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Time Entry From Employee List by Cost Center 
 

The Employee List by Cost Center Report (ZTMEMPLIST) aides the time reporter 
in ensuring that employees are paid in an accurate and timely manner in accordance 
with BUL-6638.1 Time Reporting and Time Approval Policy. This report allows 
the time keeper to view their most current employee roster list before proceeding to 
the Timesheet (CAT2) for time entry. 
 

Benefits of Running the Employee List by Cost Center 
 
• Allows the time reporter to view a list of all the employees assigned to their cost 

center. 
• Allows the time reporter to view the most current Human Resources (HR) Master Data (TMS status, 

Work Schedule Rule, Daily Work Schedule) for employees assigned to their cost center. 
• Ensures that the time reporter has reported time for all employees assigned to their cost center. 
• Allows the time reporter DIRECT access to the CAT2 Timesheet by double clicking anywhere on 

an employee record. 
    

 

 

Use the following instructions to generate Employee List by Cost Center Report. The instructions begin 
from the Employee List by Cost Center (ZTMEMPLIST) initial screen. 

 

  
 

• Select TODAY from the drop-down list 
for the Reporting Period. 
 
Note: The Cost Center (s) will default to 
your assigned profile. 
 

• Click on Execute 
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The Employee List by Cost Center report will display as shown below. 
 
• Double click on an employee record to access the CAT2 – Time Sheet. 

 

 
 
 
 

• The Time Sheet: Initial Screen will 
display. The Key date default is the 
current date. The Data Entry Profile 
default is AA-HRS 1. 
 

• Make the necessary changes to the 
Data Entry Profile and/or Key date. In 
our example, no changes are 
necessary. 

 
• Click on Enter Times to access the 

time sheet.  
 
 
The Time Sheet: Data Entry View will display as shown below. 
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• Update the time sheet as needed with the appropriate Absence/Attendance (A/A) type, wage type, hours, 

receiver cost center, and receiver account string information. 
 

• Click Save in the menu bar to save the changes. 
 

• Once the Save button is clicked in CAT2, the system will return back to the Employee List by Cost 
Center report. The sort order applied to the report data remains in place. Also, the employee record 
accessed will still be highlighted so the time reporter will know where they left off on the list. 
 
 

 
 
 
• Double click the next employee record to access the CAT2 Time Sheet. 

 
 

• Repeat above steps until complete. 


