MSS - Display Working Times

Location(s):
myNKU — MSS tab

Purpose: Perform this procedure when you need to display time recorded, account assignment,
approver, and approval status.

1. Loginto myNKU

a. https://myNKU.nku.edu/irj/portal
2. Select the MSS tab.
3. Click Display Working Times.

Manager Self-Service E

Overview

w Services
Employee Information

* General Information

Employee Working Times

* Dizplay Working Times

* Dizplay Migsing Time

4. Click Get Variant.

Display Working Times

N\
[Menua| | | 4 | Back || Save As Variant... || Cancel || Exit || Systema| | Execute [ Get Variant.)
Period
Reporting Period [~]
Selection Criteria

Personnel Number |:|
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https://mynku.nku.edu/irj/portal

5. Select either BIWEEKLY or MONTHLY.
6. Click Enter.

ABAP: Variant Directory of Program RCATS_DISPLAY _ACTIVITIES

Variant catalog for program RCATS_DISPLAY_ACTIVITIES
=R D
i Short Description
BMVEEKLY Wariant - Biwkhy Time Display
CHP BYWEEKLY CHP list
CHP MONTHLY  CHP Monthly Faculty List
Variant - BYW Time Keyed by P/R

Wariant - Monthly Time Display

test

()

7. Enter the payroll period as indicated in the email from Cathy Wisher, Payroll Manager.

Payroll Period
Period urrent Payroll Period

Payroll Area 06,/01/2013 |- |06/30/2013
Period 6)2013

8. Click Execute.

Display Working Times

| Wenu 4| | | 4 | Elack” Save As Variant... || Cancel || Exit || System 4 |
N ——
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9. The working times data is displayed.

Display Working Times s
Menua| | | 4 [Back][ cancel|[ Exit | System ]
ZEE 4=
Empl.fappl.na...‘ “ Pers.No. Date T Status ® Number AfA ty... Created on Time Created by  End time Start time Short Text Long text
Time Administrato 091372013 [AY 7.500 1007 08/05/2013 13:82:17 TIMEAPPROV 00:00:00 00:00:00
08122013 [AY 7500 1007 09/05/2013 13:82:17 TIMEAPPROV 00:00:00 00:00:00
09112013 [AY 7.500 1007 09/05/2013 13:82:17 TIMEAPPROV 00:00:00 00:00:00
09/10/2013 [AY 7.500 1007 09/05/2013 13:52:17 TIMEAPPROV 00:00:00 00:00:00
05/09/2013 [AY 7.500 1007 09/05/2013 13:52:17 TIMEAPPROV 00:00:00 00:00:00
08/06/2013 [AY 7.500 1007 0%/05/2013 13:52:17 TIMEAPPROV 00:00:00 00:00:00
08/05/2013 [AY 7.500 1007 0%/05/2013 13:52:17 TIMEAPPROV 00:00:00 00:00:00
08/04/2013 O 7.500 1007 09/05/2013 13:52:17 TIMEAPPROV 00:00:00 00:00:00
o 3 1007 09/05/2013 14:03:01 TIMEAPPROV 00:00:00 00:00:00
08/03/2013 O 7.500 3170 09/05/2013 13:52:17 TIMEAPPROV 00:00:00 00:00:00 Approved by the der @
051 Dl2013/ g 7.500 1007 051372013 13:29:34 EUBANKSK1 00:00:00 00:00:00
status ¢ Description

& Approved

,@ Rejected
O Pending

If there are mutliple statuses (see legend above) in the report, you may alter the view of the report. This
will allow the Time Administrator to easily filter for a particular status. After the report has been
generated:

1. Click Change Display

=]

2. Select the Status you wish to view

Note: The Change Display icon will only be enabled if there are multiple status on the report. If
the only status is ‘Approved’ the icon will not be enabled. If you only want to view the
“pending” time/absences, select ‘Only released for approval.’

Only Approved i
Only Released for approval 4

Only Approval rejected &

Display Working Times
4 [ Back || Cancel || Ext || system. |
[~

Stalus = Number Aisly. Createdon  Time Createdby Endtime  Starttime St

51027  1V0&/2013 1121580 TRANINGDS 15.15.00 1001000
0 7.250 1027 1WOR2013 11:21:50 TRAININGEG 16:25:00 09:20:00
a

= r .
Only Approved
Only Approval rejected
Only Heleased for approval
——raTy * 18.500

4.250 1027  10/082013 112150 TRAMNGOE 12:30:00 08:15.00

[ 08/25/2013 & A750 370 10072013 13.58:00 TRAININGOT 00.00.00 00:00:00
DBZERS & TEOO E1F0 INDTENIE 1ESE08  TRANNGO? 000000 000000

OH2TI2013 & 7.500 3170 1W07/2013 135009 TRAININGOT 00:00:00 00:00:00

DBZER013 & TADD E170  ANOIEIE 1E5E08  TRANNGOT 000000 000000

= 26.250

i 0873072013 a 81007 10M&2013 11,1418 TRAIMNGDS 000000  00.00.00
06/29/2013 fa 7.500 1007 1082013 11:14:18 TRAINING0S 00:00:00 00:00:00

mw a 7.500 1007 1082013 111418 TRAININGDS 00.00.00 00:00:00
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my NKUY
To export Display Working Times:

After the report has been generated:

1. Click Additional Functions twice

=

2. Click Export
3. Select Spreadsheet

Local File
Send

R

4. Select Excel (in office 2007...) from the dropdown arrow
5. Click Continue.

Select Spreadsheet x
Formats:

" Excel (in MHTML Format)

" OpenOffice (in OpenDocument Format 2.0)
‘= Select from All Available Formats

Excel (in Office 2007 XLSX Formaf) |

Excel (in Office 2007 XLSX Format) =]
Excel (in MHTML Format)

Excel (in MHTML Format for 2000/97)
OpenOffice (in OpenDocument Format 2.0) E

@x

6. Indicate where the excel file should be saved
Enter a File Name
8. Click Save

™~

——

[ — —— )

e |3 skt BEE=EE
I Ep2 [} training IDs.xlsx
[CIHR. 200 ESS and MSS Time Admin D uny 101.xlsx

[ Status Updates

3 Timesheets

[ Training Notes and Updates

D 2012PayGrades_and_Ranges.xls®

[ test.xLSX

~Eile Hame: |Disp|ayW0rkingTimes-Aug 18 thru Aug 31| ) |
—

Files of Type: |Excel (*XLSX) | = |

<i Save i@ Cancel

Rev: 02/12/2014 ©2014 Office of Information Technology



9. The report will then be generated in Microsoft Excel

Ii—-l (™ - |5 exportXL5¥ - Microsoft Excel
Home Insert Page Layout Formulas Data Review View Add-Ins
* ) PO = *j ﬁ:l;' 1 g=lnser
Arial A A = = General - [
a - - A B o A % Delel
Paste - - IIE== - ) =0 .00 Conditional Format Cell rerye
j B iU ) - - - @ $ Y oo >0 Formatting = as Table ~ Styles = LEjFO"”
Clipboard Font F] Alignment Fl Mumber Fl Styles Cells
Al - fe | Mame of employee or applicant
1/2)3 A B c D E F G
Name of employee or applicant Perso |Date Status and Number (unit) Att.fAbs [Created on
nnel Processing Indicator ence
Numb type
1 er
-1z ’ 11/1/2013(2] 63170 10/30/2013
= |3 fe = [ | 6] | |
[-|2 11/6/20132] 7.500 3180 11/6/2013
=l [5 | | 7o) ] |
r - | B = 11/1/2013 3] 3.750 3170 10/24/2013
= |7 | | 3.750] | |
~| 8 | | | 17.250] | |
a

Note: Print from Excel if a hard copy is needed.

Home Insert Page Layout Formulas Data

H Save

Print
Save As @
Copies: 1 -
Cpen
I'j P Print
d Close
Info Printer i
@ _ /51220 6_HPCLI3800 on printse... -
Recent =, Ready
- Printer Properties
ew

Settings

Print . i
i Print Active Sheets -
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Additional Tips & Tricks:

Can run the report in different modes to verify process under processing status (EX. Process Status 20
will only show people that need to be approved)

Selection of Time Sheet
|% Basic Data ‘ o
Task Type to [ =]
Task level to =
Task component to =
Activity Tyna to B
Stat. key figure 1o ?
Attispsence type to B
Wage Type o ?
Display UnitiMeasure 1o E
Mumber (il i [ Processing stat | Short Descript. |
rocessing status 10 mD o
% =3 10 In process
T Receiver actount assgrmt < 20 Released for appraoval
1 Sender Account Assignment <
) Data Sources o Ell Approved
) CATS for Service Providers 40 Approval rejected
@ &)l other CATS Interfaces
() All CATS Interfaces 50 ChangEd after apprl:l"."al
[ Archive alll Cancelled

For multiple personal assignments list in excel, right click to copy cells

Selection Criteria .~
Personnel Mumber |

Click on yellow arrow for multiple employees

Select Single Yalues h Select Ranges h Exclude Single

0 |Singleva

o
[0 B

LDl |L<1l]

v T [ | Multiple selection.. =% =
DA e S IE Use clipboard to paste.

To run. Execute from main screen
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