ETAMS Certifier Quiz
1. Timecards can be signed 

a. Anytime before the deadline of 11:00 am (local time) on Monday (week 1)

b. Only on Monday of week one by 11:00 am (local time)  
a. The last day of the pay period
2. Which of the following is not the responsibility of the Certifier

a. Certify the Timecards prior to the deadline 

b. Set up the Base Schedule

c. Review and certify the Supervisor’s T&A Certification Report

d. Sign amended Timecards

3. When an employee separates the Certifier should verify the following actions have been completed:
a. Separated Indicator has been changed from ‘No’ to ‘Yes’

b. There is a ‘Remark’ on the Timecard to note the last work day

c. The Base Schedule has been made Inactive to prevent future Timecards from being generated

d. All of the above

4. When reviewing and certifying Base Schedules, only the regular days and hours worked are coded.
a. True

b. False

5.
Annual Leave can be advanced

a. Up to 240 hours

b. Up to what the employee can earn through the end of the leave year
c. Up to the supervisor’s discretion
6.  An employee has requested to telework due to a medical appointment scheduled in the middle of the day.  This should be coded to 90.

a. True

b. False

      7. Compensatory time expires 26 pay periods after it is earned.

     a.
True


     b.
False

8.  An employee under the Family Medical Leave Act has how long to use the 12 weeks (480 hours)

a.
2 years from initial use.
b.
12 weeks from initial use.
c.
12 months from initial use.
9.  All Supervisors’ T&A Certification Reports from previous Pay Periods must be certified before a more current Pay Period can be certified.  


a.  True

b.  False

10. An amendment can be signed

a. Only during week 2 of the pay cycle.
b. After Thursday of week 1 of the pay cycle.
c. Any date in the pay cycle.
