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 ZTEL1 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.

X Microsoft Excel - Time_Sheet.xls == ]
ﬁ File Edit View Insert Format Tools Data ‘Window Help Acrobat ;Iilﬂ| Ea
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A [ 8B ¢ [ o] e JF[ 6 | H [1[JK L |[M|NJoJrP|[a|RrR s][T]

1 NORTH CAROLINA DEPARTMENT OF TRANSPORTATION

| 2| FIELD PAYROLL TIMESHEET
3

| 4 |Marme: Hamrick, Jimmy Pay Period: 403
& Saturday Date: 01/12/08 Wieek# 1

=N _ WL —

| 6 |Personnel Mo.: 1505169 Friday Date: 01/18/08 Cvertime Status: 3

| 7 |Cost Center: 150668 County Code: 92
]

L Act. WBS  Internal| Network | Act | S0p | AAType |Funcl o]l sy lrorar] sar | sun M e | wen | hor | A

19 | Type | Element Order {time code) | Area

| 10| 34263.1.1 9500  [2060 9.0 y 4 9.0

11 34479.1.1 9500  |2060 2.0 2.0

12| 36283.15.1 9500  |2080 6.0 2.5 35

| 13| 36283.15.10 9500  |2080 104 3.0 | 40 34

|14 | 36283.15.5 9500  |2080 9.5 40 | 25 3.0

| 15 | 9500 0.6 0.6

| 16 | 9000 2.5 25
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= Twelve (12) separate

= time charges = 12 jobs
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Total: 400 00 [ 0.0 | 5.0 | 90 | 90 | 90 | 40
4[4 [» (M FrR-01 D K|
Ready | [
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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...
4o M TUE | WED | THUR FRl
9.
20 VA 4 A
1 £4 |/ 45
38 V44
18/ 2. 3
0.6
5 7

Jobs 1,2,and 3

...and end here.

Jobs 4,5, and 6

Job 7
Jobs 8, 9, and 10
Jobs 11 and 12
aEacaLa)
MR TUE WED | THUR |
9.0
2.0
25 15
30 | 40 3.4
40 | 24 3.0
0.6
25
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Note C — ZTEL 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.
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i
ZTET - Crpater=n—#as-De——ant
2 By WBS Functional
Element Area g
Header Data <]
Document M Keydate 01/12/2008  CostCenter 15T58 PayF‘eriod 158 DtFr ©1/12/2008 To 01/18/2008 |
Job Details @ @ @ @ *
Job |Workdate  |Receiver WBS ... \Rec. order Metwark Acti... [SOp. |Fun...Wark Ac... [Unit [TaskMumber [Bridge  |Route Signal ... N..T
& Ll
& Ll
& Ll
& ][]
I £ ] 52
LDl [ I[+]
Employee E' =h @ @ @ b3
Employee Mo Employee MName SP o |SU |Total |J1 AA |J1 Hrs|J2 AA (J2 Hrs|J3 A8 |3 Hirs J4 AA |J4 Hrs|J5 AA |G His
A Al A ;
= ODS ==p
Personnel Job 1: A/A Type o
Number |'m@l  &o &8s and Hours Worked
™ Jivenfory ™o, |Equipment Mo, [Equipment Description Total |1 Hours JZ Hours J3 Hours J4 Hours J5 Hours
=
_ gl nDos
vl (]
| <] %
il start |J m e @ |J Fglnbofo... | @Jaeger Ro..‘l @D:\, | %TEAAS—A...' AF Micrasaft | T Microsoft | r}SAP Loga... |2TE1 - Cru. @@w‘a 11:43 AM

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.
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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.

(V] 0B CE@ EHE aDoan RAE @
ZTET - Create FR-1101 Docurnent
gu
Header Data %
Document Mo, Keydate 01/12/2008  CostCenter 150668 PayF‘eriod 158 DtFr ©1/12/2008 To 01/18/2008 |
Jab Details G
Job  |Workdate un fWark Ac... Unit [Task Number |Bridge Route Signal ... N..T
01/14/2008 [34479.1 .1 2060 HE ]
2 j@1/147200 ;i Bjals HR ]
3 0171472008 [362683.15.5 2080 HR ]
4 p1/15/2008 36280 15 ) e HR Of =]
01/15/2008 [36283.15.10 2080 HE ] Iz‘
— =
Emy | [
Employee | Ty ETRN NESIAEERESIES
Employee Mo Employee MName SP|SU  |Total #7101 A4 |J1 Hrs|JR AL (J2 Hrs|J3 A8 |3 Hrs J4 Ad [J4 HgflJ5s A4 |8 His
1505169 ames Alvin Hamric| 15.5089500  |2.00 gE |3.08 [9500  |4.80 9500 (25089508 |4.00
| \
B [ \ L
B5.| Equipment IR E= A \
Inventary Ma. EquipmentDescription Total |J1 Hours JZMurs J3 Hours J4 Hours J5 Haurs
\ o
\ B
B \ |l [+]
vl \ [«][»]
| \ <] %

Hstort| | 1) @ 153 || Frsisn. |

I@D:'lI

| gTEF\AS— | chrosof..‘l WMicrosDF...l r}SAP Log...l (=] Micros¥...

IZTE] -Ca

G 1247 P

Act. WES Internal | Metwork | Act | SC0p | AMA Type |Func = |ca U rotacl sat | sunN won | boe |wen | R | FrRi
Twpe | Element Cirder {tirme codel| Area \\
34263.1.1 9500 2060 9.0 9.0
34479.1.1 9500 2060 20 \ 2.0
36283.15.1 9500 | 2080 6.0 ~ 3.5
36283.15.10 9500 2080 10.4 3.0 { 4.0 34
36283.15.5 9500 2080 9.5 4.0 3.0
9500 0.6 0.6
9000 2.5 25
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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!

System  Help
& ldHICE@@IBHBIDDOND I EHE @8 i
ZTET - Create FR-1101 Docurnent
gu
Header Data %
Document Mo. Keydate 0171272008  Cost Center 150668 Pay Period 158 DtFr O1/12/2008 To 01/18/2008 —
ZTE1 - Create FR-1101 Document: Dis
Task Mumber [Bridge Route Signal N... N..T
Typ|Ite|Message text /\ =
@ [001|FR-1181 document creatQd 2000334611 O
@ |ooz O
O[]
O]
V@ HAPrNFEaFROHRS® @a0/s0 o2 A% IJ
Emilee |1 b ] AN
Employee Mo Employee Mame SP U |Total  [J6 AW |J6HrsJ7 AA [J7 Hrs|J8 AR  [JB Hrs J9 AR [J9 Hrs |J10 AGA 10 ..
1505169 ames Alvin Hamrick 36.00 [@95e0  |2.50 (9500 [9.00 9500 [3.50 9500 |3.00 (9000 2.50
Document
Number
| 1y A T T T
B [ y 4 L[>
mlemen @@ @0 alel [
Inventary Ma. Equipment Mao. [Equipment Description I Total |J& Hours J7 Hours J8 Hours J8 Hours J10 Hours
// B
[l y 4 o
<[]l V4 [«][+]

| / A7
iy start |J ™ & 51 “ FRisis-n..| @D:ﬁ,/ | Ereans- | 3gmcrosof... | BPwicrosor...| K sep Log. .. | [&Microsor...|[[FzTe1 - . G niaem

S

y AR 1

Total: 400 | 0.0 | 00 | 9.0 | 90 | 9.0 | 9.0 | 40

LOWEE"S SIGNATURE APPROWED: SUPERVISOR
Remarids: |2000334611
o —
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Note H — No WBS elements or function codes will be displayed on the SAP time sheet.

NORTH CAROLINA DEPARTMENT OF TRANSPORTATION
FIELD PAYROLL TIMESHEET

Page 107 1
Hame: James Alvin Hamrick Pay Period: 403 Week #: 1
Social Sec. No.: XXX HKS278 Saturday Date: o1r12r2008
Personnel No.: 180681649 Friday Date: 011852008
Cost Center: 150668 Overtime Status: 2o
WES Element Rec. Order Func ars | sp] AT | SUM | MON | TUE | WED | THUR| FRI Total
Ares Tupe
annoon 160 T.40
as00 aon| 900 | s.00| G.50 | 4.00) 27 50
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Part 2 — STEPS

Step 1 — Generate your FR-01 D time sheet (Excel spreadsheet).

RE
ﬁ File Edit View Insert Format Toolks Data ‘Window Help Acrobat = E|ﬂ| Ea
DEHSRY |[4BRI v [R@ > £ 2% 08B w0 -|T)

Arial Do Helz u|=E==E]8 %, @al==]i- A

D25 4| =]

A B ¢ [ b E FIl 6 [ H Ti1 [ L TMm[wlTolrP[alr 8T7T]
| 1] NORTH CAROLINA DEPARTMENT OF TRANSPORTATION

| 2 | FIELD PAYROLL TIMESHEET
3

| 4 |Marme: Hamrick, Jimmy Pay Period: 403
5 Saturday Date: 01/12/08 Week# 1

| 5 | _ JuAe —

| B |Personnel Mo.: 1505169 Friday Date: 01/18/08 Cwertime Status: b ]

| 7 |Cost Center: 150668 County Code: 92
g

Act WES Internal | Metwork | Act | SOp | AMA Type |Func srlea|l su broted! sar | sun | won | oe | weo | 1Hur | Fre

EN Type | Element Order {time code) [ Area

|10 | 34263.1.1 9500  |2060 9.0 9.0

| 11 34479.1.1 9500  [2060 2.0 2.0

|12 | 36283.15.1 9500  |2080 6.0 2.5 35

|13 | 36283.15.10 9500  |2080 104 3.0 | 40 34

| 14 | 36283.15.5 9500  |2080 9.5 40 | 25 3.0

|15 | 9500 0.6 0.6

| 16 | 9000 2.5 25

17

18]

19

20

21

22

El

24|

|25

| 28 |

27
28

El

130 Total: 400 | 0.0 [ 0.0 [ 9.0 9.0 ] 90 | 90 | 40

Ell -

W[« ¥ pil\FR-01D 4] JJ
Ready 1 ] ;) ] |
idhstart || | T @& 53 |] Fombox- ... | @aseqer ... | Bo | ihreans - .| [3Emicroso.. BFmicrosar...| I sep Log... | [Rzmes - .. | GHBLY 11:35am

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.

A H @@ SEE BhOa8 EE @
ZTE1T - Create FR-1101 Documnent

Header Data

g
Document Mo. Keydate 0171272008  CostCenter 150668 PayPeriod 158 DtFr O1/12/2008 To 01/18/2008
Lk RN ]
Job  [Workdate Receiver WBS . ¢. order Metwork " |50p. [Fun..Work Ac... (Unit [Task Mumber |Bridge Route Signal M... |N..|T:
[<]

~

Ll
g ]
& 1
I
1

(K}
=
(] o] ] +]
= A

Employee Mo Employee Name SP|SU |Total |J1 A& |01 Hrs|J2 A8 (U2 Hrs|J3 AR |3 Hrs J4 AR [J4 Hrs|J5 A& |5 Hrs

(][] |

"

I o ———an
. = oo 4 s

Inventary Ma. Equipment Mao. [Equipment Description Total |J1 Hours J2 Hours J3 Hours J4 Hours J5 Hours

LAl ey AR el I B PR AOAE] -

L N [ [+
[ (<]
4

g start |J a8 =l |j F§Inbox-Ne...| 1 Jaeger Ro...l @s:usuus..] @TEAAS-A..' 3 Microsoft ... | B Microsoft ... | (e Logon...|2TE1—l:r... BT 11:26 8
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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

& 2D IeEQIBHEIETON0 EERE @6
ZTET - Create FR-1101 Document
&b
[a]
Header Data =
Document Mo. Keydate 0171272008  Cost Center 150668 PayPeriod 158 DtFr O1/12/2008 To 01/18/2008 —
Joh Details E‘ @‘ @ @‘
Job  [Workdate un.Work Ac... (Unit Task Mumber |Bridge Route Signal M... N..T
0171472008 (34475 .1 1 2068 HE ]
2 11714 2 ML o HR ]
3 01/14/2008 [36283.15.5 2080 HR ]
4 |91/15/2008 36283 151 2080 \ HR miE
5 [p1/15/2008 [36283.15. 18 2050 \_HR ] I
L[]l [ \ IL4]
Emioree | 1) BlERIE N\
Employee Mo Employee Name SP|SU  |Total #7101 A4 |J1 Hrs| R ARNUZ Hrs |J3 A8 |3 Hrs J4 AR [Jd Hrs|J5 AA |5 Hrs
1505169 ames Alvin Hamrick 16 BENA500 |2 00 alg] [0f [@9580 488 9500 2. 50 3508 400
D] [ \ |4
= eomen B N\
Inventary Ba Equipment Mo, [Equipment Description Total§ |11 Hfurs 2 Hours J3 Hours \Jd Hours J5 Hours
N\ o
| \ <]
[l \ [l [+]
[ N\ [«[+]
| \ A7
start || (] @ 4 || FBrsis-n.. | By | Ereans- .| 3gmcrosofl.. | mFficrosor... | W/ sepLog.. | [EiMicrosor...|[[EzTE1 - . GECY 1247 em
Function Code

/

ﬁcgé E?Zﬁfm lrg'?d";?l Network | Act | 50p (t{i&:nA! 5;‘;; FAUrQ:x SP|CB|  SU_ATOTAL| SAT | SUN | MON | TUE | WED | THR | R
34263.141 2060 | LA 9.0 9.0
TR 9500/ || 2060 20

36283.15.1 9500 2080 6.0+ 2.5 3.5
(i\]fvfns) 36283.15.10 9500 | [ 2080 1104 3.0 | 40 34

y 36283.15.5 9500 | [2080 | L= | 95 40 | 25 3.0
9500 o 06 0.6

9000 ours 135 25

'l_|—||
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Example: Job 5

B Ieee SHE SDOo0 BE @ m
ZTET - Create FR-1101 Document
&b
Header Data %
Document Mo. Keydate 0171272008  Cost Center 150668 PayPeriod 158 DtFr O1/12/2008 To 01/18/2008 —
Joh Details @‘ @ @ E‘
Job  [Workdate Receiver WBS ... |[Rec. order Metwark Acti. [SOp. [Fun..[Work Ac... (Unit | Task Mumber Bridge Route Signal M... N..T
1 B1/14/2008 24470 1 1 2050 HR |
2 [p1/14/2008 26283 1518 2020 HR |
2 [91/14/2008 36283 155 2020 HR |
4 [p1/15/2008 02 E g2 HR mis
&= [91/15/2008 [36283.15.18 2030 AR O]
) [ 'y I[4]
Employee | ST =N
Employee Mo Employee Mame SP|SU |Total |J1 A4 BT Hrs|J2 AR (2 Hrs|J3 A4 |3 Hrs|Jd Ad [J4 HﬂJS AR5 Hrs
1 BH51 Y ames Alvilf Hamrick 16 B (1508 §2 0@ (35A0 (3 AR |[95A0 (4 AD (9500 |7 RONJIRAA |4 60
/
/
II
K| | 71 [/
=] Eculpment R ENE /
Inventary Ba Equipfent Mo, [Equipment Description Total |11 Holrs 2 Hours J3 Hours Jd Hl_II’S J5 Hour
/
/
II B
o 7 L[]
A][+]] J ][]
| / Y
dhstart || | ] & 5 |J B33 S-N.‘.l [EA]A | EHTEARS - | XM\crosof..‘l T Micrascf] | BSF\PLDQ...' Microsof.lIZTEl o G 12:47 P
Function Code
Hours
Act. WHES Integhal | Metwork | Act | SOp MA Type |Func = ks U ol sat | s L won | 7ol |wen | 1r | FrRi
Type | Element Order {time code) | Area
34263.11 9500 2060 9.0 9.0
3447911 9500 2060 f 20 2.0
36283.15.1 _alll | 2080 6.0 3.5
36283.15.10 €= (9500 z 2080 | €= J 1104 30 (40 34
36283.15.5 WBS m250 I 95 40 | 28 30
(if any) 9500 ~ / |ous 0.6
y 9000 . 25 2.5
T A/A Type
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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.

fdH I €@ CHRE ODhO0 R
ZTE1T - Create FR-1101 Documnent

Header Data

[]
Document Mo, Keydate 01/12/2008  CostCenter 150668 PayPeriod 158 DtFr ©1/12/2008 To 01/18/2008
oo a4 s
Job  [Workdate Receiver WBS ... |[Rec. order Metwark Acti. [SOp. [Fun..[Work Ac... (Unit | Task Mumber Bridge Route Signal M... T
[+]

M.
& |01/15/2008 36283 .15.5 2080 HR O
7 01/16/2008 (342631 1 2060 HR O
L]
Ll

g 0141772008 36263 .15 1 2080 HR
a9 01/17/2008 [36283.15.5 2080 HR /

10 (914172008 >

LD Tab bar LD
E oo o

Employee Mo Employee Name SP|SU  |Total |JBEAA |J6Hrs|J7 AR (U7 Hrs|J8 AA |8 Hrs J9 AR [J9 Hrs|J10 AGA (10 ..

1505169 ames Alvin Hamrick 36.00 (9500 |2 50 (@500 [9.00 9500 (3.50 9508 |3.00 (9090 2.50

[+]
(-]

I s ey
[=1 E o) |65

Inventary Ma. Equipment MNao. |Equipment Description Total |J& Hours JT Hours 18 Hours 18 Hours J10 Hours

0@ | TR F e | B0 [ (s [ E] w7 || S |2 ) 2\ & |5 4 | =

K1 I e
[ I«

4
gl start |J 8 =1 “ FRisis-n.. | Byoy | Eyeans- .| agmerasaf... | @Pwicrosor. .| i sep Log. .. | [@icrosor...|[[FzTe1 - . G vosem
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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.

AW EH I PEQ SHEBIDDLHO I EE @8 o
=
ZTE1 - Create FR-1101 DSEliment z
4 Save -
Button =llae
Header Data =
Document Mo, Keydate 01/12/2008  CostCenter 150668 Pay Period 158 DtFr O1/12/2008 To 01/18/2008 |
ZTET - Create FR-1101 Document: Display &y
Task Mumber (Bridge Route Signal M... N..T @
Typ|Ite|[Message text /—\ =
@ 081 |FR-11081 document creatQd 2000334611 O i)
o |eaz O
Ol =
o] )[4 !
£ @ > NFEFBOHESG 890 o002 H X I«
(N L = N\ E
Emploleo Employee Mame SP U |Total |JE AR |J6 Hrs(d7 AR |JT7 Hrs|JB AR [JB Hrs |9 AdA |J9 Hrs |J10 AA (10 .. a
1505169 \ ames Alvin Hamrick 36.00 9508 [2.50 9580 |9.00 9500 [3.50 9500 [3.00 (9008 |2.50 &
&
Continue Document =
Number &
(Enter) &
L y 4 T T T
LDI__—— / an g
= Eqomen ElEIRIENY 4
Inventory Mo. Equipment MNo. [Equipment Description I Total  |J6 Hours 7 Hours J& Hours J9 Hours J10 Hours @
/ il
// B
_ KD / [l 5]
[ A ]
| / 47

il start

| @ = || F3rss- .. | @D:\,/ | Ereans - ...| 3gmcrosf... | @Fvicrosor... | W/ sep Log... | [EiMicrosor...|[[Fzrer - .

&GP 1naem

L
[ I | /1 | | | | |
Total: 40.0 | 0.0 | 0.0 | 9.0 | 90 | 90 | 90 | 4.0
LOVEE"S SIGNATURE APPROVED: SUPERVISOR
Remarlls: zuuu3ady
o
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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.

(V] O H I CE@ I BHE oo o80 EE @ E

ZTET - Create FR-1101 Docurnent
4t
Header Data %
Document No. Keydate 01/12/2008  CostCenter 150668 Pay Period 158 DtFr ©1/12/2008 To 01/18/2008 |
Job Details RS
Job  [Workdate Receiver WBS ... \[Rec. order Metwark Acti. [SOp. [Fun..[WorkAc... (Unit | Task Mumber Bridge Route Signal M... N..T
1 0171872008 [36283.15.18 2080 HR =
2 01/18/2008 =
& O
e O]
| E CIL~]
KD [ I[4]
Epiee |0 B R |B[06 8
Employee Mo Employee Mame SP5U Total (1 AR |J1 Hrs|J2 AR 2 Hrs [J3 AR U3 Hrs )4 AdA U4 Hrs|J5 AA U5 Hrs
1505169 ames Alvin Hamrick 3.00 [@500 |2.40 (9500 |O.GO
ZTE1 - Create FR-1101 Document: Display
E“I”:l: Typ|Ite|Message text /—\ ||I|E
¥=.| Eguipmert @ |001|FR-1181 document creafed 2000324644
Inverntory No @ |bez 4 Hours J5 Hours
V@& M4 r M FAETROHRB@GNS 20 o2 HX
=
|| I I ] | N I B
[l [ AN [« [+]
4][+]] N\ [4][]
| N\ 44
hstart ||| ) @ 53 || FBrss-n.. | Byo | reans - .| SMcrosef... | BMicrosar... | ["}snpm;@w&...”ml -C.. G naaem
Additional
Document
Numbers

LI [ [ 1 | T |

/ Total: 40.0 | 0.0 [ 0.0 [ 90 [ 90 | 90 | 9.0 | 40

ERdF] i GMATIURE APPROVED: SUPERVISOR

Remarks: [2000334{11, 2000334644
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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.

IBICEQCHE D000 BE @F
ZTE1 - Create FR-1101 Documeny =2 £19

T
Heater Dits Cancel BlE
Document M. Button CostCenter Fay Period Dt Fr To E
a4 & &,
Job  [Workdate Receiver WBS ... |[Rec. arder Metwork Acti.. |SOp. |Fun..Work Ac... (Unit [ Task Mumber Bridge Foute Signal M... M. |T @
& |
= O s
= | =
= O] (=] =
& ] (K3 =
D R <] ]
£ ol ofols E
Employee Mo Employee Name SP|SU |Total |J1 A& |J1 Hrs|J2 A8 (J2 Hrs|J3 A8 |3 Hrs J4 AR [J4 Hrs|JS A |5 Hrs a
=3
=
[
&
B
I S —————nn E
=t = a0 458
Inventary ba. Equipment Ka. [Equipment Description Total |J1 Hours 2 Hours 13 Hours Jd Hours J5 Hours @
Lk

[+]

I 1 —— e
] | 3|3
d

i start |J a8 =l |j F§'§>TSIS-N.‘.| [EX[:A | L TEARS - | xM\crosof..] WMicrosof...| ﬂlsnPLog...| ElMicmsof...|ZTE1 L. &]Traffic s| ]@T@w 2123 PM
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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.

V|< 0 @@ 2HE f0O0 BE @B
ZTE2 - Change FR-1101 Document

W
Header Data 3%
Cost Canter Pay Period DtFr To (=
&
200033464415 =
rder Metwirk Acti. |S0p. |Fun. ok Ac.. Unit Twm Route Signal M. M. T [EN]
|/ ENT 3 CANCEL I I I N O
— ! BN N S P L
— | I O i i
il [ ) ) I Oll= =
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Step 10 — Make whatever corrections/changes need to be made and click the “Save” button when
finished.

@ Bl EI G @D EH RSO0 EE @ =3

ZTE2 - Change FR-110f/Dod 3 Sis)

Header Data

[]
[~]
Document Mo, 2000334644 Keydate 0171272008  Cost Center 150668 Pay Period 158 DtFr O1/12/2008 To 01/18/2008
0l h 458
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Step 11 - Click on the green check mark (Continue/Enter) to return to the main SAP screen and
menu.

BlaBICE@IBHRIEDODFEE @
ZTE2 - Change FR-1101 Document
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081 [FR-11081 document changed 2000334644 ‘
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Header Data E
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Step 12 — Go to the ZHR1 (Print Time Sheet FRO1C) 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.

v |< 0 @@@ DHE a0 os BRI @
FR-01C Fieid Payroii Timesheet Print Program

Fay Period
‘Week number {1 or 2)

Cost Center 160668
Personnel Mumber 1505169
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Step 13 — Click on the “Print” button to print your time sheet.

V|<T|'<-'1'><|L|':H|1.J.|.l.\ggm||:§ljg'

DOT_TESSE_092_GreenFieldz30  [a)

Spool request

Mame SCRIPT POAT JJREGER
Title
Authorization

[v] Print immediately Mo cover page
[v] Delete after print

[ Mew spool request Recipient

[ Close spoal request Deparment
Spool retention per. g Day(s)

Archiving mode Print only

a2 Print preview
Print (Cirl+F)

i start |J ™ @ 51 “ Fhrss- .| Bypa | Eenes...| 3€micros... | @Pmicros... | Ksep Lo...| Eticros... | Emaific ..|[[Esar r/3 @Y 2m0em
SAP Time Entry: Time Entry Process for Field Personnel Page 19 of 20

NCDOT - Traffic Safety Unit



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.

/ P i
EMPLOYEE'S SIGHATURE AFPPROVED: SUPERVISOR
Re Mmoo —
—
< 2000334611, 2000334644
\

A

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