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ETAMS FACILITY COORDINATOR RESPONSIBILITIES

The ETAMS Facility Coordinator (FC) is responsible for the successful completion of all ETAMS functions
for the Facility.

ETAM S tasks to be performed each Pay Period in accordance with the existing Pay Period schedule:

1. Coordinate the tasks performed by the Timekeeper and Certifier and provide assistance and support
when necessary.

Verify the Initialization of Timecards.

Verify the return and Update of Leave Balances and Payroll Corrections.

Verify that all Base Schedules are Signed.

Verify that all Timecards are Signed and ready for pick-up by the deadline.

akrownN

ETAMS tasks to be performed as needed:

Act as the liaison between FEDdesk Support and your ETAMS Fecility.

Provide first line support to Timekeepers and Certifiers at the Facility.

Notify Timekeepers and Certifiers of any ETAMS schedule changes.

Ensure that all ETAMS records are validated with Payroll records (Employees Not Validated Report).
Maintain UserIDs for Base Users, Timekeepers, and Certifiers.

Maintain Facility files (Areas/Teams, Block Numbers, Users).

Maintain Base Schedules by changing Area assignments when Timekeepers don’t have access to the
records.

Maintain a current email list of Timekeepers and Certifiers to send messages regarding
FEDdesk/ETAMS as necessary.

9. Report Facility Coordinator changes by completing the Coor dinator Form found on the FEDdesk
System home page. Click on the Refer ence tab and then click on Forms.

Noo,rwhPE

©

Skills required to perform these tasks:
1. Working knowledge of current timekeeping forms and procedures.
2. Familiarity with Internet access to FEDdesk.
Suggested training:
1. Successful completion of the ETAMS Timekeeper Training course.
2. Completion of the ETAMS Facility Coordinator Training course.
Suggestions for Facility Coordinator appointments:

It is recommended that persons with minimal travel responsibilities handle FC duties. ETAMS tasks must
be performed on a set schedule. If the FC is not available to perform a specific task at the appointed time,
backup persons must have enough experience to perform the tasks.
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ETAMSFACILITY COORDINATOR SCHEDULE April 2004
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 Processed Timecards and
Timecards & Labor Timecards & Labor Records Are Amendments are moved to
Records Are Created Collected Today for Last Pay Period History
Today for the New Pay (See Note 6)
Period (Exceptions: See Notes 1a & 3)
(See Note 6)
. . ETAMS Lockout
BETWEEN 12:00- 1:00PM CST 3:30AM —5:30AM csT
Hawaii Exception Verify that ALL Base Schedules F;grglcggggt;fgziul‘r?e‘ée
(See Note 1c) & Timecardsare Signed Today (See Note 6)
(See Notes 2,3 & 8)
ANYTIME
Verify that Timecardsfor the ANYTIME
New Pay Period Have Been .
Created Verify the Return of
(See Note 4) Payroll Corrections and
L eave Balance Data
Timecards, Labor Data & Amendments can be entered daily. (S NOE5) >
Amendments are collectgd daily (See Note 7) >
o
SUNDAY MONDAY TUESDAY ||\ E ol EeDAy THURSDAY FRIDAY SATURDAY

Timecards, Labor Data §

¢ Amendments can be entered daily.

Amendments are coIIectwd daily (See Note7)

v

v




NOTES FOR THE ETAMSFACILITY COORDINATOR SCHEDULE
November 2007

o 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 Facilitiesdo not havethe Labor feature enabled and ther efore do not have Labor records.

Exceptions to completion and collection of Timecards and Labor records:

a) Holiday - When thereis aHoliday on Monday (Week 1), the deadline for completion of Timecardsis 1:00PM CST on Tuesday.
Therest of this schedule is the same.

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

Verification of Signatures - From the ETAMS Main Menu, click ‘ Timecards', ‘Base Schedules', or ‘ Amendments'. From the ‘ Display’
box, click ‘Unsigned’ to see alist of al unsigned records. Contact each Timekeeper whose records are not signed.

If computer/LAN problems prevent the Facility from compl eting these tasks on schedule, call the National Payroll Center at 816-823-3900
immediately.

Verification of Initiaization (Timecard Creation for the new Pay Period): This check begins from the ETAMS Main Menu after selecting
‘Timecards.

a) Before Timecard Collection, the * Employee Select’ screen displays the uncollected Pay Period number and records.
0 Click the‘All Pay Periods' button to display both sets of Pay Period records.

o0 Todisplay only the new Pay Period records, click once on a new Pay Period record and then click the * Selected Pay Period’
button to compl ete the sort.

b) After Timecard Collection, the * Employee Select’ screen displays only the current Pay Period number and records.

Verification of Return of Payroll Corrections & Leave Balance Data: (Note: These two files are returned at the sasmetime. If they have not

been returned, verify the update later in the day.)

a) Payroll Corrections— A nag screen displays (at logon) a new list of Payroll Corrections that have just been returned.

b) Leave Baance Data- Fromthe ETAMS Main Menu, select ‘ Timecards' and display arecord. The‘YR/PP field in the far right box
displaysthe Year and PP number for the leave shown. The PP number should be the just ended Pay Period.

During this process, accessto ETAMS isblocked. Lockout times are approximate.

Amendments can be entered daily and are collected 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 employee’s
upcoming Pay and L eave Statement

When a name appears on the * Employees Not Validated' Report, their records cannot be signed and therefore cannot be collected.




IMPORTANT ETAMSREMINDERS

1. To access FEDdesk, aways start from the FEDdesk System home page
(http://feddesk.gsa.gov). This page aertsyou 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 & visaversa)

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 Scheduleis
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 Schedul€) are sent to the Amendment option at
pick-up time and replaced with the signed Base Schedule.

8. If both the Timecard and Base Schedule are unsigned, no record is picked-up for the person 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 hours.
Amendments are processed the second week of the Pay Period (Tuesday, Thursday and Sunday).
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 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 on-ine help for ‘ Changing Y our Password' .

March 2009 ETAMS Facility Coordinator Training



SYSTEM ADMINISTRATION

System Administration functions are used by the Facility Coordinator to maintain the Facility database.
Instructions for these procedures begin from the M aintenance M enu that is on the System Administration
Menu.

To access the System Administration Menu:
» From the FEDdesk Menu click on System Administration.

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

» If you have access to more than one Facility, the Facility Select screen display. Select the Facility you
want to work with and click OK.

» The System Administration Menu displays. Use the Maintenance Menu to make FEDdesk, ETAMS and

Labor table changes
B FEDdesk - System Administration B FEDdesk - System Administration
File BBl 505N Help File BeEld== =8 Help
FDdesk  » Area Teams || FEDdesk »
ETAMS k Users Block Mumbers
Labor » Labor 4
TMR 4 TMR. 3

These functions can also be accessed fromthe ETAM S Main M enu after selecting the Maintenance Menu and
then ETAMS. However, Help for these functions are only available from the System Administration Help that is
accessed as shown above.
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SYSTEM ADMINISTRATION
Areas/Teams

The Areas/Teams function is used to Add or Delete Areas and Teams.

Areas/Teams

A/

Aress for Faciliby: TH Teams: For Selected Area

Area Code Ares Description -~ Team Code  Teamn Description
1 fcimin A= P

02 Tech Support
03 I8 coounting
04 [Training
e IS |
il
o7
0
na

Lk =]

Add Area Delete Area Add Team Delete Team

LCloze | Cancel | Print ‘
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SYSTEM ADMINISTRATION
Areas/Teams

The Areas/Teams function is used to Add or Delete Areas and Teams.

1. ToAddanew Area/Team:

a) FromtheMaintenance Menu, highlight FEDdesk, select ‘Areas/Teams'.

b) Click the Add Area button under the Areas box. A blank entry line will display.
c) Enter the new 2 digit Area. Area Description isoptional.

d) Click the Add Team button under the Teams box. A blank entry line will display.
€) Enter the new 2 digit Team(s). Team Description is optional.

f) Click theClose button to return to the System Administration Menu.

g) Respond “Yes' to “Do you want to Save Changes’.

2. ToDeletean Area:

a) FromtheETAMSMain Menu, go to the Base Schedule and reassign al personsin the Areato be
deleted.
Note You cannot delete and Areaif anyone is currently assigned to the Area.

b) FromtheMaintenance Menu, highlight FEDdesk, select ‘ Areas/Teams'.

¢) Point tothe Area Codeto be del eted.

d) Click theDelete Area button under the Areas box.
Note All Teamsin the Area are automatically deleted.

€) Click theClose button to return to the System Administration Menu.

f) Respond “Yes’ to“Do you want to Save Changes’.

3. ToDeeteaTeam:

a) FromtheMain Menu, go to the Base Schedule and reassign all personsin the Team to be deleted.
Note You cannot delete a Team if anyoneiscurrently assigned to the Team.

b) FromtheMaintenance Menu, highlight FEDdesk, select ‘ Areas/Teams'.

¢) Point tothe Team Code in the desired Areato be deleted.

d) Click theDelete Team button under the Team box.

€) Click theClose button to return to the System Administration Menu.

f) Respond ‘Yes to ‘Do you want to Save Changes'.

Note Repeat the necessary steps until al Areas/Teams have been added or deleted before Closing the window.

8 ETAMS Facility Coordinator Training M arch 2009



SYSTEM ADMINISTRATION
Block Numbers

The Block Numbers function is used to display, add or delete Block Numbers. Block numbers are assigned and
used by GSA Payroll. The information needed to compl ete this table may need to be furnished by the GSA
Payroll Office.

Block Numbers

ETAMS - Block Humbers
Block RMumber Dezcription |
11001 Block # Area 01
11002 Block # Area 02
11003 Block # Area 03
11004 Block # Area 04
11005 Block # Area 03
11 006 Block # Area 06
11007 Block # Area 07
11005 Block # Area 03
11004 Block # Area 09 -
11010 Block # Area 10
11011 Block # Area 11
11012 Block # Area 12
11013 Block # Area 13

hd
Close Cancel Add Delete | Prinit
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SYSTEM ADMINISTRATION
Block Numbers

The Block Numbers function is used to display, add or delete Block Numbers.

1. ToAddanew Block Number:
a) FromtheMaintenance Menu, highlight FEDdesk, select *Block Numbers'.
b) Click theAdd button. A blank entry line will display at the bottom of the list.
¢) Enter the new Block Number. Description isoptional.
d) Click theClose button to return to the System Administration Menu.
€) Respond “Yes’ to “Do you want to Save Changes?’.

2. To Delete aBlock Number:
a) Fromthe Maintenance Menu, highlight FEDdesk, select ‘ Block Numbers'.
b) Position the cursor on the Block Number to be deleted.
c) Click the Delete button.
d) Click the Close button to return to the System Administration Menu.
€) Respond“Yes’ to“Do you want to Save Changes.

Note Repeat the necessary steps until al Block Numbers have been added or deleted before Closing the
window.

Note Block numbers that are assigned to anyone in the Base Schedule DO NOT have to be changed. The
Block Number field on the Base Schedule is automatically updated each Pay Period to reflect the Block Number
that is recorded at the Payroll Office.
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SYSTEM ADMINISTRATION
Users

The Usersfunction is used to display, add, modify or remove Facility access for UserIDs. Thelist of Users
displaysin name sequence. Thelist can be sorted into a different sequence by clicking on the radio button in
the Sort By box. You can also display all persons by clicking on the All Users/Employees radio button in the
Showbox. Users perform ETAMS functions and have aUserID. Employees are personsin your ETAMS
Facility Database (i.e. the ETAM S Base Schedule) who may or may not have a UserID. To quickly find aname
from thelist that is displayed, click in the Name field at the top left of the screen and enter the last name of the
person. Asyou enter the name, thelist is searched. The User’s name is highlighted if the name is found.

Note: System updates to UserlD and Password changes may take 30 minutes after a change is made.

FEDdesk - System Administration - Facility:

File Maintenance Help

m Area Teams
ETAMS Users

Labar »
TMR 3

User Select List
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SYSTEM ADMINISTRATION

Users
Claze | Add ‘ /De_tail | ETAMS F'Ezrmissin:lns| Eeports |
pd
User Detall
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SYSTEM ADMINISTRATION
Users

Cloze |

4 ‘ Deai | ETAMS Permissinn§|

Reports |

User Permissions - Certifier
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SYSTEM ADMINISTRATION
Users

Cloze |

Add ‘ Detail | }TQMS Permissinns| Reports |

User Perpafssions - Facili Coordlnator

77

User %ssions - T&A Clerk (Timekeeper)

14
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SYSTEM ADMINISTRATION
Labor Users

Claze | Add ‘ Detai | FT:&MS F'Ezymissin:lns| Eeports |
| |

User Permissions/— Labo%Administrator

v

User Permiss/ons - Labor Only Clerk

March 2009
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SYSTEM ADMINISTRATION

Users

The Users function is used to display, add, modify or remove Facility access for UserlDs. Usethis chart to find
the correct procedure to set up anew UserID.

Creating UserlDs

Nameisin the‘All

Nameisnot in

UserID Type Needed User YEmployees the‘All See
Facility List UserslEmployees | Procedure
Facility List
Base User X 1
Base User X 2
Certifier X 3
Certifier X 4
Facility Coordinator X X 5
T&A Clerk (Timekeeper) X 6
T&A Clerk (Timekeeper) X 7
Labor Administrator X 8
Labor Administrator X 9
Labor Only Clerk X 10
Labor Only Clerk X 11

Note System updatesto UserlD and Password changes may take 30 minutes.

16
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1. Adding aBase User|D for someone who is notin the * All Users/Employees’ list:

a)
b)
c)
d)
€)

f)
9)

Note

Note

From theM aintenance Menu, highlight FEDdesk,, select ‘Users'.

Click *All Users’/Employees’ in the Show box.

From the ‘Name’ field, enter the person’slast name. Asyou enter the name, the list is searched. The
User'snameis highlighted if the nameis found.

If the name displays, go to Procedure 2. If the nameisnot listed, go to the next step.

Click on the Add button at the bottom of the User Select screen. The Detail Screen displays.

Check the ETAMS box to allow access.

Enter the information about this User. Required fields are: (1) SSN, (2) UserID

(3) Name (Last, First, Middle) and (4) E-mail Address (government e-mail address with an extension of
.gov, .edu, .mil or .orgisrequired) See Notere email below.

Note The Country field defaults to United States. Use the drop-down to change if needed.

Click the Close button and OK to the save changes message.

Enter the Password and confirmation, and then click the OK button.

Click OK onthe NT confirmation message and go back to the User Select screen.

Click the ETAMS Permissions button.

Click the down arrow to select the Authority type of “Base User”.

Click the Close button to return to the User Select screen.

Click the Close button to return to the System Administration Menu.

The Labor Administrator field isset to ‘Yes only if this User isto be a Labor Administrator in charge of
maintaining Facility Labor tables.

If the email addressis not known, leave blank and check the ‘Email not yet available’ box. No system messages can
be delivered until avalid email addressis entered.

2. Adding aBase UserD for someone whose name displaysin the ‘ All Users/Employees’ list.

a)
b)
c)

d)
€)
f)
0)

h)
D)
j)

From theM aintenance M enu, highlight FEDdesk,, select ‘Users'.

Click *All UsersdEmployees’ in the Show box.

From the ‘Name’ field, enter the person’s last name. Asyou enter the name, the list is searched. The
User’'s nameis highlighted if the nameis found.

Click on the Detail button at the bottom of the User Select screen.

Check the ETAMS box to allow access.

Enter the UserID and the User’ s Internet e-mail address.

Enter or change any other applicable User Detail information.

Note The Country field defaults to United States. Use the drop-down to change if needed.
Click the Close button and Yes to the save changes message.

Enter the Password and confirmation, and then click the OK button.

Click OK onthe NT confirmation message and go back to the User Select screen.
Click the ETAMS Permissions button.

Click the down arrow to select the Authority type of “Base User”.

Click the Close button to return to the User Select screen.

Click the Close button to return to the System Administration Menu.

The Labor Administrator field isset to ‘Yes only if this User isto be a Labor Administrator in charge of
maintaining Facility Labor tables.
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3. Adding aCertifier UserlD for someone who is not in the * All UsersEmployees’ list:

a)
b)
c)

d)
€)
f)
9)

From theM aintenance M enu, highlight FEDdesk, select ‘ Users.’

Click ‘Al Users/Employees’ in the Show box.

From the ‘Name’ field, enter the person’slast name. Asyou enter the name, the list is searched. The
User'snameis highlighted if the nameis found.

If the name displays, go to Procedure 4. If the name is not listed, go to the next step.

Click on the Add button at the bottom of the User Select screen.

Check the ETAMS box to allow access.

Enter the information about this User. Required fields are: (1) SSN, (2) UserID

(3) Name (Last, First, Middle) and (4) E-mail Address (government e-mail address with an extension of
.gov, .edu, .mil or .orgisrequired). See Notere email below.

Note The Country field defaults to United States. Use the drop-down to change if needed.

Click the Close button and save your changes.

Enter the Password and confirmation, and then click the OK button.

Click OK onthe NT confirmation message and go back to the User Select screen.

Click the ETAMS Permissions button.

Click the down-arrow to display the Authority types, and select Certifier.

Point to the Areato be assigned in the Areasbox to display valid Teamsfor the Areain the lower box.
Drag the Team(s) from the Teamsbox (lower right side) to the Team Permissions box (lower left side).

Note: If all Teamsin an Areaare to be assigned, drag the Area number in the Areasbox to the Area Permissions box.

0)

p)
q)

Repeat the ArealTeam assignments until all valid Area/Teams have been assigned. By default, Sgnature
is‘Yes and Labor Clerk Onlyisset to ‘No’. Both of these settings can be changed.

Click the Close button to return to the User Select screen.

Click the Close button to return to the System Administration Menu.

4. Adding aCertifier UserID for someone whose name displaysin the ‘ All Users/Employees’ list:

a)
b)
c)

d)
€)
f)
9)

h)
i)

From theM aintenance M enu, highlight FEDdesk, select ‘Users.’

Click *All Users/Employees in the Show box.

From the ‘Name’ field, enter the person’slast name. Asyou enter the name, the list is searched. The
User'snameis highlighted if the nameis found.

Click on the Detail button at the bottom of the User Select screen.

Check the ETAMS box to allow access.

Enter the UserID and the User’s Internet email address.

Enter or change any other applicable User Detail information.

Note The Country field defaultsto United States. Use the drop-down to change if needed.

Click the Close button and save your changes.

Enter the Password and confirmation, and then click the OK button.

Click OK on the NT confirmation message and go back to the User Select screen.

Click the ETAMS Permissions button.

Click the down-arrow to display the Authority types, and select Certifier.

Point to the Areato be assigned in the Areas box to display valid Teamsfor the Areain the lower box.
Drag the Team(s) from the Teamsbox (lower right side) to the Team Permissions box (lower left side).

Note: If all Teamsin an Areaare to be assigned, drag the Area number in the Areasbox to the Area Permissions box.

0)

p)
q)

Repeat the ArealTeam assignments until all valid Area/Teams have been assigned. By default, Sgnature
is‘Yes and Labor Clerk Onlyisset to ‘No’. Both of these settings can be changed.

Click the Close button to return to the User Select screen.

Click the Close button to return to the System Administration Menu.

Note: A government employee must be validated (i.e. not appear on the ‘Employees not Validated Report’) before
he/she can be set up asa Certifier.

18
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Note: A Contractor may not be set up asa Certifier.

Note  If the email addressis not known, leave blank and check the ‘Email not yet available’ box. No system messages can
be delivered until avalid email addressis entered.

5. Adding or Deleting a Facility Coordinator UserlD

All Facility Coordinators (ETAMS and TMR) must be set up by a FEDdesk System Administrator. To request or
revoke Facility Coordinator access, please use the form available from the FEDdesk System web site by going to:
http://feddesk.gsa.gov (FEDdesk System home page)

o Click ontheReferencetab

o0 ClickonForms

0 Select Coordinator Form

o

For FEDdesk Support information, go to the FEDdesk System home page (http://feddesk.gsa.gov). Click on
the Help tab.
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6. Adding aTimekeeper UserID for someone who is not in the * All Users’/Employees’ list:

a)
b)
c)

d)
€)
f)
9)

Note

From theM aintenance Menu, highlight FEDdesk,, select ‘Users'.

Click ‘All Users/Employees’ in the Show Box.

From the ‘Name’ field, enter the person’slast name. Asyou enter the name, the list is searched. The
User'snameis highlighted if the nameis found.

If the name displays, go to Procedure 7. If the name is not listed, go to the next step.

Click onthe Add button at the bottom of the User Select screen.

Check the ETAMS box to allow access.

Enter the information about this User. Required fields are: (1) SSN, (2) UserID

Name (Last, First, Middle) and (4) E-mail Address (government e-mail address with an extension of .gov,

.edu, .mil or .orgisrequired). See Note re email below.

Note The Country field defaults to United States. Use the drop-down to change if needed.

Click the Close button and Yes to the save changes message.

Enter the Password and confirmation, and then click the OK button.

Click OK onthe NT confirmation message and go back to the User Select screen.

Click the ETAMS Permissions button.

Click the down arrow to select the Authority type of “T&A Clerk”. The Labor Administrator field
defaultsto ‘No’ and should be changed only if this User isto have access to Facility Labor Tables.
Point to the Areain the Areas box (upper right box).

Drag the appropriate Area(s) from the Areas box (upper right) to the Area Permissions box (upper |eft).
Repeat the Area assignments, until all valid Areas have been assigned. By default, Labor Clerk Onlyis
set to ‘No’. This setting can be changed.

Click the Close button to return to the User Select Screen.

Click the Close button to return to the System Administration Menu.

If the email addressis not known, leave blank and check the ‘Email not yet available’ box. No system messages can
be delivered until avalid email addressis entered.

7. Adding aTimekeeper UserID for someone whose name displaysin the ‘ All Users/Employees’ list.

a)
b)
c)

d)
€)
f)
0)

h)
D)
j)
K)
1)
m)

n)
0)

p)
o)

From theM aintenance M enu, highlight FEDdesk,, select ‘Users'.

Click ‘All Users/Employees in the Show box.

From the ‘Name’ field, enter the person’slast name. Asyou enter the name, the list is searched. The
User’snameis highlighted if the name is found.

Click theDetail button at the bottom of the screen.

Check the ETAMS box to allow access.

Enter the UserID and the User’ s Internet e-mail address.

Enter or change any other applicable User Detail information.

Note The Country field defaults to United States. Use the drop-down to change if needed.

Click the Close button and Yes to the save changes message.

Enter the Password and confirmation, and then click the OK button.

Click OK onthe NT confirmation message and go back to the User Select screen.

Click the ETAMS Permissions button.

Click the down arrow to select the Authority type of “T&A Clerk”. The Labor Administrator field
defaultsto ‘No’ and should be changed only if this User is to have accessto Facility Labor Tables.
Point to the Areain the Areas box (upper right box).

Drag the appropriate Area(s) from the Areas box (upper right) to the Area Permissions box (upper |eft).
Repeat the Area assignments, until all valid Areas have been assigned. By default, Labor Clerk Onlyis
set to ‘No’. This setting can be changed.

Click the Close button to return to the User Select Screen.

Click the Close button to return to the System Administration Menu.

20
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8. Adding aLabor Administrator UserlD for someone who is not in the ‘ All UsersEmployees’ list:

a)
b)
c)
d)
€)

f)
9)

Note:

Note

From the M aintenance M enu, highlight FEDdesk, select ‘Users'.

Click *All Users/Employees’ in the Show box.

From the ‘Name’ field, enter theperson’slast name. Asyou enter the name, thelist is searched. The
User’'snameis highlighted if the nameis found.

If the name displays, go to Procedure 9. If the nameis not listed, go to the next step.

Click on the Add button at the bottom of the User Select screen. The Detail Screen displays.

Check the ETAMS box to allow access.

Enter the information about this User. Required fieldsare: (1) SSN, (2) UserlD

(3) Name (Last, First, Middle) and (4) E-mail Address (government e-mail address with an extension of
.gov, .edu, .mil or .orgisrequired). See Note re email below.

Note The Country field defaults to United States. Use the drop-down to change if needed.

Click the Close button and OK to the save changes message.

Enter the Password and confirmation, and then click the OK button.

Click OK on the NT confirmation message and go back to the User Select screen.

Click the ETAMS Permissions button.

Click the down arrow to select the desired Authority type. A Labor Administrator can have any
Authority type except ‘none'.

Click the down arrow to change the Labor Administrator field from ‘No’ to ‘Yes'.

Click the Close button to return to the User Select screen.

Click the Close button to return to the System Administration Menu.

The Labor Administrator permission is separate from al ‘ Authority’ types. When the Labor Administrator field is
setto 'Yes', thisUserlD has accessto all Facility Labor tables, which are in addition to and separate from other
permissions that are granted.

If the email addressis not known, leave blank and check the ‘Email not yet available’ box. No system messages can
be delivered until avalid email addressis entered.

9. Adding aLabor Administrator UserlD for someone whose name displaysin the * All Users/Employees’ list.

n)

0)
Note

From the Maintenance Menu, highlight FEDdesk, select ‘Users'.

Click *All Users/Employees’ in the Show box.

From the ‘Name' field, enter the person’slast name. Asyou enter the name, thelist is searched. The
User'sname is highlighted if the nameis found.

Click on the Detail button at the bottom of the User Select screen.

Check the ETAMS box to allow access.

Enter the UserID and the User’ s Internet e-mail address.

Enter or change any other applicable User Detail information.

Note The Country field defaultsto United States. Use the drop-down to change if needed.

Click the Close button and Y es to the save changes message.

Enter the Password and confirmation, and then click the OK button.

Click OK onthe NT confirmation message and go back to the User Select screen.

Click the ETAMS Permissions button.

Click the down arrow to select the desired Authority type. A Labor Administrator can have any
Authority type except ‘none'.

Click the down arrow to change the Labor Administrator field from ‘No’ to‘Yes'.

Click the Close button to return to the User Select screen.

Click the Close button to return to the System Administration Menu.

The Labor Administrator permission is separate from al ‘ Authority’ types. When the Labor Administrator field is
setto ‘'Yes, thisUserlD has accessto all Facility Labor tables, which are in addition to and separate from other
permissions that are granted.
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10. Adding aLabor Clerk Only UserID for someone who is not in the * All Users’/Employees’ list:

a) Fromthe Maintenance Menu, highlight FEDdesk, select ‘Users'.

b) Click ‘All UsersEmployees’ in the Show Box.

¢) Fromthe‘Name’ field, enter theperson’slast name. Asyou enter the name, thelist is searched. The
User’'snameis highlighted if the nameis found.

d) If the name displays, go to Procedure 11. If the nameis not listed, go to the next step.

e) Click onthe Add button at the bottom of the User Select screen.

f) Check the ETAMSbox to allow access.

0) Enter the information about this User. Required fields are: (1) SSN, (2) UserlD
(3)Name (Last, First, Middle) and (4) E-mail Address (government e-mail address with an extension of
.gov, .edu, .mil or .orgisrequired). SeeNote re email below.
Note The Country field defaults to United States. Use the drop-down to change if needed.

h) Click the Close button and Yesto the save changes message.

i) Enter the Password and confirmation, and then click the OK button.

j) Click OK onthe NT confirmation message and go back to the User Select screen.

k) Click the ETAMS Permissions button.

I) Click the down arrow to select the Authority type of “T&A Clerk”. The Labor Administrator field
defaultsto *No’ and should be changed only if this User isto have access to Facility Labor Tables.

m) Point to the Areain the Areas box (upper right box).

n) Drag the appropriate Area(s) from the Areas box (upper right) to the Area Permissions box (upper |eft).
0) Click the down arrow to change the Labor Clerk Onlyfield to ‘Yes'. When set to ‘Yes', accessis given
to Labor records only for this Area. Timecards for the Area become view only. Repest this step for

each Labor Clerk Only assignment.

p) Click the Close button to return to the User Select Screen.

g) Click the Close button to return to the System Administration Menu.

Note  If the email addressis not known, leave blank and check the ‘Email not yet available’ box. No system messages can
be delivered until avalid email address is entered.
11. Adding aLabor Clerk Only UserID for someone whose name displaysin the * All Users/Employees’ list.

a) Fromthe Maintenance Menu, highlight FEDdesk, select ‘Users'.

b) Click ‘ All Users/Employees in the Show box.

¢) Fromthe‘Name’ field, enter theperson’slast name. Asyou enter the name, thelist is searched. The
User’'snameis highlighted if the nameis found.

d) Click the Detail button at the bottom of the screen.

€) Check the ETAMSbox to allow access.

f) Enter the UserlD and the User’s Internet e-mail address.

g) Enter or change any other applicable User Detail information.
Note The Country field defaults to United States. Use the drop-down to change if needed.

h) Click the Close button and Yesto the save changes message.

i) Enter the Password and confirmation, and then click the OK button.

j) Click OK onthe NT confirmation message and go back to the User Select screen.

k) Click the ETAMS Permissions button.

[) Click the down arrow to select the Authority type of “T&A Clerk”. The Labor Administrator field
defaultsto ‘No’ and should be changed only if this User is to have access to Facility Labor Tables.

m) Point to the Areain the Areas box (upper right box).

n) Drag the appropriate Area(s) from the Areas box (upper right) to the Area Permissions box (upper |€eft).
0) Click the down arrow to change the Labor Clerk Onlyfield to ‘Yes'. When set to ‘Yes', accessis given
to Labor records only for this Area. Timecards for the Area become view only. Repest this step for

each Labor Clerk Only assignment.
p) Click the Close button to return to the User Select Screen.
g) Click the Close button to return to the System Administration Menu.

22 ETAMS Facility Coordinator Training M arch 2009



Use this chart to find the right procedure to modify an existing UserID.

Other UserlD Maintenance Functions

User 1D Task See

Procedure
Changing a User’ s Password 12
Removing a UserID 13
Modifying UserID Information 14
Modifying Area/ Team Assignment 15

12. Changing a User’s Password:

From the M aintenance M enu, highlight FEDdesk,, select ‘Users'.

Click in the Namefield and enter the last name to display and highlight the desired name.

Click theDetail button at the bottom of the screen.

Click the Change Password button.

Enter the new Password and confirmation. (see criteria below)

Click the OK button and return to the Detail Screen.

Click OK on the Change Password confirmation message and go back to the User Select screen.
Click the Close button to return to the System Administration Menu.

The criteriafor FEDdesk Passwords are:

Note
Note

e Must be at least 8 characters long

e Must begin and end with an alpha character

e Must have at |east one numeric value

e Must have either: A mixture of upper and lower case letters with at |east one capital letter OR, one
specia character
Must be changed every 90 days
Cannot be ‘reused’ within 4 changes

e Cannot contain all or part of your name or your User|D

e Casesengtive: Passwords must be typed exactly as originally defined

Please wait 30 minutes for Password updates to take effect before logging on.

The Facility Coordinator can change a User’ s Password to a default. This allows the User to get logged
on to FEDdesk. After log on, the User should change his’her own Password again to something secure.

13. Removing a UserID:

a)
b)
c)
d)
€)
f)
9)

From theM aintenance M enu, highlight FEDdesk, select ‘Users'.

Click in the Namefield and enter the last name to display and highlight the desired name.
Click theDetail button at the bottom of the screen.

Remove the check mark from the ETAMS box.

Click the Close button and respond to the ‘remove permissions’ message appropriately.
Respond ‘ Yes' to “Do you want to save changes’ and go back to the User Select screen.
Click the Close button to return to the System Administration Menu.

Note This procedure removes User access to this Facility only and not to any other Facility to which there may

be access. If thisisthe only Facility that this UserID was assigned, the UserID field is cleared.
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14. Modifying UserID Information:

From the M aintenance M enu, highlight FEDdesk,, select ‘Users'.

Click in the Namefield and enter the last name to display and highlight the desired name.
Click theDetail button at the bottom of the screen.

Click the field(s) that require modification and make the changes.

Click the Close button to return to the User Select screen.

Click the ETAMS Permissions button and enter any necessary changes.

Click the Close button to return to the User Select screen.

Click the Close button to return to the System Administration Menu.

15. Modifying Area/Team Assignments:

a)
b)

c)
d)

f)
9)

h)
i)
i)

Note

Note

From theM aintenance M enu, highlight FEDdesk, select ‘Users'.

Click in the Namefield and enter the last name to display and highlight the desired name.

Click the ETAMS Permissions button.

To Enable an Area - Drag the Area number from the Areas box in the upper right to the Area Permissions
box in the upper left. This User now has permission to access All Teamsin this Area.

OR

To Enable a Team - Point to the Areain the Areasbox in the upper right and drag the Team number in
lower right to the Teams Permissions box in the lower left. ThisUser now has permission to access only
the selected Team(s) in the selected Area.

To Disable an Area - Drag the Area number from the Area Permissions box in the upper left back to the
Areasbox in the upper right. Accessto this Areais now taken away .

OR

To Disable a Team - Point to the Areain the Areasbox and drag the Team number in the lower left back
to the Team box in the lower right. Accessto this Team is how taken away.

Click the down arrow to change the Sgnature if needed.

The Labor Clerk Onlyfield defaultsto ‘No’. When set to ‘ Yes’, access is given to Labor records only for
this Areal'Team. Timecards for this Area/Team become view only.

Repeat the ArealTeam procedures until all valid Areas/Teams have been enabl ed/disabled.

Click the Cl ose button to return to the User Select screen.

Click the Close button to return to the System Administration Menu.

The Labor Administrator fieldisset to ‘Yes' only if this User isto be a Labor Administrator in charge of
maintaining Facility Labor tables.

The Certifier usually has permission to access only certain Teams within the Area and not the entire
Area.
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COURSE REVIEW

Name: Date:

Using the ETAMS Main Menu or the Maintenance Menu, name the menu option used to perform the tasks listed
below. Match Column A with Column B. Optionsin Column B can be used more than once.

Column A Column B
1. Add anew Team. A. Area/Teams
2. Look at a Timecard from the last Pay Period. B. History
C. Users’Employees
3. Verify that Leave Balances have been Updated.
D. Payroll Corrections
4. Change a Password for a Timekeeper or Certifier.
E. Reports
5. Change an Area/Team assignment. F. Amendments
G. Block Numbers
6. Add anew Areaassignment for a Timekeeper.
H. Timecards
7. Give a Certifier access to another Area. |. Base Schedules
8. Timecards corrected by Payroll

Using the Facility Coordinator Schedule of Events, what Week, Day and Time are these tasks scheduled during
the two-week cycle? Put a star by the tasks that can be performed more than once.

Week Day Time Task
12 M-F
9. Verify the Initialization of a new Pay Period File..
10. Verify the Update of Leave Balances.
11. Verify that Payroll Corrections have been returned to the Facility.

Answer the following questions by filling in the blanks.

12. What isyour ETAMS Region Code (If Applicable)?
13. What isyour ETAMS Agency Code?
14. What isyour ETAMS Facility ID?

15. How many Areas are set up for your Facility?
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COURSE EVALUATION

CourseTitlee ETAMSFACILITY COORDINATOR TRAINING

Date Location

Instructor(s)

Please mark your response to the statements below using these codes:

1- Poor 4 - Above Average
2 - Needs Improvement 5- Very Good
3 - Satisfactory 6 - Excellent

Course Content

. The course waswell organized.

. The topics discussed held my attention.

Class time was used effectively.

. The course outline was easy to follow.

. The course materials were helpful.

The material covered was relevant to my duties.

. The course material was presented at alevel that | understood.

~NoUhwWNE

Job Performance

8. Thiscourse hasincreased my T&A record processing knowledge.

9. | feel comfortable with ETAMS now that | have attended this course.

Instructor Evaluation

10. Theinstructor was well organized.
11. Theinstructor was knowledgeabl e about the topic.
12. Theinstructor communicated ideas effectively.
13. Theinstructor was available for questions.

Please comment on each question below.

14. Which topic(s) would you like to have discussed in more detail ?

15. What were the strong points of the class?

16. What were the weak points of the class?
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