ELECTRONIC TIME AND ATTENDANCE MANAGEMENT SYSTEM
(ETAMS)

COMPLETING THE ETAMS BASE SCHEDULE

Including the Labor Feature

—
Il ETAMS - Base Schedule
File Maintenance Reports Help

ﬂ ﬂ Last |BUD First ROSE Middle |R

I50/51/12[20(22[23|
R -

Status | Active >

Day Start  Stop Code Start Stop Code Start Stop Code Start Stop Block OO -
0150 [N ] 1 [ Area/Team [15 /01 v
02 MO |020H Sep Ind |Ho -
03TU [080H | | | FulkPt | Full Tims .
04 WE [080H AWS |No il
05TH |[080H | | | Meal Start 0000
06 FR [D20H | | | Meal Stop (0000
07 SA (3000 | | | Fed Payroll | ez -

08 SU (3000
19 Mo [030H — . B
e 1— — r—r— —r——r— ——r—r— Labor Emp | ves o
-— —— — —— — — — Craft Code

11 WE [080H o
e — —— — —— — — — Muttiplier |1.

RS S [ T S S S S S S — |
13 FR |080H BEEEDI
o I— — r rrrr e Ext Leave |No x

Restricted |ves hat

Last Signed by: Signer, Angela 1 (1/29/03 16:34)
Last Changed by: Clerk, 15 (1/25/03 16:15)

Publication Number: ETAMS-BSTM4G

FOR OFFICIAL USE ONLY

NOTICE: THIS MANUAL CONTAINS PROPRIETARY INFORMATION
This manual contains proprietary information for use by ETAMS
personnel ONLY or by persons authorized to perform
ETAMS tasks.

April 2004




Completing the ETAMS Base Schedule April 2004

Welcome to ETAMS! This booklet gives you instructions for completing ETAMS Base Schedules for all
employees whose Timecard you are now keeping. A Base Schedule is an employee’s work schedule for a two-
week Pay Period. Begin completing these tasks as soon as you receive these instructions.

Contact your Facility Coordinator immediately if you have questions.

Facility Coordinator / Backup Telephone E-Mail Address

LABOR: If your Facility has the Labor feature enabled, also read the Labor Notes in the text boxes
throughout this manual.

Perform these steps to complete ETAMS Base Schedules. Steps 2 and 3 may already be done. You must
successfully finish one step before you can move to the next step. For help, refer to this booklet, check out on-
line ‘Help’ in ETAMS, or view the available FEDdesk Lessons.

Step Instructions See FEDdesk Lessons
Available at

http://feddesk.gsa.gov/etams video.htm

1 Gather this information: Also Available
e  Your FEDdesk UserID & Password FEDdesk Lesson-FEDdesk Overview
e  Your completed ‘ETAMS Area/Team Organizational
Worksheet” with Area/Team numbers assigned. ETAMS Lesson-ETAMS Overview

o  Work schedules for all your employees.

2 Add a FEDdesk Bookmark:

e Go to: http://feddesk.gsa.gov

e Add a Bookmark for the ‘FEDdesk Home Page’

e Add a Bookmark for the ‘FEDdesk Training Videos’
http://feddesk.gsa.gov/etams_video.htm

3 Set up your Workstation to access ETAMS:

e Go to: http://feddesk.gsa.gov

e Click ‘Download and Figure Browser Plugin’ and
follow instructions for your browser.

e For immediate help — Contact your Local Help Desk

e For Problem Solving — Click ‘Need Assistance’ from the
FEDdesk Home Page and see ‘Contacting the FEDdesk
Help Desk’ at the bottom of the page




Completing the ETAMS Base Schedule April 2004
Step Instructions See FEDdesk Lessons
Available at
http://feddesk.gsa.gov/etams video.htm
4 Log on to FEDdesk and ETAMS FEDdesk Lesson - Logging On

UserID will be given to you (No dashes or spaces)
Password=Pass1word (lower case)

and Off FEDdesk

Also Available
FEDdesk Lesson — Changing Your
Password

5 Complete a Base Schedule for every employee. ETAMS Lesson - Setting Up the
o See ‘ETAMS Base Schedule Reminders’ in this booklet ETAMS Base Schedule
e Watch the Base Schedule Video and refer to sample

Base Schedules in this booklet. Also Available
e From ETAMS Main Menu, go to Base Schedules ETAMS Lesson-Using Summary Hour
e Enter Base Schedules Codes

6 LABOR: When appropriate, the Labor Feature is enabled Labor Lesson — Setting Up the Labor
for some employees or the entire Facility. Employee
o See ‘ETAMS Base Schedule Reminders’ in this booklet
e Watch the Labor Lessons listed to the right. Labor Lesson — The Restricted Labor
e Enter the required Labor information for the employee. Option

Some Labor data may be pre-filled. Verify each entry.

7 LABOR: If Labor data is to be entered for Contractors, Note: Contractor Labor records will be
complete a Base Schedule for each Contractor. The Fed collected and processed. Timecards are
Payroll field is set to ‘N’. Eenter a ‘Rate of Pay’ (if not collected or processed, but must
required) and complete Base Schedule and Labor data as remain with the Labor record.
instructed.

8 Contact the Certifier to have the Base Schedules signed. ETAMS Lesson - Review and

Certification of Timecards

NOTE: Employees entered into ETAMS are either Government Associates or Contract Associates. The GSA
Payroll Office must validate all Government Associates. After entering a new employee into the Base Schedule,
the next time you log on to ETAMS you may get a Warning screen listing the employees that are not validated.
Employee records that are not validated cannot be certified and therefore cannot be collected. SSN Validation
takes place every night.
ACTION: After entering the new employee record, if the SSN does not validate that night, contact the GSA
Payroll Office to resolve the problem.
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Base Schedule Reminders

Every employee must have a Base Schedule.

Verify the Name fields. If not correct, a personnel action is needed to make the change.
Status: Active

Block: Unless already pre-filled, leave this field blank.

Area / Team: See your worksheet. Must be 2 digit numbers. Area: / Team:
Separated Indicator (Sep Ind): No

Full/Part Time/Intermittent: Indicate whether Full or Part-Time or Intermittent employee.
AWS = N if 8 hour days and 80 hour tour (Regular schedule or Flex schedule).

AWS

S A A S

Y if more than or less than an 8 hour day (i.e. Compressed schedule, Part-Time or Maxi-flex
schedule).

9. Meal Start/Meal Stop: Leave Blank

Note: This field displays only when a Labor Facility has Contractors whose Labor data is to be entered into ETAMS.

10. Fed Payroll: Yes for All Federal employees paid through GSA Payroll.
No for all Contractors and any employee not paid through the GSA Payroll system.

Rate of Pay: Enter the appropriate rate for this Contractor. (See your Labor Administrator for correct
entries.)

11. Labor: Some Labor data may be pre-filled. Verify each entry.

e Labor Emp: Yes

Note: If Labor is turned on for the Facility, you get a reminder message to create a Labor Default for the employee.
Click ‘OK’. The Labor Default is completed at a later time.

The following fields contain optional or default Labor settings. Add or change this data as needed. See
your Labor Administrator for more information.

e Craft Code: o ExtLeave
e Multiplier: e Restricted:
e AddOn:

12. Enter a suitable generic work schedule for every employee. No employee schedule should be left blank.
13. Put an entry on all 14 days (either a 9000 or a Summary Hour Code).

14. All RDOs (Regular Days Off) or non-working days MUST have a 9000 code on each day (including
additional day(s) off for Compressed Schedules).

15. Enter the correct Summary Hour code(s) [in the format: hhtH] for each work-day of the Pay Period.
16. Reminder: This is not a Timecard. Do not put any leave or overtime codes here.

17. Night Shift Differential or Sunday Premium should be entered, if appropriate.

18. All Base Schedules must be completed no later than:

19. All Base Schedules must be signed no later than:
20. Your first ETAMS Timecards will be ready for modification on:
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LOGGING ON AND OFF FEDDESK/ETAMS

The FEDdesk Application is accessed via the Internet. Use this procedure for logging on and logging off.

To Logon to FEDdesk/ETAMS:

1.
2.

3.

4.
5.

6.

Double click on your browser icon (Explorer, Navigator, etc.) to access the Internet.

Position your cursor at the beginning of the Address field and enter the location of the FEDdesk Home page:
http://feddesk.gsa.gov/. Press the Enter key. Wait for connection.

From the FEDdesk home page, single click on the FEDdesk desktop image to start FEDdesk.

From the “Windows NT’ logon screen, enter your UserID (7-15 characters) and press the Tab key.

Enter your Password and press the Enter key or click ‘OK”.

Note: See Password criterion below.

Note: The ‘Domain’ field (6BC_FEDDESK) should not be changed.

After a valid Username and Password is entered, the FEDdesk splash screen displays.

Click on the Clock to go to the ETAMS Main Menu.

To Logoff ETAMS/FEDdesk:

1.

2.
3.

From any ETAMS screen, click the ‘X’ in the upper right hand corner to close the current screen. Repeat this
until the FEDdesk splash screen displays. Choosing the ‘File’ Menu and then ‘Exit’ does the same thing.
From the FEDdesk splash screen, click the EXIT sign over the door.

From the FEDdesk Home Page, select another location or exit the Internet and return to Windows.

CHANGING YOUR PASSWORD

Use this procedure to change your ETAMS Password.

From the FEDdesk splash screen:

1.
2.

Click ‘Doorknob’ to display the ‘Change Password’ screen.

Enter your New Password. The criterion for FEDdesk Passwords are:
e Must be at least 8 characters long

Must begin and end with an alpha character

Must have at least one numeric value

Must have either: A mixture of upper and lower case letters with at least one capital letter OR, one special
character

Must be changed every 90 days

Cannot be ‘reused’ within 4 changes

Cannot contain all or part of your name or your UserID

e C(Case sensitive: Passwords must be typed exactly as originally defined

Press the Tab key. Enter your new Password again and click OK. A confirmation message is returned when
the Password change has been successfully completed.

Note: After changing your Password wait 30 minutes for system updates to take effect before logging on again.

Note: 1If you forget your Password, contact your Facility Coordinator. The Facility Coordinator will set your

Password back to a default to allow entry into FEDdesk.
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SUMMARY HOUR CODE - CONVERSION TABLE

Summary hours are used to record the total amount of time an employee is engaged in a specific activity
during the workday. All Exception Codes entered on the Timecard must have a corresponding Summary
Hour Code. The Summary Hour Code (hhtH) is used to record hours and tenths of hours instead of hours
and minutes or actual time.

Use the chart below to record the correct Summary Hour Code. Minutes and the corresponding Tenths of
an Hour are listed. Minutes are rounded down to the nearest tenth.

Rules to remember when using Summary Hours:

Summary Hour codes are always 4 digits, using the format shown below.
Summary Hours show usage of work time or leave time.

Meal Time should never be entered in the Meal Start/Stop fields

No entry is made in the ‘Stop’ field. This field is always blank.

Summary Hour Code Format hhtH: hh = Number of Hours worked (01-24)
t = Tenths of Hours (See chart below)
H = Fixed code

MINUTES TENTHS OF AN HOUR
0 -5 0
6 -11 1
12 - 17 2
18 - 23 3
24 - 29 4
30 - 35 5
36 - 41 6
42 - 47 7
48 - 53 8
54 - 59 9
EXAMPLES: Summary Hour Code Actual Hours/Minutes
007H 42-47 MINUTES
020H 2 HRS
100H 10 HRS
055H 5 HRS AND 30-35 MIN
074H 7 HRS AND 24-29 MIN
092H 9 HRS AND 12-17 MIN
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EXCEPTION CODES

To display valid Exception Codes for the Base Schedule, place your mouse pointer in any ‘Code’ column
and click the right mouse button:

12 Sunday Premium

20 Second Shift Night Diff

22 EDP Act. Expose / OT 4%
23 EDP Act. Expose / OT 6%
24 EDP Act. Expose / OT 25%
25 EDP Act. Expose / OT 50%
30 Third Shift Night Diff

34 Furlough Regular

35 Furlough Lack of Funds

50 Sick Leave

51 Regular Military

52 Law Enforcement Military
55 Furlough (Over 30 Days)
56 Lack of Funds (Over 30 Days)

59 Suspension
60 LWOP
61 AWOL

62 Actual Exposure - 4%

63 Actual Exposure - 6%

64 Actual Exposure - 25%

65 Actual Exposure - 50%

66 Hours In Pay Status - 4%

67 Hours In Pay Status - 8%

68 Hours In Pay Status - 25%

87 LWOP Workman’ Comp Used
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ETAMS SCREENS

FEDdesk Splash Screen

=
T

[ ——
T

I-'I-:Diesgla

Unsigned Base Report
Each Base Schedule record that is not certified will display on this report until it is certified.
Warning! slulelelc]e]
The following employee Base Schedules in your Area(s) are not signed.
GSA ELECTRONIC TIME AND ATTENDANCE MANAGEMENT SYSTEM 4/15/2003
Version 4.2 Contains Privacy Data PL93-579 Privacy Act 10:08:58
GS/R6/FPM Unsigned Base Report Page 1 of 1

This report does not include Separated employees or Inactive
employees. Signatures on Separated and Inactive schedules are
automatically removed. These schedules do not need to be

certified.
Name Area Team
HOLLINS, KAY | 15 01
MYERS, PHIL S 15 02
BANNISTER, BOB 8 15 02
Pint ‘ e ‘

Employees Not Validated Report

These employee records do not exist in the GSA Payroll Office. Contact the GSA Payroll office
immediately. SSN Validation is run every night.

Contains Privacy Data PL93-579 Privacy Act - Employees Not Yalidated

Warning!
The following employee(s) do not exist in the Payroll System
GSA ELECTRONIC TIME AND ATTENDANCE MANAGEMENT SY STEM 122004
“Wersion 4.2 Contains Privacy Data PL93-579 Privacy Act 07:44:58
GE/RWLP Employees Not Validated Page 1 of2
FOR OFFICIAL USE OMLY
MName Area Team
Earenboim, Brittany o m
Carter, Joanne o om
Handel, George o1 m
Lopez, Juan o om
MITCHELL, MARGARET mom
MOBLEY, EILEEN C oo m
Shaharm, David o m o
FOR OFFICIAL USE OMLY =

Erint | Close
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ETAMS SCREENS
ETAMS Main Menu

Bl ETAMS - Agency GS - Region R6 - Facility PM - fediest

3 =0 Maintenance Reports  Help

Amendments
Archives

Base Schedules
Change Facility
Payroll Corrections

History
Timecards
Exit
% Timecards History
Amendments Reports
Payroll Comrections Base Schedules

Base Schedule — Base Schedule Select

April 2004

All employees in the Facility database will display here until they are claimed (i.e. assigned to an Area
and Team). After the employee Base Schedule is completed, only the Timekeeper(s) responsible for

the employee Timecard will be able to access the record.

Unclaimed (unassigned) Employee

=

Bl ETAMS - Base Schedule Select
File Reports Sign/Unsign Help

55N - - Display

Name | " Signed
" Unsigned
o« All
— Select Optional AreaTeam

[T Area Team Cancel

Name Labor Area Team Signed By

ANME, OAKLEY Yes <4+—
BUD, ROSE R Yes 15 iy

CAPOTE, ANTHONY U Yes 15 0z

CASTRO, RICKOLAM P Yes 17 01 Day, C. M.
HALL, ROBERT Yes 13 | Signer, Angela 1
JOYCE, JAMES U Yes 15 01 Signer, Angela 1
MITCHELL, MARGARET R Yes 15 |
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BASE SCHEDULE - REGULAR OR FLEX SCHEDULE

Bl ETAMS - Base Schedule
File Maintenance Reports Help

ﬂ ﬂ Last |BUD First [ROSE Middle |E

s0[51/12(20(22(23|
o -

Status | Active il

Day Start  Stop Code Stat  Stop Code Stat Stop  Code  Stat Stop Block -
015U [2000 [ [ [ Area/Team [12 /01 v
02 M0 [0E0H [ [ [ Sephnd [le =
037U [oaoH [ | [ FullPt [Ful Time =
04 WE [080H [ | | aws o =
05TH [020H Toon
SO LABOR: Examples shown here do not — teal Start ,&

Meal Stop 0000
075A 00D have Labor enabled for the employee.
085U [3000 B
08 MO [DEDH B (
107U eoR F F — Labor Emp |Ho x
11 WE [080H [ [ Craft Code
T.ahor fields L i
12TH [020H I_ ’— Multiplier |.
|- T
13FR [080H [ | Add On |
14 SA [3000 |_ l_ — Ext Leave |No -

\_ Restricted |Me b

Last Signed by: Signer, Angela 1 (1/2%/03 13:18)
Last Changed by: Clerk, 15 (1/28/03 12:55)

BASE SCHEDULE - MAXI-FLEX SCHEDULE

Il ETAMS - Base Schedule

File Maintenance Reports Help
ﬂ ﬂ Last [BUD First [ROSE Widdle [E
s0[51[12[20(22/23|
h! LA | Status | Active b
Day Start  Stop Code Start Stop Code Start Stop Code Start  Stop Block -
015U [6000 _ N [ Area/Team [15 / 01 -
02 MO [080H B | B Sepind [Yes ]
03TU |eoH | - | FultPt [Ful Time -
04 WE [020H aws e =]
05TH [020H | - | Meal Start [0000
OGER|eH | - | Meal Stop [0000
07 SA [3000
08 sU [sooo I I I
0g Mo [oaoH [ T [
107U lo2oH — — — Labor Emp | Mo hat
— — — Craft Code
11 WE [080H -
12 TH |IJBDH — — — Muttiplier |.
S I S ,7
13FR [180H Qodionl
14 SA |9EIUIJ — — — Ext Leave |[MNo hd
Restricted [No  _«]
Last Signed by: Signer, Angela 1 (1/2%/03 13:18)
Last Changed by: Clerk, 15 (1/29/03 12:55)
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BASE SCHEDULE - COMPRESSED SCHEDULE (5/4/9)

3

Il ETAMS - Base Schedule
File Maintenance Reports Help

ﬂ ﬂ Last |DVERLAND First [D&WID Middle |5

50/51/12/20(22 23]
RAN 2 Status [Inactive x|

Day Start  Stop Code Stat Stop Code Stat  Stop  Code  Stat  Stop Block [EE01E -
015U [z000 _ [ [ AreaiTeam [15 /01 -
02 MO |0%0H Sepind [Yes bt
03 TU |0%0H - . | FullPt |Full Time >
04 WE |0%0H AWS |ves hd
05TH |0%0H - . | Weal Start 0000
0§ FR. |0%0H - . | Meal Stop 0000
07 SA& |S000
DssU [sooo _ _ [

08 MO [088H _ _ B
107y [e0m — — — Labor Emp |Me x
— — — Craft Code
11 WE |0%0H
:I:: 1214 [Eon — — — Multiplier |.
- - - —
13FR [s000 Add On |
145A [Booo — — — Ext Leave |Ho x
: Restricted [Mo -

Last Signed by: Signer, Bob 1 (1/25/03 13:25)
Last Changed by: Clerk, 15 (1/29/03 13:00)

BASE SCHEDULE - COMPRESSED SCHEDULE (5/4/9)

3

Il ETAMS - Base Schedule
File Maintenance Reports Help

ﬂ ﬂ Last |Sr.1ITH First [KAREN Middle [E

l50/51[12/20/22|23|
RN i Status [Active |

J Day Start  Stop Code Stat Stop Code Stat Stop Code Start  Stop Block [EE0ZO -
01SU [3000 [ [ [ AreaTeam [15 /02 -
__>EI2 MO (5000 Sep Ind |He hd
03TU (0SOH | | | FullPt |Full Time >
04 WE [0S0H AWS [Yes hal
05TH |[0S0H | | | Meal Start (0000
-] _>EI'B FR |020H | | | Meal Stop 0000
07 SA (2000
085U [s000 — [ N
09 MO [030H [ [ [
107U [oean — — — Labor Emp |Me -
— — — Craft Code
11 WE [0S0H o
12 [oean — — — WMultiplier |.
- - -
13FR 020H Add0n
145A [Booo — — — g Ext Leave |Mo l
: Restricted |He -
Signed By: Signer, Angela 1 Last Signed by: Signer, Angela 1 (1/29/03 13:23)

Last Changed by: Clerk, 15 (1/29/03 13:01)

10
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BASE SCHEDULE - COMPRESSED SCHEDULE (4-10 HR DAYS)
| m e, che - [B[x]

ﬂ ﬂ Last |STEL'JART First [MARTHA Middle |E
[5051/12/20/22/23]
I - Status [Active  _*
d Day Start  Stop Code Stat Siop Code Stat Siop Code Start Stop Block [EE01T -
015U [o000 _ [ [ ArealTeam [12 /01 -
02 MO |100H Sepind Mo >
03TU |100H - ] | Full'Pt | Full Time .
04 WE [100H AWS |Yes =
05TH |100H | | | Meal Start (0000
06 FR (3000 - | | Meal Stop (0000
07 SA |3000
08SU [B000 ] ] B
08 MO [T02H _ T |
S e — — — %— Labor Emp |Ne -
— — — Craft Code
11 WE [100H o
P v — — = Muttiplier |.
= - —
13FR (9000 s
1454 000 — — — Ext Leave |No X
Restricted [No -
Signed By: Signer, Angela 1 Last Signed by: Signer, Angela 1 (1/29/03 13:18)
Last Changed by: Clerk, 15 (4/16/03 14:34)

BASE SCHEDULE - PART-TIME EMPLOYEE

r

Il ETAMS - Base Schedule
File Maintenance Reports Help

ﬂ ﬂ Last I’;'JAEIE First [DARLEME Widdle |E

50[51(12(20(22|23|
ERE | Status [Active ¥

Day Start  Stop Code Stat Stop Code Stat Stop  Code Start  Stop Block |EE0MS -
015U [so00 ] [ [ AreaiTeam [15 /02 -
02 MO |020H Sep Ind [No had
03TU |%000 | | | FullPt | Part Time x
04 WE |020H AWS ez bt
05TH |2000 | | | Meal Start 0000
06 FR |020H L | | Meal Stop (0000
07 SA 3000
085U (3000 ] T [

08 MO [020H [ T [

o | — — — Labkor Emp | Mo -
— — — Craft Code

11 WE |020H

oarill5000 — — — Multiplier |.
| - - -

13FR [020A .

o0, | — — — Ext Leave |No -

Restricted |MNo -

La=t Signed by: Signer, Bob 1 (1/28/03 13:24)
Lazt Changed by: Clerk, 15 (1/23/03 13:01)

11
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BASE SCHEDULE - INTERMITTENT EMPLOYEE

I

Il ETAMS - Base Schedule

Il ETAMS - Base Schedule

File Maintenance Reports Help
ﬂ ﬂ Last |HALL First |ROBERT Middle |E
50(51/12/20(22[23]
REEN s Status | Active hd
J Day Start  Stop Code Stat Stop Code Start Stop  Code Stat Stop Block [EE012 -
015U (s000 Area/Team |15/ 01 ha
02 MO 5000 Sep Ind [Ne -
037U |s000 | | | FullPt | Intermittent st
04 WE [8000 aws Ve =
05TH (9000 L L L Meal Start [2000
06FR [9000 L L L Meal Stop D000
07 SA (2000
08su fsooo [ — " [ |
oMo [sooo | — 0 [ [ [ [
ot B T —r—r— ——rr —r—r— Labor Emp |Ho hd
mwelpoos [ [ [ [ [ [ [ [ | [ Craﬁc_’"‘_je
2 Booo —r—r— ——rr —r—r— Multiplier |.
I [ I A S S S S S — —
13FR [5000 ool
1454 [snoo — [ — - — Ext Leave |Mo al
Restricted |Mo -
Signed By: Signer, Angela 1 Last Signed by: Signer, Angela 1 (12803 13:17)
Last Changed by: Clerk, 15 (1/23/03 12:55)

Flle Maintenance Reports Help
ﬂ ﬂ Last [J0VCE First [JAMES Widdie [E
5051(1220(22 23|
RN L | Status | Active hd
J Day Start  Stop Code Start Stop Code Stat  Stop  Code Stat Stop Block [EE01Z -
015U [so0n Area/Team |25/ (1 -
02 MO [D280H Sep Ind Mo -
AL IO I R R e I I I A B FulltPt [Full Time -
04 WE |020H Aws e -
05TH [080H . . | Meal Start [0000
06 FR |0B0H . . | Meal Stop [0000
07 SA [s000
o8su oo [ [ [ [ [ [ [ [ [ [
oamo pon [ [ [ [ [ [ [ | [ [
wTu hem T —rrr Y Labor Emp |No -
_—r— 0 — —— — — — Craft Code
11 WE [080H -
12TH W —— — — — HLIHID"BI’.
13FR [080H Add On
14 SA W — T - | Ext Leave m
Restricted |Mo -
Signed By: Day, C. M. Last Signed by: Day, C. M. (/2303 17.00)
Last Changed by: Clerk, 15 (1/28/03 16:58)

12

April 2004
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Il ETAMS - Base Schedule

File Maintenance Reports

4]
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LABOR FACILITY — Government Associate

Help

Last [C4POTE First [NTHONY Middle [U

ls0/51/12/20(22
o

Start
Bong
ngoH-
ngoH
08aH-
ngoH-
naoH-
Bong
Bong
08aH-
ngoH-
naoH-
ngoH-

020H
Sooo0

Day
015U
02 MO
03TU
04 WE
05TH
06 FR
07 SA
08 su
09 MO
10TU
11 WE
12TH
13FR
14 54

Stop

23]
L4 Status m
Block [OMD1E
ArealTeam m
Sepind [No ¥
Fullet [Full Tme =]
aws [No ]
Meal Start [o000
Meal Stop W
Fed Payroll [ves |

Code

Stat Stop Code Stat Stop  Code Stat Stop

-

Labor fi

Labkor Emp m
Craft Code |
Muttiplier [1.
addon [
Ext Leave m
Restricted [No =]

elds

Last Signed by: Signer, Bob 1 (1/29/03 16:36)
Last Changed by: Clerk, 15 (1/28/03 16:15)

-
Bl ETAMS - Base Schedule

LABOR FACILITY — Contract Associate

File Maintenance Reports Help
ﬂ ﬂ La=t |CASTRD Firzst [RICKOLAMN Widdle [P
5051|12/20(22(23|
1 e Status | Active bt
J Day Start  Stop Code Start Stop Code Start Siop Code Stat  Stop Block [OMD17 -
015U [s000 _ B [ ArealTeam [17/ 01 -
02 MO [020H Sep Ind [Mo -
037U |oa0H - - | FulbPt [Full Time hd
04 WE [080H aws e =l
05TH |o80H - - | Meal Start [0800
06 FR |020H - - | Meal Stop [0000
07 A [2000 B | | Fed Payroll [Ho =]
08 SU 3000 . . | Rate of Pay [002
05 MO [020H
10TU 020k — — — Labor Emp |es -
1 we 020k — — Labor fields < Craft Code
12TH [oeoh — — Muttiplier |1.
- - - —
13FR [D20H Add On |
1424 [Bonn — — — Ext Leave |Ho hd
\ Resfricted [vez2 -
Signed By: Day, C. M. Last Signed by: Day, C. M. (/2503 14:38)
Last Changed by: Clerk, 17 (1/28/03 14:14)

13
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Labor Default Schedule

When the Labor feature is turned on for the Facility, a Labor Default Schedule needs to be set up for each
employee whose work projects are to be reported. After the ETAMS Base Schedule is set up, a Labor Default
Schedule should then be created. The Labor Default schedule is an accounting of the employee’s work
assignments and the percentage of time spent on each assignment. Just like the Base Schedule is a default record

of work hours, the Labor Default is the default record for reporting types of work performed during the Pay
Period.

After an employee’s Labor Default is defined, the Labor Default information is then used each Pay Period to create the
employee's Labor Summary record. The Labor Summary record is then modified as needed for the Pay Period.

Perform the following steps to setup an employee’s Labor Default:
1. First, complete the employees Base Schedule and Close the record.
2. From the ETAMS Main Menu, go back into Base Schedules and bring up the employee’s record.
3. From the Menu bar, select Maintenance, Default.

File | Maintenance, Reports Sign/Unsign  Help

ERELE ﬂ ﬂ Last [Snickers

First [Carcline

The Labor Default Screen displays.

* Combains Privacy Daka PLO3-579 Privacy Act - ETAMS Laboe - Delfault

' ‘Favorite’ lists may or may not display on the left side of the
tmgirves [ ot Cods [T
R AN s T B — screen and across the top of the screen. To set up or change
—ll._l 0 . . . .
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4. Click in the Project and Task column in the middle of screen. A drop-down list displays all Facility
codes. Scroll down the list and highlight the correct Project/Task for the employee. One or many
Projects/Tasks can be defined for each employee.

M E3

Work Pct - Enter the percentage of Base time for the Pay
Period that is to be allocated to this Labor Code.

Note: If you enter the Work Percentage, then the # of Hours
[next field] is calculated for you OR vice-versa, if you enter
the Hours, then the Work Percentage is calculated for you.

P p— Hours - Enter the number of regular hours to be allocated to
| CE=n) CEn e this Labor Code.

OT — Check this box if all Overtime hours are to be allocated to this Labor Code.
If Overtime Hours is not applicable for this Labor Code, leave the OT box blank.

Note: When complete, each Labor Default should display (at the bottom-right of the screen) the following
information:

Total (Work Percent and Hours)

Base Hours = (the total number of Hours shown)

Remaining Hours = 0
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Completing the ETAMS Base Schedule April 2004

Here is the completed Labor Default Schedule.

Project
Project Task Work Pct Hours OT Status
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It is suggested that Labor allocation be at least 10% for any Labor Code entered.

5. After visually verifying that all entered data is correct, click on the Close button, and Save this Labor
Default as entered.

You have now set up the employee’s Labor Default which will be automatically copied to the Summary and/or
Labor Detail Screen each Pay Period. After the initial setup, the Labor Default can be changed at anytime from
either Base Schedules or from Timecards. As with any Base Schedule changes, Labor Default changes need to
be made prior to Pay Period Initialization.
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Completing the ETAMS Base Schedule April 2004

Changing a Labor Default Schedule

Perform the following steps to make changes to an existing Labor Default Schedule: Changes will be effective
for the next Pay Period that is to be initialized and not the current Pay Period.

A Labor Default Schedule can be changed either from Base Schedules or from Timecards. From either option,
bring up the employee’s record.

1. From Base Schedules, bring up the employee’s record.
Or
From Timecards, bring up the employee’s Labor Summary.

2. Click on the Maintenance menu, and then select Default. The Labor Default Screen displays.
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3. Place the hand pointer next to the appropriate line within the middle "Summary" section of the screen.
If you are deleting an existing Summary line, with the line selected, simply press the Delete button at
the bottom of the screen to remove the entry.

If you are adding a new entry, press the Add button to have the hand pointer jump to a new blank line -
perform the next step.
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6. Click in the Project and Task column in the middle of screen. A drop-down list displays all Facility
codes. Scroll down the list and highlight the correct Project/Task for the employee. One or many
Projects/Tasks can be defined for each employee.

4. Complete the remaining entry fields:

Work Pct - Enter the percentage of Base time that is to be allocated to this employee's Labor
Code entry.

Note: If you enter the Work Percentage, then the # of Hours[next field] is calculated for you
OR vice-versa, if you enter the Hours, then the Work Percentage is calculated for you.

Hours - Enter the number of Base hours that is to be allocated to this employee's Labor Code.

OT — Labor Codes can have Overtime Hours applied to them.
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Completing the ETAMS Base Schedule April 2004

If Overtime Hours is not applicable for this Labor Code, leave the OT box blank.
(OR)

If the entry is to have Overtime Hours applied (which will be at the same percentage as defined
for Base), click within the OT box to insert a checkmark.

Note: When complete, each Labor Default should display (at the bottom-right of the screen) the following
information:

Base Hours = (the total number of Hours shown)
Remaining Hours = 0
Total Percent = 100%

It is suggested that Labor allocation be at least 10% for any entry.

5. After visually verifying that all entered data is correct, click on the Close button, and Save this Labor
Default as entered.
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Completing the ETAMS Base Schedule April 2004

Creating a Favorites List

Each labor employee typically spends his/her workweek on one or several Projects. Hours, or a percentage of
the workweek, are then logged to each Project worked. Your agency may have hundreds of Project codes, but
one employee may allocate all of his/her time to only 1 or 2 Project codes. This is what a Favorite list is for. A
Favorite list is a short pick list of codes used by an employee to complete his work report for the Pay Period.
The Labor screens display two Favorite windows and the window names may be different for your agency.
One or both Favorite lists may be available for employees in your agency. Set-up of the Favorite List is the
same no matter what kind of list it is. Setting up the Favorite List is optional, but this short list is handy when
completing a work report for the Pay Period.

To Create a Favorites List

1. From Base Schedules, bring up the employee’s record.
Or

From Timecards, bring up the employee’s Labor Summary.

2. Click on the Maintenance menu, and then select Default. The Labor Default Screen displays.

File | Maintenance. Reports SignfUnsign Help

Default ﬂ ﬂ Last [Snickers

First [Caroline

Note: A Favorite List can be created or modified from any Labor screen that displays the Favorite List
window. In this example, the Labor Summary screen is used.

3. Place your mouse pointer inside the Favorite window (white window on the left or across the top of the
screen, and click the right mouse button. The Favorite window displays.

il

Craft Code

Favorite Projects: &l Projects
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Close

Initially, the Favorite list window for each employee starts out with All codes that are defined for Facility
use shown on the right side of the screen. Each Favorite list on the left, is then customized for the
employee and can be modified at any time.

4. Move the mouse down the right side of the window. Pointing to the name of a code opens a pop-up
window with the name of the associated code. Find and highlight the code to add to the Favorite List.

5. Click the left mouse button and drag the code in the right column to the code in the left column. Release

the mouse button. Continue dragging codes from the right to the Favorite column on the left side of the
window until the Favorite List is complete.
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1 ETAMS Labor - Favorite Projects !-
SLBT Owerhead

Favorite Projects All Projects
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Note: To delete a Favorite code on the left side of the window, just drag the code back over to the right side of the
table.

6. Click the Close button to close the Favorite window. Your choices now display in the Favorite window of
whatever Labor screen you are on.

If a second Favorite List is used for another set of work reporting codes, use this same procedure to create
another Favorite List.
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