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Change History

Update the following table as necessary when this document is changed.

Date Name Change Description
3/18/08 Amy Blom updated
12/11/07 Kate Bowman BPP Created

Trigger:

An agency has a need to record and report on time entries related to agency specific charge objects.

Business Process Procedure Overview

In BEACON, an agency may choose to report time related to agency specific charge objects. If there is a need to report work hours for a
certain project or projects, unique charge objects for the project can be loaded into BEACON. The charge objects are then available to
report time against in transaction CAT2 or ESS. Reports can also be run to total hours reported against specific charge objects using
transaction CATS_DA. Charge objects can be created at the position or organizational unit level.

Transaction ZPTAO030 is used to load charge objects in BEACON. ZPTAO030 accepts a text file and uses the file to populate the Charge
Object Assignment Infotype for an Org Unit or Position. ZPTAQ030 is only used to load new charge objects. Maintenance of pre-existing
Charge Object Assignments is performed in transaction PO10 or PO13.

An individual assigned the Charge Object Maintainer role will have the ability to load charge object assignments using transaction
ZPTAO030.

This BPP will detail:

1) Uploading the Charge Object Assignments into BEACON

2) Creating the text file for upload in BEACON

The column layout for the upload file is:

1 char ID of O = Org Unit or S = Position
10 char Valid From date MM/DD/YYYY
10 char Valid To date MM/DD/YYYY
12 char Charge Object abbreviation

40 char Charge Object description

12 char Activity abbreviation

40 char Activity description

12 char Element abbreviation

40 char Element description

12 char Sub-element abbreviation

40 char Sub-element description

Can upload a file from local PC or from server directory.
File must be saved as a “tab delimited” text file.

This process creates an infotype 9015 record. Check for this record using transaction code [PP01], enter the
infotype 9015 and the personnel number of the individual. Click the Overview button to view the charge object
assignment details.

Access Transaction:
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Via Menu Path This transaction code is not on the menu path. Enter the transaction
code in the Command Field (white field in the upper left hand corner
of the screen - if not visible, click the gray triangle in this area to

display the Command Field). Click ENTER once the transaction code
has been entered.

Via Transaction Code ZPTAO030
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Procedure:

SAP Easy Access

=
Menu Edit Faworites Extras  Systern Help

1 Cea BRR Do AE @

SAP Easy Access

E|EN=NEE N N

> (] Favarites
= =3 SAP menu
I (] Office
(3 Cross-Application Companents
7 Logistics
3 Accounting
(3 Human Resaources
3 Infarmation Systems

3 Tools

el v v v

b [E1D (1) 200 B[ betdantz (s [ ] 7

1. Update the following required and optional fields:

Field Name Description R/O/C Values

Command White alphanumeric box in R Enter value in Command.

upper left corner used to input .
transaction codes Example: ZPTA030

2. Click Enter button.
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Update 9015 records from file.

= E@E
Program Edit Goto  Systern Help

V] DI e@ae BHE EDO0 BE @0
Update 9015 records from file.
File name with path

@  FCile fun onling) [

O Unix File {run backaround

b [E1D (1) 200 B[ betdantz (s [ 17| 7

3. Click the PC file (run online) matchcode.

|

\li) Information: After clicking the match code button, the Open pop-up window displays.
Navigate through the file structure to the location where the desired upload file is stored. In
this example, the desired file is stored on the Desktop and titled
"Charge_Object_Assignment_Load.txt".
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Open
Fila Mame
Lok jr |E‘| My Documents Q| gzl EI,_’?I |
y Recent Do
Desktop

|

1,

Assignment_Load, bxt

My Documents

My Camputer

File name: |EIharge_Pbiect_Assignment_Load.txt ] | | Open |
y Metwork Pl

Files of type: | ¥ e} | Cancel |

4. Select Charge_Object_Assignment_Load.txt in the list box.

5. Click Open button.

i |
\i) Information: Ensure the desired file was selected by double checking the file path and file
name displayed in PC file (run online) field.
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Update 9015 records from file.

= E=] W
Program Edit Goto  Systern Help
& | DI e@ae BHE EDO0 BE @0
Update 9015 records from file.
File name with path
@ FC file {run online) C:hDocuments and Settingsikate. howman'iDesktop :il)
O Unix File {run backaround
b [E1D (1) 200 B[ betdantz (s [ | 7
6. Click Execute (F8) button.
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Update 9015 records from file.

E

& | ]

E@w

List Edit Goto System Help

dESE@ SHE Do EE @ m

Update 9015 records from file.

Transaction: ZPTAO3G
System CE1D 2oo Upload 9815 with charge objects
Crtd By  KBOWMAN

Count of records
Count of errors

I[«1[»]

WORTH CAROLINA OFFICE OF THE STATE CONTROLLER

3z
13

K1l

[l I L<l¥]
b [E1D (1) 200 B[ betdantz (s [ 17| 7

@ Record created

\ i )
\'\i') Information: The results screen displays the statistics of the upload. Scroll down on the
results screen to view additional information about any identified errors (as shown below).

In this example, 32 records loaded successfully and 13 records failed. The 13 records
failed due to the Org Unit and/or Positions not existing in the system.
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Update 9015 records from file.

= =i
List Edit Goto System Help
& | B dHCae BHE ahan BE @0
Update 9015 records from file.
Transaction: ZPTAODZO MWORTH CAROLIMA OFFICE OF THE STATE COWTROLLER =
System CE1D 2oo Upload 9815 with charge objects 7|
Crtd By © KEOWHAN
Transaction: ZPTAODZO MWORTH CAROLIMA OFFICE OF THE STATE COWTROLLER
System CE1D 2oo Upload 9815 with charge objects
Crtd By © KEOWHAN
Object Ohj ID Beg date End date Charge Ohj Botivity Element Sub Element Heszage
Unknown B
Unknown
Unknown
Unknown
Unknown
Unknown
Unknown
Unknown
Unknown
Unknown
Unknown
Unknown
Unknown
[l I L<l¥]
| b [E1D (1) 200 B[ betdantz (s [ ] 7

7. Click Back (F3) & button.

L1

\r’] Information: The following section details updating the Charge Object Assignment
template, steps to open text files and saving the file as a text file (.txt) for upload into
BEACON.

i |
\r’] Information: An Excel (.xIs) template is available on the BEACON help site that can be
used when creating the Charge Object Assignment load file. The .xls template must be in
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the proper format and then saved as a .txt for the upload in transaction ZPTAQ30 to be
successful.

8. Open the upload file in Excel.
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Microsoft Excel - Book1

Microsoft Excel - Book1

LB

@_] File | Edit Miew Insert Format  Tools Data  Window Help  ASAP Utiities  Adobe PDF Type aquestion for help = - @ X
Py mew. | (@ A - AL 2] AR o0 .@!

: a0 o g s o o o iE o4l

= Close

e

| zave Chrl+5

|| | seveds. F [ 6 [ H | [ J T vk T L T v [ N T o3
1] |4 Save as Web Page... ]
% Save Workspace. .,

I %1 File Search...

i Permission 3

6 |

7 Web Page Preview

% Page Setup...

E Print Area 3

V11| L& Prink Preview

% = Print... Chrl+P

14 Send To 3

15 ] Properties

16| |

17 Exit

18

19

ED

[21]

22

23]

[24]

25

%

Ed

[26] )
29

ED

| 31 L
4 4 » M]\Sheetl / Sheet? f Sheets / < | >
Ready MM

9. Click File >> Open...
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Open
Open @
Loak in: | (£ My Documents v | @ O | @ X i B Tods~
\—;5 Mame Size | Type Date Maodified
A 5 Cyberlink File Folder 10/19/2007 10:54 AM
B"Q’CE:;TE My Data File Folder 12/18/2007 1:58 PM
() My eBooks File Folder 10/19/2007 10:54 AM
?1"—' )My Pickures File Falder 12/18{2007 2:41 PM
=My shapes File Folder 10/19/2007 10:54 AM
Deskkop [y videos File Folder 10{19/2007 10:54 AM
) SyncToyData File Folder 10/19/2007 10:54 AM
() Updaters File Folder 10/19/2007 10:54 AM
..J 5 Charge_Phiect_assignment_Load, xls ZKE Microsoft Exc,..  12/18/2007 2:26 PM

Iy Netlwork
Flaces File: name: | A | [ Open ']

Files of type: |AII Microsoft Office Excel Files {*,x*; *.xls; * . xlk; *.htm; # v| Cancel

10. Select Charge_Pbject_Assignment_Load.xls in the list box.

11.  Click Open Gren 7 putton.
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Text Import Wizard - Step 1 of 3

Text Import Wizard - Step 1 of 3

The Text Wizard has determined that your data is Delimited.
If this is correct, choose Mext, or choose the data type that best describes yvour data,
Criginal data type

Choose the file bype that best describes your data:

- Characters such as commas or tabs separate each Field.
() Fixed width - Fields are aligned in calumns with spaces betwesn each field.

Start impork ak pow: 1

Preview of file C:\Documents and Settingsidwst, . \Charge_Pbject_aAssignment_Load.xls,

% | File arigin: 437 ¢ OEM Uinited States

PO0142006420010120070123193330C0ET10010che
PO0142006420010120070123193330C0ET10010che
PO0142006420010120070123193330C0ET10010che
PO0142006420010120070123193330C0ET10010che
PO0142006420010120070123193330C0ET10010che

obj 10010ACTZ0010act e’
obj 10010ACTZ0010act
obj 10010ACTZ0010act
obj 10010ACTZ0010act
obj 10010ACTZ00Z0act

A [ e 2T =

b3

12.  Click Next > button.
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Text Import Wizard - Step 2 of 3

Text Import Wizard - Step 2 of 3

Delimiters
Tab
|:| Space

Data preview

This screen lets you set the delimiters your data contains, You can see
how your text is affected in the preview below,

[ semicalon

[ cther: l:l

[] Treat consecutive delimiters as one

Text qualifier:

|:| Comma

L4z00842
L4z00842
L4z00842
L4z00842
L4z00842

[ e e

p101z007
p101z007
p101z007
p101z007

Lz312333
Lz312333
Lz312333
Lz312333

COBTLl00L
COBTLl00L
COBTLl00L
COBTLl00L

1001
1001
1001
1001

RCTZ001
RCTZ001
RCTZ001
RCTZ001

Icho obj
Icho obj
Icho obj
Icho obj

P1012007 2319993 COBTL001l phg obj 1001 RCTEOOZE

~

Caniel < Back Finish

13. Click Next > button.
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Text Import Wizard - Step 3 of 3

Text Import Wizard - Step 3 of 3

the Data Format,

Data preview

This screen lets you select each column and set

‘General converts numetric values to numbers, date
walues to dates, and all remaining values to text,

Columnn data format
(®) General

O Text
O Date:

MDY

v

() Do niot import column {skip)

sneral

Cenexral Cepergl

Coeperal

Ceneral

Ceneral

4200642

4200642
4200642
4200642
4200642

D1012007 2319333
D1012007 2319333
D1012007 2319333
D1012007 2319333

D1012007 2319333

COBTLl00L
COBTLl00L
COBTLl00L
COBTLl00L

COBTLl00L

Icho obj
Icho obj
Icho obj
Icho obj

Icho obj

1001
1001
1001
1001
1001

RCTZ001
RCTZ001
RCTZ001
RCTZ001

RCTZ00Z

14. Press right Arrow button to scroll to the last column.

Last changed on: 04/09/13 10:08 AM
File Name:
ZPTA030LoadChargeObjects.doc

Version:
Release:

Last changed by: cjstephenson

Master Document
Page: 16 of 23



Title:

Functional Area:
Sub Area:

ZPTAO030 - Load Charge Objects
Human Resources
Time Management

Text Import Wizard - Step 3 of 3

Text Import Wizard - Step 3 of 3

Data preview

This screen lets you select each column and set
the Data Format,

‘General converts numetric values to numbers, date
walues to dates, and all remaining values to text,

Columnn data format
(®) General

O Text

O Date:

MDY

v

() Do niot import column {skip)

Ceneral

Ceneral

Ceneral

Ceneral Copergl

Ceneral

Ceneral

bj 1001
bj 1001
bj 1001
bj 1001
bj 1001

RCTZ001
RCTZ001
RCTZ001
RCTZ001

RCTZ00Z

et 2001
et 2001
et 2001
et 2001

ot 2002

ELE3001 Elem
ELE3001 Elem
ELE3001 Elem
ELEZ00Z lem

ELE3001 Elem

3001
3001
3001
3002
3001

EUE4001
EUE400Z
EUE4003
EUE4001

EUE4001

Fubele
Fubele
Fubele
Fubele

Fubele

4001
4002
4003
4001
4001

15. Press and hold Shift and click the last column.
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Text Import Wizard - Step 3 of 3

Text Import Wizard - Step 3 of 3

This screen lets you select each column and set
the Data Format,

Data preview

‘General converts numetric values to numbers, date ®
values to dates, and all remaining values to kext,
! 9 ) Date:

Columnn data format

O General

MDY

v

21X

() Do niot import column {skip)

16. Click Text © I=¢t radio button.

17. Click Finish button.

L1
\r’] Information: Upon completion of changes the file needs to be saved as text.
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®
E‘_l]m Edit  Wiew Insert Format  Tools Data  Window  Help  ASAP Utlities  Adobe POF Type a question For help =/ @ X
;3] ) ew... | o @ g bl o - @

{ | Qe O g o 0 %) 2 - - A-p

T lose

s

| zave Chrl+5

| sevess. 'F T 6 T " T 1T [ 4+ [ x [ L [ ™ [ N [ 0 [«
|1 | i@y save as web Page... g obj 10IACT2001 |act 2001 |ELE3001 | elem 3001 SUB4001  subele 4001

2 g obj 10IACT2001 |act 2001 |ELE3001  elem 3001 SUB4002 | subels 4002

(3| S erkpace.. g obj 1IACTZ001 |act 2001 |ELE3001 elem 3001 SUB4003 |subele 4003

|4 | %1 File Search... g obj 10IACT2001 |act 2001 |ELE3002 | elem 3002 SUB4001  subele 4001

B — , o obj 10IACT2002 act 2002 |ELE3001 elem 3001 SUBA001  subele 4001

B | = g obj 10IACT2001 |act 2001 |ELE3001 | elem 3001 SUB4001  subele 4001

[ 7| | vebpage Preview g obj 10IACT2001 |act 2001 |ELE3002 | elem 3002 SUB4001  subele 4001

I g obj 10IACT2001 |act 2001 |ELE3001 | elem 3001 SUB4001  subele 4001

EX _ g obj 10IACT2002 |act 2002 |ELE3002 | elem 3002 SUB4001 subele 4001

[m| Rl * hy obj 1IACT2002 |act 2002 |ELE3003 | elem 3003 SUB4002 |subels 4002

V11| L& Prink Preview g obj 100ACT2001 |act 2001

[12] - oy cupp 19 0b] 10IACT2001 act 2001

13| g obj 10IACT2001 |act 2001

14| | sendTo » hg obj 101ACT2001 | act 2001

[15] ¥ Froperties g obj 10IACT2001 |act 2001 |ELE3001 | elem 3001

16 | : g obj 101ACT2002 act 2002 |ELE3001 |elern 3001

17 Bt g obj 101ACT2002 |act 2002 |ELE3002  elem 3002

180 14200642 01012007 [12319999 |COBJ1007 chy obj 101ACT2002 act 2002 | ELE3003 |elerm 3003

190 14200642 01012007 12319999 |COBJ1007 chy obj 101ACT2002 act 2002 | ELE3004 |elerm 3004

20

21 ]

22|

|23 ]

24|

25 |

26 |

E

28|

29|

30|

| 31 w
4 4 » M} Charge_Pbject_aAssignment_Load / < »
Ready MM
18. Click File >> Save As...
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Save As
Save As E]
Save in: |@ My Documents v| @~ | @ X i B~ Tooks-
3 IC5) Cyberlink
4 @My Data
My Recent @My eBooks
Docurnents @My Pickures
= EMY Shapes
@ @My Videos
Deskiop ) SyncToyData
5 Updaters
& @_]Charge_iject_Assignment_Load.xls

My Documents

=z
-
o T
g .\‘ 5%1
=)
ﬁi& c
[

Iy Metwork
Places

File narne: "Charge Phiject_Assignment Load,xls"

v =]
Save a5 LYPe! | Microsoft OFfice Excel Workbook (%, xls) v| Cancel

19. Click the Save as type: dropdown.
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Screen Title

Single File Web Page {*.mht; *.mhtml) ~

‘Web Page (*.htm; * html)

Unicode Text (*.bxt) o
Microsoft Excel 5.0/95 Workbook (*,xls) b

20. Select Text (Tab delimited) (*.txt) in the Save as type: list box.
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Save As
Save As E]
Save in: |@ My Documents v| “ ® ] | Q P ("] |:| ~ Tools -
L IC5) Cyberlink
\_"\5 @My Data
My Recent | |[C3)My eBooks
(DERTETES [C5) My Pickures
= EMY Shapes
|_ @My Wideos
Deskiop ) SyncToyData
5 Updaters
My Documents
[y .Computer
.\% File: name: |Charge_iject_Assignment_Load.txt w | [ Save ]
Iy Metwork =
Places Save as bype: |Text (Tab delimited) {*. k=) w | Cancel
21. Update the following required and optional fields:
Field Name Description R/O/C Values
File name: Enter a File name. R Enter value in File name:.

Example:

Charge_Pbject_Assign

ment Load.txt

22. Click Save button.
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Microsoft Excel

Microsoft Excel

Charge_Pbject_Assignment_Load.txt may contain features that are not compatible with Text {Tab delimited). Do
wou wank to keep the workbook in this format?

{:..

+ To keep this Format, which leaves out any incompatible features, click Yes.
+ To preserve the features, click Mo, Then save a copy in the latest Excel Format,
+ To see what might be lost, click Help,

[ es ] [ Mo ] [ Help ]
23.  Click Yes L—"*5__J putton.
24, The system task is complete.
Launch WEB HELP
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