Student/Temporary Time Sheets
The following document will give step by step details outlining the procedure to execute time
sheets for students and/or temporary employees.
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1. In the transaction field box, enter ZPA_ZPRTM003. This is the name of the Student
Timesheet program.
2. Click the green ball with the check mark or press enter. The following screen will
appear.
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Creating a Variant
If this is the very first time your department has executed this program, then a variant should be
created. A variant simply remembers the data you entered so you do not have to key it every
time the program is executed. (In you already have a departmental variant created, go to page 5.)
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1. Click the Save icon. The following screen will appear.
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2. In the Variant name field, enter an abbreviation for your department. Enter the
departmental full name in the Meaning field. This will be the variant you will use to
create your student/temporary timesheets.
3. Click Save. The following screen will appear.
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1. Change the payroll number to the current period. Press enter. This will bring in the pay
period dates. NOTE - This number will have to be changed each time you run this
report.
2. Enter the personnel number(s). (This can be found on previously executed timesheets or
obtained from the designated Manager’s Desktop person.) To enter multiple personnel
numbers, click the yellow arrow at the end of the Personnel number field. As personnel
change, these numbers will also have to be changed. ***Note: if you have many, many
employees this step may be skipped. Just be aware it takes much longer for this program
to execute without them.
3. The cost center each employee is charged to must be entered. Enter the cost center where
the 11111’s are currently located in the 9001 Cost Center field. If you have multiple cost
centers, key over the 11111’s and then click on the yellow arrow located after the 2nd cost
center field.
4. Click the Save icon. You will be presented with the Save as Variant screen with the
variant name you previously entered. Just click the Save icon again and click “Yes”
when asked if you want to overwrite. You will receive a message at the bottom of the
screen stating Variant (your variant name) saved.
5. Click Execute. The following screen will appear.
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1. You should have a timesheet for each person. If you do not, double check each personnel
number, cost center and the pay period entered.
2. To print, click the printer icon. You will receive the following screen.
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3. Enter your Output Device. If necessary, change the Time of print field to Print out
immediately.
4. Click the green check. You will receive a message at the bottom of the timesheet screen
that your request has been sent to the printer.
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Timesheets - Variant Created
Follow these steps if you have a departmental variant created. If you do not have a variant
created, refer to page 1.
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1. In the transaction field box, enter ZPA_ZPRTM003. This is the name of the
timesheet program.
2. Click the green ball with the check mark or press enter. The following screen will
appear.
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1. Click the variant icon. The following screen will appear.
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2. Enter the abbreviated name of your departmental variant.
3. Click the Execute icon or press F8. If you do not remember, leave the Variant field
empty and click the execute icon. This will bring up a list of saved variants. Double
click on your variant.
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1. Change the payroll period number. Press enter. This will bring in the pay period dates.
NOTE - This number must reflect the current pay period.
2. Verify the personnel numbers if entered and saved as part of the variant previously.
***Note: If the yellow arrow located at the end of a field has a green bar on it, you have
additional information entered on a different screen. Click on this icon to review.
3. Verify the cost center(s) entered.
4. Click Execute or press F8. The following screen will appear.
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1. You should have a timesheet for each person. If you do not, double check each personnel
number, cost center and the pay period entered.
2. To print, click the printer icon. You will receive the following screen.
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3. Enter your Output Device. If necessary, change the Time of print field to Print out
immediately.
4. Click the green check. You will receive a message at the bottom of the timesheet screen
that your request has been sent to the printer.
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