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I.

GETTING STARTED

How to Log on to FEDdesk

Log Onto FEDdesk

The FEDdesk Application is accessed via the Internet. Use this procedure to log on.

1.

Double click on your browser icon (Explorer, Navigator, etc.) to access the Internet.

2. Place your cursor at the beginning of the address field and enter the location of the FEDdesk

3.

FEDdesk System

System Home page: http://feddesk.gsa.gov/. Press the Enter key. Wait for connection.
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From the FEDdesk System home page, single click the System Logon tab. (If you are a first-
time user, a browser plugin will automatically download.

. . n
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The Message Center displays any information or error messages that may oecur

4. From the OCFO Web Applications ‘Log in’ window, enter your User name /UserID and press

the Tab key.

5. Enter your Password and press the Enter key or click ‘Log in’.

Applications ¢} <7 -5 )

- Top (@ up
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6.  From the Applications window, click on the FEDdesk icon to open the application. A warning

message alerts you about connecting to a government computer. Read and accept the warning
by clicking OK.



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

7. From the FEDdesk Menu, single click on Time and Attendance (ETAMS).
Items that are not available to the User are grayed out.

Note: If the FEDdesk application has been inactive for 15 minutes, you will automatically be
disconnected.



I1. How to Access Labor Screens

Access to ETAMS and the Labor system is based upon the user’s permissions. There are six types of
Users: Base User, Certifier, Labor Clerk, Timekeeper, Labor Administrator, and Facility Coordinator.

Base Users

A Base User has access to his’her own Timecard and Labor information. The Base User has access to
these screens:

e ETAMS Timecard - Payroll Timecard (read-only for Labor Restricted users)
e Labor Default - Labor Default Schedule

e Labor Summary - Two-Week Labor Summary Screen

e Labor Detail - Daily Labor Detail Screen

From the FEDdesk Menu, click on Time and Attendance (ETAMS) to display the Labor Summary
screen. From the Labor Summary screen, all other screens are accessible.

All Other Users

All other ETAMS Users (Certifier, Labor Clerk, Timekeeper, Labor Administrator, and Facility
Coordinator) have access to the ETAMS Main Menu and all options listed. Each Timekeeper and
Certifier has access to the employee records for which they are responsible. The Facility Coordinator
has access to all employees in the Facility. After clicking on Time and Attendance (ETAMS) from
the FEDdesk Menu, the following screens display if there are Unsigned Base Schedules or Payroll
Corrections.

Warning!
The following employee Base Schedules in your Area(s) are not signed
Agency GS  ELECTRONIC TIME AND ATTENDANCE MANAGEMENT SYSTEM 32700
Region 02 Contains Privacy Data PL93-579 Privacy Act 14:05:13
Facility TH Unsigned Base Report Fage 1 of 1
SSM Mame Area Team
111-11-1111 JONES, JOHN D 15 02
222220227 AUSTIN, KAREN 15 O
333-33-3333  DANDRIDGE, SIMOMNE W 15 01
444-44-4444  COLE, Al Warning!
555-55-5555  HOLLINZ . g . .
The following employee Payroll Corrections in your Area(s) have not been reviewed.
BEE-BE-BEGE  MOORE, | o q .
ease review Payroll Corrections and then perform the 'Review Complete' option on the Select screen.
FIT-TITIVY OMYERS,
EEEHERHEEEE BRI | eishy ELECTRONIC TIME AND ATTENDANCE MANAGEMENT SYSTEM 111901
Wersion 4.1 Contains Privacy Data PL93-579 Privacy Act 10:26:35
RS Payroll Corrections To Review Report Page 1 of 1
. ayroll Corrections To Review Repo age 1 o
SEN Year PP Marne Area  Team
856-85-6855 1996 12 BANNISTER, BOE S 15 02
FITFTIVET 1996 12 MYERS, PHIL S 18 02
e | TR

After closing these reports, the Main Menu Displays.



The ETAMS Main Menu

File Maintenance HReport: Help

Timecards History
Amendments Reports
Payroll Comrections Base Schedules

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

Timecards

Amendments

Payroll Corrections

History

Reports

Base Schedules

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

The Timecard and Labor Screens can be amended by the Timekeeper
from this option

Payroll Corrections are changes coming back to the Facility from Payroll.
These Timecards errored 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 after the Pay
Period records have been processed.

Two different ETAMS reports can be generated from this option,
Exception Code Report and Individual Exception Code Report. Labor
Reports are printed from the ‘Reports’ menu on the Labor Summary and
Select screens.

The Employee’s Regular Tour of Duty and the Labor setup fields are
maintained here.

How to Log Out of FEDdesk

To log off the FEDdesk system, perform the following steps:

1.

2.

From any application screen, select the File Menu and then Exit. Repeat this until the
FEDdesk Menu displays.

From the FEDdesk Menu, click the Exit FEDdesk.
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3. From the OCFO Web Applications window select another application or click Log Off and
return to Windows.

Note: The recommended ‘exit’ procedure is not to use the ‘X’ in right corner of the screen, especially
from the FEDdesk Menu.

Note: If the FEDdesk application has been inactive for 15 minutes, you will automatically be
disconnected.



II. USING THE LABOR FEATURE
A Preview of ETAMS and Labor Screens

A Base User sees the Labor Summary screen after clicking on Time and Attendance (ETAMS) from
the FEDdesk Menu unless a future Timecard has been created. When more than one Timecard is
available, the Timecard Select screen displays for the Base User to select the needed record.

Certifiers and Timekeepers who access multiple employee Timecards click Timecards on the ETAMS
Main Menu to display a list of employees to which they have access.

Jail ETAMS - Timecard Select H=] E3
File BReportz  Sign/Unzign Help
Sort Display View
[~ SSH [-- Year [2000 " signed ™ Timecards Only
. " Unsigned " Labor Only
¥ Hame | Period |20 - & an &+ Both
¢~ Out of Balance Time
Select Optional AreaTeam * Selected Pay Period List
[T Area Team " All Pay Periods " Base Schedule
Cance| ¥ Timecards
SEM Year PP Mame /Labor \ Arem Team  Signed By Collected i‘
32000 20 ADAMS K ( Inclirect ) o2 03 WISSBALM, JOAN K
2000 20 otme 7 N\ Direct /31 01 PAMDESALLE, HAROLD R
~—~—

The Timecard Select screen lists employee Timecards accessible to the user. The current Pay Period
will be the default, although you may log time for a future Pay Period. You can display Timecards for
one Pay Period or all Pay Periods using the choices on the top-right of the screen. Base Users will see
only their name on this screen after exiting the Labor Summary where they can create future Timecards.

Notice the column marked Labor. An employee will be classified as “Yes”, “Direct”, “Indirect”, or
“G&A” if they charge Labor time. Employees not on the Labor system will be marked “No”. Click on
the employee name to highlight it and then click the OK button to open the Labor Summary screen.

=1olx|
: File Maintenance Reports Help
Favorites
Al
\ i s ik, 2007 6102007 - 6232007 j EmployeeﬁANDRlDGE, SIMOHE 5 Craft Code
reaTeam BT . Forite | [ ‘ [ [ ‘ Labor Detail InUse [~ Timscard
Functions - =
Exception Code Summary
Activity Function Volume % Hours OT Hours
LABOR DEFAULT SCHEDULE 123 100 20 Regular Scheduled Hour (3 7an
{£-BC-010-02 u redit Hours Used 37
[f-Be-010-03 I [rinual Leave ’zo 03 N
[frec-010-04 r omp Time Used o
I P fa1 [ .
I S [l Exception Code
o I |— S . d
Lab id e - ummary window
abor gri —— T
I
I — I
r =
i Hours Hours Base Hours
Pay Period Summal
= ey Remaining 0 Logged 720 Hours 800 \oreal 720
Remarks: Btz
FullPT FuH Time:
Signed by: Signer, Angela 1 AWS r Use Prior PP
Leave Balances as of Pay Period 200742 Use Default
FLsa B Fps [Gm Annual [ 14 Sick | @ Comp | B
Trav Comp | 7 Lwop | 0 Credt|[ 17  RestLv] Uz el




The Summary Screen is customized for each employee. It contains a Labor grid for logging productive
time to Cost Centers [Projects, Buildings, and Reimbursable Agreements (RWAs)] and to Functions.
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.
These ‘Favorite’ lists speed 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 a detailed explanation of the codes.

Some of the fields found on the Labor Summary screen include:

The ‘Exception Code Summary’ window totals the regular hours and the exception code hours
from the ETAMS Timecard and calculates how many 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.

Note: The information in this window is READ ONLY and cannot be changed. Exception
changes for leave or overtime must be made on the ETAMS Timecard or the Labor Detail screen
for employees who are allowed to complete the Timecard. Exception Codes which only change
the rate of pay but not the hours worked are noted, but do not affect the calculations.

‘File’, ‘Maintenance’, ‘Report’s and ‘Help’ menus at the top left of the screen may be selected
for additional screens. Menu items are available depending on user permissions.

File Maintenance Reports Help
Save  Default Labor Default Certifier Schedule
Exit Detail Labor Detail ETAMS Topics
Cost Centers Labor Favorites Facility Coordinator Schedule
Functions Labor Summary System Administration Topics
Units T&A Clerk Schedule
About

‘Labor Detail In Use’ check box: Either the Labor Detail screen or the Labor Summary screen is
used for the Pay Period. When the Labor Detail screen is used, the Labor Summary screen is
locked.

‘Timecard’ button: Click this button to go to the ETAMS Timecard.

‘Clear’, ‘Use Prior PP’, ‘Use Default’ (shows the expanded Labor Default entries), and ‘Use
Current PP’ (resets the Labor Summary to the last Save) command. These buttons are used to
reset Labor entries.



How to Establish Favorites

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

The Favorite Cost Centers list, and the Favorite Functions toolbar are personalized lists of employee
work codes. Each list is created from a master list of available Cost Centers and Functions. The
Favorites list can be modified at any time. The Favorites list can be established or changed from the
Labor Default, Labor Detail, or Labor Summary screen.

Il Contains Privacy Data PL93-579 P = Ellﬂ
File Maintenance Reports  Help
iy}
PayPeriod: 13 2007 6/102007- 6232001  — Employee [COLE, AL K craftCode [
AreaTeam fisws . avorite | | | | Lavor Detaitnuse ™ mimecars
F
o
Exception Code Summary
Favorite Case Humbers Function Volume L Hours oT Hours
WKOTSEAD Il ETAMS Labo: - Favorite Case Numbers - || *| Reauiar Scheduled Hout a1 | 160
o] 076840 [Borden Flsts Light W E m
ADST4ED — —
- Favorite Case Humbers —All Case Numbers
CD4E0RD —
FL1079B0 dd MO758A0 DCo4s0a0 I
.
A0EE1 A0 (L O7ESAD HIO57340
CO735A0 AOST4ED YOE0GAG
QD450R0 A%B&AD
FL1079B0 io0G43A0
A03E1AD Y0S1040
ICO7 3540 030540
HOS29AE ann Hours
Pay Peri 80.0 16.0
52310 Worked
0042660
g:umkz—' TX055860 — LI
eparating from the Agency B)
17380
Use Priar PP
Usze Default |
Asa f ewe AT ; SR F——comp— 37
Trav Comp | 4 Lwop | 0 Credit | 2 Restlu| EoENAE 2P |

To Add an Entry to Favorites:

1. Any Cost Center or Function used on the Labor grid can be dragged to the Favorites List. Click on
the Cost Center or Function holding the left mouse button down until a hand carrying an object
appears. Pull the code to the Favorite list.

or

2. Right mouse click inside the Favorite Cost Centers list box or Favorite Functions toolbar to bring up

the list of available choices.

3. Drag entries from All Cost Centers/Functions column to the Favorite Cost Centers/Functions column
with the mouse.
4. Close the window and Save. The selections display on the Labor Summary screen.

To Delete an Entry from Favorites:

1. Right mouse click inside the Favorite Cost Centers list box or Favorite Functions toolbar to bring up
the list of available choices.

2. Drag the Cost Center or Function no longer needed from the Favorites List back to the master list.

3. Close the window and Save. The deleted selections no longer display in the Favorites List.




How to Set-Up a Labor Default

The Labor Default is an accounting of work performed during the employee's Regular Tour of Duty,

including the percentage of time spent on each assignment. The Labor Default is automatically copied
onto the Labor Summary and Labor Detail screens each Pay Period. It can be adjusted for actual work
performed. The Labor Default can be changed at any time.

i ETAMS Labor - Summary Timecard [Restricted]

—
pay F

Arei

ISR M aintenance

Drefault
Detail

Reports

Help

4]

[3/2000 - 121162000 — Emplo
Favorite |932H |941u
Functions y

1. From the Labor Summary screen, click on the Maintenance Menu and select Labor Default.

File Maintenance Help

Employee [ |STIN, KAREN

Favorite Cost Centers
I TRODE

SSH [522-22-2222

Craft Code

ETAMS Labor - Default

Favorite F1 14}

|F10?

|F1us

|F111

|

Functions
4
15 & 4
ITROOS Cost Center Function Work Pct  Hours OT
FETROS (&-ETR F101 a0 180 |F
Eupervision RETROG F1o9 25 a0 |F
Training RETROZ Fro7 25 ag r
r
r
r
|ﬁ
Total 100 36.0
Base Remaining
Hours 3|0 Hours 0
Cloze | Cance| | ]' Add | Delete | Frint

/

2. Press the ‘Add’ button to insert a line into the Labor grid. Drag a Cost Center and a Function over
(or use the Soft Search Method to find the codes) and type the percent of time or hours worked in a
Pay Period. The normal total hours should equal 80 hours for a full time employee. The total at the
bottom of the screen indicates when 100 percent of the time has been allocated to assignments. It is
recommended that each Labor allocation be a minimum of 10% of the total for the Pay Period.

3. Click Close and Save to return to the Labor Summary screen.



Restricted Labor

The Restricted Labor Option

Note: Information about the ‘Restricted Labor Option 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. A Restricted Labor employee (indicated on the
Title Bar of the Labor Summary and Labor Detail screen) may report work performed on the Labor
screens, but must contact the Timekeeper to record any pay exceptions, such as leave or overtime on
the Timecard.

i ETAMS Labor - Summary Timecard [RBestricted]

File Maintenance HReportz Help

Labor time will automatically balance to the Timecard if the employee is not Restricted to Labor.
When an employee is a Restricted Labor Employee, labor hours can be entered prior to the
Timekeeper’s entries and the total Labor hours may not 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. When there is an out-of-balance condition, the totals will display in red.
The Timecard and Labor record will have to be brought into balance prior to Timecard certification.

I | | I f I I
Period Summa Hours Hours Base I— Hours I—
4 v Remaining F LuggedF Hours 80.0 Worked 2.0
|
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How to Complete the Labor Summary Screen

At the beginning of each Pay Period, a Labor Summary record is created for each employee. The total
hours worked for the Pay Period is charged to the “Labor Default Schedule” which displays as a single
line item entry. Even when changes are entered, because of edits that exist on the Labor Summary and
Labor Detail, the Timecard and Labor record remains in balance. If different work is performed during
the Pay Period, several options are available for recording Labor hours. The reset buttons (found on the
bottom-right of the screen) will reset the entries. These buttons are:

e Clear = Clears all entries so new information can be entered, or press the Clear button and then Save
to display the ‘Labor Default Schedule’ entry.

e Use Prior PP = Uses the percentage of time allocated the previous Pay Period to time worked. This
will bring back all Cost Centers and Functions previously listed. These percentages can be used or
hours and % can be adjusted.

e Use Default = Shows the Labor Default in detail.

e Use Current PP = Resets the screen to the last Saved value.

To complete the Labor grid, use either method given here:

' ETAMS Labor - Summary Timecard

File  Maintenance HReportz  Help

4

Pay Period 14 1998 6/21/1998 - 7i411998 - Employee DANDRIDGE, SIMONE W SSH 333-33-3333 [y
Favorite .
AreaTearn 15101 . F'"B ‘H" |F1'12 | ‘ | Labor Detail In
Functions : "
Exception Cod
Favorite Cost Centers Cost Center Function VYolume U Hours OT
CAMTR Labor Detault Schecule Pl | 100 800 F Fegular Scheiul
ESBTR2 !&TRDDE
G & . ATROOG The Alamo
=TROOS CAMTRS The Chicago Art Muselm —
SETROS ESBTR2 Empire State Building - . ||
o GaEA General Management and Administration
Superyisian GTRO0S Graceland —
Training Labor Default Schedule  Unallocated Time — |
VWHTROT RETROZ The Roze Bowl
-«
| [ I [ 1
Soft Search Method

Cost Centers and Functions can be typed directly into the Labor grid. When typing in either the Cost
Center or Function Field, a drop down data window appears. You can either continue typing or arrow
down to select from the list of Cost Centers or Functions. Only valid codes will appear in the window.

11



Drag and Drop Method
1. Right mouse-click in the Labor grid to add or delete a line in the window.
2. Drag a Cost Center from the Favorite Cost Centers list to the next available line in the labor grid.
3. Drag a Favorite Function from the toolbar to the Labor grid.
4. Key in the hours or percentage of time spent on the Cost Center/Function activity.

Tool Tips are available which describe each Cost Center or Function code. These are available when

the mouse is dragged over the code you want to see. Tool Tips also appear for icon buttons at the top of
the screen.

The totals at the bottom of the Labor grid track the total number of hours logged and the remaining

hours to be allocated. Total Hours Logged should equal hours worked and Remaining Hours should
equal 0.

FIJ10I2I12TIE |.ﬂ-.44 | 11 | G |I | | |

fis009427 4 [ [ 74 ~| | | | |
Pay Period Summary 1 E7 5 20.0 E7 5

Rermaining Hrs Logged Hrs Base Hrs Hrs Warked

With every labor entry, Labor Default hours will be either added or subtracted to recorded hours so that
Remaining Hours will always be zero.

For GSA Public Building Service only , Employees may enter new combinations of
Buildings and Projects or RWASs into the Labor grid. The Building must be entered first,
followed by a slash (/) and then the Project or RWA number. If the combination is not in
the drop-down list, it will be added as a new Cost Center. Only valid codes will be
permiitted since fields are edited when new Cost Centers and Functions are created. On
new items, click “yes” to Save the new Cost Center when typing is complete.

;ETETAMS Labor - Summary Timecard

Fil=  Maintenance Beports Help

Al

Pay Period 13 2001 6/3/2001 - 6/16/2001 — Employee| SSH | cr|
Favorite  pepgq PGAM Labor Detail In U
Area/Team 08101 Functions - | | | | s
Exception Code
Favorite Cost Centers Cost Center Function Volume % Hours OT
I FR2E97T egular Scheduls
A001 3ZZRIA03SET Labor Default Schedule  Unallocated Time
AO0ITET MOOOBZE 1S POST OFFICE 104 SNEED CENTRALLS, MO B5240
MODO2 22 BOB E CHERRY ST COLUMBIA MO 55201
A 00302 2180008957
MOOOS3ZE BUILDING 41 1500 E BAMMSTER KANSAS CITY MO 64131
AD030ZZIA G674 MODD33IZZ/A0311281  BULDING 41 1500 E BANNISTER KANSAS CITY MO Gd131
7050050 MOOOS3ZEA2103135  BUILDING 41 1500 E BANNISTER KANSAS CITY MO 64131
p| MODDIIZZRMONOT7  BUILDING 41 1500 E BANNISTER KANSAS CITY MO 54131
I | [ | I [ ——

12
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How to Complete the Labor Detail Screen

The Labor Detail screen can be used to enter both:

i ETAMS Labor - Summary Timecard [Restricted]

File WEETE -0 Bepartz  Help

e ETAMS Timecard data and
e Labor data, on a daily basis.

1. To display the Labor Detail screen, from
the Labor Summary screen click the
Maintenance/Detail menu.

4]

1]

Drefault
k Detsi /3/2000 - 12462000  —— Emplo
Favorite IHHH 941D
S Functions |
T

2. Each day must balance to hours worked. If a part day is logged, adjust the Labor Default hours to
balance the day. If you work a flexible schedule, balance the Timecard to your actual hours worked

each day.

Enter Cost Centers, Functions and Hours the same way you log time on the Summary Screen.

4. If additional entries are needed, click the appropriate button to add a new line before or after the
current line using the buttons at the top left of the window. Choices are:

add sfter | Add Before| Delete

| Clear Day |

5. Exception Code entries can be entered on the Labor Detail or on the Timecard. The Exception Code
Toolbar is identical to the Exception Code Toolbar on the Timecard and Base Schedule screens. For
the Labor feature, three Exception Codes have been added:

i ETAMS Labor - Detail Timecard

File  Maintenance Help

Pay Period 13 1998 6/7/1998 - 6/:20/1998 Employee riOLLIMS, KAy 1

_[0O] %

S5H FSS-SS-SSSS Craft Code I

|»

AreaTeamn 15101 Sep Ind IND vl
(Fie F1n4 |F1l]5 |F1ns | | | | xeeption Codes
' . 2l [:)5 10/40/a2[50[51
Favorite Cost Contore Adddfter |  AddBefore| _ Delete | ClearDay | JENI I
155 A Day Cost Center Function Yolume Start Stop Hours OT Code Day Base
\xTROOS @Sun 7 Fegular Diary Off | | I - E
RETRO3 Mon & Fegular Day Off I I I_ l_ I_ I- E
Eupervision
 aining Tue 9 R&TRO3 Fios | | | | an [ E 90 9.0
Wed 10 FETRO3 Fios | | | | an [ E 90 9.0
Thu 11 Holiday Observed juia— | | | | an [ ﬁ 90 9.0
Fri 12 FETRO: Fios | | | | an [ ﬁ 90 80
mr't‘"e"'swp Sat 13 Reguiar Day Off [ [ | | | - E
Fouo Foon sun 14 Reguiar Day Off [ [ | | | - E
FullPT |Fu|| Time <] Mon 15 [annual Leave i, 20 [T |ap
AWS m 15 [Comp Time Uzed 14, 25 I_ 1
[“80.0 [“80.0

Remark: |
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. X Regular Day Off (RDO) is used to mark days not worked, such as weekends or Flex Days
off. The Timecard shows days off as 00.

o 01 Represents Regular Scheduled Hours.
e 02 Holiday Observed. Since Holiday time is paid time off and work is not performed, this
code automatically displays on Holidays that fall on Regular Scheduled workdays.

6. The Exception Code explanation (e.g.: ‘Annual Leave’) will display in the Cost Center field. No
further coding is required, since work is not performed during Leave time.

The exception is OVERTIME. When Overtime is logged, work is being performed
and a new Cost Center and Function Code must be dragged over the Overtime
Description to account for the work being performed.

Pay Codes that indicate premium pay or special Family Leave do not increase the amount of time
worked or leave taken. These codes must be added on a separate line with the hours marked. These
pay codes will not add to the total hours of the Pay Period, but are necessary for Payroll System

validation

point to the extra line and click the Delete button.

Continue adding new lines until all Exception Codes have been entered. If a line is added in error,

8. Exit and Save Your Work. Click the File/Exit menu item at the top left of the screen. The message
will ask if you want to save your work when changes have been made.

Note: When data is entered on the Labor Detail screen, the Labor Summary screen is grayed out and
locked until the checkbox ‘Labor Detail in Use’ is unchecked. Since the Labor Summary screen
spreads percents evenly to each day worked, DO NOT REMOVE THIS CHECK OR THE DAILY

DETAIL WILL BE LOST.

1 ETAMS Labor - Summary Timecard
File Maintenance Beports  Help
Al
b:ay Period 13 1998 6/711998 - 6/20/1998 j EmpluyeeriOLLlNS, KAY | SSH |555-55-5555 Craft Cogle I
Favorite o o
Area/Teamn (1501 E o F‘“M |F1“5 |F‘““I | | I Labor Detail InUse [ |
4 *
Exception Code Summary
Fauorite Cost Centers Cost Center Function Volume Hours OT Hours
G & A FETROS F105 44 gl Fegular Scheduled Houw (g g | 62.0
1STROOS FETROS Fi07 42 26.0 Holiday Ohzerved o> | 90
peTRDs 200 falls 15 9.0 ttnnual Leave Ao | 20
IR [Comp Time Used a1 | 25
(Training - —
— [Bick Leave S0 | 45
Pay Period Summary Hours l— Hours Base l— Hours
Remaining 0 Logged 620 Hours s0.0 Worked 620
. Clear I
I FullPT Full Ulis Use Prior PP |
es
— Usze Default I
Leave Balances as of Pay Period 199611 | Usze Current PP |
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Restricted Labor

Restricted Labor - How to Complete the Labor Detail Screen

Sample: Labor Detail after the employee logs time and before Timekeeper logs Annual Leave (8 hrs)
and Overtime (2 hrs). If employee had not taken leave on Tuesday, Logged Hours would have been 82
hrs and Timecard hrs 80. A warning would display on Save. Employee can mark work done during
overtime with a check in the ‘OT’ column. Out of balance days will be marked in red.

Labor Detail after Employee and Timekeeper have logged data

1 ETAMS Labor - Detail Timecard (Restricted)
File Maintenance Heports Help

Pay Period 10 2001 4i22/2001-5/52001  Employee | . SSH | Craft Code: [00
AreaTeam
Add After Delete Favorite FGAM |PGA46 |PGA46 |PGA51 | | Timecard
Functions —
Add Before Clear Day ! :
Favorite Cost Centers Logged limecard
000427 = Day Cost Center Function Volume Start Stop Hours OT Hours Hours
Sun 22 Fegular Day Off r 0
0004077
000S0ZT Mon 23 MOD127ZZ PGaaa 18
0012777 23 oM 272z Foaas 16 [ _
001 27 TTNE22925 23 MOM2TZIE FGA4E 64 [
O 27 T TMZEI6524 23 Hours In Pay Status - 8% g0 10.0 8.0
101 27 LI in2R40044 (A=ue 24 HoursIn Pay Status - 6% 80 [~ 8.0
186122 e —
~|  wed 25 ponizrzz pGads i
Meal 25 MODM2TIT FGL4S s
Start  Stop 256 MOM2TIE PGL4E B4 [
000 ﬁUUU 25 Hours In Pay Status - 8% so0 [ 8.0 8.0
FullPT [FulTme  + Thu 26 fomiz7zz poaar | Eln Out of Balance
oG s T 26 MOM27EE posds | g
a0 00 j“
Remark: |
Leave Balances as of Pay Period 2000/25
FLSA F FPS ES Annual 00700 Sick | 000E4S Comp 004.00 LWOP pDDDD oo

1 ETAMS Labor - Detail Timecard [Restricted) [_[O] =]
File Maintenance Feports  Help
Pay Period 10 2001 4/22/2001 - 5/52001 Employee | S5H | Craft Code |
Area/Team [
Addbiter | _ Delete | Favorite Peass  [pGass  [poads  [Peast | [ | Timecard |
) T o
Logged limecard |
Day Cost Center Function Volume Start Stoj Hours OT Hours Hours
@;un 22 Fagu\ar Day Off I I 0
Mon 23 MO0127IF PGAdd 18 [
23 MOD127LE PGALS 18 |
001 27 7 TMPE 22025 23 MOD127IE PGA4G 64 [
001 27 T LMN2E 36524 23 Hours In Pay Status - 8% 10.0 I_ I 10.0 10.0
00127 ZZN2540044 Tue 24 IAnnua\ Leave I an [
24 huurs In Pay Status - 8% | 50 [ | 0 0
Wed 25 MO0M27ZL PGALY Ellnl
25 MOD127TE PGA4S s
26 MOD127LE PGALE 64 [
- 25 Hours In Pay Status - 5% 80 I_ I 8.0 8.0
FullPT |Full Time vl

=l Thu 26 0012722 foas | Kl In Balance
VIS s 26 MO012712 poaas El
I

4.0 740

Remark:l

Leave Balances as of Pay Period 2000/25
FLSA F FPS Es Annual [ 00700 Sick [ D00B43  Comp [ 00400  LwoP 000000




Review and Certification of Timecards

Use this procedure to review and sign Timecards, Amendments or Base Schedules:

1. From the ETAMS Main Menu:
Click ‘Timecards’ ‘Amendments’ or ‘Base Schedules’.
Note: By default, all Timecard Select screens display only unsigned records. To display a complete
list of records, regardless of signature, go to the Display box and click A/l. In addition, you may also
sort the list by Area/Team using the ‘Select Optional Area/Team’ box. The following instructions
are written using the default settings.

2. To Review one Area/Team at a time:
A. Click on an employee name in the Area/Team to be reviewed.
B. Click in the ‘Select Optional Area/Team’ box to display the selected employee list.

LABOR: Go to the View box and click Timecards Only. This setting lets you scroll through
just employee Timecards. When Labor Only is checked, you can scroll through just Labor
records. When Both is checked, the Labor record displays for each Labor employee and the
Timecard displays for any employee who does not have Labor enabled in the Base Schedule.

3. To Display the first record:

Click on the first employee name and click ‘OK”.

4. Review the Timecard. If there is a Supplemental Page (Supp Exists), click in the ‘Show Supp’ box.
Use the 4 down arrow to scroll to the second week. Return to the primary screen by clicking in the
‘Show Supp’ box.

Note: To view all possible Exception Codes, place your mouse pointer in any Code column and
click the right mouse button. A pop up box displays all valid codes.

5. Either: Review the record, but don’t Sign. Use the right arrow (>) next to the Last Name to scroll
through and review all the records. Go to the next step.

Or: Accept and Sign the Timecard by clicking ‘Sign/Unsign’ on the Menu bar and answer the
prompt to sign with a “Yes’. Click the next ( > ) button to continue the Review and Sign process.
Go to the next step.

Or: Leave the Timecard unsigned. Contact the Timekeeper for needed changes.

6. At the last employee record, click ‘No’ to the question to start over from the beginning. The
‘Timecard Select’ screen displays.

7. To Sign Timecards after Review (if already signed, go to the next step), from the ‘Timecard Select’
screen:

A. Click ‘Sign/Unsign’ from the Menu bar and then click ‘Sign Multiple’.

B. Enter the Area number and press the Tab key.

C. Enter the Team number and click ‘OK’. When all employee records in the selected Area/Team
are Signed, the ‘Timecard Select’ list is blank.

Note: To view the ‘Review and Certification of Timecards’ lesson, go to
http://feddesk.gsa.gov/etams_video.htm.
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Restricted Labor

Reviewing and Balancing Restricted Labor Records

When the ‘Restricted’ feature is used, Labor hours can be ‘Out of Balance’ with
Timecard hours. During the certification process, you get an error message telling you
about any ‘Out of Balance’ condition that exists. You can either force the Labor hours
into balance with the Timecard hours and sign, or leave the record unsigned and contact
the Timekeeper. The Timekeeper must then get with the employee to reconcile the Labor
record and the Timecard so that the Timecard can be signed by the deadline.

When a Certifier attempts to sign an ‘Out of Balance’ record, a nag screen appears which
will either allow the certifier to force the Labor record into balance and sign, or skip the
record which will send the signed Base Schedule and Labor Default records to Payroll
and Labor Distribution and move the ‘Out of Balance’ records to Amendments for
resolution.

m =
IIame|EIANNISTER, BOB K [~ Show Start/Stop
|:|_o 4D |42|50|51 |)(| Period [2007 [13  Area [15 Team [12 IPSWW
4 »
Dav Code Hrs  Code Hrs Code Hrs Code Hrs Code Hrs Code Hrs Code _Hrs E
BOR00T 1su P [ [ [ :RIPPI zumz
nnisl
amzer 2we for[en [ [ [ O I T o
anazer o fox[en [ O O O I DI ol
snapoor 4weforfso [T [ [ [ [ [ [ o Comp B
snazoor st foxfso [T [ [ [ [ [ [ Lo
nsao7 s fox[eo [ [ [ O I I —
snezoor 7sa pef [ ] [ [T [ [ [ [ FsaE
snroor ssu pef [ [ [T [T [ [ e
6ns00r oMo Jou| 60 [a3[ 25 Jaa[1s Jaz[10 Jao[so [ ] [ [
Block 51 015
AT TGN rivacy Data Pras-510 Privacy k7 W
et Ly
Bi202007 11 wie Jou1| 60 | _ _
9P Timecard hours do not balance with labor hours For:
Bi212007 127h Joi[ 80 | -/
Period: Z007/13 Sepind |k
HEEATY 18 E ,@ I Efnré?oyee: BAMMISTER, BOE K S
BI232007 14 Sa [
? Would vou like to Force to Balance and Sign?
If es', an Amendment is created only when Labor hours are mare than Timecard Meal Start/Stop
Remarks hours OR the Labor record is different from the Labor Default, ﬁDDD ﬁDDD
If 'Mo’, Timecard is not signed and should be balanced manually. FUllPT W
Yes | Ma | AWE Mo -
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Restricted Labor

The Timecard Select screen allows the Timekeeper or Certifier to select the record type
for viewing. Some of the selection choices are:

il ETAMS - Timecard Select [_ O] x]
Fil=  Beportz  Sign/Unsign  Help
Sort Display View
[~ ssn [-- Year [2000  signed " Timecards Only ¢
. " Unsigned " Labor Only
¥ Hame | Period (20 - & an {* Both
" Out of Balance Time
Select Optional Area/Teamn % Selected Pay Period List
[~ Area Team  All Pay Periods " Base Schedule
Cancel * Timecards
SEN ‘Year PP Mame Lakaor Area Team  Signed By Collected il
i 2000 20 ADAMS K Inclirect 0z 03 MSSBAUM, JOAM K
2000 Q0 2tvTe T Direct il 01 PAAMDEYILLE HAROLD R

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 limits the review to Restricted Labor
Employees

The Out of Balance Only selection displays employee records where the Labor work time
does not balance with the Timecard.

| ETAMS - Timecard Select = E
File Beportts  SignUnsign  Help
Sort Display View
[~ SSH | 777-00-5005 Year (2000 " Signed * Out of Balance Only <
. ™ Unsigned Al
v
W Hame P—!OLLINS,KAYI Period |26 - & an
List
Select Optional AreaTeam * Selected Pay Period " Base Schedule

" All Pay Periods " Timecards

[T Area| 15 Team | 01
Caniel {* Restricted Labor <

Timecard Lahar
SEN Year PP Mame Labor  &reafTeam  Signed By Hours Hours Collected

FI7-00-5006 2000 26 HOLLINGS, KAY | Direct 15101

7T7-00-5007 2000 26 MOORE, TOM S Cirect 15101 700 a0.0

To view a list of Out of Balance records, from the Timecard Select screen select
‘Restricted Labor’ and then select ‘Out of Balance Only’.
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Restricted Labor

A list of Out of Balance records displays showing the total Logged Hours and Timecard
hours.

You have three choices:

(1) Open each Labor Summary and Timecard and work with the employee to resolve the
difference.

(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. The
Timekeeper, with the employee’s assistance, will need to correct the Amendment record.

ai] ETAMS - Timecard Select

File Reports | Sign/Unsign Help

Sign Individual Display View
[~ ssH|  SignMuliple o P " signed & Out of Balance Only
. o ~ . ~
W Hame Uns!gn Ind|\f'|dual A - Unsigned Al
Unzign Multiple O 1] -
Force Labor into Balance with Timecard List
Select OpUOTET ATES TEETT A | {* Selected Pav Perind {” Base Schedule

(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 nof generate an Amendment.

E[ETAMS Labor - Summary Timecard [Restricted)
File Maintenance Reports  Help
Save
Force Labor into Balance with Timecard [Mo Amendment)
Exit Le HOLLINS, KAY I SSH [f77-00-5006  Craft Code BB
Areaeam fERAT Lot ;TL [F105 [F100 | | J Labor DetaillnUse [~ Timecard
Exception Code Summary
Favorite Cost Centers Cost Center Function Volume %  Hours OT __ Hours
G & A Lahor Default Schedule £8, a5 goof Fegular Scheduled Hour |opq | 80.0
©00402Z [ [~ | Reouarschedusaor [1g [30
Q0127 LT [ [ [
[Supervision M F —
(Tr=ining M f —— —
T — L
[ - S, S
I - [
— ~ [
[ -
PayPeriod Summary 0 ng M OO NNEEE U [TR00 e [T630
|
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I11. 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 theses reports to see the impact of employee work hours on their
organization.

Sample Reports: Labor Summary Hours by Employee
GSA ELECTRONIC TIME AND ATTENDANCE MANAGEMENT SYSTEM SMe2001
Wersion 4.1 Contains Privacy Data PL93-579 Privacy Act 1:56:24 PM
Labor - Summary Page 1 of 1
Pay Period 14 1998 06/21/1998 - 07/04/1998  Employes: AUSTIN, KAREN
S8N; 222222222 ArgalTeam: 15/01 Craft Code:f

Cost Center Function Percent Hours
GaA F10g Maint. - Genersl Repalrs 417 1.0
RATRO3 F1d1 Claaning - Genersl 47482 1.5
RATROZ F107 Q&M - Seneral 2396 5.8
RATROZ F10g Maint. - Genersl Repalrs 2396 5.8
Tatal: 240
Exception Code Percent Heurs
01 Regular Scheduled Hours 150.00 36.0
40 Annus Leave -50.00 -120
Tetal: 24.0
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Labor Default Profile by Employee

el ELECTRONIC TIME AND ATTENDANCE MANAGEMENT SYSTEM SMe2001
Wersion 4.1 Contains Privacy Data PL93-579 Privacy Act 1:55:54 PM
Labor - Default Page 1 of 1
FPay Period 14 1998 06/21/1998 - 07/04/1098 Employes: AUSTIN, KAREN
S5N; 222073377 Arsa/Team: 1501 Craft Code: Al

Cost Center Functian Parcant Hours
REBTRI F101 Cleaning - General 5000 180
RETRO3 Fia7 O&M - General 25.00 4.0
REBTRI F10a Maint. - General Repairs 2500 4.0
Total: 36.0
Exception Code Percent Hours
01 Regulsr Scheduled Hours 100.04 360
Total: 36.0

Labor Summary Hours Total

GSA ELECTRONIC TIME AND ATTEMDANCE MANAGEMENT SYSTEM aM&2001
Wersion 4.1 Contains Privacy Data PL93-579 Privacy Act 1:52:01 PM
Labor - DEFAULT by Craft Code Page 1 of 1
Pay Period 14 1998 06/21/1998 - 07/04/1988 Craft Code:BB ArealTeam: 1501

Coat Center Funetion Parcent Hours
RETRO3 F1o4 D&M Electrical System 10,00 16.0
RETRO3 F105 D&M HVAC 10.00 16.0
RETRO3 F1og Maint. - Genersl Repsirs .00 48.0
WHTRO1 F111 Space Changes 25.00 400
WHTRO1 F112 Trash Separation & Femaoval 25.00 a0
Total: 1600
Exception Code Parcent Houwrs
01 Regular Scheduled Hours. 100.00 160.0
Total: 160.0
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I11.

REFERENCE
EXCEPTION CODES

To display available Exception Codes, place your mouse pointer in any Code or Hrs column on the following screens and
click the right mouse button: Timecards, Amendments, Base Schedules. Only the appropriate codes that are valid on the
record type will display.

00
01
02
07
09
10
11
12
13
14
15
16
17
20
22
23
24
25
26
27
28
29
30
31
32
33
34
35
36
37
38
40
41
42
43
44
45
46
47
48
49

Regular Day Off (X) 50 Sick Leave

Regular Scheduled Hours 51 Regular. Military

Holiday Observed 52 Law Enforcement Military
FLSA Hours Worked 53 DC Nat Guard Military

Make Up Hours Before OT 54 Award Leave Used

Regular Scheduled OT 55 Furlough (Over 30 Days)
Holiday Worked 56 Lack of Funds (Over 30 Days)
Sunday Premium 57 FMLA - Family

Comp. Time Earned 58 FMLA - Employee

Irregular Scheduled OT 59 Suspension

Call Back OT 60 LWOP

Travel Comp Time Earned 61 AWOL

OT Rotating Shift 62 Actual Exposure - 4%

Second Shift Night Diff 63 Actual Exposure - 6%

EDP Act. Expose / OT 4% 64 Actual Exposure - 25%

EDP Act. Expose / OT 6% 65 Actual Exposure - 50%

EDP Act. Expose / OT 25% 66 Hours In Pay Status - 4%

EDP Act. Expose / OT 50% 67 Hours In Pay Status - 8%

EDP Act. Expose / OT 8% 68 Hours In Pay Status - 25%
FFL - Family 70 Union-Term Negotiations

FFL - Funeral 71 Union-Mid-Term Negotiations
FFL - Adoption 72 Union-Dispute Resolutions
Third Shift Night Diff 73 Union-Gen Labor/Mgt Relations
Federal Disaster Relief 80 Volunteer Leave

Federal Disaster Relief 81 COP Used #1

Evacuation Pay 82 COP Used #2

Furlough Regular 83 COP Used #3

Furlough Lack of Funds 84 Other Paid Absences

Credit Hours Earned 85 Donated Leave Used

Credit Hours Used 87 LWOP Workman's Comp Used
Federal Disaster Relief — Non-Reimbursable 90 Telework-Periodic/Intermittent
Annual Leave 91 Telework-Short Term

Comp. Time Used 92 Telework-Long Term

Court Leave 93 Telecommuting Center

Travel Comp Time Used

Restored Leave #1

Restored Leave #2

Religious Comp Earned
Religious Comp Used

Home Leave

Military Reserve Technicians

The 02 — Holiday Observed code is automatically inserted on the timecard and Labor record (if applicable) for the
holiday if the holiday falls on a work day. Do nothing on the timecard if the holiday is taken as shown. Move as needed
for the ‘In lieu of holiday”’ taken. AN OFFICIAL HOLIDAY IS AUTOMATICALLY CALCULATED IN PAR. THIS
CODE IS FOR DISPLAY ONLY AND IS ALSO USED IN CALCULATING PRODUCTIVE TIME IN LABOR
FACILITIES.
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TIME CALCULATIONS

Throughout ETAMS (timecards and labor records), time is expressed as hours and tenths of an hour.

Dy Code Hrs  Code Hrs Code Hrs Code Hrs Code  Hrs Code  Hrs Code  Hrs

snozoor 13w pe[ [ [ [ T T
eizoor 2mo Jor[s0 [Re[1s [ [ [ [ T

The following Business Rules are used for all fields where time is entered:

e Time is expressed in the format: hh.t where h=0—-24 and t=0-9.
e Minutes are expressed as tenths of an hour (1 tenth hour = 6 minutes).
e Minutes are rounded to the nearest tenth.

o Entries may need to be adjusted due to rounding. (eg. 15 min of leave = .3, but one hour of
leave in 4, 15-minute increments = .3, .3, .2, .2 = 1 hour).

Use the following chart to record minutes as tenths of an hour.

MINUTES TENTHS OF AN
HOUR
0 -2 0
3 -8 1
9-14 2
15 - 20 3
21 - 26 4
27 - 32 5
33 - 38 6
39 - 44 7
45 - 50 8
51 - 56 9
57 - 59 1.0
Examples: Timecard / Labor Entry Actual Hours/Minutes
.8 or 0.8 45 - 50 minutes
3 or 3.0 3 hours
3 or 0.3 15 — 20 minutes
5.5 5 hours and 27 - 32 minutes
7.4 7 hours and 21 - 26 minutes
9.2 9 hours and 9 - 14 minutes
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FEDdesk Videos

1. Go to http://feddesk.gsa.gov

2. From the FEDdesk System home page click on the Reference tab.

3. Click on Videos.
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FEDdesk Videos List

CATEGORY LESSON LENGTH (Min)
FEDdesk FEDdesk Overview 9
FEDdesk Logging On & Off FEDdesk 9
FEDdesk Changing Your Password 3
ETAMS ETAMS Overview 13
ETAMS Using Summary Hour Codes 7
ETAMS Exception Codes 19
ETAMS Setting Up the ETAMS Base Schedule 14
ETAMS Completing the Timecard Part 1 7
ETAMS Completing the Timecard Part 2 9
ETAMS ETAMS Edits and Error Messages 14
ETAMS Review & Certification of Timecards 14

Labor Labor Overview 9
Labor Setting Up a Labor Default 11
Labor Using the Labor Summary Screen 12
Labor Using the Labor Detail Screen 15
Labor The Restricted Labor Option 18
Labor Adding Labor Amendments 10
Labor Setting Up the Labor Employee 5
Labor Getting the Facility Ready for Labor

Labor Creating Labor Facility Tables 17
Labor Setting Up Labor Clerks 12
Labor Setting Up Base Users for Labor 8
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