03M8/2008 |1
&= 4.000 |H 2000 03(18/2009 |08:53:12 |RHODEST|03M8/2008 |1
031102009 &= 2.500 |H 2000 03(11/2009 |11:37:45 |RHODEST|03M1/2008 |1
03/06/2009 &= 7.000 [H 1102 03102009 |11:35:36 |RHODEST|03M1/2008 |1
03/04/2009 & 1.000 |H 1102 03102009 [11:35:36 |RHODEST|03M11/2008 |1
&, 7291 = 30.500 H
KATIE RHOME COLSOMN 4388 [04/03/2009 &= 8.000 [H 1000 031182009 |10:21:33 |RHODEST|03M7/2008 |1
04/02i2009 &= 5.000 |H 1000 031162009 |10:21:33 |RHODEST|03M7/2008 |1
04/01/2009 &= 5.000 |H 1000 03162008 [10:21:33 |RHODEST|03A 772008 [1]—
03/21/2009 &= 8.000 |H 1000 03/16/2008 |10:21:33 |RHODEST|0317/2008 |1]=)
[+][»] I[«][+]
| 4

This is a marvels tool which can be used for a number of functions. To name a few: sort by leave

without pay for the school year; list the dates prior to and after a holiday; amount of annual leave or

personal leave used by individual or as a group.



