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Display Working Times 
 
The purpose of this Job Aid is to provide instructions to time-reporting personnel 
on validating time entries by generating the Display Working Times Report. 
 
All time entries must be carefully reviewed and certified by the scheduled payroll 
cut-off dates.   
 
 

 

 
Use the following instructions to generate the Display Working Times Report. The instructions begin 
from the Display Working Times (ZCATS_DA) initial screen. 

 
 
1. Select the Reporting 

Period. The system 
default is the current 
month.  

 
 

Note: The Cost Center will 
default to your assigned 
profile. 
 
 
2. Click inside the layout 

dialog box to see the 
match code. Click on the 
match code to view layout 
selections and select 
“/DEFAULT”. 

 
 
3. Click on Execute.  
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3. Click Execute 
 1.  Select the Reporting Period 

 

2.  Change the Layout to /Default 
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The Display Working Times Report is shown below.  

 
 
Below are brief descriptions of frequently seen icons on the Display Working Times Report.  
 

Icon Description 

 
Time reported has been approved 

 
Time reported is pending approval 

   

Time approval denied (rejected). 

 
Time originally reported has been adjusted. 

 
To view the adjustment, double click on the red flag icon (shown above) and the original time reported 
along with the current time adjustments will display. 
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