CATS_APPR_LITE = APPROVING TIMESHEET DATA

Employees with Duval County Public Schools are paid by exception, meaning they are paid
based on the work schedule for their position. Employees do not clock in and out for time to
be recorded.

Time is recorded for the following:

1. Overtime worked

2. Leave Without Pay

3. Multiple Assignment worked (i.e., SAl, Extended Day)

4. Teachers covering for another teacher when no substitute is available

5. Part-time hourly employees

Time for the above listed situations is approved through CATS _APPR_LITE (Approve

Working Times) in SAP.
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Left click on Get Variant next to the Execute clock

Annrove Working Times. .
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Find Variant box will open. If you see your name, delete your name, then left click the Execute clock
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Variant Directory will open. Scroll down to fnd your location. It is listed in numeric order of
schools/ofices number. (MAKE SURE YOU ARE USING THE 6 DIGIT ORG UNIT NUMBERS)
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Highlight your location with left click, then left click on the green check mark to choose.

__Abprove Workina Times _
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Note: Only those employees who report directly to the time approver will be listed, unless the
“Show All Employees” box is checked. If this box is checked, then all employees who work in the org
unit and sub org unit will be listed, regardless if they report directly to the time approver.

Left click on the Execute Clock.

Alist of all requested time for approval will be displayed. If there’s no hours to be approved, then a
message will appear on the bottom of the screen. If requests are made for employees in the org unit
which the time approver does not have authorization for, a message will appear on the bottom of
the screen also
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The Time Approver can select one employee from the list, or go through the list frst, then select
multiple employees (using the CTRL key), or all employees (using the SHIFT key). The employee(s)
selected will then be highlighted.
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Next time you go into approval screen, your location# is on your top of the screen. You just need to
left click your location number, then left click on the execute clock to approve
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If you have multiple locations to approve —

1) If you only approve other location with a request, do the step above, then change the
Organizational key number to the location you need to approve.

2) If you always approve all these locations, we can set your variant up. Please let us know.

If you have any questions or concerns, please contact Karen Matatall at
gajewskik@duvalschools.org, 390-2175. Or contact front desk at 390-2022.



