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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.
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The Display Working Times Report is shown below.
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Last/First Name | Pers.No. Date * ['statug shumber mu A/Atype Rec. CCtr Rovr Fund  Receiving Func. Aregl Created on  [Created by By
06/01/2022 & 800 H RG 03/01/2022
06/02/2022 & 800 H RG 03/01/2022
06/03/2022 | 47| 800 H RG 03/01/2022
06/06/2022 & 800 H RG 03/01/2022
06/07/2022 & | 800 H RG 03/01/2022
06/08/2022 &/ | 800 H RG 03/01/2022
06/09/2022 | 47| 800 H RG 03/01/2022
06/10/2022 | 800 H RG 03/01/2022
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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).
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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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Date " |Status Number MU Status  Created on Created by |Last change  Changed By Approval date |Approved by Doc. No. | Trans.
06/24/2022 @ 800 H Approved 07/07/2022 07/08/2022 07/08/2022 206837218 HR
@ 8.00 H Canceled 06/27/2022 06/30/2022 06/30/2022 206712460
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