Quiz – ETAMS New Timekeeper
1.  Timecards must be signed by:  

A. 1 pm (CST) 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.  Who should you contact to report problems?

A.  Payroll Technician

B.  Facility Coordinator

C.  FEDdesk help desk

D.  Your supervisor

3.   How often must passwords be changed in ETAMS?



A. 30 days



B. 60 days



C. 90 days



D. Never

4.  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.
5.  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
6.  Which of the following is not a Timekeeper responsibility?


A.  Set up and maintain Base Schedules.


B.  Complete Amendments, as needed.


C.  Prepare and complete Timecards.


D.  Sign Timecards.


E.  Review and resolve system logon messages.
7.  Base Schedules must be signed by 11 am (local time) on the Monday following the end of the Pay Period. 

A.  True
B.  False

8.  Amendments can only be entered the second week of the Pay Period.

A.  True
B.  False
9.  When an employee is on the shared/donated leave program, which of the following does not need to be done?

A.  Contact Human Resources to initiate the program.
B.  Ensure that all of the employee’s annual and sick leave is used prior to using the donated leave.

C.  Determine why the employee is requesting shared/donated leave.
D.  Code the Timecards with exception code 85 for all donated leave used.
10.  If an employee is in a non-pay status before a holiday and a pay status the day after the holiday, they are not eligible for holiday pay.


A.  True
B.  False
