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Approving Time Entry

The time entry approvals will appear in your Inbox as a work item. A special
program must be run each day to transfer the work items to the Inbox.

If you have correctly set up your email forwarding, you will be sent an email at 4
pm EST each day if there are item to be approved in your workflow inbox. If you
need information on how to set up your e-mail forwarding, please refer to the
document “Email Forwarding from IRIS” found on the IRIS web site
(http://admin.tennessee.edu/iris) under the Workflow topic.

The Workflow Item

A sample workflow screen with time approval items is shown below. Note that the
item description gives the name of the person expected to approve the time
contained in the workflow item.

If you approve time for both cost centers and WBS elements, you will have two

separate work items for time approval, one for the cost centers and one for the
WBS elements.
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To view the screen that will allow you to approve or reject time entry, either
double click on the item or single click on the item and then click on the Execute

icon,

Worldflow 14
Ex..| Title Status | Creation date| Creation..|..|A.[En.Jw. |
8 [Time Approval by Pammela Grimm 2 11282001 093842 5 [=]
B Requisition DD1DDDW$3,DDD.DD %] 11/26/2001  171:09:47 E|
i Requisition 0019~ /or§2,500.00 @ 11282001 10:53>7 A4
& .k == ——=  11/08i2001 A 5
B Example of a time approval item description. %5:31 5
% MIT TEST SELLIT TETIOTE T ITATTLE LQ;_‘J /ﬁ?335§ 5 ﬁ =
@ lim Test Security Pay Chanoe > A 073157 8 By
#» Jim Sauceman.JrH Flag indicates that a specific confirmation is 0:38 5 & =
@b Jim Sauceman Jr P| required to remove item from inbox. 313 5 B [+]
_m;- Ity dant trancfor T'.-_1l.',l _"-T. EI
o Tips & tricks: Create attachment...
Time Approval by Pammela Grimm
It |
Description Objects and attachments
Double-click (Execute) this work item and Mo attachments or ohjects
you will be transferred ta the transaction to
Approve Time,
Adter you are finished in that transaction, a Instructions on how to access the time
srnall window will be displayed with twa approva! transaction and how to exit the
buttons, The first button is Complete work | transaction.
item. Cnly-chck anthis button if you have
appraved all the time that was displayed by
the time approval transaction. If you have.
entries that you have not yet approved, you
should click the Cancel button to keep the did
wark item in your Business Yorkplace to he
processed later. sl

Remember that the instructions in the lower portion of the screen will tell you the
procedures necessary to reach the approval transaction.
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The Time Sheet Display Screen

The time approval screen for biweekly employees is shown below. If there are
multiple employees to be approved, they will be in numerical order by the
personnel number, not alphabetical order by name.

bist Edit Goto

o i

@

I

|-Q{H§1ﬁlijﬁﬁﬁl.@|@@

Display Time Sheet Dala

G Halv Qs FERETE R chose B sve ] 5 G

This screen contains all of the basic information you will need to determine if the

Eice..| Persnobame Rec.cctr  |wBS. |Date Hiours ATA L A text | Description Lz
@op 10202295 |Mara Dryer E011011 T205/2001 | 2.00 [AL1T |Annualleave-1stshift |Released for appr..|[1
10202295 |\Mota Dryer E011011 121052001 | B.00 (RG1 |RedgHrs- Day st ShitReleased for appr... (1
10202295 |Mora Dryer E011011 T2i06/2001 | 2.00 [5L1 |Sick Leave-1stshit  |Released for appr..[1
10202295 |Mora Dryer E011011 1200672001 | 6.00 |[RE1 |RegHrs- Dayi1st ShitReleased forappr.. |1
@0@ |10202235 |Nara Dryer EOT1011 1200772001 1200 [RGE1 (RedHres- Dayi1st Bhit Released for appr..[1
10202295 [Mora Orger EO11011 12110/2001 | B.OD [RG1 |RedHrs- Dayi1st Shif Released far appr..|1
@0 (10202295 |Mara Dryer E011011 1201172001 | B.00 |R31 |RedHrs- Dayilst Shit Released for appr.. |1
©0® (10202295 |Mara Dryer E011011 1211272001 | 8.00 [R31 (RedHrs- Dayil1st Shit Released for appr..|1
@o® | 10202295 |Mara Dryer E011011 1211372001 | 8.00 |RE1 |RedaHrs- Dayil1st Shit Released for appr.|1
@o@ |10202303 |Samantha Jones E011011 12/0372001 | 8.00 |[R31 (RedHrs- Dayilst Shit Released for appr.. |1
@0 10202303 |Samantha Jones E0T1011 12/04/2001 | 8.00 |RG1 |RegHrs- Dayi1st Shit Released far appr...|1
@o@ (102023202 |Samantha Jones EO11011 120572001 | 800 |RE1 |RegHrs- Dayi1st ShitReleased forappr.. |1
@0 (10202303 5amantha Jones E011011 12062001 | 8.00 |RG1 |RedgHrs- Dayi1st Shift Released far appr. |1
10202303 |5amantha Jones EO011011 1200772001 | 8.00 (AL1T |Annual leave-1st shift |[Released for appr..|1
@op 10202303 | Samantha Jones EO011011 1211002001 | 400 (81 |Sick Leave-1stshift  |[Released forappr..[1
@@ (10202303 |Samantha Jones E011011 121002001 | 400 [EG1 |RegHrs- Dayr1st Shit Released for appr..[1
10202303 |Samantha Jones E011011 12172001 | 8.00 [5L1 |Sick Leave-1stshift  |Released for appr..[1
@O | 10202303 |Samantha Jones E011011 1222001 | 8.00 |RG1 |RegHrs-Day st ShitReleased for appr..[1

time should be approved or rejected. The data displayed is from the development
system, so no real employee names are shown.

The approval screen will display one line of information for each entry on the

employee’s IRIS time sheet. Additional lines will also be shown for any changes

made after an initial approval.

You can approve or reject the entries one line at a time or you can select and
approve or reject all lines simultaneously or you can select all lines and just
deselect the lines that you do not wish to approve or reject.

The column content

Before explaining the specific lines on the sample, the content of the columns
needs to be defined. Moving from left to right, the columns are:

12/21/01
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Selection boxes - The blank squares at the far left of each line are
selection buttons. If you click on one, that line will be selected. The line will
change color to indicate that it has been selected. Clicking on the icon in

the column heading for the selection buttons, , Will select all lines.

Exec.. - A line of three lights, , in the Exception column indicates the
status of each item. From left to right: Red indicates that the line has been
rejected. Yellow indicates that no action has been taken for this line.
Green indicates the line has been approved. If you choose to
approve/reject one employee at a time, this feature can insure that you
haven’t missed anyone.

Pers. no. — Personnel number is the employee |ID number that will allow
you to verify this is the correct person—if there is any question about a
name being duplicated.

Name - The employee name associated with the employee ID number.
Rec. CCtr - The cost center paying for this time (if a cost center is paying).

WBS... - The WBS element paying for this time (if a WBS element is
paying).

Date - The date the hours were worked or taken. For biweekly positive
input employees, there is at least one line of information for each day in
the pay period that the employee worked or took hours. If multiple types of
hours were worked or taken on the same day, there will be multiple lines.
For example, on a given day an employee worked 6 regular hours but
then took 2 hours of sick leave. There will be two lines of data for that day,
one for the regular hours and one for the sick leave hours as shown
below.

10202285 [Mora Dryer E0110711 12062001 | 2.00 |51 |Sick Leave - 1stshit  |Released for app

102022385 [Mora Dryer EO011011 1200652001 | .00 |RG1 |RegHrs-Day/f1stBhitReleased for app

For monthly no-input employees, there will be entries only for deviations
from their regular work schedule. For example, if sick leave or annual
leave is taken, there will be an entry. If a non-exempt monthly employee
works more hours than scheduled, there will be an entry for the “extra”
hours. Exempt monthly employees and faculty will have no regular hours.

12/21/01 6



P
f‘i @.
ﬁ‘i ﬁma%aﬁ%

INFORMATION SYSTEM Approvals — Addendum on Time Entry
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Hours - The number of hours that were worked or taken on that date for
the specific Attendance/Absence type.

e A/At... - The A/A type column shows the code for the type of absence or
attendance hours being accounted for.

o A/A text - A text translation of the type of absence/attendance code. The
most typical types of hours are regular work hours, annual leave, sick
leave, or compensatory time banked or taken.

e Description — An indication of the reason this line is shown. Most
descriptions read “Released for Approval,” but some may read “Changed
after approval.” The reason for this description is discussed below in the
section on Interpreting the information.

The following two columns are not shown on the sample screen, but can be
viewed on your screen by scrolling the screen to the right.

e Last change — The date when the entry in this line was entered or
changed.

e Change — User ID of the person who entered the line or last changed the
line.

REMEMBER: You can approve or reject the entries:
e one line at a time,
e all lines simultaneously,

e all but a few lines (by selecting all lines and deselecting just the few
lines that you do not wish to approve or reject).

Interpreting the information

Now look at the contents of specific lines. Another sample screen is
shown below. Remember this is for biweekly employees.

12/21/01



A

O Wromuaton svsrew Approvals — Addendum on Time Entry

Display Time Sheet Dala
Rav28a 7]

B % B choose | & sae B, B

Pers.no.{Mame Rec: GCir  |WHS..|Date Hours | Adht.. | ArA test Description
10202265 William Tell EO11011 121212001 | 800 |RG1 |RegHrs- Day ! 1st Bhiff Released for appr...
10207265 \William Tell EO11011 12/13r2001 | 8.00 |RG1 |RegHrs- Dayf 1st Shiff Released for appr...
10202295 | Mara Dryar EO11011 120302001 | 89.00 |RG1 |RegHrs- Day 1 st Shiff Released for appr...
10202295 | Mora Dryer EQ11011 1200372001 | 8.00 |RG1 |RegHrs- Dayrist ShiffChanged afterap..,
10202285 | Mara Dryer E011011 1200472001 | 1.00 |CTBY [Comp Time Bank- 15..|Released for appr...
10202295 (Mora Dinver E011011 1210452001 | 200 |CTE1 [Comp Time Bank-1s..|Chanded after ap...
102022485 |Mara Dryer E011011 12/0472001 | 9,00 |RG1 |RegHrs- Day/ 1st ShiffReleased for appr...
102022495 |Mora Dryer EO11011 12/04r2001 | 8.00 |RG1 |RegHrs- Dayf1st Bhiff Changed after ap...
10202295 | Mara Dryer EQ11011 12/05872001 | 2.00 |ALT  |Annual leave - 15t shitt [Released for appr..
102022485 |MNaora Diryer E011011 120572001 | 600 |RG1 |RegHrs-Dayl1st ShiffReleased for appr..
10202285 | Mara Dryer E011011 12062001 | 200 |SL1 |[SickLeave-1stshit [Releasedforappr..

eo@ (10202295 [Mara Dryer EO11011 1210872001 | B8.00. |\RG1 |RegHrs- Dayf1st Shift Released for appr...
102022585 | Mara Dryer E011011 1200772001 |12.00 |R31 |REegHrs- Day /! 1st ShiffReleased for appr...
10202295 |Mara Dryar EO19011 1211002001 | 800 |RG1 |RegHrs - Dayf1st Bhiff Released for appr...

Most of the lines have a description of “Released for approval.”

Note that some lines do not have a “traffic light” symbol to the left of the
line. All of those lines have a description of “Changed after approval.” This
indicates that the entry on that line had been approved and then, after the
approval, the time had been changed and now the new entry needs to be
approved. The lines without the “traffic light” symbol are informational lines
only and do not require approval.

The first two lines for Nora Dryer on the screen for 12/03/2001 are shown

below.
||m |10202295|N0ra Diryer |ED11D11 | |1 20312001 | 3.00 |RG1 |Reg Hrs—DasttShiqueleasedfnrappfj
| | 10202295 | Mora Dryer [Eottotr | [12/03/2001 | 8.00 |RG1 |Rew Hrs - Day/ 15t Shiff Changed after ap |

These lines illustrate an employee who was mistakenly shown to work 8
hours on that date, but really worked 9. The correction was made after the
8 hours had been approved, so the system is telling you that this is a
second approval because of a correction and it shows what is being
corrected. The original hours are described as “Changed after approval.”

The next four lines for Nora, for 12/04/2001, display an example of the
employee working 10 hours on that day. They are shown below.

@O@ | 10202285 [Nara Dryer EO11071 1200472001 | 1.00 |STE1 [ Somp Time Bank- 15...|Released for app
10202295 |Mara Dryer EOI1011 12042004 | 200 |CTBY | Comp Time Bank-1s..|Changed afterap.

@0 | 10202295 [Mora Dryer EO0T11011 12042001 | 900 |RG1 |RegHrs- Day! st ShitiReleased for appr
10202235 [Mora Dirver EOT1011 12042001 | 8.00 |RG1 |RedHrs- Day! 1stShifiChanged after ap.

12/21/01 8
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Initially the employee wanted to bank the extra hours as comp time. So
the initial hours approved were for 8 regular hours and for 2 hours banked
as comp time. But then the employee changed her mind and decided that
she wanted to get paid for one of those hours, so the entry was changed
to 9 regular hours and only 1 hour banked as comp time. Since there were
originally two lines entered for this day, the corrections also take two lines,
resulting in a total of four lines on that date.

Look at the lines for 12/06/2001. There are two lines shown below
because Nora took sick leave for only a partial day.

@o@ | 10202295 (Mora Dryer E011011 12062001 | 2.00 |SL1 |SickLeave- 1stshit  |Releazed for app
@@ 10202295 [Mora Dryer EO011011 121062001 | .00 |RG1 |RegHrs- Day/f1stShitReleased forapp

The first is for 2 hours of sick taken on the first day shift. The second is for
6 regular hours worked on the first shift. These two lines illustrate what is
meant by the statement, “The approval screen will display one line of
information for each entry on the employee’s time sheet. “ There are other
examples of this shown for 12/04/2001 (comp time) and for 12/05/2001
(annual leave).

If the employee takes leave for a full day, only one line of information is
displayed as shown below for Samantha Jones.

__|ece | 10202303 |8amantha Jares [Eoiioit | [1211112001 | 800 [5L1 |BickLeave - 1stshif

Overtime

Overtime hours are not entered as a special entry in IRIS. All attendance
hours are entered as regular hours as shown in the example below.

| ll@oe [10202295 |Mara Dryer [Eotio11 | [12i07/2001 [12.00 |RG1 [Reg Hrs - Day/ 15t Shif Released for app]

The system will evaluate the total hours worked by the employee and the
hours taken as absences to determine if overtime should be paid for the
pay period. To be eligible for overtime pay, an employee must have
worked over forty hours in a single week, including holidays and
administrative closing days. (Certain exceptions apply; go to
http://admin.tennessee.edu/hr/policies/445pol.html) and read Policy 445
on Overtime Compensation).

12/21/01 9
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Important icons

Look at the application tool bar; a portion of the bar is shown below.
&P aviEETERB

There are four icons of particular importance shown in the partial picture
above.

&

The two icons to the far left are the Approve, , and Reject, & , icons.

The two icons to the far right are the Select all, , and Deselect all, D:
icons. Please note that the Select all icon also appears above the column
of selection buttons at the left of the list of times. While the appearance of
the icon at the top of the selection buttons does not change, it can be used
to quickly toggle back and forth between select all and deselect all.

Note that the Print, 2 , icon is active on this screen so—if you wish—you
can print a list of the approvals/rejections for your records.

Approving/Rejecting Time Entries

To approve any or all of the times shown, select the lines to approve

and click on the Approve, & , icon. All of the lights to the left of each
approved line will turn green.

To reject any or all of the times shown, select the lines to reject and

click on the Reject, & icon. All of the lights to the left of each
rejected line will turn red.

Any lines with the yellow light still showing have not been acted upon.

The screen below shows how rejections and/or approvals will change the display.

12/21/01 10
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Display Time Sheet Data
8§ 5 a vﬁ.@.ﬁﬁg:?g_&.&xcmnse & Save @dc&%

| Exce... Persnolblame Rec. CCr ViR elemn, |Date Hoursi At AA texd Description Last chnge |Change
| @o@ | 10202261 |Mike Easter E011071 110172001 | 1.00 |UA  |Unpaid Absence Released for appr.| 110282001 |SAUCE
| ©o@ 10202261 |Mike Easter E011011 1100252001 | 1.00 |UA  |Unpaid Absence Released for appr...[ 1102812001 |SAUCE
[ %) ike Easter hpaid Absence ppraval rejecte |
10202261 |Mike East EO110711 11032001 | 000 (UA L d Ab Al | ted [11/28/2001 |SAUCE

ike Easter npaid Absence pRrove
10202261 |Mike East E011011 11/04i2001 | 0.00 (UA  |Unpaid Ab A d 1142812001 |EAUCE

The third line has been rejected as indicated by the change in the light and the
Description reading Approval rejected.

The fourth line has been approved as indicated by the change in the light and the
Description reading Approved.

You may approve some lines, reject other lines and leave some lines un-acted
upon until you have more information just as the sample screen shows.

If you have approved or rejected any lines on the screen, click on the Save,

, icon to store the approvals/rejections. If you have not acted on any of
the lines, you do not need to save the item.

If you do not save the transaction, your approvals/rejections will
not be registered in the system.

Exiting the Time Sheet Screen

Click on the Exit, @ , icon to leave the Display Time Sheet Data screen. The
confirmation screen below will appear.

12/21/01 11
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= This Wark ltem Has Te Be Somplaeted Expliciily

.||I|Infr_-. L@Lpg I@.ff'-._ttau:_h_m. lEE_lﬁ}ﬁgant_s_ |

Time Approval by Pammela Grimm

Description | Objects and attachments
Double-click (Execute) this work item Mo attachments or objects
and you will be transferred ta the
transaction to Approve Time,

After you are finished in that transaction,
a small window will be displayed with two
buttons. The first button is Complete
work item. Only click on this button if

you have approved all the time that was ;
displayed by the time approval

transaction. If you have entries that you
have not yet approved, you should ¢lj
the Cancel button to kKeep the w

in your Business Warkplace t
processed later.

Item will be removed from Inbox

Iltem will remain in Inbox.
/ d

Click the Complete work item button ONLY after you have either approved or
rejected all entries.

W Completeworkitem | 3§ Cancel

If you click on the Complete work item button, the approval work item will
be removed from your inbox, even if you have not approved all of the
time entries.

Click the Cancel button if you have not finished your work and need to return to it
later.

If you click on the Cancel button, the times that have not been approved or

rejected will remain in your inbox. The lines that have been approved or rejected
will be removed from this approval work item.

12/21/01 12
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Summary of Steps for Time Approval

The following summary describes how to approve time entries when all of the
information is correct and all lines are to be approved. The prior sections of this
manual describe how to interpret the information on the screen and how to

approve some lines and reject others.

1. Go to the workflow inbox and double click on the time approval item as

shown below.

O|se|&

H I E R EE R SR E R

Workflow 14

Ex..|Title

Status | Creation date| Creation..|..|A.[En. v |

& [Tirme Approval by Pammela Grimm r2 o 11282001 093842 5 [=]

‘_@ Requisition 001 DDDW $3,000.00 @ 112602001 11:09:47 5 E|

@ Reguisition EIW /Dr $2,600.00 @ TU2E2000 1058931 45 ml

% | ) '" e 11082001 1101581 5

f@—l-:_ i 1. Double click on item to be approved. 11065001 103691 &

% MIT TEST oLy TENOTE SITarge 7 110172001 073358 & ﬁ —

# Jim Test Security Pay Change o) 1102001 073157 & E

Tﬁ? Jim Sauceman Jr Hired e ] 11012001 0F:30:38 5 & —

i Jim Sauceman Jr Pay Change ) 10izez001 112313 58 My [«]

| #h ntar dant transfare OANONNNN1E TEST | 10034004 170740 5 EI

Z“ Tips & tricks: Create attachment...
Time Approval by Pammela Grimm

2. Review all entries for accuracy. Some sample entries are shown below.
|_ 10202295 |Mara Dryer E0T1011 12102001 | 8.00 |RG1 |Reg Hrs'- Day /15t Shift Released for approval 12im
| @0 (10202285 MNora Dryer EO011011 1201242001 | 8.00 |RG1 |Reg Hrs- Dayf1st Shift Released for approval 1210
| @o@ (10202285 (Mora Dryer EO011011 121 32001 | 8.00 |RG1 |Reg Hrs- Day ! 1st Shift Released for appraval 1210
| @o@ |10202295 |Mora Dryer EO011011 121452001 | B.00 (UACT | Unsch Admin Close-1st  |Released for appraval 1210
| @o@ (10202295 MNora Dryer E011071 121452001 | 2.00 |RG1 |Reg Hrs- Dayf1st Shit Released for approval 1200
| @@ |10202303 | Samantha Jones EO11011 1200312001 | B.00 |RG1 |Reg Hrs - Diay i 1st Bhift Released for approval 121
| @o@ (10202303 | Samantha Jones E011011 1200452001 | 8.00 |RG1 |Reg Hrs - Day ! 1st Shift Released for appraval 121
| ©o@ (10202303 Samantha Jones ED011011 1210582001 | 8.00 |RG1 |Reg Hrs- Dayr1st Shift Released for appraval 124
| @O (10202303 |Samantha Jones E011071 1200662001 | 8.00 |RG1 |Red Hrs- Dayf 15t Shift Released for approval 121
| @o@ (10202303 | Samantha Jones E011011 120072001 | 8.00 [ALT  |Annual leave - 15t shift Released for approval 121

12/21/01
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3 — 6. If all lines are correct, select all lines, click on the approval icon, click the
save icon to save your approvals, and exit the screen as shown below.

; @\ﬂ He

i e 0 1 A e @ )

Dispiay Time Sheet Data
Fhlav2iGATFERBTERE

6. Click to exit screen

g [Ea Save@‘, o [

[BEre..| Persno [Name—~——— [Feo GO, ~egy [Date  |Hourslaist wated
10202265 William Tell l=nidng Ll = RG1 |RegHrs- Day/1stg|
2765 (wiliam Tell. | 4. Click to approve. 5. Click to save RG1 |Reg Hrs- Day/ 1std|
10 &illiarm Tell RG1 |RegHrs- Dayf1stg
1020200 Tell E011011 12/0662001 | 8.00 [RG1 |Req Hrs- Day/ Tsts
10202265 M E0T7011 12/07/2001 [10.00 [RG1 |Rew Hrs - Dawl 15t
70202265 [Allliad E011011 12/T062001 | 6.00 [RG1 |Req Hrs- Dayl Tt
10202265 3. Click to select all lines.  f11011 121112001 | 8.00 |RG1 |Ren Hrs- Day/ Tsta
g |10207265 1071 1211202001 | 8.00 [RG1 |RegHrs- Day/ Tst4
| 10202265 [William Tel [E0T1071 1211312001 | 8.00 [RGT |Reg Hrs- Day/Tsts
7. Click Complete work item button, as shown below, to remove the item
from your inbox.
ThizWork temHas Te Be Completed Explicitly.
it | Broa |Frevactn | Eagents |
Time Apptroval by Pammela Grimm
Description Objects and attachments
Double-click (Execute) this work iterm Mo attachiments or objects
and you will be transferred ta the
transaction to Approve Time,
Aftet vou are finished in that transaction,
a small window will be displayed with two . .
buttans. The first button is Complete 7. Click to remove item from Inbox
waork item. Only click on this button if —
you have approved all the time that was
dizplayed by the- time approval
tran=action. If you have entries that you
have not yet approved, you should clj
the Cancel button to keep the w
in your Business Workplace t
procassed later
o Cqmﬁletewcjrk]tem' X Oarﬁ:al:
12/21/01 14
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Approving Time Without Using Workflow

The time entry person for your department has entered the time and released it
for approval.

You don’t want to wait for the approval item to appear in your workflow inbox.
You don’t have to wait. You can approve time directly following the steps below.

This method also can be used if you have mistakenly clicked the “Complete work
item” button before you have approved or rejected all of the entries in the item.

Once you have signed onto IRIS, type ZCAP in the command field on the main
menu as shown below. Press Enter.

Meny  Edit Eavorites

& | zcop dH Q@ ZHB Bnon @
SAP Easy Access

—_— |
Command field
Lo = | ca | &5 Othermenu | By & | v A | o4 Assionusers:| [Jis L

= i3 Favorites
MES3- Dizplay
3 SAF standard menu;

i

¥l

B [ Logistics

B [ Accounting

B 1 Hurman Resources
B [ Information Systerms
B [ Code Support Tables
B [ Effart Certification
b [ Toolg
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The CATS Time Approval screen will appear as shown below. If you approve
time for both cost centers and WBS elements, you will need to approve them
separately.

Click on the type of funding source you will be approving—cost center or WBS
element.

If you are a substitute for someone, you have another choice to make. If you click
on the With Substitutions, you will see the time approvals for the person you are
substituting for as well as any time that comes directly to you. If you click on the
Without Substitutions, you will only see the time approval items that come directly
to you. After you have made your selections, click on the Execute icon.

| €0 Executeicon | 14 BEE @E

CATS Time
e el

Selection Criteria. - .
EustCenter% Click to select
WHE Element

Additional Information |

With Substittions & / Click to select with or without

Without Substitions substitutions.

o

You will see the same Display Time Sheet Data screen as you access via
Workflow.

When you leave the Display Time Sheet Data screen after accessing it via the
ZCAP command, you will not see the confirmation screen, but be returned to the
CATS Time Approval screen.

You may choose another selection or exit the system if you have finished.
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