How to Use the Timesheet Template
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enter an Attendance/Absence Type or Wage
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without the Attendance/Absence Type or D e
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10. Accounting Template — Click the drop-
down and choose a type from the list.
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11. Unit — Click the drop-down and choose a
type from the list.
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13. Location — Click the drop-down and
choose a type from the list.

14. Enter the hours for the corresponding
Att/Abs or Wage Type.

15. Repeat steps 9 — 14 for each unique
Att/Abs or Wage type.

16. Click Save H



Copy and Paste into KHRIS

Once you have all the time entered for an
employee, you must enter their time in
KHRIS. You may choose to Copy and Paste
the time from the spreadsheet into KHRIS.

1. From your Desktop, double-click the SAP
Logon.

Highlight KHRIS (ECP) Production.

3. Click [ ton |

4. User ID and Password — Type your User ID
and Password.

5. Click Enter & or press Enter on the
keyboard.

6. Command field — Type CAT2.

7. Click Enter §F or press Enter on the
keyboard.
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Note: You must choose a Data Entry Profile
prior to entering time. The Data Entry Profile
determines the timesheet layout. Always
choose the “Standard” option unless you

enter time for County Fees or Transportation.

8. Data Entry Profile — Click the Matchcode
9. Double-click a profile from the list.

10. Press Enter on the keyboard.
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12. Personnel Number (PerNr) — Type the
KHRIS PerNr.

13. Click Execute 3]

Note: If you accidentally forget to type the
KHRIS PerNr and just click Execute, KHRIS
will try to pull up a list of all employees
within your group. You need to stop the
transaction.

Click the SAP flag [=,

then choose Stop |
. e I
Transaction. - i

=
tdenu Edit Favorites E

_  size
Minimize I
When the transaction Maximize
Close Alt+F4

stops, go back to step 6.
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14. Click |:| to highlight the employee
number from the list.

15. Click Enter Times .

Note: Validate the Data Entry Period to
ensure you are entering time for the correct
pay period.

Timekeepers may only enter time in the
current pay period (up to the payroll run for
the current pay period).

Add a new row for each attendance and
absence type that you will enter on this
timesheet.

16. Pers.No —There are two ways to add a
row:

Type the PerNr in the blank field, then
press Enter on the keyboard.
OR

Click the employee number, then click

Insert Row .
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you have on the Excel timesheet.
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IMPORTANT: Verify that all the
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23. Go back to the Excel timesheet.
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24. Click and drag over the hours entered
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-id Merge & Center ~

Alignment 15 Humber & Styles Cells Editing
keyboard).
H] 1 o Jx [t wln olrlalwls T v]vIKEEE
Welcome Ana Smith
25 GO baCk to KHRIS Personnel ID 555-55-555! PERNR 2001 Kﬂ@b
5|Total Gross Entries e ————
0|Paid bsence Hours January 1-15 2012 Pay Period
Sun | Mon | Tue | Wed | Thu Fri Sat | Sun | Mon | Tue | Wed | Thu Fri Sat | Sun
01/01 { 01702 | 01/03 | 01/04 | 01/05 | 01/06 | 01/07 | 01/08 | 01/09 | 01/10 | 01711 | 01712 [ 01/13 | 01/14 | 01115
7.50| 875 7.50| 750 7.50 7.50| 7.50| 7.50| 7.50| 7.50]
N | 750] 7500 7.50[ 7.50] 7.50 750] 7.50] 7.50] 7.50] 7.50
Z24) 1.25]
iged 09/2011 Employee Signature Date Supenisor Signature Date
. . . . R [E Time Sheet Edit Got Extras  Enyronment  Swstemn  Help w
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in this pay period and press Ctrl+V to EEAFEMm GZaH BE 2BE DX @O
paste the Copied CEIIS. Data Erttry Period 0170172012 - [01/15/2012| [E]B] week 52,2011
Data Entry Area
. . . BL LT Persmo.  Mame Al Wa.. Accoun.. Unit act..|loc.. oy Total su nifm Mo 012 [Tu 0103 WE 0104
27. CIle Save IEI to Subm|t the time. 2001 £na Smith 0 0 0 0 ca
& 2001 £na Srith 0 0 VO 0 [
2001 Ana Smith 1REG 3500000 o @ 7.5 7.5 7.5
2001 ana smith £ADL 500000 o &

NOTE: If you only click Save, that option
checks entries, and if no errors, saves the
record.

28. The Time Sheet: Initial Screen displays
again.

29. NOTE: You may access / update the
employee’s time sheet as many times as
required, up to the payroll run. After
the payroll run, the current period is
considered closed and Timekeepers may
not make any more changes to the time
sheets.

If payroll has run and you discover an
error, contact your Time Administrator
or HRG in your department.




