CATS Timekeeping

Contractor Time Entry

SAP Portal Time Entry Quick Reference Guide - Contract Labor

GENERAL INFORMATION
CATS Help Password Resets Sector Training & Resources
Phone: 1-855-737-8364 (855-SERVE-NG) et Support’on the portal
login page - Aerospace Systems
-or- - Corporate/ESS
-or- -

Email: - Information Systems
CATSTimekeepingHelp@ngc.com 1-855-737-8364 (855-SERVE-NG) - Technical Services
ACCESS THE PORTAL TIMESHEET

Access the CATS Homepage at the http://onesource.northgrum.com/cats/

following URL:

ﬂ Click on “One Source Portal” under o — e o
One Source Portal Connection on the ettty sl —

‘e Busioess Areas | Projects  Help &User Support  Resources  Training

right side of the screen.

e support is only a click away.
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What is CATS?

\pplication Time Sheet, or CATS, is the tim

SAP Cro
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CATS supports Single Sign On, when
accessing on the Northrop Grumman
Global Network (NGGN).

Holiday Reports for Employees and Managers - R

year. Read mote... ot

For those accessing CATS with a token, e
you will need to enter your User ID and ey e ey B
Password and click “Log On”. ezt i
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ADD ATTENDANCE
A

ﬂ Click on “PL Timekeeping Tab”.
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ﬂ Click on “Attendance”.

ﬂ Select “Add New Row”.

Attendance Records ( X¢XX00x to X¢xxnoo ) - Your name Here
% | AttDate | Time In | Meai Out | Meslin | Time Out | Hours | Labor |

@[Sys\emed(J[DelemRowl[MdNewa]l :I

Click the icon in the right corner of
the Date field and select the date

from the calendar. Atiendance Records ( 4XX00 o X000 ) - Your narme Here
B A T T

2l ]Mwm}'nmeom Hours | Lebor |

((Ciose ) System Ciock | [ Delete Row | [ Add New Row |




A
Enter start and stop times in hh:mm
format. Hours must be in military CONVERSION TO MILITARY TIME
time. Standard | Military | Standard | Military | Standard | Military
Midnight | 24:00 8 AM 08:00 4PM 16:00
MINUTES TO TENTH CONVERSION 1AM 01:00 9 AM 09:00 5PM 17:00
Minutes Tenth Standard | Military 2 AM 02:00 10 AM 10:00 6 PM 18:00
0-2 0.0 27-32 0.5 3 AM 03:00 11 AM 11:00 7PM 19:00
3-8 0.1 33-38 0.6 4 AM 04:00 Noon 12:00 8PM 20:00
9-14 0.2 39-44 0.7 5AM 05:00 1PM 13:00 9PM 21:00
15-20 0.3 45-50 0.8 6 AM 06:00 2PM 14:00 10 PM 22:00
21-26 04 51-56 0.9 7 AM 07:00 3PM 15:00 11 PM 23:00
Click “Save”. R ( to ): Your name Here
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m Click “Close” to go back to the time =

i ( to Xy ) - Your name Here
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sheet and make your labor entries. || A ste [ T n | Mest Ot | Meaiin | Time Ot | Hours | Labor
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ADD A LABOR ENTRY

Click in a data cell and enter the
Network and Att /Abs Type. Fill in
other fields if required.

ATTENDANCE / ABSENCE TYPES
REG Regular Hours (Straight time)
OVT Overtime Hours

DBT Double Time Hours

o | an | vont | T | vt | o |
D4 (el sem  [sem (% |mieim | w3 wm e e we we ne
W ¥ o & & & &

Type the number of hours under the
correct day.




A
H Click “Review and Save”.

Time must be completed at the end of
each work day.

When making Labor entries, previous
day’s Attendance and Labor totals
must balance or you will not be able
to save your entry.

H Verify the information and then click
“Save”. .

COPY A CHARGE # FROM THE WORKLIST
Click the selection box at the left to
select the line entry you wish to copy
from the Worklist.

Click “Copy Rows” to copy it into the
time entry area.

Enter Att / Abs Type and the
number of hours.
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