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ETAMS CERTIFIER SCHEDULE June 2006
WEEK 1 EFT PAYDAY
SUNDAY MONDAY TUESDAY || WEDNESDAY THURSDAY FRIDAY SATURDAY
ETAMS Lockout ETAMS Lockout 12:30AM — 3:00AM CST
3:30AM - 5:30AM CST 1:30PM — 4:00PM CST P ITi d d
Timecards & Labor Timecards & Labor Records Are Aroc 4 imecar s:dn
Records Are Created Today Collected Today for Last Pay mendments are moved to
for the New Pay Period Period History
(See Note 9) (See Note 9) ETAMS L ockout
3:30AM —5:30AM CST
B ) Payroll Corrections & Leave
Hawaii Exception BEFORE 1:00PM CST Balance Data are Returned
(See Note 2b) . Today (See Note 9)
Timecards
(SeeNotes 1, 23, 3,4,5,6 & 11) ANYTIME
Review Labor recor . .
eview L abor records Review & Certify
Review & Sign Timecards Supervisor T& A
Certification Report
(See Note 12)
Base Schedules
(See Note 3)
: Payrall Corrections
Sign Base Schedules (See Note 8)
Review Payroll Corrections
Amendments are collected daily Review & Sian Amend(nents (See Notes3,4,5& 7) >
WEEK 2 OFFICIAL
SUNDAY MONDAY TUESDAY PAYDAY THURSDAY FRIDAY SATURDAY
WEDNESDAY

Amendments are collecte

i daily Review & Sian Amendw'nents (See Noviss, 4,5&7)

Sign Base Schedules
(See Note 10)

v




10.
11.
12.

NOTES FOR THE ETAMS CERTIFIER SCHEDULE
June 2006

e All Timesshown hereare Central Standard Time (CST).
e For detailed instructions on any of these procedures, refer tothe ‘How to’ section in on-line Help.
e Some Facilities do not have the Labor feature enabled and therefore do not have Labor records.
The deadline for signing Timecardsis 1:00PM CST on Monday (Week 1). For exceptions, see Note 2.
Exceptions to completion and collection of Timecards and Labor records:

a) Holiday - When thereisaHoliday on Monday (Week 1), the deadline for completion of Timecardsis 1:00PM CST on Tuesday. The rest
of this scheduleis the same.

b) Hawaii - Hawaii Facilities must have Timecards and Labor records ready for collection by COB on Sunday, Week 1.

Only signed records are collected. If aTimecard is not signed before the ETAMS lockout, the signed Base Schedule and Labor Default is
collected in lieu of the Timecard. The unsigned Timecard and Labor record then become an Amendment. If neither the Base Schedule nor
Timecard is signed, the person has no Timecard or Labor record picked up for the Pay Period. When an Amendment is not Signed at
collection, it staysin the Amendment file and is not collected until it is signed.

Labor records are not signed, but they are linked to the Timecard for the same Pay Period and cannot be picked-up without a signed
Timecard/Amendment.

Signed Timecards and Amendments that are modified, become unsigned. These records must then be re-certified.

Timecards can be Reviewed and Signed anytime BEFORE the deadline.

Amendments can be entered daily and arecollected daily after normal business hours. Amendments for last Pay Period, however, cannot be
entered until Thursday after the Timecard has been collected. Amendments for last Pay Period will_not be collected until the first Friday of
the new Pay Period. This means that an Amendment adjustment for last Pay Period will not show up on the upcoming Pay and Leave
Statement.

Payroll Corrections are changes made by the Payroll Office to Timecards or Amendments that are rejected during processing. The
Timekeeper and the Certifier should review the changes. If any Payroll Correction isin error, an Amendment should be submitted.

During this process, accessto ETAMS is blocked. Lockout times are approximate.
Base Schedules should be signed at all times because they act as default Timecards. Schedules become unsigned when updated by PAR.

When an employee name appears on the ‘ Employees Not Validated” Report, their records cannot be signed and therefore cannot be collected.

Supervisor T& A Certification Report: All records from the previous Pay Period must be Certified before a more current Pay Period record can be
certified. Select ‘Reports from Main Menu. After Review, click the ‘ Certify’ button to ‘ Certify All’, or check or uncheck each appropriate record. After
your selection is made click the ‘* Certify’ button.



IMPORTANT REMINDERS

1. To access FEDdesk, aways start from the FEDdesk System home page
(http://feddesk.gsa.gov). This page aerts you to problemsthat arise, new program
enhancements, and necessary changes that have been made.

2. New Base Schedules and Labor records and changes to Base Schedules and Labor records must
be made NO LATER THAN COB on the 2 Friday of the Pay Period in order to have the
changesin effect for next Pay Period.

3. SSNsthat are not validated cannot be certified and therefore cannot be collected.
4. Base Schedules should be signed at all times.

5. Thereare 4 reasons why a Base Schedule signature is automatically removed:

a. Pay Statuschange

b. Tour of Duty change (Full-Time to Part-Time & visa versa)

c. Name Change by a Personnel action

d. Name Discrepancy: When the employe€ sfirst or last name in ETAMS does not match
exactly thefirst or last name in the Payroll System, the ETAMS Base Schedule is
automatically unsigned.

Unsigned Base Schedules should be reviewed by the Timekeeper and then re-certified.

6. Timecards should be signed no later than 1:00 PM (CST), the first Monday after the end of the
Pay Period.

7. Unsigned Timecards (that have a signed Base Schedule) are sent to the Amendment option at
pick-up time and replaced with the signed Base Schedule.

8. If both the Timecard and Base Schedul e are unsigned, no record for the person is picked-up for
the Pay Period and the unsigned Timecard is NOT moved to Amendments.

9. Amendments can be entered daily and are collected daily after normal business hoursif they are
signed. Amendments for last Pay Period, however, cannot be entered until Thursday after the
Timecard has been collected. Amendments for last Pay Period will not be collected until the
first Friday of the new Pay Period. This meansthat an Amendment adjustment for last Pay
Period will not show up on the upcoming Pay and L eave Statement.

10. Payroll Corrections should be reviewed by both the Timekeeper and the Certifier.

11. Passwords must be changed every 90 days. You are notified at log on when thisis needed.
Check the onHine help for * Changing Y our Password'.

12. Supervisor T& A Certification Report: All records from the previous Pay Period must be
Certified before amore current Pay Period record can be certified. The Certifier of the Base
Schedule or Timecard (if different) can certify the T& A Report.

March 2009 ETAMSElectronic Signature Training



ETAMSElectronic Signature Training March 2009



LOGGING ON AND OFF FEDDESK/ETAMS
The FEDdesk Application is accessed viathe Internet. Use this procedure for logging on and logging off.

ToLogon to FEDdesk/ETAMS:

The FEDdesk Application is accessed viathe Internet. Use this procedure to log on.
1 Double click on your browser icon (Explorer, Navigator, etc.) to access the Internet.

2. Place your cursor at the beginning of the address field and enter the location of the FEDdesk System
Home page: http://feddesk.gsa.gov/. Pressthe Enter key. Wait for connection.

3. From the FEDdesk System home page, single click the System L ogon tab. (If you are afirst-time user,
abrowser plugin will automatically download.

4, From the OCFO Web Applications ‘ Log in” window, enter your User name /UserID and press the Tab
key.
5. Enter your Password and press the Enter key or click ‘Login’.

6. From the Applications window, click on the FEDdesk icon to open the application. A warning
message alerts you about connecting to a government computer. Read and accept the warning by
clicking OK.
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FEDDESK MENU
Time and Attendance (ETAMS) Change Password
Travel Reimbursement (TMR) System Help
Miscellaneous Reimbursement (TMR) System Administration
Manual Vouchers Time and Attendance Archives
Payroll Accounting Codes WEBPACC Exit FEDdesk

7. From the FEDdesk Menu, single click on Time and Attendance (ETAMYS).
Items that are not available to the User are grayed out.

Note: If the FEDdesk application has been inactive for 15 minutes, you will automatically be disconnected.

To Logoff ETAM S/IFEDdesk:

To log off the FEDdesk system, perform the following steps:

1 From any ETAMS screen, select the File Menu and then Exit. Repeat this until the FEDdesk Menu
displays.
2. From the FEDdesk M enu, click the Exit FEDdesk.

3. From the OCFO Web Applications window select another application or click Log Off and return to
Windows.

Note: The recommended ‘exit’ procedure is not to use the ‘X’ in right corner of the screen, especially from
the FEDdesk Menu.

Note: If the FEDdesk application has been inactive for 15 minutes, you will automatically be disconnected.
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CHANGING YOUR PASSWORD

Use one of these two procedures to change your FEDdesk Password.

Change Password from the GSA OCFO Applications Gateway
Use this procedure to change your Password from the GSA Applications Gateway.

1 After log on to the GSA Applications Gateway, click on the key icon to display the ‘ Change
Password’ screen.

2. Enter your Old Password. Pressthe Tab key.

3. Enter your new Password and then enter the new Password again for confirmation and click OK. A
confirmation message is returned when the Password change has been successfully completed.

Note: Password Criteriais found on the FEDdesk System web site (http://feddesk.gsa.gov). Click on the
Help tab and then go to Password Criteria.

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

Note: If you forget your Password, contact your Facility Coordinator. The Facility Coordinator will set your
Password back to a default to allow entry into FEDdesk.

Note: You can also change your Password from the FEDdesk M enu by clicking on Change Passwor d.

Change Password from FEDdesk

Use this procedure to change your FEDdesk Password from the FEDdesk Menu:
1 Click Change Passwor d to display the ‘ Change Password’ screen.
2. Enter your New Password.

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

Note: Password Criteriais found on the FEDdesk System web site (http://feddesk.gsa.gov). Click on the
Help tab and then go to Password Criteria.

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

Note: If you forget your Password, contact your Facility Coordinator. The Facility Coordinator will set your
Password back to a default to allow entry into FEDdesk.

Note: You can also change your Password from the OCFO Applications Gateway by clicking on the key icon.
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FEDDESK / ETAMS SCREENS

FEDdesk Menu
FEDDESK MENU
Time and Attendance (ETAMS) Change Password
Travel Reimbursement (TMR) System Help
Miscellaneous Reimbursement (TMR) System Administration
Manual Vouchers Time and Attendance Archives
Payroll Accounting Codes WEBPACC Exit FEDdesk
ETAMS Main Menu

I Contains Privacy Data PL93-579 Privacy Act - ETAMS - Agency L

File Maintenance Reports  Help

Timecards History Archives
Amendments Reports
Payroll Comrections Basze Schedules
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LOGON SYSTEM MESSAGES

Unsigned Base Report

Thisreport displays at logon if there are
unsigned Base Schedulesin any Area/Teams to
which you have access.

Action to betaken: Click on the Base
Schedul e option and sign any unsigned Base
Schedule records. The signed Base Schedule
isthe replacement timecard if the timecard is
not signed at collection.

Payroll Correctionsto Review Report

Thisreport displays at logon if there are
timecards or amendments that were corrected
by Payroll after collection.

Action to betaken: Review all Payrall
Corrections for which you are responsible. |If
OK, no action is needed. If the correctionis
not accurate, an amendment must be entered to
correct the Payroll Correction.

Em pl Oy% Not Val I dataj Contains Privacy Data PL93-579 Privacy Act - Employees Not Yalidated
. . . Warning!
ThIS repOI’t dl Spl ayS at |Ogon |f there are empl Oyee The following employee(s) do not exist in the Payroll System.
SSNsin the Base Schedul e that are not found in GSA ELECTROMNIC TIME AND ATTENDANCE MANAGEMENT SYSTEM 1220048 =
ay . Wersion 4.2 Contains Privacy Data PLI3-579 Privacy Ac 07:44:58
the Payroll System In addltlon, the last know GSRWILP ' Empln;ees‘ﬂnt\leidaled e Page 102
timekeeper is also sent an email re the unvalidated FOROFFICAL LSE ONLY
SSN. When an SSN isnot validated, neither the Marme Ausa Tearn
Base Schedule nor the timecard can be certified N ]
and ther efor e cannot be collected. e e o
MITCHELL, MARGARET G oo
. . MOBLEY, EILEEN C ool
The Payroll Office will help you resolve the Shaham, David oo =
problem with each employee record. FOR OFFICIAL USE ONLY =
Bt | Cos= |

March 2009 ETAMSElectronic Signature Training



Unsigned Amendments Report

Thisreport displays at logon if there are
Amendments that are currently not certified.
Amendments are collected daily, but only signed
Amendments can be collected.

Action to betaken: Review the Amendment.
Delete the record or sign the record so it can be
collected.

Contains Privacy Data PL93-579 Privacy Act - Unsig|

Warning!

The following Amendments in your Area(s) are not signed

GSA ELECTROMIC TIME AND ATTENDANCE MAMAGEMENT SYSTEM
Wersion 5.00 Caontains Privacy Data PL93-579 Privacy Act 03
GS/ROEM Unsigned Amendments Report Page

For U.S. Government Use Only

MName Area Teamn Period
BUD, ROSE K 15 o 200712
SCOTT, MARY ANN S 15 02 200711

For U.S. Government Use Only

Ft g

E/1/2007

01:26
1af1

Note: These messages display for all ETAMS users. It isthe responsibility of the timekeeper to take
action so that the name is removed from the list

Uncertified Supervisor’s Report

Each pay period an Uncertified Supervisor's
Report is sent from PAR for Supervisor
certification. After payroll processing, results
are returned to each Facility on the 1% Thursday
of the new pay period. At logon both the
Certifier of the Associate’ s Base Schedule and
the Certifier of the Associate’s Timecard or
Amendment (if different) get a nag screen that
displays alist of uncertified records. Either
Certifier can approve an Associate’ s record.
After certification of all records, the nag screen
does not display at logon. All recordsfrom a
prior pay period must be certified before a more
recent report can be certified. Past reports are
stored and can be viewed and printed or
exported and saved to afile.

Contains Privacy Data PL93-579 Privacy Act - Uncertified Supel

Date: 05/24/2005 General Services Administration
Payroll Accourting and Reporting System
Uncertified Supervisor's Reports
Contains Privacy Data PLO3-579 Privacy Aot
FOR OFFICIAL USE ONLY

FLSA Reg 2md  3rd Al
NPC PLS Code Hows Shift  Shit  AUO  OT

Sun  Comp Travel Credt Enviro
IDMa.  Hame

Pay Period End Date: 06/10/2006
0003 BUD ROSE M 0900 9000 0990 9900 0900 90090 0099 0000 0000 9099 8999
0002 MITCHELL N 80D i} 0 i} 0 i} 0 oo i} 0
0010 MOBLEY E E &0 10 0 i} 0 i} 0 oo i} 0

FOR OFFICIAL LISE ONLY

Piint

Hol  Prem Eamed Comp Earned Diff S

Days  RetroEnd
Date:

999 052706
0

0

Note: This message displays only for the Certifier. It isthe Supervisor’'s responsibility to review and

certify the report each Pay Period.
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BASE SCHEDULE SCREENS
Base Schedille — Base Schedille Select

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

LABOR: The seven fieldsin the lower right corner of the Base Schedule screen are Labor indicators.

Base Schedule — Emblovee Detail
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REVIEWING AND SIGNING BASE SCHEDULES

An ETAMS Base Schedule definesa person’s Regular Tour of Duty for atwo-week period. The tour defines
how many hours each day the person works and what days are off days. Every person for whom a Timecard isto
be submitted must have a completed Base Schedule. After the Base Schedule is completed, it must be certified.
When Timecards are generated for the Pay Period, the Base Schedules (without signatures) are copied to the
Timecard. All Timecards must be signed whether or not any exceptions have been added before it will be picked
up for processing. The same thing happens on a Base Schedule. When a person’s Regular Tour changes, the
Base Schedule must be modified and then certified again.

Use this procedure to review and sign all Base Schedules for which you are responsible.

1. After log on, the Unsigned Base Report, the Payroll Corrections to Review Report, the Employees Not
Validated Report, the Unsigned Amendments Report and the Uncertified Supervisors Report display, if
appropriate. Click ‘Close’.

2. Fromthe ETAMS Main Menu:

Click on the ‘Base Schedules’ option.

Note: By default, the Base Schedule Select list displays only unsigned records. To display acomplete list of
records, regardless of signature, go to the Display box and click *All’. In addition, you may also sort the list
by Area/Team using the ‘Select Optional Area/Team’ box.
The instructions given here are written usng the default settings.
3. If you have access to more than one Area/Team, perform this step to sort the list by Area/Team. If you have
access to only one Area/Team, go to the next step.
To Review one Area/Team at atime:
A. Click in the ‘Select Optional Area/Team’ box, if applicable, to clear the box.
B. Click on anamein the Area/Team to be reviewed.
C. Click in the ‘Select Optional Area/Team’ box to display the selected list.
4. Display thefirst record:
Click on thefirst name and click ‘OK’.
5. Either: Review therecord, but don't Sign. Usetheright arrow (>) next to the Last Name to scroll through
and review all the records. Go to step 6.
Or: Accept and Sign the Base Schedule by clicking on * Sgn/Unsign’ and answer the prompt to signwith a
‘Yes'. Click the next ( >) button to continue the Review and Sign process. Go to step 6.
Or: Leave the Base Schedule unsigned. Contact the Timekeeper for needed changes.
At thelast record, Click ‘No’ to the question to start over. The ‘Base Schedule Select’ screen displays.
To Sign Base Schedules from the ‘ Base Schedule Select’ screen:
A. Click ‘Sgn/Unsign’ from the Menu bar and then click the *Sgn Multiple’ option.
B. Enter the Area number and press the Tab key.
C. Enter the Team number and click ‘OK’. When all records in the selected Area/Team are Signed, the ‘Base
Schedule Select’ list is blank.
8. To Review/Sign another Area/Team, repeat Steps 3-8.
9. Toverify that all records are signed, from the ‘Base Schedule Select’ screen, go to the ‘ Display’ box on the
right and click ‘All’. The Certifier name displaysin the ‘ Signed By’ column.
10. When all Base Schedules have been Signed, click ‘ Cancel’ to return to the ETAMS Main Menu.
11. Contact the Timekeeper immediately if any Base Schedules were left unsigned and need modification.

Note: The ETAMS Facility Coordinator can give temporary access to records for signature.

No
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TIMECARD SCREENS

LABOR: To Review ‘Labor Only’ records, from the View box, click ‘Lahor Only’ befor e selecting an
employee name. To Review ‘ Timecards Only’, from the View box, click {Timecards Only’ before
sAlectina an emnlovee name.

Timecards — Timecard Select

<
Timecards — Emplovee Detail
Il Contains Privacy Data PL93-579 Privacy Act - ETAMS - Primary Timecard = Ellll
File Reports Unsign  Help
ﬂ —’I NameIHOLLINS‘ KAN P [ Show Start/Stop;
- ¥ show Suppi ntal
v |1o|-m|42|50|51|;5| Period [G08 [T Area [15 Team [G ]
| v
1;4;20357 s Code_Hrs  Code Hrs IMG lﬂ ,(ﬂjﬂ c*o’_ue lﬁ Code s COI_de Iﬂ vrore RN
1452008 2 Mo T T Annal rlz
1meoos 3Tu o1 90 [s7[ 90 |§ [50 |_ |_ C::k |74—
vraooa awe forfss [ [ [ [ o I I
1p008  5Th Joi[ 80 T T "
1ipo0s 6Fr [or[ 80 T [T credt BE
1Anz008 7 Sa T T FLza E
141/2008 & Su T T FFs [Gh
1122009 9me Jo1[ 90 T I Block B1015
1M%2009 10 Tu [g1 | o0 I_I_ I_I_ Rest Lv]
1442008 11 we [o1 | 90 T T UseLosel
152009 12 Th [o1 [ 90 |_|_ |_|_
1162009 13Fr [o1 ] 9.0 7 T Sep Ind |N° 'l
101762009 14 Sa T T
Meal StartiStop
Remarks W W
Signed by: Signer, Angela 1 Last Signed by:  Signer, Anyela 1 (2124106 8:45) FuleT [FullTime
Last Changed by: FECdesk, User1S (5/27/0511:28) S m
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LABOR TIMECARD SCREENS

LABOR: Certifiers can also review Labor records for their employees. When the Timecard is signed,
the signature also displays on the Labor record. When the Timecard is changed, signature is removed.
In addition, when Timecard entries are made on the Labor Detail, and when a Restricted Labor record is
changed, signature is also removed.

Note: Some field names on Labor screens may vary by Agency.

Labhor Summarv

Ml Contains Privacy Data PLO3-579 Privacy Act - ETAMS Labor - Summary Tin o x|
File Mdnlenancs  Reports Help
Al
ba_v Period: 2 2009 142009 - 1172008 4| Employee h“"nmnc{, SIMONE 5 Crafl Code
Favorite
ArcalTeam [TERET ,Feorte |‘ | | | ‘ | Labor Detal InUse [~ Tinecard
Exception Code Summary
Favorite Activities Activity Function Volume % Hours OT Hours
E-BC-010-01 | ABOR DEFALLT SCHEDULE i 100 20 [T Reoular ScheduledHowr (34 | 720
[-oC-0o-0: r redit Hours Usesd =7 [ 17
[EC-010-03 r Annue Leave a0 [0
[f-D5-010-04 I o Tine Usedl 41 | &
Z-B0-010-05 I - —
r e
r _
r —
r _ |
— -
Pay Period Summary  Hours ] Hours [y Base Howrs g
Remaining A Logged 2 Hours 810 Worked 20
Remarks: Cleag
FullPT FulTing
Signed by: Signer, Angela 1 Aws o Lise Prior PP
Leave Balances as of Pay Period 200812 Use Derault
Fsa EPs [om Annual 14 Sick (i Comp 5
Trav Comp | i Lwoe | i credit [[TTH7  Restlv| Uselose W e [
Labor Detail
Ml Contains Privacy DataPL93-579 Privacy Act - ETAMS Labor - Detail Tin EI| X|
Fie Maintenance Reports  Help
Pay Period2 2009 1/4/2009 - 1/17/2009 Employee F:()LE, ALK Craf Code

Area/Team ﬁsmz Sep Ind |\"es j

- I I — — o
K : [ij—m 42|s0[51[>€]| 1o
ey L — Adddfer | AddBefore | Delete Clear Day | ! =l
S;Eszig @Su:ﬁy" FBQUE:::N;;I:I'IOT ‘Functlnnl Voume Start  Stop Houwrs OT ﬁﬂiﬂel_l:'%?.lﬂ m?:lz; =
05T4ED
04E0RD Mon 5 [rnuallesve b | l_ ’_ m I ’E 8.0
L1079B0 Tue & [rnuallesve | [ [ [ &r fao a0
DEB140 Wed 7 [rnuslLesve b [ 505 [se a0
Thu 8 [ABORDEFALLT SCHED & | [ [T &r Jor 82 a0
Fri 9 [ABORDEFALLT SCHED & | [ [ el Jox 50 80
Star't“edstop Sat 10 Regular Day OFf \ [ [ T I B ]
W W Sun 11 Regulai Day OFf I [ [T T I pc [
Full/PT PullTime Mon 12 Regular Day OFf \ [ [ [ [ I~ P a0

AWS |Ves -
63 500 ~|

Remarke [Eepsrating from the Ageney ss of COB on /209

Leave Balances as of Pay Period 200312

FLEA F FPS ES Annual i Sick 24 Comp ar
Trav Comp 4 LWOP o Credit 2 Rest Lv Useilose
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RESTRICTED LABOR SCREENS

LABOR: Restricted Labor Employees may enter their own Labor data, but they may not enter
Timecard data. If the Timecard hours entered by the Timekeeper and Labor hours entered by the
employee are Out of Balance, the Certifier can forcethe L abor hoursto balance with the
Timecard hoursat signing so that the records can be collected. Here isthe message the Certifier
receives about the Out of Balance condition.

Note: Some field names on Labor screens may vary by Agency.

Restricted Labor Employee — Out of Balance Timecard and Labor Record Message

Restricted L abor— Out of Balance Records List

March 2009 ETAMSElectronic Signature Training
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REVIEWING AND SIGNING TIMECARDS

Timecards must be signed before they can be picked up by Payroll. Timecards must be signed and ready for
pick-up NO LATER THAN the time shown on the Certifier Schedule.

Unsigned Timecards are replaced with the person’s signed Base Schedule. If the Timecard is not picked up, none
of the exceptions entered for the Pay Period will be processed. Unsigned Timecards move to Amendments where
they can be signed and picked-up at alater date. When an unsigned Timecard has a corresponding unsigned Base
Schedule, no record for the person will be picked-up for the Pay Period. Therefore, it isimportant to have ALL
records signed by the deadline.

Use this procedure to review and sign Timecards:

1. After log on, the Unsigned Base Report, the Payroll Corrections to Review Report, the Employees Not
Validated Report, the Unsigned Amendments Report and the Uncertified Supervisors Report display, if
appropriate. Click ‘Close’. Go to Base Schedules, sign the Schedules and return to the Main Menu to
continue with the next step.

2. Fromthe ETAMS Main Menu:

Click ‘Timecards'.

Note: By default, the Timecard Select screen displays only unsigned records. To display a complete list of
records, regardless of signature, go to the Display box and click All. In addition, you may also sort the list by
ArealTeam using the ‘ Select Optional Area/Team’ box.

The following instructions are written using the default settings.

3. If you have access to more than one Area/Team, perform this step to sort the list by Area/Team. If you have

access to only one Area/Team, go to the next step.

To Review one Area/Team at atime:

A. Click in the ‘Select Optional Area/Team’ box, if applicable, to cancel the previous sort. This box should
be blank.

B. Click on anamein the Area/Team to be reviewed.

C. Click in the ‘Select Optional Area/Team’ box to display the selected list.

LABOR: Go to the View box and click Timecards Only. This setting lets you scroll through just
employee Timecards. When Labor Only is checked, you can scroll through just Labor records. When
Both is checked, the Labor record displays for each Labor employee and the Timecard displays for any
employee who does not have Labor enabled in the Base Schedule.

4. Display thefirst record:
Click on the first name and click ‘OK’.

5. Review the Timecard. If thereisascroll bar, use the 4 down arrow to scroll to the second week.

Note: To view all possible Exception Codes, place your mouse pointer in any Code or Hrs column and click
the right mouse button. A pop up box displays all valid codes.
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6.

0.

10.

LABOR: When the ‘Restricted’ featureis used, Labor hours can be ‘ Out of Balance’ with Timecard
hours. During the certification process, you will get a message telling you about the ‘ Out of
Balance' condition. You can either force the Labor hours into balance with the Timecard hours and
sign, or leave the record unsigned and contact the Timekeeper. The Timekeeper must then get with
the employee to reconcile the Labor record and the Timecard so that the Timecard can be compl eted.

Either: Review therecord, but don't Sign. Usetheright arrow (>) next to the Last Name to scroll through
and review all the records. (See Important Note below) Go to step 7.

Or: Accept and Sign the Timecard by clicking * Sgn/Unsign’ on the Menu bar and answer the prompt to sign
witha‘Yes'. Click the next (>) button to continue the Review and Sign process. Go to step 7.

Or: Leave the Timecard unsigned. Contact the Timekeeper for needed changes.

At thelast record, click ‘No’ to the question to start over from the beginning. The ‘ Timecard Select’ screen
displays.

To Sign Timecards after Review (if already signed, go to step 9), from the ‘ Timecard Select’ screen:

A. Click ‘Sgn/Unsign’ from the Menu bar and then click * Sgn Multiple'.

B. Enter the Area number and press the Tab key.

C. Enter the Team number and click ‘OK’. When all records in the selected Area/Team are Signed, the
‘Timecard Select’ list is blank.

To Review/Sign another Area/Team, repeat Steps 3-9.

To verify that all records are Signed, from the ‘ Timecard Select’ screen, go to the ‘Display’ box on the right
and click *All’. The Certifier name displays in the * Signed By’ column.

11. When all Timecards have been Signed, click ‘Cancel’ to return to the ETAMS Main Menu.

12.

Contact the Timekeeper immediately if any Timecards were left unsigned and need modification.

Important Note: If the record to be reviewed or signed uses the Holiday Code AND a non-pay status code

before and after the holiday, a warning message displays each and every time you close the record even if no
change has been made. After acknowledging the message, the ETAMS V alidation message displays.

¢ If changes have been made to the record, youmust say ‘Yes' to return to the record for the changes
to be saved. After responding ‘Yes' to return to the record, you can now close out of the record.

¢ If you have signed the record, you must say ‘' Yes' to return to the record for the signature to be saved.
After responding ‘Yes' to return to the record, you can now close out of the record.

e |f you have not changed or signed the record, you can click on ‘No’ to Exit the record.

Note: The ETAMS Facility Coordinator can give temporary access to records for signature.
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AMENDMENT SCREENS

Amendments — Amendment Select

Amendments — Emplovee Detail
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LABOR AMENDMENT SCREENS

LABOR: The Timecard and Labor record are both available when Amendments are created. The
Timekeeper, with the help of the employee must bal ance the hours on both records so that they

agree with one other. Amendments must be signed befor e they can be collected.

Timecard Amendment
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REVIEWING AND SIGNING AMENDMENTS

Amendments are changes to Timecards from past Pay Periods or Timecards from last Pay Period that were not
signed and therefore were not picked-up. When a Timecard is not signed by the deadline, the person’s signed
Base Schedule is submitted in lieu of the unsigned Timecard. The Base Schedule does not include any leave or
overtime that occurred during the Pay Period. The unsigned Timecard moves to the Amendment File at
collection time and stays there until it issigned. In addition, a Timecard may have been previously submitted
with omissions or incorrect entries and need to be changed by creating an Amendment.

Signed Amendments are collected every day after normal business hours, with one exception. Signed
Amendments (including unsigned Timecards) for last Pay Period are not collected until the first Friday of the
new Pay Period. This means that Amendments collected for last Pay Period do not affect pay and leave for last
Pay Period.

LABOR: When the Labor Restricted employee’s Labor hours are out of balance with the Timecard
hours entered by the Timekeeper, the records must be balanced for certification to take place. If the
Certifier forces the balance during certification, the unbalanced records (Timecard and Labor record)
move to Amendments. If Timecards are not signed by the deadline, the employee Base Schedule and
the Labor Default is submitted in lieu of the out of balance records. Neither the Timecard nor the
Labor Default includes any changes made for the Pay Period. It isthe Certifier’ s responsibility then to
have the Timekeeper and employee work together to balance these records. In addition, Labor
Amendments can be created due to incorrect entries on the original record.

Use this procedure to review and sign Amendments.

1. After log on, the Unsigned Base Report, the Payroll Corrections to Review Report, the Employees Not
Validated Report, the Unsigned Amendments Report and the Uncertified Supervisors Report display, if
appropriate. Click ‘Close’. Go to Base Schedules, sign the Schedules and return to the Main Menu to
continue with the next step.

2. Fromthe ETAMS Main Menu:

Click * Amendments'.

Note: By default, the Amendment Select screen displays only unsigned records. To display a complete list of
records, regardless of signature, go to the Display box and click All. In addition, you may also sort the list by
Area/Team using the ‘ Select Optional Area/Team? box
The following instructions are written using the default settings.

3. If you have access to more than one Area/Team, perform this step to sort the list by Area/Team. If you have
access to only one Area/Team, go to the next step.
To Review one Area/Team at atime:
A. Click in the ‘Select Optional Area/Team’ box, if applicable, to cancel the previous sort. This box should
be blank.
B. Click on anamein the Area/Team to be reviewed.
C. Click in the ‘Select Optional Area/Team’ box to display the selected list.
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9.
1
1

LABOR: Go tothe View box and click Amendments Only. This setting lets you scroll through just
associate Timecard Amendments. When Labor Only is checked, you can scroll through just Labor
Amendments. When Both is checked, the Labor record displays for each Labor associate and the
Timecard Amendment displays for any associate who does not have Labor enabled in the Base

Schedule.

Display the first record:
Click on the first name and click ‘OK’. Thefirst record displays.
Review the Amendment. If thereisascroll bar, use the 4 down arrow to scroll to the second week.

Note: To view all possible Exception Codes, place your mouse pointer in any Code or Hrs column and click

the right mouse button. A pop up box displays all valid codes.

Either: Review therecord, but don't Sign. Usetheright arrow (>) next to the Last Name to scroll through
and review all the records. (See Important Note below) Go to step 7.

Or: Accept and Sign the Amendment by clicking ‘ Sign/Unsign’ on the Menu bar and answer the prompt to
signwith a‘Yes'. Click the next (>) button to continue the Review and Sign process. Go to step 7.

Or: Leavethe Amendment unsigned. Contact the Timekeeper for needed changes.

displays.

To Sign Amendments after Review (if already signed, go to step 9), from the * Amendment Select’ screen:
A. Click *Sign/Unsign’ from the Menu bar and then click ‘Sign Multiple'.

B. Enter the Area number and press the Tab key.

C. Enter the Team number and click ‘OK’. When all recordsin the selected Area/Team are Signed, the
‘Amendment Select’ list is blank.

To Review/Sign another Area/Team, repeat Steps 3-9.

0. When all Amendments have been Signed, click ‘Cancel’ to return to the ETAMS Main Menu.

1. Contact the Timekeeper immediately if any Amendments were left unsigned and need modification.

Important Note: If the record to be reviewed or signed uses the Holiday Code AND a non-pay status code
before and after the holiday, awarning message displays each and every time you close the record even if no
change has been made. After acknowledging the message, the ETAMS Validation message displays.

¢ If changes have been made to the record, you must say ‘Yes' to return to the record for the changes
to be saved. After responding ‘Yes' to return to the record, you can now close out of the record.

¢ If you have signed the record, you must say ‘' Yes' to return to the record for the signature to be saved.
After responding ‘Yes' to return to the record, you can now close out of the record.

¢ If you have not changed or signed the record, you can click on ‘No’ to Exit the record.

Note: The ETAMS Facility Coordinator can give temporary access to records for signature.

At thelast record, click ‘No’ to the question to start over from the beginning. The ‘Amendment Select’ screen
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PAYROLL CORRECTIONS SCREENS

Payroll Corrections — Payroll Correction Select

Payroll Corrections Detail
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REVIEWING PAYROLL CORRECTIONS

Corrections to Timecards and/or Amendments are entered by Payroll and sent back to the Facility. The Certifier
and the Timekeeper should review these Payroll Corrections. Even though reviewing Payroll Corrections can be
performed anytime during the Pay Period, it is scheduled to be performed by the Certifier and the Timekeeper on
aspecified day in order to allow access to the records before they are cleared out. Payroll Corrections returned to
the Facility last Pay Period are cleared when new Payroll Corrections are returned. Refer to your ETAMS
Schedule.

LABOR: The Payroll Office does not make any changes to Labor records that are collected.
Therefore, no Labor records can be viewed from ‘Payroll Corrections'.

Use this procedure to review Payroll Corrections.

1. After log on, the Unsigned Base Report, the Payroll Corrections to Review Report, the Employees Not
Validated Report, the Unsigned Amendments Report and the Uncertified Supervisors Report display, if
appropriate. Click ‘Close’. Go to Base Schedules, sign the Schedules and return to the Main Menu to
continue with the next step.

2. Fromthe ETAMS Main Menu:

Click ‘Payroll Corrections'.
3. If you have access to more than one ArealTeam, perform this step to sort the list by Area/Team. If you have
access to only one Area/Team, go to the next step.
To Review one Area/Team at atime:
A. Click in the ‘Select Optional Area/Team’ box, if applicable, to cancel the previous sort. This box should
be blank.
B. Click on anamein the Area/Team to be reviewed.
C. Click in the ‘Select Optional Area/Team’ box to display the selected list.
4. Display thefirst Payroll Correction:
Click on thefirst name and click ‘OK’. The Payroll Correction displays.

5. Review the Payroll Correction. Be sureto read the ‘Remark’ from Payroll at the bottom of the record that
explains the change.

6. Usetheright arrow (>) next to the Last Name to scroll through and review all the records

7. Atthelast record, click ‘No’ to the question to start over from the beginning. The ‘ Payroll Correction
Select’ screen displays.

8. To Review another Area/Team, repeat steps 3-8.

9. Click ‘Cancel’ to return to the ETAMS Main Menu.

10. Contact the Timekeeper if you have questions about Payroll Corrections.
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SUPERVISOR’'S T&A CERTIFICATION REPORT

The Supervisor's T&A Certification Report contains summary datafor the pay period, as recorded in ETAMS
and PAR. The T&A data shown on the report was recorded and used by PAR for pay and leave purposes. The
report is sent to both the signer of the Base Schedule and the Certifier of the Timecard or Amendment for
mandatory post review and certification. It isthe Supervisor’s responsibility to review the report paying special
attention to any entries with asterisksin the ‘NPC’ column and those records listed on the ‘PAR Errors’
worksheet, and indicate the review by signature. The signature confirmsthat all entries on the report are valid
and that correcting documents have been submitted where necessary. A report can only be certified if all prior
Certification Reports have been approved. Certification Reports will be retained in FEDdesk as a source
document for audit purposes for 6 years
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REVIEWING AND CERTIFYING THE SUPERVISOR' ST&A CERTIFICATION REPORT

Each pay period an Uncertified Supervisor’s Report is sent from PAR for Supervisor certification. After
payroll processing, results are returned to each Facility on the 1% Thursday of the new pay period. At logon
both the Certifier of the Base Schedule and the Certifier of the Timecard or Amendment (if different) get a nag
screen that displays alist of uncertified records. Either Certifier can approvethe record. All recordsfrom a
prior pay period must be certified before a more recent report can be certified. Past reports are stored and can
be viewed and printed or exported and saved to afile.

Use this procedure to review and certify the Supervisor’'s T& A Certification Report:

1. Afterlogon,if the Uncertified Supervisor’s Report nag screen displays, click ‘Close’. Fromthe ETAMS
Main Menu, go to Reports and select * Supervisor's T& A Certification Report’.

2. The'Year field defaultsto the current year. Changeif necessary.

3. Clickinthe‘Period field to display all the pay period dates and then select the oldest, uncertified date as
reported on the Uncertified Supervisor’s Report nag screen. Report data displaysin up to six folders.
Foldersthat have no data are grayed out.

Here are afew reminders regarding the review of the uncertified T& A Report:

e The‘Current PP —Timein Pay’ and ‘Retro —Timein Pay’ folders havean ‘NPC’ column. An
asterisk in this column means that the National Payroll Center changed this record after it was
collected due to an error made at the facility (now called a Payroll Correction). Amendments may be
required for these records. Give special attention to the review of these records.

e The'PAR Errorsfolder hasan ‘NPC’ column. An asterisk in this column means that PAR has either
changed the record, created the record, or did not process the record. Amendments may be required
for these records. Give special attention to the review of these records. One of three messages will

display for each record:
0 Missing T&A — PAR created atimecard for the person as none was submitted for the pay
period.

o0 Retro Error —There was an error when PAR tried to process the record and the record was
NOT corrected by the NPC. Thisisan unresolved record.

o Retro Unedt (Unedited) — A record (Amendment) has been received by PAR but has not yet
been processed (i.e. an Amendment may be collected on Monday, Tuesday or Wednesday of
processing week but will not be processed by PAR until next week). The record will show up
in the new pay period report asavalid entry.

4. The*Certify’ column isopen for input on 2 worksheets: Current PP — Time in Pay and Retro — Time
in Pay. By default this box is checked for all names on the list. When you uncheck a name, it will not be
certified. Uncheck any records that you are not certifying or leave all records checked to certify the
complete report.

5. After reviewing the report, click the Certify button. The Certifier's nameand certified date displays next
to each record.

6. When al records for the Pay Period to which the Supervisor has access have been certified, the status of
the report is Certified.
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HISTORY ARCHIVES

History Archivesis astorage area for all ETAMS timecard and |abor records that have been collected by
PARS (Payroll and Accounting Reporting System). Archive records are used for look-up of historical records
for any Pay Period that a person was on ETAMS, even though he/she may have been in another Facility. All
records (i.e. Timecards, Labor records, Corrections, and Amendments) can be viewed. Archived information

cannot be modified because all data shown is*“Display Only”. If arecord isfound to beincorrect, an
Amendment can be created to correct the information for the specific Pay Period that isin error.

There are three ways to ook up archive records:
e History Archives - From the ETAMS Main Menu, select ‘History Archives'.

e Archives Search — From the ETAMS Main Menu, select the File Menu and then * Archives Select’.
Enter an SSN

o Employee Archives — From the Timecard, Labor Summary or Amendment screen select the Reports
Menu and then * Employee Archives'.

Archive records can be printed or exported and saved as different file types.

File Maintenance Reports  Help
%ndments
Arthives Search <
Base Schedules
Change Facilty
History Archives
Fayroll Corrections
Timecards
Exit

Timecar: ds History Aichives
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ETAMS reports are accessed from the ETAMS Main Menu. Report information is generated from History

REPORTS

Archivesrecords.

The Exception Code Report provides information about one specific Exception Code found on current or

Exception Code Report

historical timecards for one or more persons. Search criteriaincludes Start / End Date, Leave Type Code (or any
Exception Code), and the SSN or Area/Team number.

ELECTRONIC TIME AND ATTENDANCE MANAGEMENT SYSTEM

GSA 4/3/2003
Version 4.2 Contains Privacy Data PL93-579 Privacy Act 13-30-39
RO/OM Exception Code Report Page 1 of 1

For Leave Code: 42 Court Leave Starting on: 12/01/2002 Ending on: 03/01/2003

MName AreaTeams Date Hours
MITCHELL, MARGARET R 15 01 01/06/2003 8.0
MITCHELL, MARGARET R 15 (1 01/08/2003 8.0
MITCHELL, MARGARET R 15 01 01/10/2003 8.0
Totals 240
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Individual Exception Code Report

To generate an Individual Exception Code Report, enter a Start and End Date for the report and an SSN.

The Individual Exception Code Report lists all Exception Codes entered on a timecard for a specified period of

time. At the top of the report, data displays by Pay Period and day.

At the bottom of the report, the total amount of time charged to each Exception Code displays.

ELECTRONIC TIME AND ATTENDANCE MANAGEMENT SYSTEM
Sgrﬁinn = 00 Containg Privacy Data PL93-579 Privacy Act 1’;11?;250??
' Individual Exception Code Report i
Rb/FM For 1.5, Government Llse Only Page 1 of 1
Starting on: 03/01/2007 Ending on: 01/01/2008
Marne: SIMONE DAMDRIDGE Area f Team: 1503 AMYE I
Pay Period/Beginning Date Sun haon Tue Wed Thu Fri Sat
PP Date Type | Hour | Type |Hour | Type |Hour | Type |Hour | Type |Hour | Type |Hour | Type |Hour
10 0472972007 13 | 50
05/06/2007 41 | 50
40 | 3.0
" 0541372007
05/20/2007 13 (1013 |10} 13 (1013 |10 43 | 40
12 0572772007 02 | 8o
060372007
Code Description Total
01 |Regular Scheduled Hod 2400
02 Holiday Observed a.0
13 [Comp Time Earned 9.0
40 (Annual Leave 3.0
41 [Comp Time Used 5.0
43 [Travel Comp Time Used 4.0
Supervisor's T& A Certification Report
Thisreport is discussed in a previous section of the manual.
28 ETAMSElectronic Signature Training March 2009



EXCEPTION CODES

To display available Exception Codes, place your mouse pointer in any Code or Hrscolumn on the following
screens and click the right mouse button: Timecards, Amendments, Base Schedules. Only the appropriate codes
that are valid on the record type will display.

00 Regular Day Off (X) 50 Sick Leave

01 Regular Scheduled Hours 51 Reguar. Military

02 Holiday Observed 52 Law Enforcement Military

07 FLSA Hours Worked 53 DC Nat Guard Military

09 Make Up Hours Before OT 54 Award Leave Used

10 Regular Scheduled OT 55 Furlough (Over 30 Days)

11 Holiday Worked 56 Lack of Funds (Over 30 Days)
12 Sunday Premium 57 FMLA - Family

13 Comp. Time Earned 58 FMLA - Employee

14 Irregular Scheduled OT 59 Suspension

15 Call Back OT 60 LWOP

16 Travel Comp Time Earned 61 AWOL

17 OT Rotating Shift 62 Actual Exposure - 4%

20 Second Shift Night Diff 63 Actual Exposure - 6%

22 EDP Act. Expose/ OT 4% 64 Actual Exposure - 25%

23 EDP Act. Expose/ OT 6% 65 Actual Exposure - 50%

24 EDP Act. Expose/ OT 25% 66 Hours In Pay Status- 4%

25 EDP Act. Expose/ OT 50% 67 Hours In Pay Status- 8%

26 EDP Act. Expose/ OT 8% 68 Hours In Pay Status- 25%

27 FFL - Family 70 Union-Term Negotiations

28 FFL - Funeral 71 Union-Mid-Term Negotiations
29 FFL - Adoption 72 Union-Dispute Resolutions

30 Third Shift Night Diff 73 Union-Gen Labor/Mgt Relations
31 Federal Disaster Relief 80 Volunteer Leave

32 Federal Disaster Relief 81 COP Used #1

33 Evacuation Pay 82 COP Used #2

34 Furlough Regular 83 COP Used #3

35 Furlough Lack of Funds 84 Other Paid Absences

36 Credit Hours Earned 85 Donated Leave Used

37 Credit Hours Used 87 LWOP Workman's Comp Used
38 Federal Disaster Relief — Non-Reimbursable 90 Telework-Periodic/Intermittent
39 FFL — Serious Health Condition Family Member 91 Telework-Short Term

40 Annual Leave 92 Telework-Long Term

41 Comp. Time Used 93 Telecommuting Center

42 Court Leave

43 Travel Comp Time Used

44 Restored Leave #1

45 Restored Leave #2

46 Religious Comp Earned

47 Religious Comp Used

48 Home Leave

49 Military Reserve Technicians

The 02 —Holiday Observed code is automatically inserted on the timecard and Labor record (if applicable) for the holiday
if the holiday falls on awork day. Do nothing on the timecard if the holiday is taken as shown. Move as needed for the ‘In
lieu of holiday’ taken. AN OFFICIAL HOLIDAY ISAUTOMATICALLY CALCULATED IN PAR. THISCODE IS
FOR DISPLAY ONLY AND ISALSO USED IN CALCULATING PRODUCTIVE TIME IN LABOR FACILITIES.
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Throughout ETAMS (timecards and |abor records), time is expressed as hours and tenths of an hour.

TIME CALCULATIONS

Dray Code Hrs

Code Hrs

Code Hrs Cade Hrz Code  Hrs Code  Hrs Caode  Hrs

sozoor 1su pe[ [ [ [ r rr rr
smzoor 2mo Jox [0 Re[1s [ [ [ [ T

The following Business Rules are used for all fields where time is entered:

Timeisexpressed in the format: hh.t whereh=0-24andt =0-9.
Minutes are expressed as tenths of an hour (1 tenth hour = 6 minutes).
Minutes are truncated to one decimal place (no rounding).

15-minute increments = .2, .2, .3, .3 =1 hour).

Use the following chart to record minutes as tenths of an hour.

Entries may need to be adjusted due to rounding. (eg. 15 min of leave = .2, but one hour of leavein 4,

MINUTES TENTHSOF 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
% - 59 9
Examples: Timecard / Labor Entry Actual Hours/Minutes

.7 or 0.7 42 - 47 minutes

3 or 3.0 3 hours

2 or 0.2 12 — 17 minutes

55 5 hours and 30- 35 minutes

7.2 7 hoursand 12- 17 minutes

9.7 9 hours and 42 - 47 minutes
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SHOW START/STOP TIMES

Note: START/STOP TIMES should be used only when directed by your Agency/Or ganization.

By default, the ETAMS Timecard (including Base Schedule, Amendment, History and Payroll Correction)
displays only an Hrs(Hours) column for recording time. Timeisrecorded in hours and tenths of an hour both
for Regular Scheduled Hours and Exception time.
Timecard hours can also be entered in 24 hour format using a Start time and a Stop time for Regular
Scheduled Hours and Exception time.
From the ETAMS Timecard (or Base Schedule or Amendment) click in the Show Start/Stop box to display
the Start and Stop columns. Uncheck the Show Start/Stop box to hide the columns.

o

!_I%Show Supplemental

| Mo Supplemertsl

The display changesto show a Start column and a Stop column between each Code and Hrs column.

Day Code Start Stop Hrs Code Start Stop Hrs Code Start Stop Hrs Code Start Stop Hrs

enooor 15w e [ [ T T ] cr [ [
812007 2ma foa| | [ sn 40 faon finas [ 25 i miEE
gnze007 3T fou| [ [so 36 fisoo fists [ 15 T T

After adding an entry in a Code column enter a Start and a Stop time. Tab out of the Stop field to display the
entered time in the Hrscolumn.

To disregard all Start/Stop times, uncheck the Show Start/Stop box and revert back to the default screen.

Rules to remember when using Start/Stop times:
* Time must be entered in 24 hour format (hhmm) where hh = 00 —24 and mm = 00 — 59.
* Only actual hours worked is entered as Regular Scheduled Hours. Do not include lunch break.

* For every Start time, there must be a Stop time.
* Start/Stop times and Hrs (hh.t) can both be used on the same timecard.
* Meal time hours cannot be included as part of Regular Scheduled Hours or exception hours.

* After entering avalid Start and Stop time tab out of the field. The Hrs column displays the equivalent
time in Hours and tenths of an hour.

* If more than 3 exception codes are needed for any day, click in the Show Supplemental box. A new
row displays for each day of the pay period that alows entry of an additional 3 codes.
* After entering and saving Start/Stop times, the default screen for the record shows Start/Stop times the

next time the record displays.

* If Start/Stop times have been entered, unchecking the Show Start/Stop box will display a message that
asks if you want to hide the Start/Stop columns and revert back to the normal view. If you click OK to
this message, all entered Start/Stop times are lost and cannot be retrieved. Click the Cancel key to keep
the format of the screen asit currently displays.

* Start/Stop times entered on the timecard will NOT display on the Labor Detail screen.
* Start/Stop times entered on the Labor Detail screen will NOT display on the timecard.
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Use the following chart to record the correct 24-hour format for Start/Stop Times. Standard Times are listed
along with the corresponding 24-Hour time.

Examples

STANDARD TIME 24HOURTIME
12:.01 AM 0001 HOURS
1:.00 AM 0100 HOURS
2:.00 AM 0200 HOURS
3:00 AM 0300 HOURS
4.00 AM 0400 HOURS
5:00 AM 0500 HOURS
6:00 AM 0600 HOURS
7:.00 AM 0700 HOURS
8:00 AM 0800 HOURS
9:00 AM 0900 HOURS
10:00 AM 1000 HOURS
11:00 AM 1100 HOURS
12:00 NOON 1200 HOURS
1:.00 PM 1300 HOURS
2:.00 PM 1400 HOURS
3:00 PM 1500 HOURS
4:.00 PM 1600 HOURS
5:00 PM 1700 HOURS
6:00 PM 1800 HOURS
7:00 PM 1900 HOURS
8:00 PM 2000  HOURS
9:00 PM 2100 HOURS
10:00 PM 2200 HOURS
11:00 PM 2300 HOURS
12:00 PM Either 0000 HOURS (Start Time)
Or 2400 HOURS (Stop Time)
Standard Time 24 Hour Time

5:15 AM 0515 HOURS

2:30 PM 1430 HOURS

10:45 PM 2245 HOURS
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SHOW SUPPLEMENTAL CHECKBOX

The default view of atimecard displays seven columns for entering Exception Codes EXCEPT when
Start/Stop Times are used. Once the * Show Start/Stop’ checkbox is checked, the screen expands and can
only display three columns for entering Exception Codes.

[+ Show Start/Stop

Mo Supplemental

The * Show Supplemental’ checkbox islocked until the * Show Start/Stop’ checkbox is checked. When more
than three Exception Codes are needed for any given day, check the * Show Supplemental’ box to expand the
record and display an extrarow for each day of the Pay Period. Now, up to six Exception Codes can be
entered for each day of the Pay Period. Uncheck the * Show Supplemental’ checkbox to go back to the
default view.

Diary Code Start Stop Hrs Code Start Stop Hrs Code Start Stop Hrs Code Start Stop Hrs

erozonr 15w e [ [ T T | Tr T T P
B T rrrr
gi1007  2ma for| [ [ Eo lgo ppzoofi1o0| 30 o] | |30 Rz[ [ [=0
o[ [ [20 [T T [T T T
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To access the Supplemental rows:

1. If you are using the Start/Stop columns to enter hours, after making 3 entries on any day of the Timecard
or Amendment and more room is needed to enter additional entries for the day, click in the * Show
Supplemental’ checkbox field found in the upper right corner of the screen. An extrarow displays for
each day of the Pay Period.

2. Scroll down to find aday that isfilled all the way across.

3. Enter the next Code directly under the day that is completely filled. Start inthefirst gray ‘Code’ field on
the blank line under the selected day.

4. When the Supplemental entries are complete, Close out of the screen and the entries are saved. When you
display the record again, the Supplemental rows are visible. The box under the * Show Supplemental’
checkbox now displays ‘ Supplemental’.

[ Show Start/Stop

[v Show Supplemental

| Supplemerntal
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