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Example – Class Coverage Form  
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Timekeeper – Entering class coverage into SAP for teachers 

1. Access CAT2 in SAP 

 

 

 

 

 

 

2. Select the appropriate teacher on the manpower   
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3. click the pencil           or F5 on the keyboard  

 

4. Once in Data Entry View enter A/A Type (list of class coverage related A/A types are at the end of this document 

please select the one that applies to the duration of the class and/or type coverage) 

5. Enter the number from the SAP Val. Basis column from the Class Coverage form in column Val. basis (to 

determine/review the valuation basis please review the end of this document). 

6. Enter the last 2 numbers of the A/A type in the evaluation code (example: 0094 is the A/A type and 94 is the 

evaluation code).  

7. In the date that the coverage occurred please list the duration of the class coverage in military time (if the 

teacher covered the class for 5 hours or more 1.00 would go in the date column) 

 

*Note: In the above example Val. Basis column is 9.00 and the 2.00 is inputted on the 08/01/2017 date column. This is 
determined by the following Ms. Thompson has covered a class that had 15 students for a full 2 hours. 

(example: 15x$0.60 = 9.00) which is located on the form. 
 
You will complete these same steps for each day listed on the form.  

 
8. Press ‘Save’ or press ‘Ctrl+S’ to complete time entry. 
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New attendance and evaluation codes: 

Class Coverage: 

New A/A 

Type * 
Description 

Val. Basis 

(verified by 

Timekeeper) 

Dates Column 

Evaluation 

Type for 

atts/abs 

Schools 

0094 Class coverage less 

than 5 hours 

Enter # Students 

* $0.60 

Enter # hours 

(cannot be more 

than 4.99 hours in 

military time) 

94  

0095 Class coverage 5 

hours OR more  

Enter # Students 

* $3.00 

Enter 1 to 

represent a whole 

day 

95  

0096 Class coverage – 

Block Schedule 

Enter # Students 

* $1.00 

Enter # of periods  96 Only used by Belle Isle, 

Northeast, and Classen 

SAS. 

Loss of Plan: 

New A/A 

Type * 
Description 

Val. Basis 

(verified by 

Timekeeper) 

Date Column 

Evaluation 

Type for 

atts/abs 

Schools 

0097 Loss of Plan Period – 

Elementary 

$10.25 Enter # of lost 

plan periods 

97  

0098 Loss of Plan Period – 

Secondary 

$17.50 Enter # of lost 

plan periods 

98  

0099 Loss of Plan Period – 

Block 

$26.25 Enter # of lost 

plan periods 

99 Only used by Belle Isle, 

Northeast, and Classen 

SAS. 

 

For questions regarding class coverage, please email Compensation@okcps.org or call Human Resources 

Compensation Department at 587-0832. 
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