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Releasing Time on Behalf of an Employee-Quick Reference Guide

Timekeepers can approve and/or enter hours for the non-exempt employees in the department, if needed. Your responsibility as a department

Timekeeper is to make sure that all non-exempt hours have been approved by the weekly payroll deadline, which is typically at noon on Tuesdays for
the previous pay period (which runs from Monday-Sunday). You would also serve as an emergency back-up to Managers who are not able to release

and approve time on time.

As a timekeeper, you can release hours, if necessary. An employee may have entered and saved their hours, but may not have clicked on the “Release

directly” button to release the hours resulting in the manager not being to approve the hours via Manager Self Service. This instruction guide
explains how you can release (and automatically approve) hours for the weekly-paid employees in your department using the CAT2 transaction.
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1. Log on to BUworks Central: https://ppo.buw.bu.edu

2. Click on the WebGUI tab

3. Click on ECC System

SAP Easy Access - User Menu for

Menu 4 |I|CAT21 |I< | Log off || System a4 | | | User menu || SAP menu || SAP Busines

4. Enter the transaction code CAT?2 in the command window.
Press the Enter key. (You may also select “Time Sheet:
Maintain Times” from your user menu)

Time Sheet: Initial Screen

Menu a | [ | 4 | Back || Exit || Cancel || Systern4| | | Enter Times || Settings
Data Entry
Data Entry Prafile [ [makwnooL [ | TK Wiy, NREP & L2324 Staff
ey aate

5. Select the option TMKWNO0O1 from the Data Entry Profile
drop-down. Click on the green check button. The Key date will
default to the current pay period. There is no need to change the
pay period unless you are entering hours for a future or
retroactive pay period
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Time Sheet: Initial Screen

[Menu . | | [ | ¢ [Back |[ Exit ][ Cancel || System 4 | |I| Enter Times || Settings |

Data Entry

Data Entry Profile TMKWNOOL ESS Weekly, acc data, worklist
Key date 03/02/2018

Personnel Selection

{Bui | |

6. Enter the BUID in the selected text box and press Enter. The
employee’s information will populate in the grid below. Select
the silver box on the far left to highlight the employee

7. Click on Enter Times button to view the employee’s timesheet

Time Sheet: Release View

] 4 [save |[Back ][ Ext |[ cancel | System 4] | [Seiect Al|[ Dessiect Al

[ Totals Row 0n/0i |[ Target Hours 0n/o1r || Weekdays

Data Entry Area
Bl LT Pers.As.. Rec CCtr Rec.Order AfA.. PR P.. Lv OC Name Total

@
=

Hours Worked

In the example shown, the employee is scheduled to work 37.5
hours per week. The employee entered and saved these hours, but
did not complete the final step of “releasing” them for approval

The default timesheet view is the “Data Entry View” (shown as a
faded button located at the bottom of the screen) which allows
you to modify any hours entered on the timesheet

8. To release the hours, you must first change the view from Data
Entry to the Release View. Click on the Release View button
located at the bottom of the screen
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Time Sheet: Release View

Legena | Ectinga]| Reeose ||

aci || x| Cancel | Sysie ot Aow OO | Target iours OO | Wieekays Ot | Getied Time ot | Long Txt | Eneck Enines || Chech Log

EUT Pernas. Rec corRec Omer A PR P Lv OCHme  Tom

008:30 16:
7.50
t 1000 HoursWerked  37.50 7.50

Time Sheet: Release View
| Pl Save I Back || Ext || Cancel || System . ] | [ Select Al || Deselect Al || Sort Ascending || Sort Descending || Totals Row On/0 || Target Hours OwOF || Weekdays OnOf || Detaied Time Data |

If wages are vun«f by externally sponsored agreement(s), by clicking SAVE | certify that | am either the Pl or other responsible official using suitable means of

werification to conjirm that the hours worked reasonably reflect the actual effort devoted to the project(s) funded by the spansored agreementis) during this pay period

BUID: Name: vac: 63.00 Sick: 58.50 Comp: 0.00 Pers: 0.00 Position HRSC REP WSR: [F75MO1N1
Data Entry Period 09/18/2017 |- [09/24/2017 Week
Data Entry Area
BLLT PersAs.. Rec. CCirRec Order A/A. PR P.. Lv OC Name Total MO ..From To TU ..Fom To WE ..Fom To TH .. Fom To  FR .. Froifff
@ 37.50 7.5008:30 1€:00 7.5008:20 16:00 7.5008:30 16:00 7.5008:20 16:00 7.5008:|%
g 37.50 7.50 7.50 7.50 7.50 7.50
1000 Hours Worked 37.54 7.50 7.50 7.50 7.50 ?.50'

9. Notice that the actual hours for each day are blue in color,
which is an indication that they have not been released. Highlight
any row(s) of hours that are blue in color by clicking on the silver
square to the far left of each row. Click on the Release button

NOTE: If the release button is not visible, click on the Additional
fields button and select the “Release” option from the drop-down.

10. You will notice that the hours that were blue in color changed
to black in color, which indicates the hours have been released
and approved. Click on the Save button. You have released and
approved the hours for the specified week for the employee!
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