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ESS — Leave & Time — Record Working Time

The Record Working Time screen under Leave & Time allows employees to enter/report
overtime. Once time is submitted on the Record Working Time screen, it is routed to the
employee’s superior for review and approval/rejection.

1. Select Leave & Time from the Employee Self-Service menu.

L SERVICE

"PORTAL

Last Logon: Thu, 04/23/2015 15:11:34

Account Alerts Employee Self-SelVice SAS Internal Tools SAPGUI Employee Information

I Overview Personal Information Benefits Leave & Time Payroll My First Days Help Documents
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2. Select Record Working Time.
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ﬁvail;able hpplica tions

Display Leave Balances

Display your leave types and their balances.

Display Absences
Display a listing of the days you have taken leave and days submitted for in the future.

Employee Leave Request

Employees can enteg leave requests and view the status of previous reguests.

Gecurd Working Time

Enables employees to record their working times
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3. The Record Working Times screen will appear.

Record Working Times
Save

- Calendar Time Accounts
-

Completion Status

< March 2015 April 2015 May 2015 >
Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Fme: g;g;ggj‘g

2 2324252627 28/1 123031 1 2 345 27282030 123 TR

1023 456¢6/7/e w678 9wz 45867 880 —

1 9 10 11 12 131415 <= 13 14 [15[6[47 18 19 20 11 12 13 14 15 e T T . 0 B U VS

21817 181920202 v22122022262% »HEEBEE-z 2

1223 242526 27 2820 13 27 282030 1 2 3 22 25 26 27 28 29 30 31

1930311 2 3 45 19456 78 91 21234567

Submitted Excess Time Recorded . Rejected Non-Waorking Day Holiday
Approved . Current Selection Today

~ Timesheet

€ Previous Period || Mext Period » Week From: 05-16-2015 m Apply D‘ Worklist Favorites Check Insert Row

\'\» Ve b0 My e Na gy L A

Date Aftfabs. type d

NP S SN PP -5

Start Time End time Actual Total Hours
P N W -M‘\\’\\J““\\‘,*“—Mf\m‘

4. The Calendar section provides an overview of overtime that has been entered by the

employee along with the processing results. In this example, the employee did not have any
reported overtime during the months of March or May. However, in April, the employee had
overtime approved for April 15, 2015 as indicated by the blue highlighted date. Then for April
16 and 17, 2015, the employee submitted additional overtime for approval that has yet to be
processed by the employee’s supervisor as indicated by the green highlighted dates.

Record Working Times
Save

l Calendar Time Accounts
r

< March 2015 April 2015 May 2015 >

Mo Tu We Th Fr 5a 5u Mo Tu We Th FFr a 5Su Mo Tu We Th Fr 5a 5u
9 23 24 25 26 27 28| 1 14 30 %1 1 2§03 84 5 18 27 28 29 30 1 2 3
w2 3 4 5 6 T 8 155&8 sl 12 1 4 5 6 7 & 9 10
11 9 10 11 12 13 14 15 1€ 13 14‘:15 16 17 18 19 20 11 12 13 14 15 1Ei
21617 18 1920 2122 w2021 2232425 2% = [ IE BIBIE 2 24
132 23 24 25 26 27 28 29 18 27 28 29 30 1 2 3 22 25 26 27 28 29 30 31
14 30 31 1 2 3 4 5 1 4 5 6 ¥ & 9 10 23 1 2 3 4 A 6 7

Submitted Excess Time Recorded . Rejected Non-Working Day Holiday

Approved Current Selection Today
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5. The Timesheet section is where employees can enter time as necessary.

B e T e P
< Previous Period || Mext Period » Week From: 05-16-2015 m Apply ID‘ Worklist Favorites , Check Insert Row
T De. Date Aft./abs. type Planned Start Time Endtime Actual Total Hours D.. Starttime Endtime

37.50 ] 0.00
ﬁ SA, 05-16 ~ 0.00 00:00 00:00 0.00
ﬁ 8U, 05-17 v 0.00 00:00 00:00 0.00
@ MO, 05-18 v 750 08:00 16:00 0.00
@ TU, 05-19 v 750 08:00 16:00 0.00
@ WE, 05-20 v 750 08:00 16:00 0.00
@ TH, 05-21 ~ 750 08:00 16:00 0.00
@ FR, 05-22 v 750 08:00 16:00 0.00

6. Inthis example, the current date is 5/19/2015, so the system will display the schedule
currently in effect for the employee for that given week.

- Timesheet

< Previous Period || Mext Period » Week From: 05-16-2015 m Apply [—D‘ Worklist Favorites Chec

5 De.[ Date | Attlabs. type /I-:'Ianned Start Time —\\ Endtime

o LI,

37.50 =

Tl SA 05-16 ~ 0.00 00:00 00:00 j
i su 0517 ~  0.00 00:00 00:00 ’
il MO, 0518 ~ 750 08:00 16:00 <
| TU 0519 | =—— 750 08:00 16:00 ;
i WE 0520 ~  7.50 08:00 16:00
il TH, 05-21 ~ 750 08:00 16:00

i FR 0522 ~  7.50 08:00 16:00
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7. If entering time for a prior or future date that is not currently displayed, click the Previous

Period or Next Period button accordingly.
eek From: 05-16-2015 f

Planned E

yom et -,

o
W e

<" Timesheet

' £ Previous Period || Mext Period ¥

3750

il SA 0516 v 0.00

o T R W )

8. Once the correct set of dates is displayed, the following actions should be taken to properly
record working time:

8.1. In the Att./abs.type column, select the appropriate type of time. In this example, the
employee is choosing Hours Worked (0100). (Note: The time types appearing in the
drop-down menu will vary depending on the employee type.)

»  Timesheet f
€ Previous Period || Mext Period ¥ Week From: 05-16-2015
T De.. Date Att.fabs. type Planned
37 50
il SA 05-16 v 0.00
il  su,0517 ~  0.00
fii MO, 0518 v 75D ;
8 oo AN
Hours Waorked 0100 i
il  WE,05-20
Hours Warked - OT Comp 0102
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8.2. Next, in the Start time and End time columns, enter the hours of overtime that were
actually worked. Hours must be entered in military time format. In this example, the
employee’s normal schedule on Monday is from 8:00 until 16:00, but the employee
wants to enter two hours of overtime past 16:00. In this example, the employee entered
16:00 to 18:00 to indicate 2 hours of overtime worked. (NOTE: If an employee needs to
record working time that covers more than one day, please see the section Entering

time that spans more than one day below.)

Starttime Endtime

| 16:00 18:00

8.3. Once all of the appropriate entries have been made, select the Save icon located at the
top of the Record Working Times screen.

Record Working Times }
] save 4

i e

8.4. A message will be displayed indicating the data has been saved.

Record Working Times
E save

Q Your data has been saved

8.4.1. Note that the Total Hours column is automatically updated with the number of
hours recorded by the employee.

Total Hours D.. Starttime Endtime

2.00 [ 1800 18:00
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1. If entering time on a single date that requires more than one time type, click on the button
next to the row being maintained. Then select the Insert Row button.

> Timesheet

T De.. Date Alt/abs. type Planned

Favorites ,

mﬂ; Linseow

Total Hours D.. Starttime Endtime

i - 00:00 00:00 0.00
W su,0547 v 0.00 00:00 00:00 0.00

[l  MO,05-18  Hours Worked v 750 08:00 16:00 2,00 2,00 [ 1800 18:00
U i U059 v 750 08:00 16:00 0.00

1.1. A new row will be inserted under the date being maintained. From there, select the new
time type to process. Then follow steps 8.2 to 8.4 above.

. ﬁf MO, 05-18 " Hours Worked w« 750 08:00

fill v 08:00

il  TU 0519 08:00
Haours Warked 0100

il WE, 05-20 02:00
Hours Worked - OT Dnrnp 0102

il TH 05-21 w T Al 0800

2. The process for recording working time is now complete for the employee and data has been
submitted to the employee’s superior for evaluation.

Example scenario: An employee needs to record working time that spans from 6/8/15 to
06/09/15 because they worked from 22:00 starting 06/08/2015 straight through until 03:00 on
06/09/15.

v Timesheet

|< Previous Period || Mext Period » | WeekFrom: 06/06/2015 m | Apply ‘ | Worklist | | Favnrites‘| | Check ‘ | Insert Row

|'|r—:| De.. Date Attfabs. type Planned Start Time End time Actual

3225 = 0.00

W 54, 06/06 ~ .00 00:00 00:00 0.00
ﬁ SU, 06/07 / ~ .00 00:00 00:00 0.00
ﬁ MO, 06/08 ; ~  8.50 07:30 16:30 0.00
ﬁ TU, 06108 w  8.50 0730 16:30 0.00
ﬁ WE, 0610 w  8.50 0730 16:30 0.00
ﬁ TH, 0611 v 775 0730 15:45 0.00
ﬁ FR, 0612 ~  0.00 00:00 00:00 0.00
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1. The employee will enter all time worked on the row for 06/08/2015. The start time will be

22:00 and the end time will be 03:00.

¢ Previous Perigd || MedPeriod 3 | WeekFrom  060&7015 [T Apply 1. | | Worist Favodites ,| | | Check Ingen Row
| % De Date Aftabs; tipe Pianned Star Time Endiime Actual
128 = 000
7
Tl = 0808 v 000 o o0 onon o0a
it =uosnr ~ 000 o0 o0 anon o0a
Wi | mo,os0s ~ 850 0730 1630 o0

Total Hours

o Slaﬂnme/il \ End tme

If
% ¥

2200 0300

2. Follow steps 8.3 through 8.4 above to complete the process of saving the time entry.
Once saved, the Total Hours column will reflect the total hours worked. In this case, the

total hours worked is 5.00.

% t 4
i Total Hours D Start ime End time
I
5
-
§ 7
5 :
'L\ 5.00 % =2z00 03:00
{ -

1. If deleting previously submitted time is desired, simply highlight the row by clicking the box

next to the desired row.

¢ Previous Period || NextPeriod » | | Week From:| 04-25-2015 [T] | Apply ™. Favorites , Check Insert Row
'Tl‘:| De Date Attfabs. type Planned Start Time End time
3750 P
m SA, 04-25 w 000 00:00 00:00
Ml sU. 0426 ~ 0.00 00:00 00:00
m MO, 04-27  Hours Worked v 750 08:00 16:00
W TU 0428 ~ 750 08:00 16:00

Actual

2.00

0.00

0.00

2.00

0.00

Total Hours

2.00
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N

Select the trashcan icon.

“@ MO, 04-27  Hours Worked v 750

2.1. The time entry will now appear as deleted.

v Timesheet

< Previous Period || MextPeriod » | | WeekFrom: 04252015 []|[ apply || | [y,| | | Favorites ,| | | check | | | insert Row

T De Date Aftfabs. type Planned Start Time Endtime Actual Total Hours D.
3750 b} 0.00
ﬁ SA, 04-25 v 0.00 00:00 00:00 0.00
\ﬁ SU, 04-26 ¥ 000 00:00 00:00 0.00
ﬁ MO, 04-27 v 750 08.00 16:00 0.00

3. Users must select the Save icon in order to route the deletion/cancellation to the employee’s
supervisor.

Record Working Times'-'
Save “'_—_

Dizplay Message Log

A Ho Tu We Th Fr, 5a Su f
Sl oy -
St "'\\*

4. A message will be displayed indicating the data has been saved.

Record Working Times ¢
& save

O Warking time has been deleted
@ Your data has been saved

- il i s g sl
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Time entry shortcuts: For employees who work similar work schedules on a daily or weekly
basis, the following guidance may be useful to save time when entering hours.

1. Creating Time Entry Templates: Employees can create templates from previous time
entries. Multiple templates can be created depending on the employee’s needs: For
example:

1.1. An employee works the same days every week but with varying hours, or an employee
works the same days every week with the same hours. Before creating a template for
this, all entries must be made for a week.

Next, click the Favorites button and choose Save with Times if the days/hours are the
same each week or choose Save without Times if the days are the same every week but
the hours vary.

Ee e e . P

- '\',-\-' o N PRt R i B N W o et e

o e
Favorites « Check

Save with Times..

N -
1 wormhesfieet -s s o

b

4 Previous Period  Mext Period p  Week From: 04/26/2018 spply s Worklist sert Row r
End time Actual Total Hours

B pel.. Date Att./abs. type Planned

0.00 Save without Times

Organize Favorites..

+
J T SA 0428 - 0.00 Import Faverites... 00:00 0.00 :
J T SU, 0429 ~ 0.00 00:00 0.00 r
J T MO.04530  Hours Worked ~ 0.00 00:00 00:00 3.00 3.00 .
| @ Tuose ~ 0.00 00:00 00:00 0.00
J Tl WE 0502  Hours Worked ~ 0.00 00:00 00:00 7.00 7.00
J T TH 0503 ~ 0.00 00:00 00:00 0.00
J T FR.0504  Hours Worked ~ 0.00 00:00 00:00 2.00 8.00 {

In this example, the employee is choosing to Save with Times. The Save Favorite with
Times window will appear for the employee to name the schedule. When finished,
select Save.

Save Favorite with Times = E

* Name: |Mormal Time Schedule] |

] Save | Cancel L :
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The next time the employee wants to enter time for a week, select Favorites from
the menu and Import Favorites.

A m . e ey Seme L iy Fa - ) P
ST L ra e ST e “ . o B L AT
R N L S L o S e LR Rl e e

—

Save with Times...

Save without Times_..
Organize Favorites...
Import Favorites...

4 Previous Period  Mext Period b Week From: |05/05/2018 fpply  [[a  Worklist ~ Favorites 4 Check Ins'
-

B pel.. Date Att./abs. type Planned
0.00

J T SA, 0505 ~ 0.00 ——

'm' SU, 05/06 ~ 0.00 00:00

\ju,_@?.wﬂ‘. s b '”'““_).,__M"‘-.-’\_J(

Choose the schedule desired from the list, which will then display the Details for
selected favorites. Select Import.

Import Favorites

E Select one or multiple favorites to be imported to the current timesheet.

B Name Details Default

I E— Nermal Time Schedule With Times "—___

J MNormal days without imes  Without Times O

Details for selected favorites

Date Att./abs.type Planned StartTime Endtfime Actual Content Sarttime Endtime

MO, .. Hours Worked 00:00 00:00 3.00
T WE,... Hours Worked 00:00 00:00 T.00
FR, ... Hours Worked 00:00 00:00 3.00

-:-* Import | | Cancel|

The days and times will automatically populate for the employee to save.
(Madifications can be made to the pre-populated entries from the template as

needed.)
T ... dimesheet ¢ o e - s
4 Previous Period  Next Period p  Week From: 05/05/2018 Apply [ WI)J
B pel... Date Att.jabs. type Planned *-;,
0.00 '
i S, 0505 - 0.00 (
| @ su.osws ~ 0.00
T T MO.05/07  Hours Worked ~ 0.00 ’
| @ tu.osos - 0.00 A
T i WE. 05/09 Hours Worked - 0.00
T i TH, 050 - 0.00
| 'm' FR, 0511 Hours Worked * 0.00
— L
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To manage/delete templates, select Favorites and then Organize Favorites.

Worklist Favorites 4 Check In

Save with Times...

Save without Times...
Organize Favorites...

Import Favarites. ..

00:00

Click the trashcan icon to delete any unwanted schedules and then the Save button.

Organize Favorites E m

| —
1 _!".f Your favorites have been organized successfully

You can choose one favorite without times, as your default timesheet. You cannot choose
multiple favorites, or favorites with times, as your default fimesheet.

]
Delete Display MName Details Default
m' (1} Mormal Time Schedule With Times
i | ) Mormal days without times Without Times [

| _f s Save| [ Cancel | .

Copying Time Entries in a given week: Employees also have the option to copy and paste
time entries within a given week to save keystrokes. For example:

First, click on the row to be copied. Next, select the Copy _||[.W icon and then select Copy
Line.

s e R gt P i S

- e AT e Tt e ,_,.»'L"'E'--_.-_.._/ g . ’“J_‘\_ -
~ Timesheet . '
4 Previous Period Next Period b Week From: 04/21/2018 Apply @ Wo j/@:rm 4  Check InsertRow
Bl pel.. | Date Att./abs. type Planned Copy Line
Copy From Previous Pericd
oy Copy from Target Hours

W sA 0421 ~ 0.00 00:00
T | f suoaz ~ 0.00 00:00 0

Mo, 0423 ~ 0.00 00:00 o

T TU.0424  Hours Worked ~ 0.00 00:00 o
|_ fl WE 0425  Hours Worked > 0.00 00:00 00:0

T TH. 04126 - 0.00 00:00 0g"
| i L FR0w27 ~ 00 JEN
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Next, select the row for the day where time should be copied and then click the Paste

El icon.

A AL e . O e n S . e
T o : LI i Cood e, o T i P . _ i,
w rimesfiget e R [EPPRY. e e -

4 Previous Period Mext Period p  Week From: 04/21/2018 fpply | [Fa Worklist ~ Favorites 4 Che

B pel.. Date Att./abs. type Planned Start Time
0.00 = k.
m' SA, 04121 * 0.00 00:00 )
SV 04022 ~ 0.00 00:00 (
'm' MO, 04/23 - 0.00 00:00
m’ TU, 04/24 Hours Worked ~ 0.00 00:00
'm' WE, 04/25 Hours Worked ~ 0.00 00:00
'm' TH, 04/26 ~ 0.00 00:00
i FR 0427 ~ 0.00 00:00
-

The hours worked copied in the previous step will be pasted into the row. If
modifications to the data copied is needed, changes can be made as necessary.

"""ﬁ' T T et SIS 1/ SRS PSS Y. /21 Ea NPT S g0 . R

WE, 04/25 Hours Worked * 0.00 00:00 00:00

> 000 nn:nn nn:nn 3
Hours Worked > 0.00 00:00 00:00 i

'm' TU, 04/24 Hours Worked > 0.00 00:00 00:00 l

FR, 04127

3. Copying Time Entries from a previous week: Employees also have the option to copy

forward the entries from the previous week. For example:

This employee worked Tuesday, Wednesday, and Friday from 9:00 to 10:00 each day during
the week of 04/21/2018.

-"h‘v‘""l . _.n.:é?.u"',_’r‘__,—-» _/,.--_. ,_.-«-_,_H- :__.-_r,,__ e ) H 3 S o _.-""- o ‘,J--'ﬂ - e - .__‘__..""- -_,--"" — L __," " _.{Hv— =
4 Previous Period MNext Pericd b Week From: |04/21/2018 spply [« [Fy  Worklist  Favorites s Check  Inseh
Bl pel.. Date Att/abs. type Planned Start Time
0.00 = '
J T SA. 0421 ~ 0.00 00:00 "
| @ suoa + 0.00 00:00 )
J M MO, 04123 ¥ 0.00 00:00 \
TU, 04/24 Hours Worked * 0.00 00:00
Tl WE.04/25  Hours Worked ¥ 0.00 00:00
T TH. 04126 - 0.00 00:00
FR, 04/27  Hours Worked > 0.00 00:00 o
i FR it
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During the week of 04/28/2018, the employee worked the same exact schedule and
hours. The employee can quickly enter the same hours that were worked from the

previous week by clicking on the Copy _IED icon and selecting Copy from Previous

Pay Period.

= e T I L am mm TN _,-._.._J—---;r-v,,_,-..-/."‘ -

™ “w Timesrieet e e - %

oo

4 Previous Period Mext Period b Week From: 04/28/2018 Apply Worklist ~ Favorites a

B Dpel.. Date Att.abs. type Planned Copy Line rve

___——-* Copy From Previous Peried
0.00

Copy from Target Hours

J Tl sA 0428 ~ 0.00 00-00
J il Su. o429 ~ 0.00 00-00
J i Mo. 0430 ~ 0.00 00:00
J i Tu. os01 ~ 0.00 00-00
J Ml weE, osi02 ~ 0.00 00:00
J T TH, 0503 ~ 0.00 00-00
J fl FR. 0504 ~ 0.00 00-00

The time entries from the previous week are then automatically copied forward.

Modifications can be made to entries that are copied prior to saving.

o e e . . T =TT
U S A, WORE W gL o Tl T \

-

4 Previous Period MNext Period b VWeek From: 04/28/2015 Apply  [[Na  Worklist

h 4

B pel.. Date Att./abs. type Planned ‘
0.00

J T SA 0428 ~ 0.00 .
J T su 0429 ~ 0.00 F
J Mo, 0430 - 0.00 ?
J ﬁi’ TU, 05/01 Hours Worked * 0.00
J ﬁi‘ WE, 05/02 Hours Worked w 0.00 !
J T TH. 05003 ~ 0.00
J ﬁi’ FR, 05/04 Hours Worked  0.00 g
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4. Once time has been saved, there will now be an icon under the Details column as shown

here.
Total Hours D.. Starttime Endtime
2.00 [ 1600 18:00

4.1. Selecting this icon will display the Details window as shown. This window will provide
details regarding the time recorded for a particular date. It also provides processing
status information within the Further Details section.

Details

O X

Recorded Data

Alt/Absence type:
Recorded Time

Date:
Start time:
End time:

Cell content:

Further Details

Reason for rejection:
Processing status:

Document Number:

Information
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Hours Warked (0100)

04-27-2015
16:00
18:00

2.00

Released for approval
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4.2. Within this window, the employee can also enter notes in the Information section that
pertain to the reason(s) for working hours other than what were scheduled. Once notes
have been entered, select the OK icon.

N k l et

-~ Trdcumenis . erizer., LU
-

—_— w %

Information

Note: | overtime|

Q0K || Cancel

Note: The icon under the Details column will change if notes have been entered by the
employee as shown here.

Total Hours D.. Starttime End time

2.00 [& 1600 18:00

5. If notes have been entered, the employee must select the Save icon located at the top of the
Record Working Times screen in order for the notes to be retained.

Record Working Times'
= save “'___

Display Message Log

- Ho Tu We Th JFr, Sa Su’
Rl T U . 3 nta
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5.1. A message will be displayed indicating the data has been saved.

Record Working Times
<] save

ﬂ Your data has been saved
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