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SAP Time Entry: 
Time Entry Process for Field Personnel (ZTE1 Re-Write)  

February 20, 2008 
 
 
Field personnel should follow this process when entering their time into SAP.  Field personnel 
are considered to be any individual in the following cost centers: 150662, 150663, 150665, 
150666, 150667, and 150668. 
 

Part 1 – NOTES 
 
Note A – There will be one ZTE1 time entry item (called a “job”) for each WBS/AA Type/Day 
showing time charged.  In the following example, there will be a total of 12 jobs. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Twelve (12) separate 
time charges = 12 jobs 
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Note B – Time entry jobs are entered into ZTE1 by starting at the topmost cell in the leftmost 
column that has charged time.  Enter jobs by moving down the column. Once that column has 
been entered into ZTE1, move right to the next column with time, and enter the job starting with 
the topmost cell with charged time. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Start here…

…and end here.

Jobs 1, 2, and 3 

Jobs 4, 5, and 6

Job 7

Jobs 8, 9, and 10 

Jobs 11 and 12 
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Note C – ZTE1 time entry jobs are a combination of rows and columns in both the “Job Details” 
and “Employee” windows.  The rows in the first two columns of the “Job Details” window will 
be populated with the date of the time worked, the WBS element the time is being charged to (if 
any), and the Functional Area (Function Code).  Only the first row in the “Employee” window 
will be populated, but this row will contain the employee’s personnel number and specific A/A 
types and hours charged to each job in the “Job Details” window. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Note D – The “Equipment” window (at the bottom of the screen) is not currently used by the 
Traffic Engineering and Safety Systems Branch. 
 
 
Note E – Each ZTE1 document only allows a maximum of ten (10) jobs.  If you have more than 
ten (10) jobs, then you will have to create additional ZTE1 documents for the same pay period 
week. 
 

jobs 

Job 1: A/A Type 
and Hours Worked 

Personnel 
Number 

Functional 
Area 

Date 

WBS 
Element 
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Note F – Each job (row) in the “Job Details” window must pair up with the appropriate job 
information (columns) in the “Employee” window. 
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Note G – The document number is used to go back and correct something in case you made a 
mistake.  There is no way for you to go back and fix a mistake without having the document 
number! 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Document 
Number 
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Note H – No WBS elements or function codes will be displayed on the SAP time sheet. 
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Part 2 – STEPS 
 
Step 1 – Generate your FR-01 D time sheet (Excel spreadsheet). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 2 – Open the SAP “R3 PRD – Production” system and open the ZTE1 (Create FR-1101) 
transaction. 
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Step 3 – Enter the Key Date for the week you are entering time for (the Saturday date of the 
beginning of the pay period) and enter your cost center in the appropriate boxes, and press the 
“Enter” key. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
SAP Time Entry: Time Entry Process for Field Personnel  Page 9 of 20 
NCDOT – Traffic Safety Unit 

Step 4 – Enter up to the first five (5) jobs into both the “Job Details” (date, WBS element, and 
Functional Area code) and “Employee” (personnel number, A/A Type, and hours worked) 
windows and press “Enter”. 
 

Example: Job 1 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Function Code 

WBS 
(if any) 

A/A Type

Hours 
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Example: Job 5 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Function Code 

WBS 
(if any) 

A/A Type

Hours 
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Step 5 – If you have more than five (5) jobs, use the tab bar to tab down.  Enter up to an 
additional five (5) jobs (see Step 4 and Note F for additional information).  Otherwise, go to Step 
6. 
 
 
 
 
 
 
 
 
 
 
 
 
 Tab bar 
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Step 6 – When time entry is completed for up to ten (10) jobs, click on the “Save” button.  A 
message box will pop up with a document number for the time you have entered.  Write the 
document number in the “Remarks” field of your FR-01 D time sheet (Excel spreadsheet).  Click 
on the green check mark (Continue/Enter) once you have written the document number down. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Save 
Button 

Continue 
(Enter) 

Document 
Number 
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Step 7 – If you have more than ten (10) jobs, you will need to create additional documents for 
each group of ten (10) jobs you have (see steps 3 through 6 for additional information).  Be sure 
to write down the document number for each group of ten (10) jobs you have in case you need to 
go back and fix something (see Step 6 and Note G for additional information).  Otherwise, go to 
Step 8. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Additional 
Document 
Numbers 
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Step 8 – When you have completed time entry, click on the “Cancel” button to return to the main 
SAP screen and menu. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Cancel 
Button 
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Step 9 – If everything was entered correctly, go to Step 12.  If you need to make a correction, 
open the ZTE2 (Change FR-1101) transaction.  Enter the document number of the document that 
needs to be corrected/changed in the “FR Document Number” field, and press the “ENTER” 
button. 
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Step 10 – Make whatever corrections/changes need to be made and click the “Save” button when 
finished. 
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Step 11 – Click on the green check mark (Continue/Enter) to return to the main SAP screen and 
menu. 
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Step 12 – Go to the ZHR1 (Print Time Sheet FR01C) transaction to print your time sheet.  
Verify your cost center and personnel numbers.  Change the “Date Over-ride” field to the 
beginning date (Saturday) of the week you are printing and click on the “Execute” button. 
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Step 13 – Click on the “Print” button to print your time sheet. 
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Step 14 – Write the document number(s) from the FR-01 D time sheet (Excel spreadsheet) in the 
“Remarks:” field on the new time sheet (FR-1101), sign your new time sheet, have it approved 
by your supervisor, and send it to your unit personnel officer (currently Jackie Johnson) for 
release.  Make sure your new time sheet indicates at least 40 hours of work time, leave time, 
and/or leave without pay time. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2000334611, 2000334644 

Don’t forget to write the 
document number(s) in 
the “Remarks:” field! 


