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.

g| 00 i Be@e SHE fnos [RE @M
Validate and Approve Time Sheet Data

Select options

Key Date 12!15#299?h
) PayPeriod 138 12/15/2007 1272812007
® Weekl 12415/2007 12721/2007

1242212007 12128722007

/’ S

Personnel number
Cost center

Multiple selection

@ Step 1: Show all time records for selected week
() Step 2: Show exceptions and unappraoved time only

HEERIER EFEEEE SRR EE REEEE o [l

Q The entered selections were not accepted

il start |J & 3 “ F{plnbox-Netsc..] 2 1zeger Raber..l @S:'\TSU'!,TSIS'!,...' 3 5AP Time Ent...l I/ sap Logen 710 |Validate an...  [EFPMicrosaft Wo...l G 10

;25 AM

SAP Time Entry: Payroll Release Process — Quality Assurance Page 1 of 7
NCDOT - Traffic Safety Unit



Step 3 — Add cost centers 150664 and 150668 to the list and select “Copy”.

Step 4 — Click on “Execute”.
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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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tY 0 1606R4 1612186 |Shawn Aaran Troy 40.00 |No exceptions faund E|
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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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\_] v iy 1500290 |Andraw Nils Good 40.00 |No exceptions found [~
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Ev g "] 1503548 |Sharon Lee Hughes 40.00 |No exceptions faund
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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).
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=
General Hierarchy Display :Fs"
& a vy 2EAETEHEYE & & chose [ sae| w5 o
1
= w Em| fapp.name Drate AAType Altfabs. typetext | Hours WBS elem.|Func area|Mame Lastchange |Changed b 8
(ehe] |1SDD?89 Connelly Buttan 01/28/2008 (9500 |Time ‘\Worked 10.00 Released for approval |01/30/2008  |JBUTTOM |Z| =]
] nelly Button 0142952008 (9500 | Time Worked 10.00 Released for approval |01/30/2008  |JBUTTOMN E|
Appr’ove q Select a” nelly Button 01/30/2008 9500  Tirne Warked 10.00 Released for approval |01/30/2008  |[JBUTTON || |
Cl nelly Button 0153152008 |89500 | Time Worked 10.00 Released for approval |01/3002008 | JBUTTORM
QN0 (15902063 [Vickie Lynn Embry 012972008 (9500 | Time Worked 10.00 Released for approval [ 01/25/2008  |VEMBRY
OO [1502089 Vickie Lynn Embry 01/30/2008 (9500 | Time Worked 10.00 Released for approval [ 0172572008 |VEMBRY
oo [1502069 Vickie Lynn Embry 0143172008 (9500 |Time \Worked 10.00 Released for approval |01/25/2008 | VEMBRY
O [1502089 Vickie Lynn Embry 0240152008 (9500 | Time Worked 10.00 Released for approval |01/25/2008 | VEMBRY
OO (1502401 |Teresa Moore Hopkins 01/28/2008 |9500 | Time Worked 8.00 Released for approval |01/31/2008 | THOPKINS | [
OO [1502401 |Teresa Moore Hopkins 01292008 |89500 | Time Worked 800 Released for approval |[01/31/2008 | THOPKINS
o~ [1502401 |Teresa Moore Hopking 0173002008 (9500 Time Woarked .00 Released for approval |[02/04/2008 [ THOPKING
OO |1502401 |Teresa Moore Hopking 01/3172008  |9000  Approved Leave 0.50 Released for approval | 02/04/2008  |THOPKINS
oD (1502401 |Teresa Moore Hopkins 0143172008 (9500 |Time Worked T.80 Released for approval |01/31/2008 | THOPKINS
O [1502401 |Teresa Moore Hopkins 0240152008 (9500 | Time Worked .00 Released for approval |02/04/2008 | THOPKINS
O [1503651 |Beverly Diane Wilking 01428/2008 (9500 |Time Worked 9.00 Released for approval |02001/2008 | BODWILKIME
O~ [1503651 |Beverly Diane Wilking 01/29/2008 |9500 | Time ‘\Worked 8450 Released for approval |02001/2008 | BOWILKINE
o~ [1503651 |Beverly Diane Wilking 0173002008 (9500 Time Woarked .40 Released for approval 0250172008 |BOWILKING
QN0 [15903651 |Beverly Diane Wilking 013172008 (9500 | Time Waorked 5.450 Released for approval (020172008 [BOWILKING
oD (1503651 |Beverly Diane Wilking 0240152008 (9500 |Time Worked 8.40 Released for approval |02001/2008 | BOWILKIMNS
O (1504029 |Brian G Murphy 0142952008 (9500 |Time \Worked 10.00 Released for approval |02/01/2008 |BGMURPH
OO [1504029 | Brian G Murphy 01/30/2008 (9500 | Time Worked 10.00 Released for approval |02/01/2008  |BGMURPH
OO (1504029 | Brian G Murphy 0143152008 |9500 |Time Worked 10.00 Released for approval |02/01/2008  |BGMURPH
OO (1504029 |Brian G Murphy 020152008 |89500 | Time Worked 10.00 Released for approval 020172008  |BGMURPH
On0  [1504687 Anthony Dean Wiatt 014282008 (9500  Time Woarked .00 Released for approval 0260172008 [AWYATT
QN0 | 15904687 |Anthony Dean Wyatt 0112872008 (9500  |Time Waorked g.00 Released for approval | 020172008 [AWYATT
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O [1504687 Anthony Dean Wiatt 0143172008 (9500 | Time Worked .00 Released for approval |02001/2008 | AWYATT E
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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”.
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& e v 2 B B ¥ &% [ choose [ save |, = B
= Exce...| Pers.no.|Employesiapp.name Date AAType (Attfabs. type text | Hours WBS ele... |Func ar... |Mame Last change |Changed by
Co@ | 15007849 |Jahn Cannelly Button 01/28i2008 (9500  |Time Yorked 10.00 Approved 01430/2008 |JBUTTOMN E|
©o@ (158007849 |Jahn Cannelly Button 01/292008 (9500 | Time Yorked 10.00 Approved 01430/2008 |JBUTTOMN E|
©o@ (158007849 |Jahn Cannelly Button 01/30i2008 9500  |Time Yorked 10.00 Approved 01430/2008 |JBUTTOMN []
©o@ (158007849 |Jahn Cannelly Button 01/31i2008 |9500  |Time Worked 10.00 Approved 01/30/2008 |JBUTTOM
Co@ | 1502069 |Vickie Lynn Embry 012952008 8500  |Time Warked 10.00 Approved 011252008 |VEMBRY
©oo@ | 1502069 [Vickie Lynn Embry 01/30i2008 9500  |Time Yorked 10,00 Approved 01/25/2008 |VEMBRY
Co@ | 1502069 |Vickie Lynn Embry 01/31/2008 9500  |Time Worked 10.00 Approved 012572008 |VEMBRY
Co@ | 1502069 |Vickie Lynn Embry 02i01/2008 9500  |Time Worked 10.00 Approved 01/252008 |VEMBRY
©o@ 1502401 |Teresa Moore Hopking 01/28i2008 9500  |Time Yorked 8.00 Approved 0143172008 |THOPKING u
Co@ 15902401 |Teresa Moore Hopking 01/29j2008 9500 | Time Yorked 8.00 Approved 0143172008 |THOPKING
©o@ | 1502401 |Teresa Moore Hopking 01£3002008 9500  |Time Yorked .00 Approved 02/04/2008 |THOPKING
©o@ 15802401 |Teresa Moore Hopking 01/31J2008 9000  |Approved Leave 0.50 Approved 02/04i2008 |THOPKING
©o@ 15802401 |Teresa Moore Hopking 01£31J2008 |9500  |Time Yorked T7.50 Approved 0143172008 |THOPKING
©o@ 1502401 |Teresa Moore Hopking 02/01i2008 |9500  |Time Worked 8.00 Approved 02i04i2008 |THOPKING
Co@ 1503651 |Beverly Diane Wilkins 01/28/2008 8500  |Time Warked 9.00 Approved 0210152008 |[BDWILKING
©o@ | 1503651 [Beverly Diane Wilkins 01/29i2008 9500  |Time Yorked 8.50 Approved 02/01/2008 |BOWILKING
Co@ | 1503651 |Bewerly Diane Wilking 01/30/2008 9500  |Time Worked 8.50 Approved 0210172008  [BOWILKING
Co@ | 1503651 |Bewerly Diane Wilking 01/31/2008 [89500  |Time Worked 5.50 Approved 020172008  [BOWILKING
Co@ 1503651 |Beverly Diane Wilkins 02i01/2008 9500  |Time YWorked g.a0 Approved 020152008 |[BOWILKIMG
Co@ (1504029 |Brian G Murphy 01/29/2008 9500  |Time YWorked 10.00 Approved 020152008 |BGMURPHY
Co@ (1504029 |Brian G Murphy 01/30/2008 9500  |Time YWorked 10.00 Approved 0z01r2008 |BGMURPHY
Co@ (1504029 |Brian G Murphy 01/31/2008 9500  |Time YWorked 10.00 Approved 020152008 |BGMURPHY
Co@ (1504029 |Brian G Murphy 02i01/2008 |[89500  |Time YWorked 10.00 Approved 020152008 |BGMURPHY
Co@ | 1504687 |Anthany Dean Wyatt 01/28/2008 9500  |Time YWorked g.00 Approved 020172008  [AWYATT
©o@ | 1504687 |Anthany Dean Wyatt 012952008 8500  |Time Warked 8.00 Approved 020172008  [AWYATT
oo@ | 1504687 |Anthany Dean W 01/30/2008 9500  |Time Worked .00 Approved Q020112008 | AWYATT =
Co@ | 1504687 |Anthony Dean 01/31/2008 9500  |Time Worked g.00 Approved 0210172008  [AWYATT E
(D] [ L[]
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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.
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