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SAP Time Entry: 
Payroll Release Process – Quality Assurance  

February 4, 2008 
 
 
This process should be followed approximately three (3) hours prior to the SAP time entry 
required release time, which is customarily at 5:00 p.m. on Monday evenings.  This process has 
been initiated to ensure that all time entered by personnel and approved by supervisors has been 
released in SAP.  This process is not intended to identify employees who have not turned in time 
sheets, to identify time sheets that have not been approved by supervisors, or to check that any 
compensatory time, overtime, or adverse weather make up time has prior approval, which are all 
the responsibility of individual supervisors. 
 
Step 1 – Open the SAP “R3 PRD – Production” system and open the ZCAPS transaction. 
 
Step 2 – Enter the Key Date for the week you are checking (the Saturday date of the beginning of 
the pay period), select the appropriate week number (1 or 2), enter cost center 150149, and click 
on “multiple selection” for additional cost centers. 
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Step 3 – Add cost centers 150664 and 150668 to the list and select “Copy”. 
 
Step 4 – Click on “Execute”. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 4 
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Step 5 – If the “Time approval status” column has any yellow triangles, then this time needs to 
be released.  If the “Status” column has a red triangle instead of a green check mark, then the 
time for these individuals will not be released by the system (the reason for the discrepancy 
should be stated in the “Description” column). 
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Step 6 – Highlight all employees in our unit who need to have their time released (yellow 
triangle in the “Time approval status” column) AND have a green check mark in the "Status" 
column. This can be done by clicking on the gray box to the left of each row while holding down 
the control (“Ctrl”) button. Click on the “Approve Time” button to release the payroll. 
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Step 7 – Click on the pink line. 
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Step 8 – Select all entries, and click on the “Approve” button (notice that all the yellow triangles 
have now changed to green squares). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approve Select all 
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Step 9 – Very important! Click on the “Save” button to save the released payroll to the system.  
If successful, a message will appear at the bottom of the screen stating “Changes have been 
saved and written to the interface tables”. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 10 – Contact the supervisor of any employee who has a red triangle in the “Status” column 
(see step 5) and has not had their time released.  Once the issue is corrected, repeat steps 6 
through 9 to release and save the corrected payroll.  Click on the “Back” button (green ball with 
a left facing white arrow) four times to return to the main SAP page. 
 
 


