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HR Time Administration guide for Time Administrators

Background

SAP CATS (Cross Application Time Sheet) is a tool used to record hours for paid-on-claim work. The Time
Administrator captures the hours per staff member for the previous 5 weeks, capture in the future is not
possible. The captured hours are submitted to the staff member’s Manager for approval on Employee Self-
Service (ESS). The maximum number of hours allowed for paid-on-claim staff is 12 hours per day and a total of
60 hours per week.

Overtime and standby hours were previously captured by Time Administrators but these hours are now
captured by staff members on Employee Self-Service (ESS).

Reports

The Time Administrator will receive a daily report via email, showing recorded hours back to the first of the
previous month. The daily reports will continue if there are hours in process (not yet released to the manager)
or hours released for approval (still waiting for manager approval). In addition, there is a weekly report sent
out on a Monday that shows recorded hours of all statuses (e.g. released for approval, approved, rejected).

& D E F G H | £ K
| Pers.No. n First Name ﬂ Last Name ﬂ Position ﬂ EE Subgroup n Date “ Hours ﬂ Status

5 | 'MA - Hourly Paid 130.08.2020 4500 - Hours Worked 8,00 30 - Approved
5 MA - Hourly Paid 06.08.2020 4500 - Hours Worked 12,00 20 - Released for approval

P————— ] 'MA - Hourly Paid '20.08.2020 4500 - Hours Worked 1,00 20 - Released for approval
M MA - Hourly Paid 31.08.2020 4500 - Hours Worked 2,00 10 - In process
5 ; 'MA - Hourly Paid 131.08.2020 4500 - Hours Worked 8,00 20 - Released for approval
5 MA - Hourly Paid 17.08.2020 4500 - Hours Worked 12,00 30 - Approved

If there are recorded hours waiting for approval, Managers will receive an emailed report on a Tuesday.

Monthly deadline date

The recording of hours must be completed, the hours released and approved by the Manager by the end of
the 15™ of the month in order to be included in the pay run.
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Procedure

1. If working remotely, install AnyConnect (VPN software). This allows you to access the UCT network when
off campus. SAP will only run remotely if you first connect to the VPN (Virtual Private Network).
https://www.icts.uct.ac.za/services-working-remotely-virtual-private-network/install-anyconnect.

2. Install SAP via the ICTS Downloads (https://ictsdownloads.uct.ac.za/) page.

- Login to the Downloads page with your 8-digit UCT staff number and network password.

- Windows: Choose General > Staff > Windows > SAP > SAP GUI
Mac: Choose General > Staff > Apple > SAP

- Windows: Click the UCTPKG file to download and install SAP for Windows.
Mac: Click the GUI770 file to download and install SAP for Mac.
Note: For both Windows and Mac computers, the ICTS installation instructions are included in the SAP
folder.
3. The latest version of SAP may default to the Quartz theme when installed. It is recommended that you
change the theme to Blue Crystal to match the buttons and screenshots used in the support materials.
See: Changing the SAP theme on the next page.

Support

If you experience problems installing SAP or AnyConnect, please contact the IT Service Desk for assistance.
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Support

If you experience problems with changing the SAP theme, please contact the IT Service Desk for assistance.

Procedure

1. If working remotely, connect to AnyConnect (VPN — Virtual Private Network) first.

AnyConnect gives you access to the UCT network which is required to access SAP. For more information,

see the AnyConnect page on the ICTS website.

2. Double click the -7 SAP Logon icon on your desktop (or click R in your Windows toolbar and search

for SAP).

3. The SAP Logon 800 dialogue box appears. The screenshot below shows the SAP Logon 800 dialogue box

using the Quartz Theme as this is usually the default for new SAP installations.

— SAP Logon 800 — 0 x
Variable Logon  [] Z W | Explaorer View v|
Connections | Filter ltems |

Favorites Mame <~ System Description SID Group/Se...
Shortcuts B3 O1UCT SAP ERP Production PRD PRD UCT_GROU

~ Connections B2 D2UCT SAP ERP Testing TST TST srvslssap02
UCT B2 03UCT SAP ERP Developm... DEV DEV srvslssap02

B2 04UCT SAP ERP Sandbox SMB SMB srvslssap0l

B2 OSUCT SAP ERP Training TRMN TRM srvslssap0l1

B2 ORUCT SAP Solution Manager SPA SPA srvslssap00

B2 O7UCT SAP Fiori Production  PRF PRF srvslssap03

;| ®2 OBUCT SAP Fiori Testing TSF TSF srvslssap03

B2 D9UCT SAP Fiori Developm... DEF DEF srvslssap03

<

- Click E and choose Options.
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4. The SAP GUI Options — SAP Logon dialogue box appears.

- Inthe left-hand menu, open Visual Design and choose Theme Settings.

SAP GUI Options - SAP Logon

SAP Logon Qptions
Front-End Print

| Find a setting | Visual Design
v \*‘IﬁSUBL Design _ Theme Selection
 [heme Settings, Select Theme: | Quartz Theme o
Font Settings
Branding Activate animated focus
Color Settings [ ] Multi-monitor scaling awareness
> Interaction Design [ Move main menu to 'More' button
> Accessibility & Scripting [] Show INS/OVR in system information
> Multilingual Settings Activate SAP Fiori features
> Local Data [| Show toolbar buttons with text
> Tracing
> Security
>
>

Restore & Cleanup

System Information

- Inthe Theme Selection section on the right, use the Select Theme dropdown list to choose Blue Crystal
Theme.

Visual Design

Theme Selection

Select Theme: ||Blue Crystal Theme s

Activate animated focus

- Click Apply

e ok |

5. The SAP Logon 800 dialogue box reappears. The new SAP theme will only appear after closing SAP entirely.

- Close the dialogue box by clicking E&3 Close in the top right-hand corner.

6. Double click the =4 SAP Logon icon on your desktop (or click R in your Windows toolbar and search
for SAP).
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7. The SAP Logon 800 dialogue box appears in the Blue Crystal theme.

[= SAP Logon 800

Log On Variable Logon

= [0 Favorites

= I8 Shortcuts

v Connections
BB ucT

H

E,

— B X

Y

Mame

rZ 01UCT SAP ERP Production
“& 02UCT SAP ERP Testing

=& 03UCT SAP ERP Development
=& 04UCT SAP ERP Sandbox

& 05UCT SAP ERP Training

=& 0BUCT SAP Solution Manager
=& 07UCT SAP Fiori Production
& 08UCT SAP Fiori Testing

=& D9UCT SAP Fiori Development

& System Description  5ID

PRD
T5T
DEV
SHE
TRM
SPA
PRF
T5F
DEF

PRD
T5T
DEV
SMB
TEN
SPa
PRF
T5F
DEF
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Support

If you are unable to access SAP or are experiencing other technical difficulties, please contact the IT Service

Desk for assistance.

Procedure

1. If working remotely, please connect to AnyConnect (VPN — Virtual Private Network) first.
AnyConnect gives you access to the UCT network which is required to access SAP. For more information,
see the AnyConnect page on the ICTS website.

2. Double click the -7 SAP Logon icon on your desktop (or click R in your Windows toolbar and search

for SAP).

3. The SAP Logon 800 dialogue box appears. Note: If your dialogue box looks different, it is recommended
you change the SAP theme to match the screenshots used in this guide.

[= SAP Logon 800

Log On  Variable Logon

= [0 Favorites

= I0 Shortcuts

v Connections
= BB ucT

— B X

B E = Y

Mame

4 01UCT SAP ERP Production
=& 02UCT SAP ERP Testing

& 03UCT SAP ERP Development
=& 04UCT SAP ERP Sandbox

=& 05UCT SAP ERP Training

=& 0BUCT SAP Solution Manager
=& 07UCT SAP Fiori Production
=& 08UCT SAP Fiori Testing

=& D9UCT SAP Fiori Development

& System Description  5ID

PRD PRD
T5T T5T
DEV DEV
SNEB SMB
TRM TEN
SPA SPa
PRF PRF
T5F T5F
DEF DEF

- On the left side of the dialogue box, ensure Connections > UCT is selected.

- On the right side of the dialogue box, select 01UCT SAP ERP Production.

- Click 72 97 (top left).
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4. The SAP screen appears.

[ User System Help EE =T
V] v | & A) 1] © %
SAP UNIVERSITY OF CAPE TOWN
New password
Client 101 Information
I all =
User L ] 2 welcome to SAP ERP 6.0 at UCT
Password ANANRKNNK NN K]
Logon Language EN|
SAR4 2 | PRD (1) 000 v | srvslsap025 | INS Ly

- Enter the User name, i.e. your 8-digit UCT staff number (including leading zero).

- Enter your Password for SAP.

- If you need to change your password, click New password | For more information, see: Changing your
password in the UCT SAP online help.

- Click oEnl“er.
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5. The SAP Easy Access UCT - Menu screen appears.

& Menu Edit
V] v K A)
SAP Easy Access UCT - Menu
RE & % /7

Favorites  Extras  System  Help

SHE DDDD AT 0%

¥V A

> Favorites 5
VL-_ SAP Menu,
» [ UCT - General User Menu
» [0 UCT - Sales, Invoicing & Receipting Menu
» [ UCT - Central Purchasing Menu
» [0 UCT - Creditors Menu
» [ UCT - Stores Menu
* [0 UCT - Asset Accounting Menu
* [ UCT - Central Finance Menu
* [ UCT - Controling Menu
* [0 UCT - Enterprise Controling Menu
* [ UCT - Plant Maintenance Menu
* [0 UCT - HR Menu
* [0 UCT - HR Recruitment Menu
* [0 UCT - HR Time Management
* [0 UCT - HR Payroll Menu
» [0 UCT - Cross Application Menu
» [0 SAP Standard Menu

SAR4 » | PRD (1) 101 v

srvslssap025 | INS 0 4

UNIVERSITY OF CAPE TOWN

- The first time you log on, the User Menu screen may appear.

[ Menu Edt Favorites Extras System  Help

SAP Easy Access - User Menu for

RE & %57/ V¥V A

Jp— .

W User Menu far |, P
= i} Display Cost Elernent -

* [0 UCT - General User Menu

* [0 CA - Additional General Functionality
= @3 Overview of job selection

* &3 Flexible version of job selection

- :’{‘3 Display Org Unit Managers

V) v K QO BRHE NN T 0%

UNIVERSITY OF CAPE TOWN

- Click = sap Menu to display the SAP Menu screen.
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[ Menu Edit Favorites Bxtras System  Help —Ax
V) v K QO 2HH DNDNN N0 0%
SAP Easy Access UCT - Menu A O

RE & % ¥V A

> Favorites 5
VL-_ SAP Menu,
> [0 UCT - General User Menu
» [0 UCT - Sales, Invoicing & Receipting Menu
» [ UCT - Central Purchasing Menu
» [0 UCT - Creditors Menu
» [ UCT - Stores Menu
» [ UCT - Asset Accounting Menu
» [ UCT - Central Finance Menu
* [0 UCT - Controling Menu
* [0 UCT - Enterprise Controling Menu
* [ UCT - Plant Maintenance Menu
* [0 UCT - HR Menu
* [ UCT - HR Recruitment Menu
* [0 UCT - HR Time Management
* [0 UCT - HR Payroll Menu
* [0 UCT - Cross Application Menu
» [0 SAP Standard Menu

SARd > | PRD (1) 101 v | sivsissap025 | INS & 4

Dropdown menus are available at the top of the screen.

[ Menu Edt Favorites Extras System  Hebp

Toolbar buttons give you quick access to options you use regularly.

9 v K QO BHE MDD T 0%

S

Enter button

Save button

T

Back button

Exit button

DA

0 Cancel button

Each screen will have a title bar with the name of the screen displayed.

SAP Easy Access UCT - Menu
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Each screen will have its own toolbar below the screen title.

RE & % 7 V¥V A

The SAP menu is available when you first log in. Frequent tasks (transactions) can be saved in Favorites.

> {0 Favortes|
¥ | SAP Menu
» [0 UCT - General User Menu
» [ UCT - Sales, Invoicing & Receipting Menu
» 8 UCT - Central Purchasing Menu
» I UCT - Creditors Menu
¥ [0 UCT - Stores Menu
» [0 UCT - Asset Accounting Menu
» [0 UCT - Central Finance Menu
» B UCT - Controling Menu
» I UCT - Enterprise Controling Menu
» I UCT - Plant Maintenance Menu
» [0 UCT - HR Menu
* [ UCT - HR Recruitment Menu
* [0 UCT - HR Time Management
» [ UCT - HR Payroll Menu
> I UCT - Cross Application Menu
> I SAP Standard Menu

The status bar at the bottom of the screen displays error or warning messages on the left and system
information on the right.

SAP4 » | BRD (1) 101 ~ | srvsksap025 | INS & 4
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Background

Frequently used tasks (transactions) can be added to your Favorites menu to speed up access in the future.

Procedure
1. The SAP Easy Access UCT - Menu screen appears.
[= Menu Edit Favorites Extras  System  Help —Ax
V] v K QO 2HE DN N0 0%
SAP Easy Access UCT - Menu R STy OF CAFE TOWN

RE L %57 ¥V A

? Favorites ]
VL-_ SAP r\-'lenuJ
* [0 UCT - General User Menu
> [0 UCT - Sales, Invoicing & Receipting Menu
* I8 UCT - Central Purchasing Menu
» [0 UCT - Creditors Menu
» [0 UCT - Stores Menu
> [0 UCT - Asset Accounting Menu
* I8 UCT - Central Finance Menu
> [0 UCT - Controling Menu
* [0 UCT - Enterprise Controling Menu
> [0 UCT - Plant Maintenance Menu
* [0 UCT - HR Menu
» [ UCT - HR Recruitment Menu
* [0 UCT - HR Time Management
> [0 UCT - HR Payroll Menu
* I8 UCT - Cross Application Menu
> [0 SAP Standard Menu

- In the top menu, choose Favorites > Insert transaction.
2. The Manual entry of a transaction dialogue box appears.

[= Manuzl entry of a transaction

Transaction Code i

9]0

- Enter CAT2 in the Transaction Code field.

- Click Continue.
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3. The SAP Easy Access UCT - Menu screen reappears, the new Time Sheet: Maintain Times favourite appears
in the Favorites menu.

SAP Easy Access UCT - Menu
RRE &L B %5 7 ¥V A

~ W Favorites
* ¥r Time Sheet: Maintain Times
0 SAP Menu
» [0 UCT - General User Menu
» [0 UCT - 5ales, Invoicing & Receipting Menu

- Repeat from step 1 to add the favourite CAT3 (Time Sheet: Display Times).
4. The SAP Easy Access UCT - Menu screen reappears, displaying the two new favourite transactions.

SAP Easy Access UCT - Menu
RE L % 72 ¥V A

W Favorites
= ¥r Time Sheet: Maintain Times
= 4r Time Sheet: Display Times
1 SAP Menu
» [0 UCT - General User Menu
» [0 UCT - 5ales, Invoicing & Receipting Menu
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Background

The Time Administrator records hours per staff member and releases the hours for the Manager to approve.

Procedure
In your Favorites menu, double click Time Sheet: Maintain Times.

1.

2.

SAP Easy Access UCT - Menu
RE & %57 V A

~ Favorites
- Time Sheet: Maintain Times
. Time Sheet: Display Times
hd SAP Menu
¥ UCT - General User Menu
> UCT - Sales, Invoicing & Receipting Menu

The Time Sheet: Initial Screen appears.

Time Sheet: Initial Screen

S BB =T &

Personnel Selection

Data Entry

It L
Data Entry Profile Lzm_m @| CATS time recording by Time Administrators
Key date 28.05.2024

14 1003 & M4 SAL1004 10002790 T
14 1003 8 Ma SAL1004 100027580 P
14 1003 & M4 SAL1004 10002750 M
14 1003 8 M4 SAL1000 10002750 H
14 1003 & M4 SAL1000 100027580 G

Personn... 5u... E E.. Cost Ctr Org.unit  Last name  First name

M

= =20 A

Micknarme
I

= = 0| A~

WS ruliil

MTHLY =~
MTHLY
MTHLY
MTHLY
MTHLY

- Select one or more staff members using the

flat button on the left of the person’s line.

Personnel Selection

14 1003 & MA SAL1004 10002780 T
14 1003 & MA SAL1004 10002750 p
El4 31003 3 MA SRAL1004 10002750 M
14 1003 & MA SAL1000 10002750 G

Personn... Su... E E.. Cost Ctr Org.unit  Last name  First name

M
K
0
M

Mickname
M
K
O
M

WS ruliil

MTHLY ~

MTHLY

Note: If the list of staff members is long, it may be easier to find a person if the names are sorted
alphabetically. Click the header of the Last name, First name or Nickname columns and click == Sort
Ascending to sort alphabetically from Ato Z or click = Sort Descending to sort from Z to A.

- Click R Enter Times.
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3. The Time Sheet: Data Entry View screen appears.
Note: If a Manager is reviewing a staff member’s hours, an error message in the status bar at the bottom
of the screen indicates that the staff number is locked. If more than one staff member was selected, only
the unlocked staff members will be available for recording.

Time Sheet: Data Entry View
E B =T 108 & B i s1 B w B B [ M AddtonalFelds g m
Data Entry Period 27.05.2024| - [02.06.2024 Week

Data Entry Area

B. LT Pers.Mo.  Mame Rec. CCtr Rec. order RecFund A/... Hourly Rate Total MO 27.05 TU 28.05 WE 29.05
¥ 14 Mr Q 0.00 0.00 0.00 0.00
¥ 14 Ms K 0.00 0.00 0.00 0.00

- Click ® Target Hours On/Off to display the staff member’s standard working hours.

- The working hours appear as a second line for each staff member with the ® symbol in the LT
column. Note: Wednesday 29%" is a public holiday and reflects zero hours.

Time Sheet: Data Entry View
EB=F:106H ol B8 820 58 L0 Adbonalfed o g
Data Entry Period 27.05.2024 - 02.06.2024 Week 22.2024

Data Entry Area

B LT Pers.No. Name Rec. CCtr Rec. order RecFund Af... Hourly Rate Total MO 27.05 TU 28.05 WE 29.05
|@14 Mr O 30.00 7.50 7.50 o.ool
¥ 14 MrQ 0.00 0.00 0.00 0.00
Io1s Ms K 30.00 7.50 7.50 0.aof
T 14 Ms K 0.00 0.00 0.00 0.00

- Click @ Previous screen to choose the appropriate week.
Note: You can only record hours for 5 weeks in the past and any previous days in the current week.
You will not be able to record hours in the future.

- To create a blank line to record hours for a staff member, place the cursor anywhere in the staff

. ., =
member’s line and click =& Insert Row.

Time Sheet: Data Entry View
E B == 0B @B & s1 B v B R [ X AddtonalFeds o g2
Data Entry Period 13.05.2024] - |19.05.2024 Week 20.2024

Data Entry Area

B LT Pers.No. Name Rec. CCtr Rec. order RecFund A/... Hourly Rate Total MO 13.05 TU 14.05 WE 15.05
(914 MrQ 37.50 7.50 7.50 7.50
T 14 MrQ 0.00 0.00 0.00 0.00
914 Ms K 37.50 7.50 7.50 7.50
T 14 Ms K 0.00 0.00 0.00 0.00
| s Ms K 156.25

- A new, blank line appears for the chosen staff member. Repeat the step above to create new lines for
any additional staff members. The Hourly Rate is displayed for paid-on-claim staff members.

- In the blank line, click in the A/... field and click EI
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4. The Att./Absence type dialogue box appears. The list below may be shorter for some types of staff.

[@ Att./Absence type 33 Entries
P5G|B/AType |Att./abs. type text Start Date|End Date v
01 |0100 |Annual Leave 01.01.1900(31.12.999%9
01 |0105 |Annual Leave 0.5 half day|01.01.1900|31.12.9999
01 |0150 |Long Leave 01.01.1900{31.12.9999
01 |0160 |Annual Leave 01.01.1900{31.12.9999
01 |0170 |Annual Leave 0.5 half day|01.01.1900|31.12.9999
01 |ozo0 Sick Leave - Full Pay 01.01.1900{31.12.9999
01 |oz10 Sick Leave - Half Pay 01.01.1900{31.12.9999
01 |oz2z20 Sick Leave - Unpaid 01.01.1900{31.12.9999
01 |0230 Injury On Duty 01.01.1900{31.12.9999
0l |o3c0 Parental Leave (Primary) |01.01.1900(31.12.999%9
01 |o30s Parental Unpaid 01.01.1900{31.12.9999
01 |o310 Parent Lve Partner(5days)|01.01.1900(31.12.9999
01 |o4co Study & Exam Leave 01.01.2013[31.12.9999
01 |o4os Study & Exam 0.5 half day|01.01.2013[31.12.999%9
01 |o41o SsR Leave 01.01.2009|31.12.9999
01 |o430 SsR Contact Leave 01.01.2009|31.12.9999
01 |o4a7o FR Death Family 01.01.2011[31.12.9999
01 |o4szo FR Illness Family 01.01.2011[31.12.9999
01 |o4so FR Illness Child 01.01.2011[31.12.9999
01 |0500  |Unpaid Leave 01.01.1900{31.12.9999
01 |oeco Strike - Paid 01.01.1900{31.12.9999
01 |o&so Strike - Unpaid 01.01.1900{31.12.9999
01 |o700 Suspended WOPB/WOR 01.03.2022(31.12.9999
01 |osoo Special Lve (Max 15 days)|01.01.1900(31.12.9999
01 |osol Special Lve (16 days+) 01.01.1900{31.12.9999
01 |0805 |Time Off in Lieu Overtime|01.01.1900|31.12.9999
0l |os1o Special Leave WOB/WR 01.01.1900{31.12.9999
01 |osz0 Special Leave WOPB/WOR 01.01.1900{31.12.9999
01 |0sé0  |AWOL 01.01.1900{31.12.9999
01 |3000 |Overtime 01.01.1900{31.12.9999
01 |3400 Standby 01.01.1900{31.12.9999
01 |3600 |Deep Cleaning 01.01.1900(31.12.9999| ~
O % | H|Q]

- Select Hours Worked by clicking anywhere in the line (scroll down the list to find Hours Worked).

- CHck:lIIICbpy.

5. The Time Sheet: Data Entry View screen reappears, displaying the code for selected hours in the A/... field.

Time Sheet: Data Entry View
EEBE =T 08B B a8l g &0 KON Adtonalfeds o g2
Data Entry Period 13.05.2024 - 19.05.2024 Waek 20.2024
Data Entry Area
B. LT Pers.Mo. Mame Rec. CCtr Rec. order RecFund Af... Hourly Rate Total MQ 13.05 TU 14.05 WE 15.05
(14 Mr O 37.50 7.50 7.50 7.50
¥ 14 Mr 0 0.00 0.00 0.00 0.00
(14 Ms K 37.50 7.50 7.50 7.50
T 14 Ms K 0.00 0.00 0.00 0.00
14 Mz K 4500 156.25
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- Enter the number of hours in the staff member’s blank line underneath the appropriate day(s).
In the examples below, the code 4500 is for hours worked (paid-on-claim staff). 7.5 hours per day are
the standard working hours for a PASS staff member and 8 hours per day for academic staff.

A/... Hourly Rate Total MO 13.05  TU 14.05 WE 15.05 TH 16.05 FR 17.05 SA 1B.05
37.50 7.50 7.50 7.50 7.50 7.50 0.00
14,75 4.00 Q.00 7.50 3.25 Q.00 0.00

A500 156.25 14.75 4.00 7.50 3.25

Af... Hourly Rate Total MO 1212  TU 13.12 WE 14.12 TH 15.12 FR 16.12 SA 17.12
32.00 8.00 g.00 g.00 g.00 0.00 Q.00
16.00 4.00 0.00 8.00 4.00 0.00 0.00

4500 400.67 16.00 4.00 g.00 4.00

Note:

e |[f entering part hours try to use 15-minute increments: 0.25 for 15 minutes, 0.5 for 30 minutes
and 0.75 for 45 minutes. E.g. 1 hour 45 minutes is entered as 1.75.

e |f unable to use the suggested increments, ensure that you work out the minutes correctly by
dividing by 60 minutes e.g. 41 minutes is 0.68 of a full hour so if entering 1 hour 41 minutes it
would be entered as 1.68.

- Click e Check Entries.
6. The Information or Display Messages dialogue box appears, listing any errors found.

Note: If hours were entered for a day the staff member doesn’t usually work, a warning message about

the non-working period appears in the status bar at the bottom of the screen. Click 9 Enter to
acknowledge the warning. Further details of the hours worked will appear in the Display Messages
dialogue box.

[ Information ¥
-

-
m I_[\Iﬂl errors were found

[= Display Messages

Date Status Type Error Message
03.10.2020 ©s0 W  Mumber of hours recorded 5.00 exceeds target hours 0.00

- Click Continue.

- If errors were found, repeat step 5 to correct the hours entered and check entries again.

i CIick| i Release view
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7. The Time Sheet: Release View screen appears.

Time Sheet: Release View
BEB=FT:10mB B a0 £ g Addtional Fields
Data Entry Period 13.05.2024 - |19.05.2024 Week

20.2024

Data Entry Area

BL LT Pers.No. Name Rec. CCtr Rec. order RecFund Af... Hourly Rate Total MO 13.05 TU 14.05 WE 15.05 TH 16.05 FR 17.05
®l4 Mr O 37.50 7.50 7.50 7.50 7.50 7.50
3 14 Mr O 36.75 7.50 7.50 7.50 7.50 6.75
14 Mr O 4500 81.25 36.75 7.50 7.50 7.50 7.50 6.75
®l4 Ms K 37.50 7.50 7.50 7.50 7.50 7.50
¥ 14 Ms K 14.75 4.00 0.00 7.50 3.25 0.00
14 Ms K 4500 156.25 14.75 4.00 7.50 3.25
- Select the lines containing entered hours (blue text).
Data Entry Period 13.05.2024 - |19.05.2024 Week 20.2024
Data Entry Area
BEL LT Pers.Ho. Name Rec. CCtr Rec. order RecFund Af... Hourly Rate Total MO 13.05 TU 14.05 WE 15.05 TH 16.05 FR 17.05 SA 18.05 suU - 1<
@ld Mro 37.50 T7.50 T7.50 7.50 7.50 7.50 0.00 -~
¥ 14 Mro 36.75 T7.50 T7.50 7.50 7.50 6.75 0.00 >
. 14 Mr Q 4500  81.25 36.75 7.50 7.50 7.50 7.50 £.75
@ld Ms K 37.50 T7.50 T7.50 7.50 7.50 7.50 0.00
714 Ms K 14.75 4.00 0.00 7.50 3.25 0.00 0.00
14 Ms K 4500  156.25 14.75 4.00 7.50 3.25

o]
- Click B Release.

- A message in the status bar at the bottom of the screen indicates the number of times released. The

released hours now appear in black text instead of blue.

®) 8 times were released

-
- Click H Save.

Note: Warning messages may appear in the Display Messages dialogue box, review the warning

messages and click Continue to proceed.

8. The Time Sheet: Initial screen reappears, a message in the status bar indicates that your data has been
saved. The released hours are sent to the relevant Manager for approval.

Time Sheet: Initial Screen
/BB ETQ

=.°

Data Entry

=
Data Entry Profile |_ CATS time recording by Time Administrators
Key date 2B.05.2024

Personnel Selection

Personn... Su... E E.. Cost Ctr Org.unit  Last name  First name  Nickname WS ru
14 1003 8 ML SAL1004 10002790 T M M MTHLY ~
14 1003 & ML SAT1004 100027490 P K K MTHLY ™
14 1003 8 ML SAL1004 10002790 M 0 0 MTHLY
14 1003 & ML SAL1000 10002790 H M M MTHLY
14 1003 & MAL SAL1000 10002790 G M M MTHLY
- Click Exit to return to the SAP Menu screen.
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Background

Time Administrators can change recorded hours if they haven’t been approved by the Manager. If approved
hours need to be changed, please contact your HR Administrator.

Procedure

1.
2. The Time Sheet: Initial Screen appears.

In your Favorites menu, double click Time Sheet: M

aintain Times.

Time Sheet: Initial Screen

Personnel Selection

W = = - [— -
S BB =74
Data Entry
=
Data Entry Profile |_ CATS time recording by Time Administrators
Key date 03.06.2024

Personn...
14
14
14
14
14
14

Su...
1003
1003
1003
1003
1001
1003

E|E.. Cost Ctr
& MR SAL1000
2 MR SAL1004
8 MA SAL1004
& MR SAL1004
2 MR SAL1004
8 MA SAL1004

Org.unit  Last name
10002730 V
10002790 T
10002730 P
10002730 D
10002730 M
100027580 M

First name

0O ® =Y = = =

Nickname

o /xR Y@ & =2 =

WS rufiiil
MTHLY ~
MTHLY ™~
MTHLY
MTHLY
MTHLY
MTHLY

- Select the appropriate staff member using the

- Click ke Enter Times.
3. The Time Sheet: Data Entry View screen appears, displaying the selected staff member’s hours.

- Ifrequired, click ® Target Hours On/Off to display the staff member’s standard working hours.

flat button on the left of the person’s line.

- If required, click @ Previous screen to choose the appropriate week.

B B

Data Entry Period

B LT Pers.No.
14
714

14

Dzta Entry Area

MName
Ms K
Ms K
Ms K

Time Sheet: Data Entry View

0% FBRED Eg o
13.05.2024 - 15.05.2024 Week

Rec. CCtr

Rec. order

RecFund

| Data entry view "

' Release view

" ['® variable views

E el LR A
5 B [0 X AddtionalFields & o2
l‘-mj
Af... Hourly Rate Total MO 13.05 TU 1405 WE 1505 TH 1605 FR 17.05
37.50 7.50 7.50 7.50 7.50 7.50
14.75 4.00 0.00 7.50 3.25 0.00
4500 156.25 14.75 4.00 7.50 3.25
< > < )
|Entry 10f 3

- Approved hours are shaded grey (e.g. 4 hours on Monday 13.05 above), unapproved hours are shaded

white.

June 2024
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- Change any unapproved hours shaded in white. Additional hours of the same type (e.g. hours worked)

can be added to days without recorded hours.

Time Sheet: Data Entry View
BEE=F:10o0m G ald B & #o05
Data Entry Period 13.05.2024 - 15.05.2024 Week

B [0 & AddtonalFelds g g2

20.2024

Data Entry Area

B LT Pers.No. Name Rec. CCtr Rec. order RecFund A/... Hourly Rate Total MO 13.05 TU 14.05 WE 15.05 TH 16.05 FR 17.05
®l4 Ms K 37.50 7.50 7.50 7.50 7.50 7.50
¥ 14 Ms K 14.75 4.00 0.00 7.50 3.25 0.00
14 Ms K 4500 | 156.25 14.75 4.00 1.00 5.00 3.25

E UNIVERSITY OF CAPE TOWN

- Click e Check Entries to display any errors. If errors occur, correct the data.

g1’ Release view

- Click |

4. The Time Sheet: Release View screen appears.
Time Sheet: Release View
EEBE=F3108B B &0 g1 & Additional Fields
) T Tl
Data Entry Period 13.05.2024| - (19.05.2024 Week
Data Entry Area
BL LT Pers.No.  Mame Rec. CCtr Rec. order RecFund Af... Hourly Rate Total MO 13.05 TU 14.05 WE 15.09
14 Ms K 37.50 7.50 7.50 7.50
¥ 14 Ms K 13.25 4.00 1.00 5.00
14 Ms K 4500 156.25 13.25 4.00 1.00 5.00
0
i
0
0
< 2
| D Data entry view H Release view || [ variable view |Entry1 of 3

TH 16.05 FR 17.05
7.50 7.50
3.25 0.00
3.25
< 2

E UNIVERSITY OF CAPE TOWN

- Select the line/s containing entered hours (blue text).

fa)
- Click B Release.

- A message in the status bar at the bottom of the screen indicates the number of times released. The

released hours now appear in black text instead of blue.

|
- Click H Save.

5. The Time Sheet: Initial screen reappears, a message in the status bar indicates that your data has been

saved. The released hours are sent to the relevant Manager for approval.

Time Sheet: Initial Screen
S BB =7 &

Data Entry

Data Entry Profile

=
|_ CATS time recording by Time Administrators

Key date

03.06.2024

Personnel Selection

Personn... Su... E E.. Cost Ctr Org.unit  Last name  First name  Mickname ~ WS ru
14 1003 & MR SRL1000 10002790 W M M MTHLY ~
14 1003 & MR SRL1004 10002790 T M N MTHLY ~
14 1003 & MA SREL1004 10002790 P K K MTHLY

- Click Exit to return to the SAP Menu screen.
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Background

Time Administrators can use this procedure to review all hours recorded for the past 5 weeks.

Procedure
1.

SAP Easy Access UCT - Menu
[ =

'

e ® "o ,/‘ VY A
Favorites

. Tirme Sheet: Maintain Times

. Time Sheet: Display Times
SAP Menu

» UCT - General User Menu

» UCT - Sales, Invoicing & Receipting Menu

In your Favorites menu, double click Time Sheet: Display Times.

2. The Time Sheet: Initial Screen appears.
Time Sheet: Initial Screen
o BB &7 &2
Data Entry
=
Data Entry Profile CATS time recording by Time Administrators
Key date 04.06.2024
Personnel Selection
Personn... Su... E E.. Cost Ctr Org.unit  Last name  First name  Nickname WS ruliiil
14 1003 @ MA SAL1000 10002790 W M MTHLY ~
14 1003 & MA SAL1C0O04 10002790 T M MTHLY ¥
14 1003 & MA SAL10O04 10002790 P K MTHLY
- Click Ex Select All Persons.
- Click &2 Display Times.
3. The Time Sheet: Data Entry View screen appears, displaying all staff members and (if applicable) their
hours for the current week.
Time Sheet: Data Entry View Sl Er e
EBE =2=:00H @0 It Addttional Fields
Data Entry Period 03.06.2024 - [09.06.2024 Week E
Data Enfry Area
B LT Pers.No.  Mame Rec. CCtr Rec. order RecFund Af... Hourly Rate Total MO 03.06 TU 04.06 WE 05.06 TH 06.06 FR 07.06 .
¥ 14 Ms K 6.00 6.00 0.00 0.00 0.00 0.00| ~
14 Ms K 4500 87.50 6.00 6.00 ~
¥ |14 Miss M 0.00 0.00 0.00 0.00 0.00 0.00
¥ 14 Mr O 0.00 0.00 0.00 0.00 0.00 0.00
¥ 14 Ms 1 2.00 2.00 0.00 0.00 0.00 0.00
14 Ms ] 4500 100.00 2.00 2.00
¥ 14 Mr N 0.00 0.00 0.00 0.00 0.00 0.00
¥ 14 Mr M 0.00 0.00 0.00 0.00 0.00 0.00
¥ 14 Ms K 0.00 0.00 0.00 0.00 0.00 0.00
¥ 14 Mr G 0.00 0.00 0.00 0.00 0.00 0.00| A
¥ 14 Miss M 0.00 0.00 0.00 0.00 0.00 0.00 ~
< > < >
| Data entry view " n“ Release view " ['® Vvariable view Entry 1 of 11
- Click 2 Totals Row On/Off.
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Time Sheet: Data Entry View UNIVERSITY OF CAPE TOWN
EEBE=2T::10HB @B &0 I's Additional Fields
Data Entry Period 03.06.2024| - |09.06.2024 Week E

Data Entry Area

BEL Pers.No. Mame Rec. CCtr Rec. order RecFund A/... Hourly Rate Total MO 03.06 TU 04.06 WE 05.06 TH 06.06 FR 07.06 SA |E|
14 Ms K 4500 87.50 6.00 6.00
14 Ms ] 4500 100.00 2.00 2.00
(1]
i} ~
(1] w

< 2 L
| Data entry view " n“ Release view " ['® variable view | Entry 1 of 2

- Only staff members with recorded hours are displayed in the time sheet.

- Click @ Previous screen to view previous weeks.

- For further information, double click the number of hours to display the Cell Information dialogue box.

[= Cell Information

Additional information: General

Cell content 1.00| Hour

Reason for rejection B1 Mo prior approval

Technical information

Processing status 40 Approval rejected
Document no.

[ Cell Information & Cell Information

Additional inforrmation: General Additional inforrmation: General
I~ sl
Cell content I T, 504 Hour Cell content 3.00 Hour
Reason for rejection Reason for rejection
Technical information Technical information
Processing status 30 Approved Processing status 20 Released for approval
Document no. 5000000366 | Follow-on documents | Document no.
. ' Release view | . . .
- Switch to to identify hours that have not been released (blue text). Double click

the hours to display the cell information to determine if the hours are in process (not released) or
rejected.

- When the review is complete, click Exit twice to return to the SAP Menu screen.
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Background

The Time Administrator should delete any hours rejected by the Manager. If unable to access the hours

because they are too far in the past, please contact your HR Administration Team Leader.

Procedure
1. Inyour Favorites menu, double click Time Sheet: Maintain Times.

2. The Time Sheet: Initial Screen appears.

Time Sheet: Initial Screen
L BB =7 g

Data Entry
Data Entry Profile |_ CATS time recording by Time Administrators
Key date 17.01.2023

Personnel Selection

Personn... 5u... E E.. Cost Ctr Org.unit  Last name  First name  Nickname WS ru
1003 8 MA MDN1369 10001277 B i C MTHLY ~

1003 1 PE MDN1004 10001277 D M M MTHLY ~
0010 & MA MDN1408 10001277 1 E E MTHLY
0010 1 PE MDN1001 10001277 L \' \ MTHLY
1002 & MA MDN1369 10001277 M Fi Fi MTHLY
o~
< > (]

- Select the appropriate staff member(s) using the flat button on the left of the person’s line.

]
- Click ke Enter Times.
3. The Time Sheet: Data Entry View screen appears, displaying the selected staff member(s).

Time Sheet: Data Entry View
E B =T 108 G £l B =uv 5 R QN Addonalfeds gf g2
Data Entry Period 09.01.2023 - 15.01.2023 E"EI Week

Data Entry Area

iE Mrs E 0.00 0.00 0.00

B LT Pers.No. MName Rec. CCtr Rec. order RecFund AJ... Hourly Rate Total MO 09.01 TU 10.01 WE 11.01

0.00

- Ifrequired, click @ Previous screen to choose the appropriate week with the rejected hours.

June 2024

Page 24



HR Time Administration guide for Time Administrators

Time Sheet: Data Entry View

B B s o®m I a0 B S

Data Entry Period 12.12.2022 - |18.12.2022 |5||§| Week
Data Enfry Area
B LT Pers.Mo.

Name Rec. CCtr Rec. order

hall o]
[_l'l

=

RecFund Af... Hourly Rate Total MO 12.12 TU 13.12 WE 14.12
z Mrs E 5.00 4.00 1.00 0.00
Mrs E 4500 400.67 5.00 4.00 1.00

-
-

B [ & AddtonalFelds o w2

[= Cell Information

Additional inforrmation: General

Cell content 1.00 Hour

Reason for rejection Bl | Mo prior approval

Technical information

Processing status 40 Approval rejected

Document no.

= Cell Information

The rejected hours appear in blue text (e.g. Tues 13.12 above).

Check any hours by double clicking the number of hours to display the Cell Information dialogue box.

= Cell Information

Additional information: General Additional information: General

Cel content [ ?,503 Hour Cell content 3.00 Hour
Reason for rejection Reason for rejection

Technical information Technical information

Processing status 30 Approved Processing status 20 Released for approval
Document no. SO000000366 | Follow-on documents | Document no.

Select the line containing the rejected hours, using the

flat button on the left of the person’s line.

Time Sheet: Data Entry View

EE =T 10 @B ] B 8 Bn B B [0 AddtnaFed g g2

Data Entry Period 12.12.2022| - [18.12.2022] [£][3] week 50.2022

Data Entry Area

B LT Pers.No. Name Rec. CCtr Rec. order RecFund Af... Hourly Rate Total MO 12.12 TU 13.12 WE 14.12
z Mrs E 5.00 4.00 1.00 0.00

1
H Mrs E 4500 400.67 5.00 1.00 1.00

Click ﬁ Delete Line.
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4. The Information dialogue box appears, indicating that approved data (hours) has not been deleted. Only

the rejected hours will be deleted.

= Information %
-

m [E-ome data was not deleted because it has already

been approved

- Click Continue.

5. The Time Sheet: Data Entry View screen reappears. The deleted hours no longer appear while the
approved hours remain.

Time Sheet: Data Entry View
BB =T I10fn S a8l &8 Fo 5K DN Adioafeds gf g2

Data Entry Period 12.12.2022 - |18.12.2022 IEIIEI Week So.2022
Data Enfry Area

B LT Pers.No. MName Rec. CCtr Rec. order RecFund Af... Hourly Rate Total MO 12.12 TU 13.12 WE 14.12
i Mrs E 4.00 4.00 0.00 0.00
Mrs E 4500 400.67 4.00 4.00

-
- Click H Save.

6. The Time Sheet: Initial Screen reappears.

Time Sheet: Initial Screen

FERE2T

Data Entry
Data Entry Profile CATS time recording by Time Administrators
Key date 17.01.2023

Personnel Selection

Personn... 5u... E E.. Cost Ctr Org.unit  Last name  First name  Nickname WS rulfiii

1003 & Mo MDN13&9 10001277 B C C MTHLY ~
1003 1 PE MON1004 10001277 D M M MTHLY ~
0010 & Mh MDN1408 10001277 1 E E MTHLY
0010 1 PE MODN1001 10001277 L v v MTHLY
1002 & Mh MDN1369 10001277 M Z Z MTHLY
L4 > L ]
- Click Exit to return to the SAP Menu screen.

June 2024

Page 26




<<

  /ASCII85EncodePages false

  /AllowTransparency false

  /AutoPositionEPSFiles true

  /AutoRotatePages /None

  /Binding /Left

  /CalGrayProfile (Dot Gain 20%)

  /CalRGBProfile (sRGB IEC61966-2.1)

  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)

  /sRGBProfile (sRGB IEC61966-2.1)

  /CannotEmbedFontPolicy /Error

  /CompatibilityLevel 1.4

  /CompressObjects /Tags

  /CompressPages true

  /ConvertImagesToIndexed true

  /PassThroughJPEGImages true

  /CreateJobTicket false

  /DefaultRenderingIntent /Default

  /DetectBlends true

  /DetectCurves 0.0000

  /ColorConversionStrategy /CMYK

  /DoThumbnails false

  /EmbedAllFonts true

  /EmbedOpenType false

  /ParseICCProfilesInComments true

  /EmbedJobOptions true

  /DSCReportingLevel 0

  /EmitDSCWarnings false

  /EndPage -1

  /ImageMemory 1048576

  /LockDistillerParams false

  /MaxSubsetPct 100

  /Optimize true

  /OPM 1

  /ParseDSCComments true

  /ParseDSCCommentsForDocInfo true

  /PreserveCopyPage true

  /PreserveDICMYKValues true

  /PreserveEPSInfo true

  /PreserveFlatness true

  /PreserveHalftoneInfo false

  /PreserveOPIComments true

  /PreserveOverprintSettings true

  /StartPage 1

  /SubsetFonts true

  /TransferFunctionInfo /Apply

  /UCRandBGInfo /Preserve

  /UsePrologue false

  /ColorSettingsFile ()

  /AlwaysEmbed [ true

  ]

  /NeverEmbed [ true

  ]

  /AntiAliasColorImages false

  /CropColorImages true

  /ColorImageMinResolution 300

  /ColorImageMinResolutionPolicy /OK

  /DownsampleColorImages true

  /ColorImageDownsampleType /Bicubic

  /ColorImageResolution 300

  /ColorImageDepth -1

  /ColorImageMinDownsampleDepth 1

  /ColorImageDownsampleThreshold 1.50000

  /EncodeColorImages true

  /ColorImageFilter /DCTEncode

  /AutoFilterColorImages true

  /ColorImageAutoFilterStrategy /JPEG

  /ColorACSImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /ColorImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /JPEG2000ColorACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /JPEG2000ColorImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /AntiAliasGrayImages false

  /CropGrayImages true

  /GrayImageMinResolution 300

  /GrayImageMinResolutionPolicy /OK

  /DownsampleGrayImages true

  /GrayImageDownsampleType /Bicubic

  /GrayImageResolution 300

  /GrayImageDepth -1

  /GrayImageMinDownsampleDepth 2

  /GrayImageDownsampleThreshold 1.50000

  /EncodeGrayImages true

  /GrayImageFilter /DCTEncode

  /AutoFilterGrayImages true

  /GrayImageAutoFilterStrategy /JPEG

  /GrayACSImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /GrayImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /JPEG2000GrayACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /JPEG2000GrayImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /AntiAliasMonoImages false

  /CropMonoImages true

  /MonoImageMinResolution 1200

  /MonoImageMinResolutionPolicy /OK

  /DownsampleMonoImages true

  /MonoImageDownsampleType /Bicubic

  /MonoImageResolution 1200

  /MonoImageDepth -1

  /MonoImageDownsampleThreshold 1.50000

  /EncodeMonoImages true

  /MonoImageFilter /CCITTFaxEncode

  /MonoImageDict <<

    /K -1

  >>

  /AllowPSXObjects false

  /CheckCompliance [

    /None

  ]

  /PDFX1aCheck false

  /PDFX3Check false

  /PDFXCompliantPDFOnly false

  /PDFXNoTrimBoxError true

  /PDFXTrimBoxToMediaBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXSetBleedBoxToMediaBox true

  /PDFXBleedBoxToTrimBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXOutputIntentProfile ()

  /PDFXOutputConditionIdentifier ()

  /PDFXOutputCondition ()

  /PDFXRegistryName ()

  /PDFXTrapped /False



  /CreateJDFFile false

  /Description <<



    /BGR <>

    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e9ad88d2891cf76845370524d53705237300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>

    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc9ad854c18cea76845370524d5370523786557406300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>

    /CZE <>

    /DAN <>

    /DEU <>

    /ESP <>

    /ETI <>

    /FRA <>

    /GRE <>



    /HRV (Za stvaranje Adobe PDF dokumenata najpogodnijih za visokokvalitetni ispis prije tiskanja koristite ove postavke.  Stvoreni PDF dokumenti mogu se otvoriti Acrobat i Adobe Reader 5.0 i kasnijim verzijama.)

    /HUN <>

    /ITA <>

    /JPN <FEFF9ad854c18cea306a30d730ea30d730ec30b951fa529b7528002000410064006f0062006500200050004400460020658766f8306e4f5c6210306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103055308c305f0020005000440046002030d530a130a430eb306f3001004100630072006f0062006100740020304a30883073002000410064006f00620065002000520065006100640065007200200035002e003000204ee5964d3067958b304f30533068304c3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>

    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020ace0d488c9c80020c2dcd5d80020c778c1c4c5d00020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>

    /LTH <>

    /LVI <>

    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken die zijn geoptimaliseerd voor prepress-afdrukken van hoge kwaliteit. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)

    /NOR <>

    /POL <>

    /PTB <>

    /RUM <>

    /RUS <>

    /SKY <>

    /SLV <>

    /SUO <>

    /SVE <>

    /TUR <>

    /UKR <>

    /ENU (Use these settings to create Adobe PDF documents best suited for high-quality prepress printing.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)

  >>

  /Namespace [

    (Adobe)

    (Common)

    (1.0)

  ]

  /OtherNamespaces [

    <<

      /AsReaderSpreads false

      /CropImagesToFrames true

      /ErrorControl /WarnAndContinue

      /FlattenerIgnoreSpreadOverrides false

      /IncludeGuidesGrids false

      /IncludeNonPrinting false

      /IncludeSlug false

      /Namespace [

        (Adobe)

        (InDesign)

        (4.0)

      ]

      /OmitPlacedBitmaps false

      /OmitPlacedEPS false

      /OmitPlacedPDF false

      /SimulateOverprint /Legacy

    >>

    <<

      /AddBleedMarks false

      /AddColorBars false

      /AddCropMarks false

      /AddPageInfo false

      /AddRegMarks false

      /ConvertColors /ConvertToCMYK

      /DestinationProfileName ()

      /DestinationProfileSelector /DocumentCMYK

      /Downsample16BitImages true

      /FlattenerPreset <<

        /PresetSelector /MediumResolution

      >>

      /FormElements false

      /GenerateStructure false

      /IncludeBookmarks false

      /IncludeHyperlinks false

      /IncludeInteractive false

      /IncludeLayers false

      /IncludeProfiles false

      /MultimediaHandling /UseObjectSettings

      /Namespace [

        (Adobe)

        (CreativeSuite)

        (2.0)

      ]

      /PDFXOutputIntentProfileSelector /DocumentCMYK

      /PreserveEditing true

      /UntaggedCMYKHandling /LeaveUntagged

      /UntaggedRGBHandling /UseDocumentProfile

      /UseDocumentBleed false

    >>

  ]

>> setdistillerparams

<<

  /HWResolution [2400 2400]

  /PageSize [612.000 792.000]

>> setpagedevice



