HUMAN RESOURCES

Time Administrator Guide
for entering Sickness and Holidays in CAT2

Entering sickness and holidays on behalf of your designated employees

1. Log into SAP

2. Type CAT2 into the prompt command box in the top left hand corner of the screen

and press Return on your keyboard.

(If you are unable to see the prompt command box, click on the arrow button £l

is the second icon from the left and the box will open)
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3. This screen should list all the people that you look after time and attendance for. If

anyone is missing, please contact HR Admin so that this can be corrected.

Highlight the line for the person that you need to enter a holiday or sickness for, by

clicking in the box to the left of the employee number (1).

Click on the ‘Enter Times’ button &= (2).
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HUMAN RESOURCES

4. You are now in the employee’s Data Entry screen for the current month. If you need
to make an entry in a future month, use the ‘Next Screen’ button and to move to a
previous month, use the ‘Previous Screen’ button, until you find the month you need.

The rows at the top of the sheet show the employee’s contracted work hours for each
day of the month. If this is not right, please contact HR Admin so that it can be
corrected.
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5. To make an entry, type the employee number in the first empty white box in the ‘Pers
No’ column. Follow this row along and enter the absence code in the ‘A/A’ column.

0325 for Annual Leave
0200 for Short Term Sickness (up to 30 calendar days)
Do not use any other code for recording annual leave or sickness.

You should not enter any other type of absence or attendance code unless this is
specifically agreed with the employee’s line manager after reference to one of the Time
and Attendance Policies eg Bereavement Leave.

Press Return on your keyboard to check that you have selected the correct absence
type.

You should inform the HR Administration team by email (hradmin@cemex.com ) of any
employee who is absent from work for 30 calendar days and over. They will enter the
data in CAT2 on your behalf. This is because different absence codes need to be used
to ensure the employee is paid correctly.

Remember to send all sick notes and Return to Work Interview Forms to the HR
Administration team in Stockton without delay.

elp
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6. Find the day(s) in the month that you need by using the scroll bar at the bottom of
the time sheet.
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7. Enter the number of hours taken as holiday or sickness on each day. If the employee
will be absent for the full day, you should enter the same number of hours as shown in
the contracted hours field for that day. If the employee is absent for half a day, enter
half the number of hours shown in the contracted hours field.

Help
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8. Press Return on your keyboard. You will see that the ‘Total’ column now shows the
number of hours of absence that you have entered in that row. Use this information to
ensure that you have entered the absence correctly.

Help
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9. Check that your entry does not clash with any previous entries by clicking on the
‘Check Entries’ button ## (1). This button also checks the employee’s holiday balance
to ensure that they are eligible for the days off.

A message should appear to confirm that no errors were found (2). Click on the green tick
2 (3).

If an error message does appear, you will not be able to save your entry until the
problem has been resolved. For assistance, please contact HR Admin.

Help
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10. Click on the ‘Save’ button #2 at the top of the screen. A message at the bottom of
the screen will confirm that your entries have been saved.
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11. You can only enter one type of absence on a line, so if for example you have
recorded a holiday, but also need to record sickness for the same employee, use the
next empty line to enter the sick days by following steps 4-9 again, before you save the

time sheet.
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Changing sickness and holidays for your designated employees

1. If you need to delete a whole line in CAT2, go back into the Employee’s Time
Sheet, and highlight the line that you need to remove, by clicking in the box at the far
left hand side of the row (1). Then, using the tool bar at the top of the screen, click on
‘Edit’ (2), then ‘Edit Rows’ (3) and ‘Delete Line’ (4).
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2. The following message will appear. Click on the green tick. “"# This will change all
the hours that you have entered on that line to zero.

Help
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3. Check that the ‘Total’ field has changed to zero. Then click on ‘Save’.#Z This line
should eventually disappear from the Time Sheet.
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HUMAN RESOURCES

If you need to change an entry (for example, someone changes their holiday dates,)
go back into the employee’s Time Sheet, find the row that you want to amend and
scroll along until you find the day(s) that you need to update and then click in this field.
Use your key board to delete or change the entry.

Remember to use the ‘Check Entries’ button % to make sure that the changes you
have made do not clash with other entries and that holiday entitlements have not been

exceeded.

Then ‘Save’ #& the changes you have made.
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Entering your own sickness and holidays

1. Log into SAP

2. Type CAT2 into the prompt command box in the top left hand corner of the screen
and press Return on your keyboard.

(If you are unable to see the prompt command box, click on the arrow button “ I which
is the second icon from the left and the box will open)
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3. You need to change the ‘Personnel Selection’ on this screen from your designated
employees to you. To do this, click in the ‘Data Entry Profile’ field, and then click on the

icon (@ that will appear to the right of the field (1). Highlight the line CEX_UKO04 by
clicking on it (2) and then click on the green tick s (3). Press Return on your keyboard.

Time Sheet: Initial Screen

Z7EEBE& % &
Data Eniy
1 Data Eny Profile < CEX_UKE1 > Adminis; Restictions |
Key date 03.93.2010 =N\ =
S N IEETEIREREY
Personnel Selection —— —
Per_Mamne Per_[su_[EE [cofo] Copy | - Multiple Employee (Germany)
1300Miss Jill Blagden 080100081 68728 | A Cont e S Rl G
1183}Mrs Isabel Booth 8801 0802 1 58 752| 0755503 o - Single Employee (Germany)
1302(Miss Susan Buckion 08010008 1 68[72E| cpy gy - Multile Employes dreland)
1185iMiss Rebecea Duffield 0801(8808 1 BE[72E| cpw £p2 - Single Employee dreland)
1308iMrs Joyce Garrett 080108081 60V72E} cEx E03 Supenvisor - Multiple Employee (reland)
1302 Miss Rehecca Herdmail381 PBOS[1 BB[72E| cEx_IE04  Supenisor - Single Employee (Ireland)
1306 Miss Lisa Hillman 080106081 6B72Z) CEX_PLO1 - Multiple Employee (PL)
1300 Miss Stephanie LammiB301 PAAS/1 [BE[72€E| CEX_PLO2 Manager- Multiple Employee (PL)
1186 Mr Rohin Lendon 0801(0808 1 6B[72E| CEX_PL10 Manager - Multiple Emplayee (PL)
1182iMr Alan Lingham 0801|8808 1 |BB[72E| CEX_UKD1 Administrator - Multiple Employee (UK
1184{Mr Bruce Mecann 801 BA0B 1 BB [72E| CEX_UKO2 Manager - Multiple Employee (UK}
i FIDIC D - ECERACE S
Eé K14 [Monthly Salaried - No Overtime (U
%_DEDOT Single Employee - (Germany)
CX_DED02 Concrete Supenvisar - (Germany)
GX_DED03 Concrete Time Glerk- (Germany)
C_DED04 Concrete Local HR Adrir - (Gerrnary)

18 Entries found

N
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4. The ‘Personnel Number’ field should automatically state your 7 digit payroll number.
If this field is empty, you need to enter your payroll number (1) and then press Return

on your keyboard.

Click on the ‘Enter Times’ button == (2).

@)
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Sheet: Initial Screen
o4,

] I
DA Enter Times (F5)

CEX_UKDA
0200 28168

Data Entry Profile
Key date

Manthly Salaried - Mo Overtime (LK)

—
PersonnefSelecyd®
1 FersonnePNurkper fi162765 [=) myyStephanie Hom

5. You are now in your Data Entry screen for the current month. If you need to make an
entry in a future month, use the ‘Next Screen’ button and to move to the previous

month, use the ‘Previous Screen’ button, until you find the month you need. @f@

Although you can scroll forward several months ahead so that you can enter future
holidays, you can only scroll back as far as the previous month. If you need to enter an
absence that occurred earlier than the previous month, you will need to ask your line
manager to either enter this on your behalf or to arrange for HR Admin to make the

entry.

The rows at the top of the sheet show your contracted work hours for each day of the
month. If this is not right, please contact HR Admin so that it can be corrected.

m  Help
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Time Sheet: Data Entry View
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6. Type the absence type into the first empty white box in the A/A column.
0325 for Annual Holiday

0200 for Sickness
Do not use any other code for annual holiday or sickness

You should not enter any other type of absence or attendance code unless this is
specifically agreed with your line manager after reference to one of the Time and
Attendance Policies eg Bereavement Leave.

Remember also that you need to get your annual holidays authorised by your line
manager before you enter them in CAT2.

Press Return on your keyboard and check the absence code description is correct.

398 C0e DHR ODL0 HAF @6
Time Sheet: Data Entry View
BERAFEODR | @F4anH B BoEB D E| sdtonarieds & @

Persannel Number 1182765  Mrs Stephanie Hom CostCtr 7201997410 HUMAN RE
Data Entry Period 81.09 2010 - 30.09.2010 || [B] Wweek 35.2010
Data Entry Area
[EILT /A, Attiabs. type text Total SA 11.09 [SU 12.00 [MO 13.08 [TU 14.09 WE 1508 TH 16.09 [FR 17.09 [SA 18.08 SU 19.08 MO 2008 TU 31.08 [weffT
(O 159.50 [ 9 7.25 7.25 7.25 7.25 7.25 [} [} 7.25 7.25 [4]
0 Leave 8 [+]

7. Find the day(s) in the month that you need by using the scroll bar at the bottom of
the time sheet.

TH eEe DHE OhoD D6 Rm

Time Sheei: Data Entry View

BEREAFEOR | @F4aH B B SERDE| adionafied @

Personnel Number 1182785 Mirs Stephanie Hom Cost Ctr 7201997418 HUMAN RE

Data Entry Period 1.09.2010 - 30.09.2018 ek 35.2010
Data Entry Area

|LTNA Aft fabs._ type text Total WE 0104 TH 0208 FR 0303 SA 0409 |5U 0509 MO 0609 TU 0708 WE 08.08 |TH 0309 FR 10.08 |SA 11.08 |SU \
(5 159 58/ T 25 28] .25 [l L2} F25] 725 T 25 7 .25 Fo25) al [~]

o Leave Ll |
|| [~]
D] I |
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8. Enter the number of hours taken as holiday or sickness on each day. If you will be
absent for the full day, you should enter the same number of hours as shown in the
contracted hours field for that day. If you are absent for half a day, enter half the

number of hours shown in the contracted hours field.

HE DLHD BE @@

Help ; |

Time Sheet Edit Goto  Extra

@ 248 e@e D

Time Sheet: Data Entry View

EEREAFEoDR EFLaH B B oEE D | AdionaFeds & 0
Persannel Number 1182765 Mrs Stephanie Horn Cost Ctr 7201997410 HUMAN RE
Data Entry Period 81.09.2010 - 38 09 2010 |5 | Week 352010
FR 1009 (54 11.08 SU

| Data Entry Area
BT, [Attias. e text Total WE 01.08 [TH 0209 [FR 03.00 34 04.09 |SU 0509 MO 06.08 [TU 07.09 WE 08.08 TH 09.00
@ 159,50 7.25 7.25 7.25 [ TN 5 7.25 7.25 7.25 a [
325 Ay | L [l 725 hd|
nnual Leave { \ [
A P u

9. Press Return on your keyboard. You will see that the ‘Total’ column shows the
number of hours of absence that you have entered in that row. Use this information to

ensure that you have entered the absence correctly.

onment  Bys Help

| Time Shest  Edit i
] - 200 eee SHE 8000 BE QD :

Time Sheet: Data Entry View

BEfAFEeR | d4ad B BB R DL adimnafied @ Q
Persannel Number 1182765  Mrs Stephanie Horn CostCtr 7201897410 HUMAN RE
Data Entry Period 01.03.2010 - 30.09.2010 || B week 35 2610

TH 03.09 [FR 10.08 [sa 11.08 [sU[F

‘ Data Entry Area
[EILTa_[attsabs. type text Total WE 01.08 TH 02.08 [FR 03.09 |4 0408 [SU 0500 [MO 06.08 TU 07.08 |WE 08.08
[} —-25 7.25 7.25 [ a 7.25 7.25 7.25 7.25 7.25 o (4
@ Leave 7.25 7.25 =l
1
™ — -

10. Check that your entry does not clash with any previous entries by clicking on the
‘Check Entries’ ¢ button (1). This button also checks your holiday balance to ensure

that you are eligible for the days off.

A message should appear to confirm that no errors were found (2). Click on the green

tick =# (3). If an error message does appear, you will not be able to save your entry
until the problem has been resolved. For assistance, please contact HR Admin.
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BELATEOD| @RSl EH B DEBD | sdonarfieds & G
1 |
Personnel Number 1182785  Mirs Stephanie Hom Costlr 7201997418 HUMAN RE

Data Entry Period 81.09.2016 - 30 052018 | (| week 362010
Data Entry Area ‘
LT A _|Attiabs. ype text Total WE 01.08 |TH 0209 FR 03.09 |54 04.09 [SU 0509 WO 06.03 TU 07.09 WE 08.03 TH 09.03 [FR 10.09 s 11.09 |sUff]
15950 7.25 7.25 7.25 a i 7.25 7.25 7.25 7.25 7.25 o [~
o Leave 7.25 7.25]
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11. Click on the ‘Save’ Z& putton at the top of the screen. A message will confirm that
your entries have been saved.

Help
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Time Sheet: Data EhﬂyM‘
ECAFECD @F4ad B BoRE D E| amonares @ g

{Parsonnel Number: 1182765 Mrs Stephanie Hom CostCtr 7201997410 HUMAN RE

Data Entry Period 01.09.2810 - 30.03.2010 ||| week 352018
Data Entry Area \
[ELTiA Attrabs. tme tet Total WE 01.09 TH 0208 [FR 03.08 [SA 04.09 [SU 0509 MO 06.09 [TU 07.09 [WE 08.09 [TH 09.09 [FR 10,08 |5 11.09 Ul
@ 159,56 T 7.25 7 28] [} 3 7.25 7.25 7.25 7.25 7.25 [} ZJ‘
Leave 7.25 725 =

Note: If you need to enter absence for your designated employees after you have
entered absence for yourself, you will need to end your SAP session and begin a new
one so that the Data Entry Profile reverts back to the CEX_UKO01 Administrator profile.

Overview

You can use Shift to view your annual holiday entitlement and outstanding balance.
You can also view a calendar which shows the absences that have been recorded in
CAT2 for you.

From the Shift home page, select ‘My Services’ and under the heading ‘Absences &
Holidays’ click on ‘Holidays and Absences Information’

To contact HR Admin

Lotus Notes: GB-HR Central Admin (UK team) or hradmin@cemex.com
(Hungary team)

HR Administration Team postal address

11 of 12 //CEITIEX

PDF Creator - PDF4Free v3.0 http://www.pdf4free.com


http://www.pdfpdf.com/0.htm

HUMAN RESOURCES

(send sick notes and Return to Work Interview Forms here)

HR Administration

CEMEX UK Operations Limited
Camden House

Clearwater Park

Thornaby

Stockton on Tees

TS17 6QY
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