ETAMS Timekeeper Quiz
1. 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

2. Which of the following needs to be done the final pay period an employee works 
a. Enter code ‘00’ for any days not worked in the pay period
b. Change the Separated Indicated to ‘Yes’
c. Enter a remark noting the last workday on the Timecard
d. All of the above
3. Problems, questions and enhancement suggestions should be sent  to 

a.  A Supervisor

b. The ETAMS Facility Coordinator

c. The National Payroll Branch (NPB)
4. 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)  
c. The last day of the pay period
5. Modified Timecards and Amendments are signed

a. Automatically once they are processed by the Timekeeper

b. Never, they do not require signature
c. Must be resigned by the Certifier

6. Signed amended Timecards are processed 

a. Daily

b. Week 2 of the pay period

c. Monday week 1 of the subsequent pay period

7. Which of the following is not a Timekeeper’s responsibility?

a. Setup and maintenance of base schedules

b. Completing Timecard

c. Certifying Timecards

d. Verifying Timecards are ready for collection
8. Which of the following is not a true statement?

a. The information from the Base Schedule is used to populate the biweekly Timecard

b. The Base Schedule reflects what the employee has worked each biweekly pay period

c. Each employee must have a signed Base Schedule in ETAMS

9. Employee separations consist of the following:

a. Retirement, Termination, Resignation, Transfer to another Agency, Death

b. Retirement, Termination, Resignation, Transfer to another Department, Death
c. Retirement, Termination, Rehire, Transfer to another Agency, Death
10.  When coding  a Timecard with LWOP which of the following should not be done
a. Ensure that the Timecard is signed so that the employee is not paid

b. Ensure that the appropriate code is used

c. Change the Base Schedule for intermittent LWOP
