QUIZ – ETAMS New Certifier
1.  Timecards must be signed by:  

A. 1 pm (local time) on the second Friday of the Pay Period.     

B. 10 am (CST) on the Monday following the end of the Pay Period.      

C.  COB on Monday following the end of the Pay Period.      

D. 11 am (local time) on the Monday following the end of the Pay Period.      

E.  COB of the second Friday of the Pay Period.
2.   How often must passwords be changed in ETAMS?


     A. 30 days


     B. 60 days


     C. 90 days


     D. Never

3.  If the Timecard is not signed by the cut off time


A.  The unsigned Timecard is picked up for processing.


B.  The signed Base Schedule is picked up and the unsigned Timecard is  

                 sent to the Amendment option.


C.  The employee does not get paid.
4. If both the Timecard and Base Schedule are unsigned, no record is picked-up for the employee for the Pay Period and the unsigned Timecard is NOT moved to Amendments.



A.  True


B.  False
5.  When an employee separates which of the following is not required:



A.  The Separation indicator is moved to ‘Yes’.


B.  The last work day is noted on the Timecard.



C.  The Timecard needs to be sent to payroll on the employee’s 
                 separation date. 



D.  The Base Schedule is made ‘Inactive’.

E.  If employee left in the middle of the Pay Period, verify an (X) code has 
           been entered for every day of the tour that is not worked. 

6.  Base Schedules must be signed by 11 am (local time) on the Monday following the end of the Pay Period. 


A.  True
B.  False

7.  All Supervisor’s T&A Certification Reports from previous Pay Periods must be certified before a more current Pay Period can be certified.  


A.  True
B.  False
8.  If an employee’s Social Security Number (SSN) is not validated, only the Timecard cannot be certified.


A.  True
B.  False
9.  Which message is displayed only to the Certifier?


A.  Unsigned Base Report


B.   Payroll Corrections to Review Report


C.  Employees not Validated Report


D.  Unsigned Supervisors Report

10.  Payroll Corrections are kept in ETAMS permanently.

A.  True
B.  False
