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I. LOCATING LABOR INFORMATION

To access Labor information, from the FEDdesk splash screen, click on the ETAMS clock. The
following screen displays if there are Unsigned Base Schedules.

Warning!
The following employee Base Schedules in your Areafs) are not signed.
Agency G5 ELECTRONIC TIME AND ATTENDANCE MANAGEMENT SYSTEM 372700
Region 02 Caontaing Privacy Data PLY3-679 Privacy Act 14:05:13
Facility TH Unsigned Base Report Page 1 of 1
SSM Marne Area Team
T1-11-1111 JOMES, JOHN D 15 02
2222373 AUSTIM, KAREM 19 O
333-33-3333  DANDRIDGE, SIMOME WY 12 O
444-44-4444  COLE AL C 15 0¥
555-65-5555  HOLLING, KAY | 1% O
GE6-60-6666  MOORE, TOMI 5 19 O
FIEFTTTT O MYERS, PHIL S 15 02
§05-55-00558 BANMNISTER, BOE 5 19 O
Erint

After Closing the Unsigned Base Schedule Report, a list of Payroll Corrections may appear.

Warning!
The following employee Payroll Corrections in your Areals) have not been reviewed,
Please review Payroll Caorrections and then perfarm the Review Complete’ aption on the Select screen.

G5A ELECTROMIC TIME AND ATTENDANCE MANAGEMENT SYSTEM 1/20/01

Wersion 4.1 Contains Privacy Data PLY3-579 Privacy Act 21:09:34

Setlheils Payroll Corrections To Review Report Fage 1 of 1
55N ‘ear PP Mame Area Team

§55-85-8855 19965 12 BANMISTER, BOE 5 15 02

FEFFTFTTT 1996 12 MYERS, PHIL S 15 02

Print

When the Payroll Corrections Report is closed, the Main Menu displays. From the Main Menu,
Labor setup is done on the Base Schedule and Labor time is logged through Timecards.



The ETAMS Main Menu

Following is a summary of the options found on the ETAMS Main Menu

1 ETAMS - Agency G5 - Hegion RE

JE[=8 Maintenance Reports Help
Amendments
Archives
Baze Schedules
Payrall Corrections
History

Timecards
E it

Timecards History
Amendments Beports
Payroll Comections Base Schedules

° Timecards

° Amendments

o Payroll Corrections
o History

o Reports

. Base Schedules

Labor Summary, Labor Default, Labor Detail, and Timecard
screens are accessed here.

This option is used any time a previously submitted Timecard
needs to be changed. An Amendment for a Labor employee
also generates a Labor Amendment.

Payroll Corrections are Corrections coming back to the Facility
from Payroll. These are Timecards that had an error during
Payroll processing and were corrected by a Payroll Technician.
Both the Timekeeper and Certifier need to review these records.

Both Labor and Timecard records are moved to History once
the Pay Period has processed.

Two different ETAMS reports can be generated from this
option: Exception Code Report and Individual Exception Code
Report. Labor Reports are available through the Timecard
Select, Base Schedule Select and Labor Summary menu bar
under ‘Reports’.

Employees permanent Regular Tour of Duty and the Labor
setup fields are maintained here.



II. USING THE LABOR FEATURE

Once Labor has been turned on for the Facility and employees have been marked as Labor
employees, three additional screens are available from the Timecard Select screen to display
Labor data for each Labor employee.

e Labor Summary
e Labor Detail.
e Labor Default

How to Set-Up an ETAMS Employee on Labor

To make an employee a Labor employee:
1. Click on Base Schedules from the Main Menu
2. Find the employee, highlight their name and either click ‘OK’ or double click on their name

i ETAMS - Base Schedule [_ [O] =]
File  Reportz  Sign/Unsign  Help
ssht: | ﬂ ﬂ Last | First micclle |
I50(12[20(22[23(24] Svaus [active <]
‘ v
J Day Start  Stop Code Start Stop Code  Stat Stop Code Statt Stop Blocy) 64504 :I'
0150 o [ [ [ treaTeaam [17 /0 -
020 30H 20 s B B Sepind [la =]
037U PenH 20 Peor i
oawe poon [ 5 w e FullPt |Full Time: -
05 TH pBoH 20 pacH [ [ ms [es
06 FR 000 ] | | Weal Start 000
07 34 fBoog
esuBoon [ [ [ [ [ [ [ Meal Stop 000
D | S I @ S0H N SN SR S S T — Lahor Emp |Direct =
107U jpacH 20 pacH
11wWE beon [ 5 rEIUH — Craft Code 51
12TH pSoH 20 PomH I [ Muttiplier fi 2
13FR p30H | 20 pa0H H NN N P —
1454 000
Ext Leave Mo -

Restricted |y

Signed By:

3. Change the entries on the Base Schedule, if necessary, for Labor (lower right)
Labor Emp — Select the appropriate type of Labor employee:
Yes
Direct, Indirect or G&A (if your organization uses these categories)
No — This employee is not on the Labor system.
Note: If you have selected either “Yes’, ‘Direct’, ‘Indirect’, or ‘G&A, a message
appears telling you a Labor Default needs to be created for this employee.
Craft Code - This value should be set to the employee’s craft or skill code or left blank. (Used by
GSA:PBS, otherwise blank)



Multiplier - This value is the amount of gross up for an employee's
leave and training time. Management will determine the level
before Labor cost accounting entries are sent to the accounting

system.

Add-On - Currently not used. It is designed to allocate parking
subsidies or uniform allowance pay. This value should remain

blank/zero.

Ext Leave - Yes or No. This identifies employees who are on leave

for a long time due to Maternity Leave or Illness. Employees

should be marked ‘No’ unless management instructs otherwise.

Labor Emp Im
Craft Code PT
Muttiplier ft 2
sgdon [
Ext Leave m
Restricted [0 |

Restricted —The default ‘No’ means the employee has access to and can modify both their
Timecard and Labor records. When set to ‘Yes’, the Labor employee is restricted to Labor
access only. The employee can change his/her Labor record but has view only access to their

Timecard. (See page 9 for complete explanation).

this manual.

Note: Information about the ‘Restricted Labor Feature is shown in gray text boxes throughout

Note: The above steps must be completed before the Pay Period is initialized so that Labor

records can be created for the Pay Period.

da] ETAMS - Base Schedule Select
File  Beportz  Signd/Unsign  Help

[~ s=H [--

Sort

[ Hame |

Select Optional Area/Team

[~ Area Team

Cancel

Display

" Signed
" Un=igned
= Al

M=l E3

SEM Mame Lakar Area  Team Signed By
222-22-2222 MUSTIM, KAREM Direct 15 01 Day, C.M.
§85-05-5808 BANMISTER, BCBS Mo 15 0z
999-99-9999  Carter, Joanne Indirect 16 01 Signer, Bob 1

444-44-4444 COLE ALC

Mo

13

0z

Signer, Angela 1

333-33-3333 DANDRIDGE, SIMOMNE WY

Direct

15

a1

101-01-0000  Fisher, Caralyn

Mo

17

01

Signer, Charles 1

F35-33-5535  HOLLING, KAy |

Direct

15

1

T11-11-1111 JOMES, JOHM D

Mo

12

0z

CERTIFIER, DELETED

G66-G6-6666 MOCRE, TOM =

Direct

15

01

Dy, C. M.

TIT-F7-7777 MYERS PHL =

ills}

13

0z

On the Base Schedule Select screen notice that there is an extra column marked ‘Labor’. This
column identifies whether or not an employee is Labor enabled. The ‘Labor’ column also
displays on the Timecard Select, Amendment Select, and History Select screens.




Labor and Timecard Screens

Following is an explanation of the Labor and Timecard screens.

Labor Default

After Labor has been turned on for the Facility, Base Schedule records have been marked as
Labor, and the Pay Period initialized, a Labor Default must be set up for each Labor Employee.
A Labor Default is an accounting of the employee's normal work assignments (based upon the
Favorite Cost Centers and Functions) and the percentage of time spent on each assignment.

Note: ‘Cost Centers and ‘Functions’ are labels that may vary by Agency or Service. The labels
shown here are for example only.

ETAMS Labor - Default
File Maintenance Beports Help
Empl SSH
mPloyee[fest, For [ ETAMS Labor —Fovorte Cost Contars ——____MWE)|
Favorite Cost Centers . FI
SLpEryizion ::::‘::;ls A |PGD!I1 Favorite Cost Centers All Cost Centers
Training KT ETans FECK Systems -
Cost Center [ETAMS - NEWY CLIENT s R P
[SUREryiSion [ Fodesk .
FEDDESK - NEW CLIENT RS
é L450R BUSINTEL
FAR ARDS
TR HRIS
[TMR - MEW CLIENMT onfiguration Mot System
[Trzining Elec Certification Sys
FrLs
FEDPAY
&4
'S4, Systems ﬂ
=) .
Base Remaini
Hours #0.0 Hours | A
Cloze | Cancel | Add | Delete |
To setup a Labor Default:
N . . . . . P .
1. Open the Timecards option, highlight the Labor employee and either click ‘OK’ or

double click on the employee’s name. A message asks if you want to enter the Labor
Default now. Click ‘Yes’.

The Labor Default screen displays.

3. To populate the Favorite Cost Centers/Favorite Functions field, place your mouse pointer
in either the white area for Favorite Cost Centers or Favorite Functions and right mouse
click. This brings up a pop-up box with a list of all the Cost Centers or Functions for the
Facility. Drag your Favorites from the right side of the pop-up box to the left side.

o

4. Once you have selected all your favorites, click on ‘Close’ and save your changes. The
favorites then appear in the ‘Favorite Cost Centers’ or ‘Favorite Functions’ list.
5. From the ‘Favorites Cost Centers’, left mouse click on the Cost Center and drag to the

Cost Centers column. Do the same for the Functions.
Enter either the percentage or hours for each Cost Center entered.
7. Click on ‘Close’ and save changes.

a



You have now set up the employee’s Labor Default. This schedule will automatically be copied
to the Labor Summary and Labor Detail screens each Pay Period. The Labor Default can be
changed at anytime and can be accessed from the Labor Summary screen under ‘Maintenance’.

ETAMS Timecard

For Labor employees, the Labor Summary screen appears first and you must click on the
Timecard button to display the ETAMS Timecard screen. If the Timecard Only option is selected
from the Timecard Select screen, the Timecard displays when the employee name is clicked.

& Primary TimeCard For Hi=l &3
File Reports Sign/Unsign Help
5SH | Hame | Period [2000 [&
) |_ Show Supp
1[] E’T# ﬁl ,ﬁ‘:l ﬁl rg'-gl Area I 26 Teamn | 01 fa Supp
0 | v |
J Dray Start Stop Code Start Stop Code Start Stop Code Start Stop YRIPP EDDDIE
040300 1 Su i [ I:l | ANLy 0250
044000 2 Mo Y LI | | . —
D410 3 Tu haoH Exception Codes :
3 Compdl 00000
04M 200 4 Wie naoH | 02 Holiday Leave = 11 F
DRI & it Pt L 05  Actual Standby Hours LR FDDDDDD
DRI & | E pank L (1] Actual Hours Worked Block E1303
04M500 7 Sa \ooo Froe
L 07  FLSA Hours Worked FLSA r
04ME00 & Su \B000 .
L 0% Meal Time
0441700 9 Mo 90H psoH | 09 Make Up Hours Before OT Are I
DHGUEHTD D T 30 | 10 Resulsr Scheduled OT
LRGP A1 Oz a0 | 11 Holiday Warked Seplnd [0 [+
04/20/00 12 Th J030H n&0H | 42 Sunday Premium Weal
04:2100 13 Fr B000 | 13 Comp Time Earned Start Stop
04i22/00 14 S& [B000 14 Irregular Scheduled OT
—— 15 Call Back OT
-
s [ves [
Signed by FUllPT |Full Titne ﬂ

A few reminders:

e The hour total for the first column should equal 80 for Full Time employees.

- 080H equals 8 hours

- 043H equals 4.3 hours
- 9000 equals Regular Day Off (RDO)

e Do not use the Stop columns. Meal Start/Stop Time is not used.

The Code fields in the second through fourth set of columns holds Exception Codes such as
annual leave, sick leave and overtime. Total hours for that code are entered in the Start columns.

Stop columns are left blank.



Right Mouse Clicking in the Code field brings up the list of Exception Codes and their
meanings. You can drag and drop the code to the Code field. You can type all codes if that is
easier.

Click on File/Exit to return to the Labor Summary or Timecard Select screen. Screen edits

insure that total hours are correct and that the entries are appropriate. Information entered on the
Timecard displays (but cannot be changed) on the Labor Summary screen.

Labor Summary Screen

The Labor Summary screen is customized for each employee. It contains a labor grid for logging
productive time to Cost Centers [Buildings, Reimbursable Work Authorizations (RWAs),
Projects] and Functions.

NOTE: Cost Center and Function labels may vary by Agency.

i ETAMS Labor - Summary Timecard [_ 1O
File Maintenance HReports Help
4]
Pay Period 13 1998 6/7/1998 - 6:20/1998 — Employee PAHDRIDGE, SIMONE W SSH [333-33-3333 Craft Code
areameam BT Favorite Fms |F1a1 [F112 | | Labor Detail InUse [~ Timecard
Functions 7 =
Exception Code Summary
Favorite Cost Centers Cost Center Function Volume % Hours OT Hours
ICAMTRA HTROM F112 a0 s Fegular Scheduled Howr (g4 | 665
F=ATR2 [AHTROT Fr11 a0 2m4 [ Holiday Observed REAIEE
ERIN ELpervision 18, 10 XN [Comp Time Earned 13 [ 45
(3TRODS z IComp Time Used H [45
RETRO3 - el T
ESupervizion - I
Training -
WWHTRO1 -
r A
~
Pay Period Summary Hours ’— Hours Base Hours
Remaining A Logged 71.0 Hours 800 Worked 710
Cl
Remarks: - #
FulpT FullTime Usze Prior PP
es
AWS Use Default |
Leave Balances as of Pay Period 199611 Use Current PP
FLSA F FPS EM Annual 02855.0 Sick |0045810.0 Comp 0ooo.o LWOP pDDUDD.D Prirt Summary |

The Cost Center box on the left holds a custom list of Cost Centers normally charged by the
employee. The Functions tool bar at the top of the grid holds a custom list of the Functions
normally performed. The "Favorites” list speeds up the timekeeping effort. When the mouse is
passed over any of the Cost Centers or Functions, Tool Tips are displayed in yellow, which give
an explanation of the codes. Your ‘Favorites’ for the Cost Centers and Functions will be the
same as what was set up on your Labor Default. You may change your Favorites at anytime
from any of the Labor screens (Summary, Default, or Detail). The Labor Default will populate
the Labor Summary and the employee or Timekeeper may drag and drop additional Cost Centers
for the Pay Period if the employee needs to charge part of their time to something other than
their Labor Default.



The Exception Code Summary Window in aqua on the right side of the screen totals the regular
hours and the Exception Code hours from the Timecard and calculates the hours worked. For
example, if an employee works overtime, the overtime hours are added to the Base Schedule for
total hours worked. If the employee takes leave, those hours are subtracted from the Base
Schedule to calculate the number of hours worked.

Labor Detail Screen

The Labor Detail screen allows entry of both Labor time accounting and Timecard exception
data. Once the Detail information is saved, the Labor Summary screen is locked. All Labor
information for the rest of the Pay Period should continue to be entered on the Labor Detail
screen.

1 ETAMS Labor - Detail Timecard [_ O] =
File Maintenance Help

Pay Period 13 1998 6/7/1998 - 6/20/11998 Employee HOLLINS, KAY | S5H FSS-SS-SSSS Craft Code

Area/Team [15/01 Sepind |Ho -
Favorite F

f 104 F105 F109 xception Codes
s (N -~ 7o

Adddfter | AddBefore|  Delste | Clear Day | 2

Favorite Cost Centers

88 Day Cost Center Function Yolume Start Stop Hours OT Code Day Base |
VS TROOS Sun T Fegular Day Off | | r ';
FETRO3 Mon 8 Fegular Day Off | | r ';
i o
T:::i:;sm &=Tue 9 Lakor Defaut Schedule i [ so 9.0 9.0
Wed 10 Fsbor Defautt Schedule iz | 50 Jor 0 a0
Thu 11 [abor Defeull Schedule | JUB | 0 b1 8 a0
Fri 12 [ahor Defaul Schedule s | 50 Jor %0 80 T
. Sat 13 Regular Day Off | | r pc
fiooo— pooa Sun 14 Reguiar Day Off | | r pc
FUllPT [Ful Time w Mon 15 [trnusi Leave 2, 20 [ fao
aws [Ves =] 15 [comp Time Used i, 25 [ [ax
Cost Center Summary [Labor Default Schedule . Hours ["Tag %[11.25 Rate] 0 [Ts0.0 800 ~|
Remark: |

You may add lines to days by clicking on the appropriate button below the ‘Favorites Functions’
row (Add After, Add Before, Delete, and Clear Day). Cost Centers and Functions may be
dragged and dropped to the appropriate day and column, and Exception Codes may be dragged
and dropped to the appropriate day under the ‘Code’ column. Hours may need to be adjusted if
additional lines have been added.



Restricted Labor

The Restricted Labor Option

Note: Information about the ‘Restricted Labor Feature is shown in gray text boxes throughout
this manual.

The Restricted Labor Option is used whenever a Labor employee is restricted to entering only
his or her own labor data. The Timecard is view only.

The ‘Restricted Labor’ option is set up for each employee by the Labor Clerk or the Timekeeper,
in the employee’s Base Schedule.

When the ‘Restricted’ field on the Base Schedule is marked ‘No’, (the default setting) the Labor
Employee has no restrictions from entering Timecard data.

When ‘Restricted’ is set to “Yes’, the Labor Employee is restricted to Labor-only access. The
Timecard becomes ‘Read Only’.

Since an employee may enter labor hours prior to the Timekeeper’s entries, it is not necessary
that the total Labor hours always balance with the hours recorded on the Timecard. When the
daily Labor total is different from the daily Timecard total, an ‘Out of Balance’ condition exists.

{ETAMS - Timecard Select
Fil= Beports REiGUGERGE Help
Sian Individual - Display —————————————  — View
[~ ssH r Sign Multiple " signed " Out of Balance Only
I Hame Uns!gn Ind|\.f|dual {" Unsigned & an
Unzign Multiple Al
Farze Labor inta Balance with Timecard r ;_-is‘t
— Select 0o AT ARTEdTEd —————— (" Selected Pay Period Base Schedule
e — )
[ area[0r  Team [ (% All Pay Periods € Timecards
Caricel | {+ Restricted Labor <
Timecard — Labor
55N Year PP [ame Labar AreaTeam  Signed By Hours  Hours Callected
000-00-0019 2001 10 AUSTIN, KAREMN Ma 02m 1] a
000-00-0013 2001 11 AUSTIN, KARER Yes 02 ano ann
000-00-0011 2001 10 MOORE, TOM = Ma 01 1] a
000-00-0011 2001 11 MOORE, TOM S Yes 01 740 760

Reviewing and Balancing Restricted Labor Records

A new option on the Timecard Select screen allows the Timekeeper or Certifier to review ‘Out of
Balance’ Timecards. After the Labor records are balanced the records can be signed.

The Timekeeper and/or Certifier can view a list of ‘Out of Balance’ records and force the
balance of the Labor record with the Timecard. To view the list, from the Timecard Select
screen select ‘Restricted Labor’ and then select ‘Out of Balance Only’. A list of out of balance
records displays showing the total Logged Hours and Timecard hours. You may either (1) Open
each Labor Summary and work with the employee to resolve the difference, or




Restricted Labor

(2) Let the Certifier use the ‘Force Labor into Balance with Timecard’ option from the
Sign/Unsign menu. This choice generates an out of balance Amendment, and adjusts the current
time on the Labor record with the Timecard using the Labor Default, or (3) Have the employee,
Labor Clerk, Timekeeper or the Certifier use the ‘Force Labor into Balance with Timecard (No
Amendment)’ from the Labor Summary screen using the File Menu. This choice adjusts the
current time on the Labor record with the Timecard using the Labor Default but does not
generate an Amendment.

i ETAMS - Timecard Select Hi=] E3
File Beportts  Sign/Unsign  Help
Sort Display View
[~ S5H - - Year 1995 " Signed " Timecards Only
. " Unsigned " Labor Only
[+ Hame | Period m & Al & Both
Select Optional AreaTeam + Selected Pay Period I(_'!S;age Schedule
™ Area]  Team | " All Pay Periods * Timecards
% " Restricted Labor
SEN Year PP Mame Lakor Area  Team  Signed By Collected
222-22-.2222 1993 14 AUSTIM, KAREN Direct 15 01 Day, C. M.
999-99-3939 15495 14 Carter, Joanne Indirect 16 uj| Signer, Bok 1
444-44-4444 1995 14 (COLE ALC Mo 15 02  Signer, Angela 1
333-33-3333 1993 14 DANDRIDGE, SIMCNE WY Direct 15 o1
101-01-0000 1998 14 Fisher, Caralyn Mo 17 uj| Signer, Charles 1
5559-55-5555 1993 14 HOLLINS, Kax | Direct 15 01
111-11-1111 15998 14 JOMES, JOHM D Mo 15 02  CERTIFIER, DELETED
EEE-BE-BEEE 1998 14 MOORE, TOM S Direct 15 uj| Dy, C. ML

FEP-77-7777 19958 14 MYERS, PHL S

=
[=]

15 0z

Timecard Select screen criteria for Certifiers with Restricted Labor employees:

Using the Unsigned option in the ‘Display’ box limits the review to Timecards that have been
changed since they were signed.

The Timecards Only option in the ‘View’ box brings up just Timecards and not Labor records
for viewing.

The Restricted Labor option in the ‘List’ box displays a list of all Restricted Labor Employees

Labor time will automatically balance to the Timecard if the employee is not Restricted.to Labor
If an employee is a Restricted Labor Employee, the Timecard and Labor record may have to be
brought into balance prior to Timecard certification. The Out of Balance Only selection displays
employee records where the Labor work time does not balance with the Timecard, as in
Overtime not posted on one of the screens. Timekeepers should work with the ‘Restricted’
Labor employee to bring the Timecard and Labor record into balance before certification.

10




Processing Amendments / Adjusting Labor

Adjustments to either the Labor or Payroll data must be processed by the Timekeeper and signed
by the Certifier through Amendments. Comments should be added in the Remarks field to
explain the changes.

{ ETAMS - Amendment [ (O] x|
File Beparts  Sign/linsign  Help
S5H Hame | Period [2000 [25
[~ Show Supp
05[10/a0|a2[50[51)| ares [l Teom [T T
4 »
J Day ) Start Stop Code Start Stop Code Start Stop Code Start Stop vrier BO002S
117900 1 Su SN [ [T ] [ ] ]
112000 2 o |BO00 [ ] [ Annual [1091.3
1Mo 3 Tuhstpeeee—— L —— I [ T [ ick BnnG
R 8 l_ . ETAS Labor - Summary Amendment [_[Ofx
File Maintenance Reportz  Help
1300 5 Th[ |
M4m0 & Fr[ | 4]
112500 7 Sapo0| PayPeriod 25 2000 11/9/2000- 1222000 — Employee| 55H | Craft Code[
112600 & Suwpoo -
Favorite q :
Labor Detail In U
D @ (o] T Areaﬂ'eamf— Func‘tions|‘ | | | | | . abor Detail In Use [~ Timecard
1142800 10 Tu l_ ) Exception Code Summary
11900 11 W Favorite Cost Centers Cost Center Function Volume % Hourg OT Hours
el_ [Z0E00901 Labaor Default Scheduls 18 100 180 Fegular Scheduled Howr (¢4 [18.0
1000 12 T[] [ | Policay Observed a2 | a0
12D 93 Fr,ﬁ z Pnnual Leawe 4D | 320
120200 14 Saw E Wﬁm
- @@ =
Remarks Edd 18 hrs g E —
[ I S
Signed by: — n
e I~
C | |
Pay Period 5 Hours ’— Hours ’— Base ’— Hours ’—
R e Remaining D Logged 180 Hours 80.0 Worked 180
Clear
Remarks: g
Edd 18 hrs of sick on 11/27-1125 add 26hrson11/29-124 FullPT Full Time: Use Prior PP
Si d by:
el S Uze Default |
Leave Balances as of Pay Period 200025 | Uze Current PP




Payroll Corrections

Payroll Corrections are Corrections coming back from Payroll. When Timecards were processed
through the Payroll system they did not pass the Payroll edits. The Payroll Technician makes a

correction to the Timecard and enters a Remark explaining the correction. A list of Payroll
Corrections will appear first on a nag screen before the ETAMS Main Menu displays. If any
adjustments to the Labor Hours worked need to be made, then an Amendment will have to be

entered.

1 ETAMS - Payroll Comrection Hi=]E3
File Feports Help
]
SSH ﬂJ Hame Period [2000 [19
[ Show Supp
10‘ 50 ‘ 49 | 4?.| 51 | I}5| Area Team Mo Supp
| v
J Day  Start Stop  Code Start Stop Code Start Stop Code Start Stop YRPP 200049
082700 1 SulpooH [12 paoH 20 jpeoH [ annusl P31 E
0872800 2 Mo oo 20 e L0 JpaoH
—— —— - sick [038s.0
082900 3 TulpsoH 20 |EoH 40 JpooH
0545000 4 e DE0H =0 pEoH _ _ Cormp 00,00
083100 5 Thjpooo [ [ [ Lyvop [fo000.00.
0940100 &  Fr o000 [ T T _—
090200 7 Saboon — — — o
090300 8 SulpsoH [12 faoH =0 |psoH _ FLzA
0940400 9 Mo |paoH 10 fr1oH 11 paoH 20 |peoH e
09/0500 10 TupaoH 20 e 5o [rEoH
090600 11 e |D90H 20 fsoH T T
08700 12 ThpsoH 20 beoH _ _ Sepindfio
09/0800 13 Frpo00 [ _ _
- — I Izl
090900 14 Salp000 Start  Stop
Remarks: oao oan
[FORRECTION TO HOLIDAY PAY FULPT Full Time
Signed by: Adjustment, PARS ans fres
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History: ETAMS and Labor Records

After Timecard and Labor Records are collected they become read only. Any adjustments that
are needed must be done through Amendments.

1 ETAMS Labor - Summary History H=] E3
File Maintenance Heportz  Help

Pay Period 23 2000 10/22/2000-11/42000 — Employee] SSH | Craft Code |

AreaTeam 0101 r Timecard
[ETANS LABOR Cost Distribution System |

Exception Code Summary

Cost Center Function Volume % Hours OT Hours
EBCH Systems HFC Systems H32E 20 157 [ Fegular Scheduled Howr (31 [ 786
HF C Systems HFC Systems 941 b 18 141 F Innnual Leave a0 | 14
LABCOR HFC Systems 32N 15 [EEl
FEGASYS HFC Systems [41H 15 IEEl —
Training EBCK Systems 241 15 1.8 F —
[2BOR [pain 11 85 L
HFC Systems pazs 5 za I
FEGASYS 941 b 1 s
N A
u
q Hours Hours Base Hours
Pay Period Summary
Remaining 0 Logged 788 Hours 800 Worked 788
Remarks: |
NS [res |
Signed by FullPT Full Time |
i Leave Balances as of Pay Period 2000/23 |
i ETAMS - History = E3

File FReportz Help

SSH Hame | Period [2000] [23
[ Show Supp

1?\5|u|4u\41\51|05| area [T Team [ [hosu

J Dray Start Stop Code Stat Stop Code Start Stop Code Start Stop YRPP ROD0GZS
1052200 1 Sy fpoog [ [ — Anrus! 508
1002300 2 Ma flooH
102400 3 TufEzH — — — sick [0593.5
1002500 4 wie 19EH . _ _ comp po0300 |
1052600 5 ThiooH : : : Lwor [fGG08 607
102700 & Fr [0OH
102800 7 Sa OO0 — — — Biock 1124
1072800 & Su oo . T _ RN
10/3000 9 Mo fiooH : : : s
1043100 10 Tu [90H
110100 11 Ve [EEH [ I I
10200 12 Th|p7eH l40 p1aH I I Sep Ind e
110300 13 Frfooo [ I I

— — — eal
1104000 14 Sa BO00 Start  Stop

Remarks: Hea oeo
FullPT Full Titrme
Signed by . as fes
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Labor Reports

The following reports are available from the ETAMS Main Menu after selecting Timecards.
From the Timecard Select screen choose Reports.

e Labor Default Report
By Craft Code
By Employee
Total

e Labor Summary Report
By Craft Code
By Employee
Total

Timekeepers and Certifiers can print the Labor Summary hours for employees in an Area or
Team, or for a Pay Period to review each employee’s work and see the impacts of all employees
work hours on their organization.

Sample Reports: Employee Summary Hours
Gah ELECTRONIC TIME AND ATTENDANCE MANAGEMENT SYSTEM SME2001
Wersion 4.1 Contains Privacy Data PL93-578 Privacy Act 1:56:24 PM
Labor - Summary Page 1 of 1
Pay Period 14 1998 08/21/1998 - 07/04/1088  Employes: AUSTIN, KAREN
SEN: 2222232737 AreaTaam: 1501 Craft Code: iy

Cost Center Funetion Percent Hours
GhA F109 Maint. - Genersl Repalrs 417 1.0
RETROZ F1in Clzaning - Genaral 4782 1.5
RETROZ Fio7 M - General 2396 5.8
RETROZ F109 Maint. - Genersl Repairs 2396 5.8
Tatal: 240
Exception Code Percent Heurs
01 Regular Scheduled Hours 150.00 36.0
A0 Annusl Leave -50.00 -12.0
Total: 24.0
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Labor Default Profiles by Craft Code or Area/Team

GESA ELECTRONIC TIME AND ATTEMDAMNCE MANAGEMENT SYSTEM 5162001
Wersion 4.1 Contains Privacy Data PLE3-579 Privacy Act 1:52:01 PM
Labor - DEFAULT by Craft Code Fage 1 of 1
Pay Period 14 1298 06/21/1998 - 07/04/1998 Craft Code:BB AreaTeam: 1501

Cost Center Function Percent Hours
RBTRO3 F104 O&M Electrical System 10.00 16.0
RBTRO3 F105 D&M HVAC 10.00 16.0
RETRO3 F1og Maint - General Repairs 30.00 480
WHTROM F111 Space Changes E5.00 400
WHTRM F112 Trash Separation & Removal 2500 400
Taotal: 1600
Exception Code Parcant Hours
01 Regular Scheduled Houwrs 10000 160.0
Total: 160.0

Labor Summary Hours by Craft Code or Area/Team

GSA ELECTRONIC TIME AND ATTENDANCE MANAGEMENT SYSTEM SM1E62001
Wersion 4.1 Contains Privacy Data PL93-579 Privacy Act 1:57:15 PM
Labor - Summary Total Page 1 of 1
Pay Period 14 1998 06/21/1998 - 07/04/1998 ArealTeam: 1501

Coat Canter Fumetion Parcant Hours
CAMTRA Fiod 04 Elacirical Syatem 606 160
CAMTRA Fi05 OM HYAC 6.06 16.0
CAMTRA Fi0g Maint. Elevator/Escalator 6.06 16.0
CAMTRA Fiod Maint. - General Fepairs B.06 16.0
CAMTRY Fi110 Maint - Fire Protection Systam 6.06 16.0
G&A ] Maint. - General Repairs 0.38 1.0
RETRO3 Fi01 Cleaning - Ganeral 4.36 115
RETRO3 Fiod 040 Elecirical Syabem 6.06 16.0
RETRO3 Fi0s OhM HVAC 6.06 16.0
RETRO3 Fio7 O - Senaral 218 58
RETRO3 ] Maint. - General Repairs 2036 538
WHTRO1 Fi111 Space Changss 15.15 400
WHTRO1 F112 Trash Seperation & Removal 15.15 400
Total: 264.0

Exception Code Percent Hours
™ Regular Scheduled Houra 104.55 276.0
40 Annual Leave -4.55 -12.0
Tatal: 264.0
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III. REFERENCE: Exception Codes

Exception Codes can be entered on the Timecard, Labor Detail, Amendment, and Base Schedule screens.
Only the appropriate codes for each record type are available. Codes can be dragged and dropped to the
appropriate day from the Exception Code Tool Bar or the Pop-Up List of codes that displays by clicking the
right mouse button. Point to the code to display a Tool Tip. As shown here, Bold codes (shown in red on
the FEDdesk record) reduce time worked during the Pay Period. Underlined bold codes (shown in blue)
add time worked to the Base Hours for the Pay Period. Other codes (shown in black) affect pay or classify
the type of leave and have no affect on hours worked on the Labor Summary.

01 Regular Scheduled Time (green) * 44 Restored Leave #1

02 Holiday Observed (red) ** 45 Restored Leave #2

05 Actual Standby Hours (black) 46  Religious Comp Earned
07 FLSA Hours Worked 47 Religious Comp Used

09 Make Up Hours Before OT 50 Sick Leave

10 Regular Schedule OT (blue) 51 Regular Military

11 Holiday Worked 52 Law Enforcement Military
12 Sunday Premium 53 DC Nat Guard Military
13 Comp. Time Earned 54 Award Leave Used

14 Irregular Scheduled OT 55 Furlough (Over 30 Days)
15 Call Back OT 56 Lack of Funds (Over 30 Days)
17 OT Rotating Shift 57 FMLA - Family

20 Second Shift Night Diff 58 FMLA - Employee

22 EDP Act. Expose/ OT 4% 59 Suspension

23  EDP Act. Expose / OT 6% 60 LWOP

24  EDP Act. Expose / OT 25% 61 AWOL

25 EDP Act. Expose / OT 50% 62 Actual Exposure - 4%

27 FFL - Family 63 Actual Exposure - 6%

28 FFL - Funeral 64 Actual Exposure - 25%

29 FFL - Adoption 65 Actual Exposure - 50%

30 Third Shift Night Diff 66 Hours in Pay Status - 4%
34 Furlough Regular Hours 67 Hours in Pay Status - 8%
35 Furlough Lack of Funds 68 Hours in Pay Status - 25%
36 Credit Hours Earned 81 COP Used #1

37 Credit Hours Used 82 COP Used #2

40 Annual Leave 83 COP Used #3

41 Comp. Time Used 84 Other Paid Absences

42 Court Leave 85 Donated Leave Used

87 LWOP Workman's Comp Used

* 01 — Regular Scheduled Time - This code number does not display on the Timecard and only appears as
an Exception Code for Labor Facilities. Instead of using this code on the Timecard, the Regular Tour of
Duty hours displays in Summary Hour format on the left side of the Timecard. These hours are not
changed on the Timecard, but during Payroll processing, the Regular Tour of Dury hours are adjusted if
Exception Codes have been entered for the day.

*%* (2 — Holiday Observed — This code number displays only for Labor Facilities. The code is not used to
adjust Timecard hours since the Payroll System handles holidays automatically. The code is used for Labor
because holiday time reduces productive hours for the Pay Period. The code is automatically entered on the
Timecard and Labor record for the Pay Period where a holiday occurs.
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ETAMS TIMEKEEPER & LABOR CLERK SCHEDULE August 20, 2001

WEEK 1 EFT PAYDAY
SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY

Timecards and Labor Records Are

Collected Today Begin entering Timecard & Begin entering
BEFORE 11AM STAY OUT STAY OUT Labor data for the Pay Period Amendments
Hawaii Timecards (See Notes 1-6) OF ETAMS OF ETAMS ANYTIME
Exception 1. Complete Timecards & Labor Records ALL DAY ALL DAY Payroll Corrections
2. Obtain Signatures
(See Note 3b) & TODAY TODAY (See Note )
Base Schedules (See Note 4) DO NOT ENTER Review Corrections
Add, Modity, Obtain Signatures (Exception: AMENDMENTS TODAY
See Note 3a) Leave Balances
Review Leave
Balances
WEEK 2 PAYDAY
SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY

Amendments Are Collected

Today
Hawaii BEFORE 11AM
Exception
(See Note 3c) Amendments (See Notes

1,2,4,5,6,9)
1. Complete Amendments
2. Obtain Signatures

NOTES: For detailed instructions on any of these procedures, refer to the ‘How to’ section in on-line Help. (All times shown are local times.)
1. Data Entry: (a) Timecard and Labor data may be entered on any days except Tuesday and Wednesday of Week 1.
(b) Amendment data may be entered on any days except Monday, Tuesday, Wednesday and Thursday of Week 1.

2. Please note the deadline for collection of Timecards, Labor records, and Amendments. (For exceptions, see Note 3)

3. Exceptions to Collecting Timecards and Labor records:
a) Holiday - When there is a Holiday on Monday (Week 1), the deadline for collection is 11AM on Tuesday after the Holiday. The rest 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
¢) Hawaii - Hawaii Facilities must have their Amendments ready for collection by COB on Wednesday, Week 2

4. Only signed records are collected. If a Timecard is not signed by the deadline, the signed Base Schedule and Labor Default will be submitted in lieu of the Timecard.
The unsigned Timecard and Labor record will then become an Amendment. If neither the Base Schedule nor Timecard is signed, the employee has no Timecard or
Labor record for the Pay Period.

5. Signed Timecards and Amendments that are modified before collection, become unsigned. These records must be re-signed by a Certifier.

6. Timecards and Amendments can be Reviewed and Signed anytime BEFORE the 11AM deadline. Contact the Certifier when Timecards are ready for Signature.

7.  When an employee is leaving an ETAMS Facility or the Agency, follow the instructions given in on-line help to ‘Process an Employee Leaving the Facility or Agency’.
These instructions must be carried out during the last Pay Period the employee is on duty.

8. Payroll Corrections are changes to rejected Timecards. The Timekeeper and the Certifier should review the changes. If any Payroll Correction is in error, an
Amendment must be submitted.

9. Only signed records are collected. If an Amendment is not Signed by the deadline, it will remain in the file until Signature has been obtained.
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IV. LABOR CLERK EXERCISE
1. Log in to the network:
2. Access FEDdesk and the ETAMS program.
3. Login to ETAMS.
UserID: ETAMS ~  CLERK Password: etams  clerk
Facility Select: Area:  / Team:
4. Setting Up Labor Employees

a. Create Base Schedules for these employees:

Employee A: SSN , Name

Full Time: Standard Tour or Flex Schedule. Use 080H to indicate an 8 hour workday,
Monday - Friday. Use code 9000 for Saturdays and Sundays.

Employee C: SSN , Name

Full Time: 5/4-9 Schedule. Use 080H & 090H code. Eight-hour day is first Monday.
AWS day off (use code 9000) is 2nd Monday. All other work days are 9 hour (090H)
days.

Employee D. SSN , Name

Full Time: 5/4/9 Schedule. Eight hour day is the first Friday. AWS day off (use code
9000) is the 2nd Monday. All other work days are 9 hour days.

Note: Enter a middle initial (A, C, D) to correspond to the employees listed above.

b. Enable the Labor feature for the employees you have already established in the Base
Schedule. Set these Labor fields:

Labor Emp = Yes
Craft Code =
Multiplier =
Add On =

Ext Leave =

Restricted

5. Base Schedules will be Reviewed and Signed. The new Pay Period is initialized to
create Timecards and Labor records for all employees.
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6. Setting Up the Labor Default

From the Main Menu, go to Timecards. From the Timecard Select screen, double click
on the employee name. A message asks if you want to set up a Labor Default. Click
‘Yes’. Set up Favorites and complete a Labor Default for each employee.

a. Setup Favorites:
e Right click in the ‘Favorites” window to display the complete list.
e Drag and drop codes into the employee’s Favorites list.

b. Set up the Labor Default

e Drag and drop Favorites into the grid area (labor grid) of the Labor Default and
then allocate the number of hours or the percentage of time spent on each activity
during the pay period. The % (percent) column must total 100% and the Hours
Logged must equal the Base Hours. Save your work when you exit.

7. Check all employee Labor Summary screens. From the Main Menu, go to Timecards
and display the first employee Labor Summary.

a. What is the entry in the labor grid?

b. Click the Use Default button. What happens to the entry in the grid?

c. Now click the Clear button and then select File and Save. What happens to the
entry in the labor grid?

d. Check the remaining Labor Summary screens and click the Use Default and Clear
buttons to see how these buttons change the entries in the grid.

8. Using the Labor Summary Screen

Make the following entries on the Timecard for employees C and A.

Employee C (AWS 5/4-9 Schedule)
a. Annual Leave taken all day the first Monday

b. LWOP taken all day the first Tuesday

c. Go to the Labor Summary screen. How are the Labor hours adjusted when Leave
time is taken?
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Employee A (Full-Time, 8 Hour Schedule)

9.

a. 2 hours of Regular Overtime worked on the first Wednesday
b. 3 % hours of Comp Time Earned on the first Saturday

c. Go to the Labor Summary screen. How are the Labor hours adjusted when
overtime is worked?

d. To what Labor code(s) is the Overtime charged?

e. This employee attended training the entire second week. From the Labor
Summary screen, change the employee’s Labor hours to reflect one week in
training. The remainder of the tour is charged to the Labor Default Schedule.

Using the Labor Detail Screen

Make the following entries on the Labor Detail for Employee D (Full Time, AWS )

Note: While still on the Labor Summary screen, click the ‘Use Default’ button to expand
the ‘Labor Default Schedule’ entry. Then, from the Maintenance Menu, select ‘Detail’.

a.

10.

Monday, Tuesday and Wednesday of week 1 is to be charged to a special project and
not to the Labor Default settings. Pick a special project code from the drop-down list
(not currently listed in the employee’s Labor Default) and charge the 3 day’s time to
this new project.

Exit the Labor Detail screen to return to the Labor Summary Screen. What is
different now about the Labor Summary Screen?

Restricted Labor Employee — Use Employee A (Full-Time, 8 Hour Schedule)
Complete this section, if the Restricted Labor feature is used.

Go to the Base Schedule and turn on the ‘Restricted’ feature for Employee C.

Go to the Timecard and enter Annual Leave for 4 hours on the first Tuesday and all
day on the first Wednesday.

Exit back to the Labor Summary screen. What do the ‘Hours Logged’ and ‘Hours
Remaining’ fields indicate?

The ‘Hours Logged’ entry should equal the field.

Can you Exit the Labor Summary even though the Labor Summary screen is out of
balance with the Timecard?
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f.  Go back to the ‘Employee Timecard Select’ screen. In the ‘List’ box click ‘Restricted
Labor’ to see all Restricted Labor employees. In the ‘View’ box click ‘Out of
Balance Only’ to view all employee names whose Labor record is out of balance with
their Timecard.

g. Ifthe employee does not correct the Labor Summary before Timecards are signed,
the Timekeeper can force the Labor record to balance with the Timecard. From the
‘Timecard Select’ screen, go to the ‘Sign/Unsign’ Menu and click ‘Force Labor into
Balance with Timecard. What happened to the ‘Hours Remaining’ field?

h. Go to Employee A’s Labor Summary. How was the out of balance adjustment made?

i. Create a Future Timecard and Labor record for this employee for next Pay Period.
e Week I is charged to Annual Leave

e Look at the Labor Summary record. Is the Labor Summary in balance with the
Timecard? . Adjust the Labor Summary, if needed, to be in
balance with Timecard. How did you get the records to balance?

11. Future Timecards and Labor Records

a. Create a Future Timecard and Labor record for Employee A.
e (Charge the employee Sick Leave for the entire Pay Period.

b. How many Future Timecards can you create?

c. Look at the Labor Summary record. Is the Labor Summary in balance with the
Timecard? . Adjust the Labor Summary, if needed, to be in
balance with Timecard. What does the Labor Summary show?
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V.

COURSE REVIEW for the Labor Clerk/Timekeeper

Name: Date:

Questions on this Review pertain to a Labor Facility that may or may not have Base Users or
Restricted Employees.

Circle the correct underlined response.

1. What color are Overtime codes on the Labor and Timecard screens?
RED BLUE BLACK
2. What color are Leave codes (codes that are subtracted from Productive Time) on the Labor
and Timecard screens? RED BLUE BLACK
3. What color are codes that have no effect on the Labor (Productive) time?
RED BLUE BLACK
True (T) or False (F)
4. Labor records are collected at the same time that Timecards are collected.
5. When Labor is turned on, each ETAMS record (Timecard, Amendment, History,
Payroll Correction) has a corresponding Labor record.
6. The Labor record does not require a signature separate from the Timecard.
7. When an Amendment is created, both a Timecard and a Labor record are
available for modification.
8. Labor Amendments can be entered only by the Timekeeper and not by a Base
User.
9. Labor Amendments can be entered only for Pay Periods the employee was on
duty at the Facility.
10. Amendments for Timecards can be entered only for Pay Periods the employee
was on duty at the Facility.
11. The Labor Detail screen allows entry of both Labor and Timecard data.
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Fill in the blanks:

12.

13.

14.

15.

16.

17.

18.

In ETAMS, all employees must have a Base Schedule. When Labor is turned on, all

employees must have a

Often used Labor Codes can be pulled out of the Facility list to create a list of

for each employee.

To delete a line on the Labor Summary screen, click the right mouse button and then click

When the Labor Detail screen is used, the

screen is locked.

The ‘Labor Default Schedule’ one-line entry that displays on the Labor Summary screen can

be expanded by clicking the button.

To collapse an itemized Labor Default Schedule on the Labor Summary screen back to the

one line ‘Labor Default Schedule’ entry, click the button

and then click

If a Timecard is not signed at collection, the signed Base Schedule along with the

is picked-up instead.

The unsigned records are moved to

The Restricted Labor Option

True (T) or False (F)

19. A Restricted Base User can modify his/her own Labor record, but has view only
access to their Timecard.

20. The Base User, the Timekeeper or the Certifier can force an Out of Balance
Timecard and Labor record into balance.

21. When the Labor Record is forced into balance with the Timecard, you can choose

to create an Amendment or not.
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VI

COURSE EVALUATION

Course Title:

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 was well 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 a level that I understood.

Nk~

Job Performance

8.  This course has increased my T&A record processing knowledge.
9. I feel comfortable with ETAMS now that I have attended this course.

Instructor Evaluation

10.  The instructor was well organized.
11.  The instructor was knowledgeable about the topic.
12.  The instructor communicated ideas effectively.
13.  The instructor 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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