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CHAPTER 1- GENERAL INFORMATION

What Is ATAAPS ?

ATAAPS is awindows-based application that provides an electronic front end data
collection system that gives the user:

« Single source input for daily time and attendance (T&A) and labor and production (L&P)
data

« Real-time data entry validation

« Electronic certification of T&A records

« Electronic leave concurrence by individual employees

« Interface with various other systems, such as cost accounting and payroll
e On-line T&A and L&P report generation

»  Electronic filing and retrieval of historical T&A and L&P data

Brief Description of the Windows in Main ATAAPS
Application

i
fecounting] Accounting Code Management Window - to support establishment of job order
numbers, charge codes, op codes, tasks, etc. and to associate these codes to organization codes
(or work centers).

#dmin_| Administration Codes Window - to support establishment of an activity and its
organization codes and to establish pay periods and holidays.

o

Eetifty | Certification Window - to allow for certification of an employee’s time and attendance
records.

ELE
ELL
EEm

EmpCedis| Employee Codes Window - to establish various payroll-related code parameters.

=

Lsker | | abor Reporting Window - to report labor and production for individual employees; it is
used by individuals, timekeepers, and supervisors.
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i

PerzMamt| Personnel Management Window - to add individual employees to the data base; to
associate that employee with a team and a certification roster; to assign a tour of duty to that
employee; and to authorize that employee to charge time to specific projects; etc.

e
Eroiftdamt | Project Management Window - to establish projects and associate those projects
with specific job orders, charge codes, tasks, op codes, etc.; to authorize teams and individual
employees to charge time to a project; and to designate project managers; and to authorize
various types of leave to be charged to a project.

L3

Pester | Roster Maintenance Window - to establish a certification roster; to assign employees
to a certification roster; and to assign primary and alternate certifier(s).

L[]

Tam | Team Management Window - to establish teams; to assign employees to teams; and to
assign a primary supervisor and alternate timekeepers for the team.

-}

IEAPaisw| Time and Attendance Review Window - to display time and attendance data for a
single individual—for review and concurrence with leave.

]
Timekpr | Timekeeper Review Window - to display employee time and attendance data, by
certification roster—for review and certification by designated officials.
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CHAPTER 2 - ACCOUNTING CODE
MANAGEMENT WINDOW

WHAT IS THE ACCOUNTING CODE
MANAGEMENT WINDOW?

The Accounting Code Management Window is used to establish, delete, or modify job order
numbers, charge codes, op codes, tasks, etc. Normally, such accounting-related information will
be automatically loaded to the ATAAPS data base by running the supporting ATAAPS Accounting
Interface Application.

Since each accounting system which interfaces with ATAAPS has its own unique data
requirements, different data input windows have been created. Each window is described below:

CEFMS - Accounting Code Management Window

This window is used to establish, delete, or modify charge codes; to assign organizations to the
code; to specify the maximum number of hours that can be reported against a charge code; and
to display the total hours that have been charged to that code.

A Accounting Code Management Manager iz: Debbie Johnzon
Code | Description
p ABBOSS A bb099-samsjokb2
ABB01 A bkl 00-zamsjokbd 3
ABB1O2 A bk 00-zamsjobs3
ABBET1 Des=ign
ABBETY Des=ign Bat
Code: BENDD Organization Codes
De=cription: l&.thElEl-samsinhE P LOFA

Cipen Date: |.'-‘.|‘1 4997
Close Date: |?.|‘1 ama7

Hours Auth Ind: I_

Hourz Authorized: ﬁ
Hours Used: _
Resource Code: r

Each charge code must have at least one project associated with it (use the Project Management
Window to accomplish this). A charge code can be associated with multiple projects.
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Establishing, Deleting, or Modifying Charge Codes

TO ESTABLISH A CHARGE CODE:

1. Click on the

Accaunting

button, which opens the CEFMS Accounting Code

Management Window .

2. Click anywhere within the lower, left-hand portion of the window.

3. Click the Add button.

4. Complete the entries in each field as follows:

Code. Required. Enter the applicable charge code.

Description.

Required. Enter an appropriate description for the charge code.

This will be the information that is displayed to the employee during his/her labor
reporting.

Open Date. Required. Enter the effective date of the charge code.

Close Date. Optional. Enter the date the charge code will no longer be valid for
labor reporting.

Hours Authorized Indicator. Optional.

Hours Authorized. Optional. If desired, enter the maximum number of hours
that are to be reported against this charge code. Once that number has been
reached, this charge code will not be displayed as a valid choice for an
employee’s labor reporting.

Hours Used. Optional. This field will be calculated for you by ATAAPS. It
represents the number of hours that have been charged to this charge code to

date.

Resource Code. Optional. This code is intended for use by only those
customers using the CEFMS accounting interface. It represents the type of hours
that are authorized to be charged to this particular charge code.

5. Then, click on the Org Codes button, which opens the Select Organization Codes
window. Click on the organization(s) which will be authorized to charge hours to this

charge code.

6. Click on the Save button to save your entries.

TO DELETE A CHARGE CODE:

Once you have clicked on the Accounting Code Management button, click on the name
of the charge code that you wish to delete. Click the Delete button. If labor has not been
reported against that charge code, it will be removed from the data base. Click “Yes” to
confirm the delete. Click the Save button.

TO MODIFY INFORMATION ABOUT A CHARGE CODE:
Once you have clicked on the Accounting Code Management button, click on the name
of the charge code that you wish to modify. Then click on the field(s) you wish to modify.
Insert the correct information. Click the Save button.
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DBMS - Accounting Code Management Window

This window is used to establish, delete, or modify tasks and job order numbers; to specify the
maximum number of hours that can be charged to a task; to display the total hours that have been
charged to that job order; and to authorize the task to be charged by particular office codes.

Each task must have at least one project associated with it (use the Project Management Window
to accomplish this). A task can be associated with multiple projects.

Task Tab (DBMS - Accounting Code Management
Window)

This tab is used to establish or delete a task or to modify information about a task. Itis also used
to authorize specific office codes to charge labor to the task.

Code | Description |
p 245702000 246702000 Mewy Description

222333444 222333444

TEAD1 2000 TE1 012000

911042000 911042000
Code: P45702000 1o
Diescription: 46702000 Mew Descrigtion LLGRO
Open Date; 59‘1 147
Cloze Date:
Hours &uthorized:
Hours Used:

Establishing, Deleting, or Modifying a Task (in DBMS)

TO ESTABLISH A TASK:

i
1. Click on the L#===urtina| hytton, which opens the DBMS - Accounting Code
Management Window .
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2. Click on the Task Tab.

3. Click anywhere within the lower, left-hand portion of the window.
4. Click the Add button.

5. Complete the entries in each field as follows:

Code. Required. Enter the applicable 9-character task code.

Description. Required. Enter an appropriate description for the task. This will
be the information that is displayed to the employee during his/her labor reporting.

Open Date. Required. Enter the effective date of the task.

Close Date. Optional. Enter the date the task will no longer be valid for labor
reporting.

Hours Authorized. Optional. If desired, enter the maximum number of hours
that can be reported against this task. Once that number has been reached, this
task will no longer be displayed as a valid choice for an employee’s labor
reporting.

Hours Used. Optional. This field will be calculated for you by ATAAPS. It
represents the number of hours that have been charged to this task.

6. Click on the Org Codes button, which opens the Select Organization Codes window.
Click on the organization(s) which will be authorized to charge hours to this task.

7. Click on the Save button to save your entries.

TO DELETE A TASK:
Perform steps 1 and 2. Click on the name of the task that you wish to delete. Then, click
within the lower, left-hand portion of the window. Click the Delete button. If labor has not
been reported against that task, it will be removed from the data base. Click “Yes” to
confirm the delete. Click the Save button.

TO MODIFY INFORMATION ABOUT A TASK:
Perform steps 1 and 2. Click on the name of the task that you wish to modify. Then, in
the lower, left-hand portion of the window, click on the field(s) you wish to modify. Insert
the correct information. Click the Save button.

Job Order Tab (DBMS - Accounting Code
Management Window)

This tab is used to establish or delete job orders.
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Code I Description I
P IEEO00 1REO00
197759 197759 nevwy description
1GIHMI 1 GIHMD
1G9389 139389
178309 178309
178599 1758599

Code: FI GE000

Deszcrintion: [ BE000

OpenDate: EMSJ'EI?
CloseDate: |

Establishing, Deleting, or Modifying a Job Order Number (in DBMS)

TO ESTABLISH A JOB ORDER NUMBER:

i
1. Click on the L#===urtina| hytton, which opens the DBMS - Accounting Code
Management Window .

2. Click on the Job Order Tab.

3. Click anywhere within the lower portion of the window.
4. Click the Add button.

5. Complete the entries in each field as follows:

Code. Required. Enter the applicable 6-character job order number.

Description. Required. Enter an appropriate description for the job order
number.

Open Date. Required. Enter the effective date of the job order number.

Close Date. Optional. Enter the date the job order number will no longer be
valid for labor reporting.

6. Click on the Save button to save your entries.

TO DELETE A JOB ORDER NUMBER:
Perform steps 1 and 2. Click on the name of the job order that you wish to delete. Then,
click within the lower, left-hand portion of the window. Click the Delete button. If labor
has not been reported against that job order number, it will be removed from the data
base. Click “Yes” to confirm the delete. Click the Save button.

TO MODIFY INFORMATION ABOUT A JOB ORDER NUMBER:
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Perform steps 1 and 2. Click on the name of the job order that you wish to modify. Then,
in the lower, left-hand portion of the window, click on the field(s) you wish to modify.
Insert the correct information. Click the Save button.

IFAS - Accounting Code Management Window

ATAAPS does not yet support the IFAS accounting system.

SOMARDS - Accounting Code Management
Window

This window is used to establish, delete, or modify job order numbers and op codes; to assign
cost centers; to specify the maximum number of hours that can be charged to a job order; and to
display the total hours that have been charged to that job order.

Manager is: Deb Johns

Each job order must have at least one project associated with it (use the Project Management
Window to accomplish this). A job order can be associated with multiple projects.

Job Order Tab (SOMARDS - Accounting Code
Management Window)

This tab is used to create, delete, or modify a job order number and associate it with cost centers.

Job Order |
Code | Description |
P PR3 1p1r13 Somards 3
2PMR15 2p1r15 Somards 5
IMR1E P16 Somards &6
4P1R1E 41118 Somards &
Code: PIR13 CESSEETIERS
Description: plrl3 Somards 3 LG22
Open Date: faray HEel)
LCGEFT
Cloze Date:
Hours Authorized:
Hours Used:
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Establishing, Deleting, or Modifying a Job Order Number (in
SOMARDS)

TO ESTABLISH A JOB ORDER NUMBER:

o

Click on the LAse=unting| pytton, which opens the SOMARDS Accounting Code
Management Window .

Click on the Job Order tab .
Click anywhere within the lower, left-hand portion of the window.
Click the Add button.

Complete the entries in each field as follows:

Code. Required. Enter the applicable 6-character job order number.

Description. Required. Enter a description for the job order number. This will
be the information that is displayed to the employee during his/her labor reporting.

Open Date. Required. Enter the effective date of the job order number.

Close Date. Optional. Enter the date the job order number will no longer be
valid for labor reporting.

Hours Authorized. Optional. If desired, enter the maximum number of hours
that can be reported against this job order. Once that number has been reached,
this job order will no longer be displayed as a valid choice for an employee’s labor
reporting.

Hours Used. Optional. This field will be calculated for you by ATAAPS. It
represents the number of hours that have been charged to this job order number.

Then, click on the Org Codes button, which opens the Select Organization Codes
window. Click on the organization(s) which will be authorized to charge hours to this
job order.

Click on the Save button to save your entries.

TO DELETE A JOB ORDER NUMBER:
Perform steps 1 and 2. Click on the name of the job order that you wish to delete. Then,
click within the lower, left-hand portion of the window. Click the Delete button. If labor
has not been reported against that job order number, it will be removed from the data
base. Click “Yes” to confirm the delete. Click the Save button.

TO MODIFY INFORMATION ABOUT A JOB ORDER NUMBER:
Perform steps 1 and 2. Click on the name of the job order that you wish to modify. Then,
in the lower, left-hand portion of the window, click on the field(s) you wish to modify.
Insert the correct information. Click the Save button.
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Op Code Tab (SOMARDS - Accounting Code
Management Window)

This tab is used to establish op codes. An op code is associated with a job order by using the
Project Management window).

| Opcode |

Code I Description |
ADDOMN  great opcodes
GREG1  GREGTnew description
REGGT  reqql test opdicode for somards
P LRMET  CpiCode for GUI Testing
ARRES  GU Coding

Code: ER:{E?

Description: bp.ﬂ:nde for GUI Testing

OpenDate: EJ‘EDJ‘E?
CloseDate: |

Establishing, Deleting, or Modifying Op Codes

TO ESTABLISH AN OP CODE.

i
1. Click on the [&zzeutina| hytton , which opens the SOMARDS - Accounting Code
Management Window .

2. Click on the Op Code Tab .
3. Click within the lower portion of the window. Then, click the Add button.
4. Complete the entries in each field as follows:

Code. Required. Enter the appropriate 5-character op code.
Description. Regquired. Enter the desired op code description.
Open Date. Required. Enter the effective date of the op code.

Close Date. Optional. Enter the date the op code will no longer be valid for labor
reporting.

5. Click the Save button to save your entries.

TO DELETE AN OP CODE:
Perform steps 1 and 2 above. Click on the name of the op code you wish to delete.
Then, click within the lower portion of the window. Click the Delete button. If labor has
not been reported against that op code, it will be removed from the data base. Click “Yes”
to confirm the delete. Click the Save button.
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TO MODIFY INFORMATION ABOUT AN OP CODE:
Perform steps 1 and 2 above. Click on the name of the op code that you wish to modify.
Then, in the lower portion of the window, click on the field(s) you wish to modify. Insert
the correct information. Click the Save button.
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CHAPTER 3- ADMINISTRATION CODES
WINDOW

WHAT IS THE ADMINISTRATION CODES
WINDOW?

A Administration

Settings | Haliday Pay Period Organization Codes

The Administration Codes Window is used to:
« Establish installation/depot/command level parameters.
* Identify holidays.
e Specify valid pay periods.

» Identify subordinate level organizations (e.g., cost centers, organization codes, work
centers, offices, etc.).

Settings Tab (Administration Codes Window)

This tab is used to establish installation/depot/command-level parameters to be applied
throughout the data base.

Settings

nstaliation U frOMAO0 . Installstion Name: Jrcdustrial Logistical Systems Certers
Installation Code: r Finance & Accounting Code: r Activity Code: I—
SDA, Identification: W Cwerall Project Manager: hines, Sam

Cettify (T82 and Tour Hours must match]: [ Smallest Leave Increment Authorized: {15 min ﬂ
Pasz COnly Certified Records: r Guard Preshift OT Authorized: ﬂ
Pazz 'All' Type 5 Records: | Guard Postzhift OT Authorized:
Accty Dovenload to Employee Level: v Retro Change Limit:

Accourting System: [SOMARDS  [=]
SDA Fregquency: Bi-Weekly H

Fractional Hour Code: & Quarter © Tenths
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Establishing Installation Parameters

TO ESTABLISH INSTALLATION/DEPOT/COMMAND-LEVEL PARAMETERS:

1. Click on the [_&dmin_| button, which opens the Administration Codes Window.

2. Click on the Settings Tab.
3. Click the Add button.
4. Complete the entries in each field as follows:

Installation UIC. Required. Enter the six-character Unit Identification Code
(UIC) for your installation/depot/command.

Installation Name. Enter the name of your installation/depot/command.
Installation Code. Enter the installation/depot code of your site, if applicable.

Finance & Accounting Code. Enter the Finance & Accounting Code for your
UIC, if applicable.

Activity Code. Enter the appropriate activity code, if applicable.

SDA Identification. Enter the Source Data Identifier for this site (if SDA
information is to be passed to the payroll system). This identifier is provided by
your payroll office.

Overall Project Manager. Click on the Proj Mgr button to assign one individual
as the overall Project Manager, who will be granted access to all projects within
the data base. Once the “Select Employee” window appears, click on the name
of the appropriate Project Manager, then Click OK.

Certify (T&A and Tour Hours Must Match). Check this field if the time and
attendance data and the tour hours must match for certification.

Pass Only Certified Records. Check this field if you wish to have only certified
records passed to the payroll system.

Pass All Type “5” Records . Check this field if, during SDA creation, you wish to
pass type “5” labor records for ALL employees. If checked, even “dummy” test
personnel records will be passed to the payroll system.

Acctg Download to Employee Level. If this field is checked, when running the
accounting download process, project authorizations will be made at the
employee level, as well as at the team level.

Smallest Leave Increment Authorized. Based on your local leave policy,
choose the smallest amount of leave an employee is authorized to report.

Guard Preshift OT Authorized. Choose the desired number. This amount of
overtime is the maximum allowed for your guards.

Guard Postshift OT Authorized. Choose the desired number. This amount of
overtime is the maximum allowed for your guards.

Retro Change Limit. Choose the appropriate number of pay periods back that
labor changes which affect payroll will be processed in ATAAPS, then be passed
to the payroll system.
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Accounting System. Required. Choose the name of the appropriate accounting
system.

SDA Frequency. Enter the frequency that the SDA will be generated. NOTE:
This field can ONLY be changed if the accounting system is DBMS. DBMS
allows for daily, weekly, or bi-weekly processing. All other accounting systems
support ONLY bi-weekly processing.

Fractional Hour Code. Click on the time increment fractional hour code that you
are authorizing for use within your activity. (Quarter would be displayed in 15
minute intervals; Tenths would be displayed in 6 minute intervals.) The default
setting is Quarter.

5. Click on the Save button to save your entries.

TO MODIFY INSTALLATION/DEPOT/COMMAND-LEVEL PARAMETERS:
Perform Steps 1 and 2 above. Then, make the necessary modifications in the applicable
fields. Click the Save button. (Do NOT modify the UIC.)

Holiday Tab (Administration Codes Window)

This tab is used to document the dates of Government holidays.

Hohday |

Drate: | Marme |
|5:28085  Memarial Day

I'r'.l'4.|'95 'ndependance Dy
pidas  Labor Day

Establishing, Modifying, or Deleting Holidays

TO ESTABLISH DATES OF GOVERNMENT HOLIDAYS:

1. Click on the [_#dmin_| button, which opens the Administration Codes Window.

2. Click on the Holiday Tab.
3. Click the Add button.

4. Complete the entries in each field as follows:

i
Date. Required. Click the Loate | button to choose the appropriate date. Once
the calendar appears, click on the desired date and then click the OK button.
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Name. Required. Click on the arrow to the right of this field, then click on the
name of the appropriate holiday (e.g., Memorial Day, Independence Day, etc.). If
the name of the desired holiday is not in the list, then type the name in the field.

5. Click on the Save button to save your entries.

NOTE: Holidays can be generated automatically by running the Generate Pay Periods
option located on the Edit menu.

TO MODIFY INFORMATION RELATIVE TO A GOVERNMENT HOLIDAY:
Perform Steps 1 and 2 above. Click on the record you wish to modify. Make the
appropriate modification. Click the Save button.

TO DELETE A REFERENCE TO A GOVERNMENT HOLIDAY:
Perform Steps 1 and 2 above. Click on the record you wish to delete. Click the Delete
button. Confirm the delete by clicking OK. Click the Save button. NOTE: If labor
records exist for this holiday, the delete request will NOT be processed.

Pay Period Tab (Administration Codes Window)

This tab is used to identify valid pay periods for the activity; to establish certification dates
for time and attendance data; and to indicate whether or not an SDA was created.

Pay Period

Start | Duration |  CetificationWindow | SDA Created |
[1/7m5 [ 14 111995 [
firzzms 14 [or2m95 I
frsas | 14 pr17/95 [

Establishing, Modifying, or Deleting Pay Periods

TO ESTABLISH PAY PERIODS AND CERTIFICATION DEADLINES:

1. Click on the [_&dmin_| button, which opens the Administration Codes Window.

2. Click on the Pay Period Tab.
3. Click the Add button.
4. Complete the entries in each field as follows:

Start. Required. Click the Date button to choose the start date of a pay period.
Once the calendar appears, click on the desired date and then click the OK button.



Chapter 3 — Administration Codes Window 31 January 1999

Duration. Required. This field represents the duration (in calendar days) of the pay
period. The default is set at 14.

Certification Window. This date is the earliest day that a certifier is authorized to
certify a pay period. The default date will be automatically created as the Friday
before the end of a pay period. Click the Date button to choose a different
certification day.

SDA Created. This box is checked (automatically, by the system) when an SDA has
been created for a particular pay period.

5. Click on the Save button to save your entries.

NOTE: You can automatically generate pay periods by running the Generate Pay Periods
option on the Edit menu.

TO MODIFY PAY PERIODS AND CERTIFICATION DEADLINES:
Perform Steps 1 and 2 above. Click on the record you wish to change. Make the
appropriate modifications. Click the Save button.

TO DELETE PAY PERIODS AND CERTIFICATION DEADLINES:
Perform Steps 1 and 2 above. Click on the record you wish to delete. Click the Delete
Button. Confirm the delete by clicking OK. Click the Save button. NOTE: If labor
records exist for this pay period, the delete request will NOT be processed.

Automatically Generating Pay Periods (and
Holidays)

TO AUTOMATICALLY POPULATE THE ATAAPS DATA BASE WITH ADDITIONAL PAY
PERIODS (and HOLIDAYS):

1. Click on the L &dmin_| button, which opens the Administration Codes Window.

2. Click on Edit (located on the menu).
3. Click on Generate Pay Periods...

4. The “Create Pay Periods” window will appear:
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A Create Pay Periods

— Pay Periodz

Start date |3=’1 4/99

Generate ||

Diration |14 days

pay periods

— Haolidayz

¥ Gererate holidays for the selected pay period|z]

ak

Cancel

Apply | Help |

5. Insert the number of pay periods you wish to automatically generate. (NOTE: The
Start date that is displayed represents the next pay period start date that is available.
The duration is automatically set at 14 days.)

6. In addition, if you wish to automatically generate Government holidays for these new

pay periods, place a check mark in the “Generate holidays for selected pay period(s)

field. Please note, however, that when you choose to run this option, you MUST then
access the Holiday Tab of the Administration Codes Window and verify that the
correct date for each holiday has been entered. For example, July 4™ will
automatically be coded as a holiday. However, depending upon the year, the holiday
may actually fall on July 3", You will need to manually make this change.

7. Click OK.

Organization Codes Tab (Administration Codes

Window)

This tab is used to identify subordinate organizations within the activity (e.g., work centers,
cost centers, organization codes, offices, etc.). Each organization (work center) code must be

unique.

Organization Codes

Marme | Code | CipEn | Cloze |
|LCFO1 wviork Ctr LCFm frime |
| CF 02 Wark Ctr | W TR
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Establishing, Modifying, or Deleting Subordinate
Organizations

TO ESTABLISH SUBORDINATE ORGANIZATIONAL ELEMENTS (e.g., work centers, cost
centers, organization codes, offices, etc.) FOR YOUR ACTIVITY:

1. Click on the L&dmin_| hutton, which opens the Administration Codes Window.

2. Click on the Organization Codes Tab.
3. Click the Add button.
4. Complete the entries in each field as follows:

Name. Optional, but recommended. Enter the name of the subordinate
organization.

Code. Required. Enter the desired organization code (e.g., work center, cost
center, office, etc.) for this subordinate organization. Each organization code
must be unique.

Open. Required. Enter the date the subordinate organization will come into
existence.

Close. Optional. Enter the date the subordinate organization will cease to exist.

(NOTE: To insert a date into any of the date fields on this tab, simply click the Date
button, which opens a calendar. Click on the appropriate date. Then, click OK.)

5. Click on the Save button to save your entries.

TO MODIFY INFORMATION RELATIVE TO SUBORDINATE ORGANIZATIONAL ELEMENTS:
Perform Steps 1 and 2 above. Click on the record you wish to change. Make the
necessary modifications. Click the Save button.

TO DELETE SUBORDINATE ORGANIZATIONAL ELEMENTS:
Perform Steps 1 and 2 above. Click on the record you wish to delete. Click the Delete
button. Confirm the delete request by clicking OK. Click the Save button. NOTE: If
labor records exist for this organization, the delete request will NOT be processed.
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CHAPTER 4 - CERTIFICATION WINDOW

WHAT IS THE CERTIFICATION WINDOW?

The Certification Window is used to certify an employee’s time and attendance records.

A Certification for Client/Server Systems Roster

Begin Pay Period: | 14/13/1507 El

Pay Period | Fetro |

« Only those individuals who have been properly designated as primary or alternate certifiers in
the Roster Maintenance Window are authorized to certify time and attendance records.

« An employee is NOT authorized to certify time and attendance records for himself/herself.

Pay Period Tab (Certification Window)

This tab is used to certify time and attendance (T&A) records for employees on a particular
certification roster.

Pay Period |

Certifyrl Review |Hame IScheduIedIRﬂpurtedIRegular IPdLeaueIUnPdLeaue Premium I
O DAME JULLIE 80:0 320 320 0o:00 00:00 00:00
|2 | DAVIDSON, JACH 80:0 a0:0 720 g:0 00:00 00:00
V¥ DECKER, LYk 80:0 a0:0 71:0 9:0 00:00 00:00

The fields displayed on this tab are:
e Certify - acheck mark in this column indicates that the T&A records for the employee
have been certified.

* Review - a check mark in this column indicates that T&A records have been
reviewed by the employee; the date beside the column is the date the records were
reviewed. (NOTE: An employee reviews and concurs with his or her own T&A
records by accessing the T&A Review Window.)

* Name - the employee’s name.
* Scheduled - the number of regular hours scheduled to be worked by the employee.

* Reported - the total number of regular, paid leave, and unpaid leave hours reported.
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Regular - the number of regular hours reported by the employee.
Paid Leave - the number of paid leave hours reported by the employee
Unpaid Leave - the number of paid leave hours reported by the employee

Premium - the number of premium hours reported by the employee

NOTE: Only those individuals who have been properly designated as primary or alternate
certifiers in the Roster Maintenance Window are authorized to certify T&A records. An employee
is NOT authorized to certify his/her own time and attendance records.

Certifying Time and Attendance Data

TO CERTIFY TIME AND ATTENDANCE (T&A) RECORDS FOR AN EMPLOYEE:

1.

.
Click on the L_E2tif*_| button, which opens the Certification Window . (NOTE: Only
those individuals who have been designated as primary or alternate certifiers in the
Roster Maintenance Window are authorized to certify T&A records.)

Choose the correct Begin Pay Period Date.

Choose a particular certification roster by clicking the Roster button, which opens the
Roster Selection List window.

Click on the Pay Period Tab.

Click, to place a check mark, in the Certify field for each employee whose T&A
records are being certified.

To view the daily records for an employee, scroll up or down to that employee’s name
and then click on the Daily button, which opens up the Daily Time and Attendance
Review window. To view the hourly records for an employee, scroll up or down to that
employee’s name. Then, click on the Hourly button, which opens the Hourly Time
and Attendance Review Window.

Click on the Save button to save your entries.

Retro Tab (Certification Window)

This tab will be used to certify time and attendance (T&A) data for past pay period(s).
This option is, however, NOT yet available in the ATAAPS application.
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CHAPTER 5 - EMPLOYEE CODES
WINDOW

WHAT IS THE EMPLOYEE CODES WINDOW?

The Employee Codes Window allows an activity to specify the standard DOD-wide
employee and payroll-related codes that will be authorized for use within the activity.
These codes are utilized during the process of labor reporting and are defined in the DCPS
(payroll system) user's manuals.

When ATAAPS is installed at an activity, the initial information in each of the tabs is
normally customized and populated for you by the ATAAPS Technical Support staff at
SEOPE.

Employee Codes

Hazard Codes | Hazard Parameters | Feason Codes | Feazon Parameters
Employee Type | Type Hours | Type Hours Parameters I Type Hours T4 Categary
Status | Temporary Position | Work Schedule | Alternate ‘Work Schedule

Status Tab (Employee Codes Window)

This tab is used to specify valid employee status codes. These codes indicate whether an
employee’s record on the Master Employee Record (MER) is active or whether the employee is
receiving severance pay or is assigned to light duty, etc.

Status I
Cocle | Description | Incliucde =02, |
IT I&mive v
I? {Euspenzion |
[c"  [opLioht Duty [~

The information in the “Code” and “Description” fields are defined in the DCPS user’s manuals.
The “Include SDA" field is checked if labor records with this particular employee status code are
to be included in the SDA pass to payroll.

Adding New Codes . Click the Add button; enter the appropriate information into each
field; and save the record.

Deleting Codes. Click on the code you wish to delete. Click the Delete button. Click
“Yes” to confirm the delete action.

Sorting Data Displayed. Click the Sort button, which opens the Sorting Data window.
Choose the applicable sorting criteria. (You can also sort a column by clicking on its
raised column heading.)
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Filtering Data Displayed. Click the Filter button, which opens the Filtering Data window.
Choose the applicable filtering criteria.

Temporary Position Tab (Employee Codes
Window)

This tab is used to specify the valid timeframes for temporary appointments.

Temporary Position |

Code Descrigtion

C Ene Year Or Grester

| B | Petween 90 Days And Less Than One Year

The “Code” and “Description” fields are defined in the DCPS user’'s manuals.

Adding New Codes. Click the Add button; enter the appropriate information into each
field; and save the record.

Deleting Codes. Click on the code you wish to delete. Click the Delete button. Click
“Yes” to confirm the delete action.

Sorting Data Displayed. Click the Sort button, which opens the Sorting Data window.
Choose the applicable sorting criteria. (You can also sort a column by clicking on its
raised column heading.)

Filtering Data Displayed. Click the Filter button, which opens the Filtering Data window.
Choose the applicable filtering criteria.

Work Schedule Tab (Employee Codes Window)

This tab is used to specify the valid work schedules that are authorized within the activity.
| Work Schedule |

Code Description Cipen Cloze
F Fultime T
F Full-time Seazonal |1 M794 |
B Fultime on cal frma |

The “Code” and “Description” fields are defined in the DCPS user’'s manuals. The open and
close dates are determined (and input) by each activity. The “Open Date” represents the date
this particular work schedule can first be used. The “Close Date” represents the last date this
particular work schedule can be used.

Adding New Codes . Click the Add button; enter the appropriate information into each
field; and save the record.
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Deleting Codes. Click on the code you wish to delete. Click the Delete button. Click
“Yes” to confirm the delete action.

Sorting Data Displayed. Click the Sort button, which opens the Sorting Data window.
Choose the applicable sorting criteria. (You can also sort a column by clicking on its
raised column heading.)

Filtering Data Displayed. Click the Filter button, which opens the Filtering Data window.
Choose the applicable filtering criteria.

Alternate Work Schedule Tab (Employee Codes
Window)

This tab is used to specify the alternate work schedules that are authorized for use within
the activity.

| Alternate Work Schedule
Code I Description I Open I Cloze I
| 0 Mot On &ws R
| 1 Flexitour flnme |
| 2 | Kliding Scheduls EEI

The “Code” and “Description” fields are defined in the DCPS user’'s manuals. The open and
close dates are determined (and input) by each activity. The “Open Date” represents the date
this particular alternate work schedule can first be used. The “Close Date” represents the last
date this particular alternate work schedule can be used.

Adding New Codes . Click the Add button; enter the appropriate information into each
field; and save the record.

Deleting Codes. Click on the code you wish to delete. Click the Delete button. Click
“Yes” to confirm the delete action.

Sorting Data Displayed. Click the Sort button, which opens the Sorting Data window.
Choose the applicable sorting criteria. (You can also sort a column by clicking on its
raised column heading.)

Filtering Data Displayed. Click the Filter button, which opens the Filtering Data window.
Choose the applicable filtering criteria.

Alternate Work Schedule (AWS) - Expanded
Definitions

CODES DEFINITIONS

0 Not on AWS - Employee has a standard workweek schedule, which
consists of five 8-hour days, 40 hours each week, 80 hours biweekly,
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and all fire protection personnel with biweekly schedules of 112, 120,
or 144. Employees with this code are not considered to be on an
alternate work schedule.

1 Flexitour - A flexible schedule, which consists of five 8-hour days,
40 hours each week, and 80 hours biweekly. A fixed arrival time is
established for each employee. Credit hours may be authorized for
this schedule. Overtime is payable for work in excess of 8 hours in a
day or 40 hours in a week. FLSA calculations will be performed on
40 hours in a week when the FLSA exemption category is in
nonexempt.

2 Gliding Schedule - The employee has a basic workweek
requirement of five 8-hour days, 40 hours each week, and 80 hours
biweekly. The employee may vary arrival and departure times
without notification. Credit hours may be authorized for this
schedule. Overtime is payable for work in excess of 8 hours in a day
or 40 hours in a week. FLSA calculations will be performed on 40
hours in a week when the FLSA exemption category is in
nonexempt.

3 Variable Schedule - The employee has a basic workweek
requirement of 40 hours each week and 80 hours biweekly. The
employee may vary arrival and departure times and /ength of the
workday without notification. Credit hours may be authorized for this
schedule. Overtime is payable for work in excess of 8 hours in a day
or 40 in a week. FLSA calculations will be performed on 40 hours in
a week when the FLSA exemption category is in nonexempt.

4 Variable Week Schedule - The employee has a basic work
requirement of 80 hours biweekly. The employee may vary arrival
and departure times, and /length of workday and workweek without
notification. Credit hours are authorized for this schedule. Hours in
a week will be assumed by the system to have been at the
employee’s request and should be reported as credit hours. FLSA
will be computed on a biweekly basis.

5 Maxiflex Work Schedule - The employee has a basic work
requirement of 80 hours biweekly. The employee may work less
than 5 days per week and/or less than 10 days during the biweekly
pay period and can vary arrival/departure times. Core time is only
required 3 days a week. Credit hours are authorized for this
schedule. Hours worked in excess of 40 hours in a week will be
assumed to have been at the employee’s request and should be
reported as credit hours. FLSA will be computed on a biweekly
basis.

6 Compressed Schedule - The employee has a basic work
requirement of 80 hours biweekly. The hours in a week can vary, but
the number of regular hours each workday must be scheduled. This
is also known as the 5-4/9 plan. The employee may work 9-hour
days during 8 days of the biweekly pay period and an 8-hour day on
the ninth day to complete 80 hours for the pay period. The tenth day
is an off-day. FLSA will be computed on a biweekly basis. For
example: Week # 1 — four 9-hour days and one 8-hour day = 44
hours for the week. Week # 2 — four 9-hour days = 36 hours for the
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week. This gives a total of 80 hours for the biweekly period.

7 First Forty - The employee has a basic work requirement of 40
hours each week and 80 hours biweekly. The number of hours a
day can vary (0 to 24).

8 Compressed Work Schedule - The employee has a basic work
requirement of 40 hours each week and 80 hours biweekly. The
number of regular hours each workday must be scheduled. Four-
day workweek — the agency/employee establishes a fixed schedule
limited to four 10-hour days. Three-day workweek — a fixed
schedule limited to three 13-hour, 20-minute days. For example:
Four 10-hour days = 40 hours per week. Three 11-hour days and
one 7-hour day = 40 hours per week. Three 13-hour and 20-minute
days = 40 hours per week.

D Variable Work Schedule - The employee has a basic work
requirement of 80 hours biweekly. The employee may vary arrival
and departure times and length of workday and workweek without
notification. Credit hours are authorized for the schedule. All regular
hours worked in excess of 40 hours in a week will be used in
calculating the FLSA entitlement. It will be assumed by the system
that the activity requested the employee to work greater than 40
hours in a week and the excess hours should never be reported as
credit hours. FLSA will be computed on a weekly basis.

E Maxiflex Work Schedule - The employee has a basic work
requirement of 80 hours biweekly. The employee may work less
than 5 days per week and/or less than 10 days during the biweekly
pay period and can vary arrival and departure times. Core time is
only required 3 days a week. Credit hours are authorized for this
schedule. All hours in excess of 40 hours in a week will be used in
calculating the FLSA entitlements. It will be assumed by the system
that the activity requested the employee to work greater than 40
hours in a week. Hours worked over 40 in a week should never be
reported as credit hours. FLSA will be computed on a weekly basis.

Employee Type Tab (Employee Codes Window)

This tab is used to specify the valid employee types which are authorized within the activity and
whether or not labor records for these employee types are to be passed to interfacing payroll
and/or accounting systems. These employee types are defined within the DCPS user’s manuals
and indicate whether or not an employee is a special type who requires special handling in various
parts of the system or is a “regular’-type employee.

Employee Type |

Type | Active Description Payrall |.ﬂ-.|:|:|:|ur|ting
& e r
I? v  fontractor [ [
IEI— v |Seniu:ur Executive Service (determined From Pay Plan Es) v I
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The “Type” and “Description” fields are defined in the DCPS user’s manuals. Check the
“Active” field if this employee type is active within the organization. Check the “Payroll” field if
labor records for this employee type are to be passed to the payroll system. Check the
“Accounting” field if labor records for this employee type are to be passed to the accounting
system.

Adding New Codes . Click the Add button; enter the appropriate information into each
field; and save the record.

Deleting Codes. Click on the code you wish to delete. Click the Delete button. Click
“Yes” to confirm the delete action.

Sorting Data Displayed. Click the Sort button, which opens the Sorting Data window.
Choose the applicable sorting criteria. (You can also sort a column by clicking on its
raised column heading.)

Filtering Data Displayed. Click the Filter button, which opens the Filtering Data window.
Choose the applicable filtering criteria.

Type Hours Tab (Employee Codes Window)

Valid “type hours” codes are defined by the Defense Civilian Payroll System (DCPS) user’'s
manuals. An activity authorizes use of all or some of these codes via this tab.

Type Hours |

Pay Code Local Code Accounting Code Labor Category Hazard Eligible
0F18 Leave Hours|[
cC Presmitn Hourz|
Ch Premium Hours|¥
Description Short Description Open Date Cloze Date

Religious Time Taken eligTkn a4

Compensatory Time CallbacZmpCall Mg

Credit Hours Earned rdEarn 734

The specific data elements on this tab are:

Pay Code—This is the two-character code assigned by DCPS.

Local Code—This field allows an activity to expand the DCPS (and accounting) codes to
provide for further levels of detail in output products.

Accounting Code—This field allows an activity to expand the DCPS pay codes to
provide for additional levels of detail in the accounting system.

Labor Category—This field indicates the type of labor (i.e., regular hours, leave hours, or
premium hours).
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Hazard Eligible—This field indicates where or not a given pay code, accounting code,
local code, and labor category combination are authorized for environmental or hazardous
duty pay.

Description—This field describes the type of hours (which coincides with the DCPS type
hours description).

Short Description—This is an abbreviated description of the type of hours.

Open Date—This field indicates the date this particular type of hour is authorized for use

within an activity.

Close Date—This field indicates the date this particular type of hour is no longer
authorized for use within an activity.

TO ADD, DELETE, SORT, or FILTER “TYPE HOURS” CODES:

Adding New Codes. Click the Add button; enter the appropriate information into each
field; and save the record.

Deleting Codes. Click on the code you wish to delete. Click the Delete button. Click
“Yes” to confirm the delete action.

Sorting Data Displayed. Click the Sort button, which opens the Sorting Data window.
Choose the applicable sorting criteria. (You can also sort a column by clicking on its
raised column heading.)

Filtering Data Displayed. Click the Filter button, which opens the Filtering Data window.
Choose the applicable filtering criteria.

Type Hours Parameters Tab (Employee Codes

Window)

An activity authorizes selected types of employees to charge time to specific types of

hours via this tab.

Type Hourzs Parameters

Graded
Type Hours Emploves Type Premium Unggracded
—
egular (Graded) Fregular - Graded and Ungraded (general default) ]
egular (Graded) Executive (determined from pay plan) r

Temporary Position

WWark Atternate
Scheduls Wiark Schedule

Between 90 days anc’NTEHMITTENT LIDIMG SCHEDULE

One year or greater 'NTEHMITTENT SFIRST FORTY

The specific data elements on this tab are:
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Type Hours—This field indicates a particular type of hour.

Employee Type—This field authorizes a particular employee type to charge time to a
selected type of hour.

Premium—This field indicates whether or not premium hours are authorized for this
employee type.

Graded/Ungraded—This field indicates if the employee type can be graded, ungraded, or
both.

Temporary Position — This field indicates the duration of a temporary appointment.

Work Schedule — This field indicates the work schedule (e.g., full-time, part-time,
intermittent, etc.)

Alternate Work Schedule — This field indicates the alternate work schedule (e.g., not on
AWS, flexitour, compressed schedule,etc.)

TO ADD, DELETE, SORT, FILTER, or RETRIEVE “TYPE HOURS PARAMETERS” CODES:

Adding New Codes . Click the Add button; enter the appropriate information into each
field; and save the record.

Deleting Codes. Click on the code you wish to delete. Click the Delete button. Click
“Yes” to confirm the delete action.

Sorting Data Displayed. Click the Sort button, which opens the Sorting Data window.
Choose the applicable sorting criteria. (You can also sort a column by clicking on its
raised column heading.)

Filtering Data Displayed. Click the Filter button, which opens the Filtering Data window.
Choose the applicable filtering criteria.

Retrieving Additional Type Hours Parameters Codes. Click the Retrieve button,
which opens the Specify Retrieval Criteria window. Enter the applicable selection criteria
and click OK.
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Specify Retrieval Criteria Window

Specify Retrieval Criteria

Columr; F_upe_hu:uurs +employee_type & |premium &+
[ |

Critena: -

Or:

agraded_ungraded & |[temp_poszition & work_schedule &

alternate_wark_schedife = Q. I
S Cancel |

Type Hours TA Category Tab (Employee Codes
Window)

This tab associates a particular DCPS “Type Hours” code with a particular “Time and
Attendance (T&A) Category” code.

| Type Hours TA Category

Type Hours | T & & Category I
I.&dministrative vI Faid Leave Hours

Iﬂ«dvanced Sick Paid Leave Hours
I&.nnual Faid Leave Hours

The “Type Hours” field is a narrative description of a DCPS Type Hours code authorized for use
by an activity. The “T & A Category” field is a narrative description of the DCPS T&A Category
code that is associated with this particular “Type Hours” code.

Adding New Codes . Click the Add button; enter the appropriate information into each
field; and save the record.

Deleting Codes. Click on the code you wish to delete. Click the Delete button. Click
“Yes” to confirm the delete action.
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Sorting Data Displayed. Click the Sort button, which opens the Sorting Data window.
Choose the applicable sorting criteria. (You can also sort a column by clicking on its
raised column heading.)

Filtering Data Displayed. Click the Filter button, which opens the Filtering Data window.
Choose the applicable filtering criteria.

Hazard Codes Tab (Employee Codes Window)

Valid codes that are to be utilized when reporting environmental or hazardous duty-related
hours are defined in the DCPS user’'s manuals. An activity authorizes use of some or all of
these codes via this tab.

Hazard Codes |
Code Description Open Cloze  |Code-Grd|Code-Ungr
I E1 Everheigm Pay Eﬂ a6 I I I
| E2 | [Bpray Booth Operation pros | | |
| E3  [Sandblasting T | |

The “Code” and “Description” fields are defined in the DCPS user’'s manuals. The open and
close dates are determined (and input) by each activity. The “Open Date” represents the date
this particular hazard code can first be used. The “Close Date” represents the last date this
particular hazard code can be used. The “Code-Grd” field represents the code for graded
employees. The “Code-Ungr” field represents the code for ungraded employees.

Adding New Codes . Click the Add button; enter the appropriate information into each
field; and save the record.

Deleting Codes . Click on the code you wish to delete. Click the Delete button. Click
“Yes” to confirm the delete action.

Sorting Data Displayed. Click the Sort button, which opens the Sorting Data window.
Choose the applicable sorting criteria. (You can also sort a column by clicking on its
raised column heading.)

Filtering Data Displayed. Click the Filter button, which opens the Filtering Data window.
Choose the applicable filtering criteria.

Hazard Parameters Tab (Employee Codes
Window)

An activity authorizes specific employee types to charge time to selected environmental
and hazardous duty-related codes (as defined by the DCPS user’s manuals ) via this tab.
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Hazard Parameters

Hazard Open Cloze Employee Type GradedUngraded
Flying = |1517534 | Phy=ician (with or without) -« [|Both -
Flying [ 111134 Regular - Graded and Ung||[Bath |~
Flying |v 1134 Annual Premium for Reguh{ - |[Bcth |v

The “Hazard” field represents a specific DCPS environmental or hazardous duty code. The
“Open” field represents the date that time can begin to be charged to a particular code. The
“Close” field represents the last date that time can be charged to a particular code. The
“Employee Type” field authorizes a specific type of employee to charge time to a particular
environmental or hazardous duty code. The “Graded/Ungraded” field indicates whether graded,
ungraded, or both types of employees are authorized to charge time to a particular code.

Adding New Codes . Click the Add button; enter the appropriate information into each
field; and save the record.

Deleting Codes. Click on the code you wish to delete. Click the Delete button. Click
“Yes” to confirm the delete action.

Sorting Data Displayed. Click the Sort button, which opens the Sorting Data window.
Choose the applicable sorting criteria. (You can also sort a column by clicking on its
raised column heading.)

Filtering Data Displayed. Click the Filter button, which opens the Filtering Data window.
Choose the applicable filtering criteria.

Reason Codes Tab (Employee Codes Window)

Valid codes that are to be used to identify Family Leave and representational type hours
are defined in the DCPS user’s manuals. An activity authorizes use of some or all of these
codes via this tab.

Reazon Codes |

Code Description Open Close
ID.-'J-. 'Elirth of ZonDaughter or Care of Mewwharn |1.l"| a4 |
IDEI I&.dn:lptin:ln of Foster Care |1 #1094 |

IDC F:are for Spouse, Son, Daughter, or Parent With Serious Health Conditio |1J"I a4 I

The “Code” and “Description” fields are defined in the DCPS user’'s manuals. The open and
close dates are determined (and input) by each activity. The “Open Date” represents the date
this particular reason code can first be used. The “Close Date” represents the last date this
particular reason code can be used.

Adding New Codes . Click the Add button; enter the appropriate information into each
field; and save the record.
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Deleting Codes. Click on the code you wish to delete. Click the Delete button. Click
“Yes” to confirm the delete action.

Sorting Data Displayed. Click the Sort button, which opens the Sorting Data window.
Choose the applicable sorting criteria. (You can also sort a column by clicking on its
raised column heading.)

Filtering Data Displayed. Click the Filter button, which opens the Filtering Data window.
Choose the applicable filtering criteria.

Reason Parameters Tab (Employee Codes
Window)

An activity authorizes specific types of hours to be charged to a particular “reason code”
via this tab.

Reazon Parameters

Reazon Type Hours Open Clo=e
Birth of SonDaughter or Care d = || Sick - |71 7HaE
Adoption of Foster Care || Sick | 71786
Care for Spouse, Son, Daughte = || Sick |77 AaE

The “Reason” field indicates the reason family leave or representational time is authorized. The
“Type Hours” field indicates what types of hours are authorized for use with a particular “reason”
code. The “Open” field authorizes the “reason code” to be used beginning on the designated
date. The “Close” field designates the last date that time can be charged to a particular “reason
code”.

Adding New Codes. Click the Add button; enter the appropriate information into each
field; and save the record.

Deleting Codes. Click on the code you wish to delete. Click the Delete button. Click
“Yes” to confirm the delete action.

Sorting Data Displayed. Click the Sort button, which opens the Sorting Data window.
Choose the applicable sorting criteria. (You can also sort a column by clicking on its
raised column heading.)

Filtering Data Displayed. Click the Filter button, which opens the Filtering Data window.
Choose the applicable filtering criteria.
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CHAPTER 6 - LABOR REPORTING
WINDOW

WHAT IS THE LABOR REPORTING WINDOW?

The Labor Reporting Window is used by employees to report, modify, or delete labor
hours. In addition, if an individual has been assigned as a primary supervisor or as a
timekeeper for a team, he or she may also report labor hours for other employees on that
team.

A Labor Reporting User is: Bainbridge. Clegett L.

Date: Apr 14, 1997 Start: Apr 13, 1997 End: Apr 26, 1997 Type of Day: Regular Day
Tour Duration: 0F hrs 00 min
OGS = m TWERF S = MTWERF S Tour Reported: 08 hrs 00 min
Team: LCGFD Clegett's Team Regular; 08 hrs 00 min
Employee: Bainbridge, Clegett L. Lesve: 00 hre 00 min

Pretmium: 00 hrs 00 min
Might Diff; 00 hrs 00 min

Regular Hours | | eave Hours | Premium Hours

The upper right side of the Labor Reporting Window displays information pertaining to that
particular day.

Type of Day. A “Regular Day” is a work day based on the employee’s tour schedule and a
“Day Off” is a Regular Day Off (RDO) based on the employee’s tour schedule.

Tour Duration. This figure represents the number of hours that an employee is scheduled to
work.

Tour Reported. This figure represents the number of hours reported for this particular day
(which is the sum of regular and leave hours).

Regular - The sum of all regular hours reported.
Leave - The sum of all leave hours reported.
Premium - The sum of all premium hours reported.

Night Differential - The sum of all night differential hours reported.

Regular Tab (Labor Reporting Window)

This tab is used to report, modify, or delete regular labor hours.
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Regular Hours

Project Tvpe Hours Labor-Hours Hight-Diff
|ABBET |=|| [Regular (Graded)  [=]| Jos:00 || | |

The fields on this tab are:

Project - the name of the project that labor will be charged to (NOTE: A right click on this
field will display additional information about the project, such as job order number, op
code, task, etc.)

Type Hours - the type of labor hours that are being charged to the project
Labor Hours - the number of labor hours being charged to the project

Night Diff - the number of night differential hours being charged to the project

Reporting, Modifying, or Deleting Regular Hours

TO REPORT REGULAR HOURS:

=)

1. Click the L.t | putton. The Labor Reporting Window will open, displaying labor
record(s) for today (if any have been created).

2. Choose the date for which labor is to be reported by clicking the Date button. Once the
calendar appears, click on the appropriate date and then click the OK button.

Tt

3. If you are a supervisor or timekeeper, click the Lzlt| button to display a list of teams for
which you are authorized to report labor. Once the list appears, click on the desired team,
then click OK.

f

4. If you are a supervisor or timekeeper, click the Lzziet| button to display a list of employees
assigned to the selected team. Once the list of employees appears, click on the name of
the appropriate employee, then click OK.

TIP: If you are a timekeeper or supervisor and wish to view or modify your own
records, go to the main menu and click on View; then click on Go to User
Logged On.

5. Click on the Regular Hours tab.

6. Click the Add button to begin reporting. (NOTE: If the Add button is inactive—i.e.,
“grayed out”, click anywhere within the Regular Hours Tab.)

a. Click on the Project field to display a list of projects that are authorized to be
charged by this particular employee. Click on the appropriate project. (NOTE: A
right click on this field will display additional information about the project, such as
job order number, op code, task, etc.)
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Click on the Type Hours field to display a list of Type Hours codes. Click on the
appropriate code. (NOTE: You would normally not change this field. It
automatically displays the Employee Type assigned to this individual in the
Personnel Management window .)

Click on the Labor Hours field. Click on the appropriate number of hours to be
charged to this particular project.

Click on the Night Diff field (only if night differential hours are being charged).
Click on the appropriate number of night differential hours. Night differential
hours can only be reported by a graded employee if the hours have been
authorized as part of the employee’s daily tour---see the Help Topic entitled
“Assigning a Tour of Duty for an Employee”. In addition, the maximum number of
night differential hours that can be reported by a graded employee in one day is
12.

NOTE: If you wish to report hours against a different project for the same employee, for
the same date, repeat step 6.

Click the Save button to save your entries.

TO MODIFY REGULAR HOURS:

Perform steps 1 through 5 above. Then, click on the record that requires modification.
Insert the correct information into the appropriate field(s). Click the Save button.

TO DELETE REGULAR HOURS:

Perform steps 1 through 5 above. Then, click on the record that is to be deleted. Click
the Delete button. Click the Save button.

Leave Hours Tab (Labor Reporting Window)

This tab is used to report, modify, or delete leave hours.

Leave Hours

Project Tvpe Hours Labor-Hours Hight-Diff
|LEANVE [=]| [2nnual |=]| |os00 [=]| |

The fields on this tab are:

Project - the name of the project that leave hours will be charged to (NOTE: A right click
on this field will display additional information about the project, such as job order number,
op code, task, etc.)

Type Hours - the type of leave hours that are being charged to the project
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Labor Hours - the number of leave hours being charged to the project

Night Diff - the number of leave night differential hours being charged to the project

Reporting, Modifying, or Deleting Leave Hours

TO REPORT LEAVE HOURS:

=

1. Click the L t®=r | putton. The Labor Reporting Window will open, displaying any record(s)
for today.

2. Choose the date for which labor is to be reported by clicking the Date button. Once the
calendar appears, click on the desired date and then click the OK button.

Tt

3. If you are a supervisor or timekeeper, click the Lzlt| button to display a list of teams for
which you are authorized to report labor. Once the list appears, click on the desired team,
then click OK.

f

4. If you are a supervisor or timekeeper, click the Lzziet| button to display a list of employees
assigned to the selected team. Once the list of employees appears, click on the name of
the appropriate employee, then click OK.

TIP: If you are a timekeeper or supervisor and wish to view or modify your own
records, go to the main menu and click on View; then click on Go to User
Logged On.

5. Click on the Leave Hours tab.

6. Click the Add button to begin reporting. (NOTE: If the Add button is inactive—i.e.,
“grayed out”, click anywhere within the Leave Hours Tab.)

a. Click on the Project field to display a list of leave projects that are authorized to
be charged by this particular employee. Click on the appropriate project. (NOTE:
A right click on this field will display additional information about the project, such
as job order number, op code, task, etc.)

b. Click on the Type Hours field to display a list of Type Hours codes. Click on the
appropriate code.

c. Click onthe Labor Hours field. Click on the appropriate number of hours to be
charged to this particular project.

d. Click on the Night Diff field (only if night differential hours are being charged).
Click on the appropriate number of night differential hours. Night differential
hours can only be reported by a graded employee if the hours have been
authorized as part of the employee’s daily tour---see the Help Topic entitled
“Assigning a Tour of Duty for an Employee”. In addition, the maximum number of
night differential hours that can be reported by a graded employee in one day is
12.
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NOTE: If you wish to report hours against a different leave project for the same
employee, for the same date, repeat step 6.

7. Click the Save button to save your entries.

TO MODIFY LEAVE HOURS:
Perform steps 1 through 5 above. Then, click on the record that requires modification.
Insert the correct information into the appropriate field(s). Click the Save button.

TO DELETE LEAVE HOURS:
Perform steps 1 through 5 above. Then, click on the record that is to be deleted. Click
the Delete button. Click the Save button.

Premium Hours Tab (Labor Reporting Window)

This tab is used to report, modify, or delete premium hours.

Premium Hours

Project Tyvpe Hours Labor-Hours Hight-Diff
| 4BBET1 |=]| [©vertime Unschedull ]| J01:30 [=] | |

The fields on this tab are:

Project - the name of the project that premium hours will be charged to (NOTE: A right
click on this field will display additional information about the project, such as job order
number, op code, task, etc.)

Type Hours - the type of premium labor hours that are being charged to the project
Labor Hours - the number of premium labor hours being charged to the project

Night Diff - the number of premium night differential hours being charged to the project

Reporting, Modifying, or Deleting Premium Hours

An employee can report premium hours ONLY if he or she has been properly authorized to
do so within both the Properties tab and the Project Auth tab of the Personnel
Management window .

TO REPORT PREMIUM HOURS:
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=

1. Click the Lt®=r | putton. The Labor Reporting Window will open, displaying any record(s)
for today.

2. Choose the date for which labor is to be reported by clicking the Date button. Once the
calendar appears, click on the desired date and then click the OK button.

Tt

3. If you are a supervisor or timekeeper, click the Lzlt| button to display a list of teams for
which you are authorized to report labor. Once the list appears, click on the desired team,
then click OK.

f

4. If you are a supervisor or timekeeper, click the Lzziet| button to display a list of employees
assigned to the selected team. Once the list of employees appears, click on the name of
the appropriate employee, then click OK.

TIP: If you are a timekeeper or supervisor and wish to view or modify your own
records, go to the main menu and click on View; then click on Go to User
Logged On.

5. Click on the Premium Hours tab.

6. Click the Add button to begin reporting. (NOTE: If the Add button is inactive—i.e.,
“grayed out”, click anywhere within the Premium Hours Tab.)

a. Click on the Project field to display a list of projects that are authorized to be
charged premium hours by this particular employee. Click on the appropriate
project. (NOTE: A right click on this field will display additional information about
the project, such as job order number, op code, task, etc.)

b. Click on the Type Hours field to display a list of Type Hours codes. Click on the
appropriate code.

c. Click onthe Labor Hours field. Click on the appropriate number of hours to be
charged to this particular project.

d. Click on the Night Diff field (only if night differential hours are being charged).
Click on the appropriate number of night differential hours. Night differential
hours can only be reported by a graded employee if the hours have been
authorized as part of the employee’s daily tour. In addition, the maximum number
of night differential hours that can be reported by a graded employee in one day is
12.

NOTE: If you wish to report premium hours against a different project for the same
employee, for the same date, repeat step 6.

7. Click the Save button to save your entries.

TO MODIFY PREMIUM HOURS:
Perform steps 1 through 5 above. Then, click on the record that requires modification.
Insert the correct information into the appropriate field(s). Click the Save button.
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TO DELETE PREMIUM HOURS:
Perform steps 1 through 5 above. Then, click on the record that is to be deleted. Click
the Delete button. Click the Save button.

Reporting, Modifying, or Deleting Hazardous Duty
or Environmental Differential Pay Hours

An employee can report hazardous duty or environmental differential pay hours ONLY if he
or she has been properly authorized to do so within the Project Auth tab of the Personnel
Management window.

TO REPORT HAZARDOUS DUTY or ENVIRONMENTAL DIFFERENTIAL PAY HOURS:

=)

1. Click the L= | putton. The Labor Reporting Window will open, displaying any record(s)
for today.

2. Choose the date for which labor is to be reported by clicking the Date button. Once the
calendar appears, click on the desired date and then click the OK button.

i

3. If you are a supervisor or timekeeper, click the Lz:t| button to display a list of teams for
which you are authorized to report labor. Once the list appears, click on the desired team,
then click OK.

f

4. If you are a supervisor or timekeeper, click the Lzt | button to display a list of employees
assigned to the selected team. Once the list of employees appears, click on the name of
the appropriate employee, then click OK.

TIP: If you are a timekeeper or supervisor and wish to view or modify your own
records, go to the main menu and click on View; then click on Go to User
Logged On.

5. Click on the appropriate tab (i.e., “Regular Hours”, “Leave Hours”, or “Premium Hours").

6. Click the Add button. (NOTE: If the Add button is inactive—i.e., “grayed out”, click
anywhere within the tab.)

7. Click on the Project field to display a list of projects that are authorized to be charged by
this particular employee. Click on the name of the appropriate project. (NOTE: A right
click on this field will display additional information about the project, such as job order
number, op code, task, etc.).

8. While still within the Project field, click on the Properties button, which opens the
Selecting Extended Labor Attributes window. Complete the appropriate entries on this
window and click OK.

9. Complete your reporting by inserting the correct Type Hours; Labor Hours; and, if
applicable, Night Differential Hours.

10. Click the Save button to save your entries.



Chapter 6 Labor Reportting Window 31 January 1999

TO MODIFY HAZARDOUS DUTY or ENVIRONMENTAL DIFFERENTIAL PAY HOURS:
Perform Steps 1 through 5. Then, click on the Project field containing the name of the
project which you need to modify. Then perform steps 8 through 10.

TO DELETE HAZARDOUS DUTY or ENVIRONMENTAL DIFFERENTIAL PAY HOURS:
Perform Steps 1 through 5. Then, click on the Project field containing the name of the
project you wish to delete. Click the Delete button. Click the Save button.

Reporting, Modifying, or Deleting Family Leave or
Representational Hours

Check the DCPS manual for a list of valid Type Hours codes that can be used when
reporting family leave or representational hours.

TO REPORT FAMILY LEAVE or REPRESENTATIONAL HOURS:

=

1. Click the Lt®=r | putton. The Labor Reporting Window will open, displaying any record(s)
for today.

2. Choose the date for which labor is to be reported by clicking the Date button. Once the
calendar appears, click on the desired date and then click the OK button.

Tt

3. If you are a supervisor or timekeeper, click the Lzlt| button to display a list of teams for
which you are authorized to report labor. Once the list appears, click on the desired team,
then click OK.

f

4. If you are a supervisor or timekeeper, click the Lzziet| button to display a list of employees
assigned to the selected team. Once the list of employees appears, click on the name of
the appropriate employee, then click OK.

TIP: If you are a timekeeper or supervisor and wish to view or modify your own
records, go to the main menu and click on View; then click on Go to User
Logged On.

5. Click on the appropriate tab (i.e., “Regular Hours”, “Leave Hours”, or “Premium Hours”).

6. Click the Add button. (NOTE: Ifthe Add button is inactive—i.e., “grayed out”, click
anywhere within the tab.)

7. Click on the Project field to display a list of projects that are authorized to be charged by
this particular employee. Click on the name of the appropriate project. (NOTE: A right
click on this field will display additional information about the project, such as job order
number, op code, task, etc.).
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8. Choose the correct Type Hours and then click on the Properties button. This will open
the Selecting Extended Labor Attributes window. Choose the appropriate “Reason” code

and click OK.

9. Complete your reporting by inserting the correct number of Labor Hours and, if

applicable, the number of Night Differential Hours.

10. Click the Save button to save your entries.

TO MODIFY FAMILY LEAVE or REPRESENTATIONAL HOURS:
Perform Steps 1 through 5. Then, click on the record containing the name of the project
which you need to modify. Then perform steps 8 through 10.

TO DELETE FAMILY LEAVE or REPRESENTATIONAL HOURS:
Perform Steps 1 through 5. Then, click on the record containing the name of the project
you wish to delete. Click the Delete button. Click the Save button.

Selecting Extended Labor Attributes

This window appears when the user clicks the [ Frepertics
Window is active. It is used to report hazardous duty or environmental differential pay
hours and family leave or representational hours.

A ATAAPS -- Enter Extended Labor Attributes

Employee:
Drate:

Project:

Type Hours:
Labor Duration:

Labor Start:

Hazard:

Feason;

Last Hour Indicator;

“anna Yhite
Aug 29 1997
BETA PROWJECT
Regular (Graded)
01 hr 0O min

button when the Labor Reporting

I::nune:b

-

Cancel |

The fields on this window are:
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* Hazard - This field provides a list of valid hazardous duty and environmental
differential pay codes.

* Reason - This field provides a list of valid family leave codes (which describe the
reason the employee has been authorized to use family leave) and representational
codes (which are used to report official time granted to employees performing union-
related business).

e Last Hour Indicator - Click, to place a check mark in this field, if the labor being
reported took place during the last hour of the employee’s tour of duty.

Generating Default Labor Records

NOTE: Only those employees who have been properly authorized in the DBA/Systems
Administration application can generate default labor records.

In addition, once that authorization has been granted, in order for default labor records
to be generated automatically, you must access the Personnel Management Window
and do the following for each employee for whom default labor records are to be
created:

e Place a check mark in the Default Labor field on the Properties Tab.

e Authorize an employee to charge labor to one or more projects by accessing the
Project Auth Tab.

«  Specify default project(s) and percentage(s) by accessing the Defaults Tab.

Once you have performed the above actions:

1. Close all open windows.
2. Onthe Main Menu, click on File, then click on Open.

3. Click on Create Default Labor ..., which opens the ATAAPS Default Labor Creation
Wizard.

4. Follow the directions and respond to the questions in the wizard dialog boxes. You will be
asked to choose whether you wish to generate default labor for the entire activity (which
can only be performed by the System Administrator) or for one or more selected teams.

If you opt to generate labor at the team level, you will then be asked to specify for which
team(s). You will also be asked to enter the date you wish to start generating the labor
records and to specify the number of days for which you wish the records to be
generated. The maximum number of days is currently set at seven.

5. Once you have exited the wizard, the Create Default Labor Window will be displayed.
By clicking on each of the tabs on this window, you can view information relative to the
default labor records that will be posted to the data base. A brief description of these tabs
follows:
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< Employees Tab. This tab provides a list of all of the employees who have had
labor records generated. If the Exception box is checked, it normally means that
labor records could not be generated according to the default percentages
defined in the Personnel Management Window. For example, there could have
already been one or more labor records reported for a given date within the
specified date range.

e Control Totals Tab. This tab provides a statistical analysis, by date, of the
number of employees who were eligible for labor records to be generated; the
number of labor records processed; the number of exceptions; and the number of
holiday labor records processed.

e Exceptions Tab. This tab has two check boxes that will control the level of detalil
that is displayed. If you place a check mark in the Display RDO box, you will see
a listing that contains entries for ALL of the dates in the range you have specified,
which will include weekends and other RDO’s. If you place a check mark in the
Display Labor = Tour box, you will see a listing that contains records where the
labor records reported before you generated the default labor already equaled the
daily tour of duty for a given employee.

» Default Labor. This tab provides a listing of the specific default labor records
that were generated and will be posted to the data base.

6. To complete the default labor record generation process, click the Save button.

Creating Group Labor Records

Labor records can be generated by timekeepers or supervisors for a group of employees,
for a selected date range and project, by running the “create group labor” process

To create group labor records:

1. Click on File, which is located on the main menu.
2. Click on Open.

3. Click on Create Group Labor....

4. Respond to the steps in the Group Labor Wizard as follows:

Group Labor Wizard

Step 1.
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A Group Labor Wizard

YWelcome to the ATAAPS Group Labor Process Wizard. Thiz wizard
alloves wou to generate labar records for a group of employess.

To beqin, zelect the date range pou wizh to create labor records for:

Fange

Starting [05/15/1998 | |
for I 'IE days

Cancel

= Eank

Insert the date for which you wish to begin generating labor records and then insert the
appropriate number of days. Click Next. However, if the labor date selected has already
been sent to payroll, the user will be prompted to select a different date.

Step 2.

A Group Labor Wizard

Select the critena you wizh to apply to the group.

Project: I

=~
Type Hours; I j
Reazon: I j
Hazard: I j

Select the option below to bypaszz the project autharization check for
each emplopee [do not perfarm check].

[V Bypass employes project authorization table

< Back Mext = Cancel |

Select the correct project and type hours. If appropriate, also select the reason or hazard
code. In addition, this step also provides for bypassing the employee project authorization
table. Once you have made your selections, click Next.
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The projects listed are determined by the user’s authorization, the labor date selected, the
current date, and the project’s active status. The type hours listed is determined by the
project selected and the labor date. If no constraints are found for the project selected,
then all type hours are displayed The reason codes listed are determine by the type
hours selected and the labor date. The hazard codes listed are determined by the type
hours selected is not hazard eligible, this option is disabled.

If a team has been authorized to charge time to a project, but not all employees on that
team have been granted the authority to charge time to that project, a check mark in the
“Bypass employee project authorization table” field will allow group labor to be processed

for those “unauthorized” employees.

Step 3.

A Group Labor Wizard

The teamsz available for 5/171/98 are dizplayed.

BCGF1

Select the team(z] vau wizh
to include in the group.

Select Al

Rezet

Irvert

If no teams are avalable chick
the Back button and zelect a
new date,

< Back Mext =

Cancel |

Select the applicable team(s). (By default, all teams are selected.) Click Next. At least
one team must be selected. The teams that are listed are determined by the user’s
authorization, the project selected, the labor date, and the current date. Click the Select
All button to select all of the listed teams. Click the Reset button to deselect all of the
chosen teams. The Invert button allows the user to select one or more teams and then

change the selection to reflect all of the teams which had not been selected.
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A Group Labor Wizard

Select Employes Mame

Employees:

DML, JULLIE
DAMIDEON, JACHK
DECKER, L MM
DEHL, PALL

Select Al | DELLULLC, DamUEL

Invert |

JOHMNSON, DEB

Team
BCGF
BCGH
BCGF
BCGH
BCGF
BCGH

< Back

Mext =

Cancel |

Select the appropriate employee(s). (By default, all employees are selected.) Click Next.
At least one employee must be selected. The employees who are listed are determined
by the team(s) selected, the labor date, and the current date. Click the Select All button
to select all of the listed employees. Click the Rest button to deselect all of the chosen
employees. The Invert button allows the user to select one or more employees and then
change the selection to reflect all of the employees who had not been selected.
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Step 5.

A Group Labor Wizard

Select the duration of the labor and a labar start time [optional] :

ALARS

— Dhuration

Hours  Minutes

Bl e

v Erter labor skarf fime
— Start

Howr  Minute

00 & foo &

< Back | Mext = Cancel |

Insert the desired duration and, if desired, check the “Enter labor start time” box and
insert the appropriate start time. Click Next.

Step 6.

A Group Labor Wizard

Click Finizh to create group labor records uzing the following data:

[rate: IE.-"'I 5./38 Duratinn:lﬂzﬂni 00 Spat; I

Project: |F'H COJECT AECDE

Type Hours: |F| eqular [Graded]

Reazon: I

Hazard: I
Employees: |DELULLD, DAMUEL

Cancel |

< Back |

This window summarizes the choices made in the previous steps. Click Finish.

5. The “ATAAPS Group Labor” message box will then appear. Read the information displayed
and click OK.
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6. The following window will then appear:

Group Labor Window

A Group Labor
Froceszed | E:-:u:eptiu:unsl

Review the information on both tabs.

Processed Tab. This tab displays the labor records which will be posted to the

data base.
Proceszed |
Employee Labor Date  Duration
PELULLD, DAMUEL EAr1ms  ps.o0.00

Exceptions Tab. This tab displays the labor records which did not pass the
validation test and will NOT be posted to the data base. Records will not be
validated if the employees does not have a tour for the selected labor date; if the
employee has already been certified for the labor date’s pay period; if the
employee is not eligible for the type hours selected; if the employee is not
authorized for the selected project (unless the bypass option is selected in the
second step of the Group Labor Wizard); if the labor duration being added
exceeds the labor duration available for the employee; if the type hours are
regular or leave and the labor date is the employee’s RDO or is a holiday; or if a
hazard code has been selected and the employee is not eligible for hazard pay.
Excephions

Employes Feason

|D.&NI, JULLIE | Mot eligible for type hours: Regular (Graded)

7. Click the Save button.



Chapter 7 — Personnel Management Window 31 January 1999

CHAPTER 7 - PERSONNEL
MANAGEMENT WINDOW

WHAT IS THE PERSONNEL MANAGEMENT
WINDOW?

A Perzonnel Management User iz: Clegett L. Bainbridge
Team Hame Employee Hame ﬂ
P LCGFO Clegett's Team Hayt, Marlin B.
p Lavyton, Dan J
hartin, George H.
Reath, Faye L. =|

Properties |T|:|ur ITeam |Fh:uster IT_I.Ipe IF'ru:ui.-i'-.uth |Defaults |Status IScheduIe |Tem|:| Ilniury |

The Personnel Management Window is used to:

« Add a new employee, close an employee record, or re-open a closed employee
record.

e Assign a tour of duty for an employee
e Establishing a normal “permanent” tour of duty for an employee
« Establishing a “temporary” tour of duty for an employee
e Changing the tour of duty for the prior pay period
» Assign an employee to a team
e Assign an employee to a time and attendance certification roster
e Specify an employee type
< Authorize an employee to charge labor to specific project(s)
»  Specify default project(s) for an employee
e ldentify an employee’s employment status
» Identify an employee’s work schedule (e.g., full-time, part-time, intermittent, etc.)
« ldentify the length of temporary appointment(s)

e Specify a traumatic injury date
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Properties Tab (Personnel Management Window)

Use this tab to add a new employee to the data base or to change information relative to
that employee.

Properhies |

First Hame: [iargeret Last Hame:  [Aroenbright

Uszer-Id: | SSH: |1 Bd-36-5074
Phone Hbr: I

Open Date:  |Dec 20, 1996 Close Date: |
Default Labor: v Premium Type Hours: |

Adding a New Employee

TO ADD A NEW EMPLOYEE TO THE ATAAPS DATA BASE, PERFORM THE FOLLOWING
STEPS:

Note, however, that when adding a new employee, some of the data fields on the various tabs are
automatically populated. To simplify the add process, this data is being replicated from the
employee record performing the add action. If any of the displayed data is incorrect, enter the
correct information before continuing to the next data field or tab.

1. Click on the L[Ee=Mamt| hytton, which opens the Personnel Management Window.

2. Click anywhere within the Properties Tab.

3. Click on the Add button, which opens the Add New Employee—Basic Details
Window.

4. Complete the entries in that window. The specific fields on this window (as well as on
the Properties Tab) are:

First Name. Required. Enter the employee’s first name and, if available, his or
her middle initial.

Last Name. Required. Enter the employee’s last name and, if applicable, suffix
(e.g., Jr., Sr., 1, etc.).

User-ID. Optional. Enter the employee’s user ID (or system login) if he or she is
authorized to log on to perform Time and Attendance-related functions.
(Normally, the ADPSSO assigns the login.)

SSN. Required. Enter the employee’s Social Security Number.

Phone Nbr. Optional. Enter the employee’s work-site phone number.
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Open Date. Required. Enter the date this employee will start working for this
team. The date format is MM/DD/YY. (If desired, you can click on the Date
button to choose the appropriate date.)

Close Date. Optional. Enter the last date this employee will work on this team
(or his or her termination date). The date format is MM/DD/YY. (If desired, you
can click on the Date button to choose the appropriate date.)

Default Labor. Optional. Check this box if you want labor charges to be system-
generated for this employee based on his or her default project(s).

Premium Type Hours. Optional. Check this box ONLY if an employee (who is
not a supervisor or a timekeeper) is authorized to personally report premium-type
hours (such as overtime, compensatory time, credit hours, holiday hours worked,
etc.) for himself/herself. Employees who are designated as supervisors or
timekeepers are automatically granted the authority to report premium time for
themselves and for all employees assigned to their team.

Once you have entered the applicable information into this “temporary” window, click OK.
The fields on the Properties Tab will now be populated with the data you just entered.

5. You must then:

-

Assign a tour of duty to the employee.

(1) Establish or Modify a Normal “Permanent” Tour of Duty
(2) Establish a “Temporary” Tour of Duty

Assign the employee to a team.

Assign the employee to a T&A certification roster.

Specify an employee type.

Authorize the employee to charge labor to specific projects.
Specify default project(s) for the employee.

Identify the employee’s employment status.

Identify the employee’s work schedule.

Identify the length of temporary appointment(s), if applicable.

Specify a traumatic injury date, if applicable.

As stated earlier, ATAAPS uses information about the person who is creating a record for
a new employee to generate initial “personnel management”-related data for that new
employee. A new employee’s tour, team assignment, roster (certification) assignment,
employee type, projects authorized, defaults, employee status codes, schedule, and
temporary appointment are all built automatically by ATAAPS. It is strongly
recommended that ALL of the tabs be reviewed to ensure that the new employee has
been assigned the correct employee record data.
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CLOSING AN EMPLOYEE RECORD

TO CLOSE AN EMPLOYEE RECORD:
1. Open the Personnel Management Window.
2. Choose the correct team.
3. Choose the name of the employee to be closed.
4. Go to the Properties Tab and insert the appropriate close date.
5. Click the Save button.
6. The following window will appear:

Cloze Employee
“Wharning, you are about to close an employee. Thiz iz done either
becauze employment iz termininated or retirement. By entering thiz
cloze date all dependent files will be closed.

Cloze Test Employes anmway?

Yes Mo

7. Click Yes.

RE-OPENING A CLOSED EMPLOYEE RECORD

TO RE-OPEN A CLOSED EMPLOYEE RECORD:
1. Open the Personnel Management Window.
2. Choose the correct team.
3. Click on View (located on the menu).
4. Click on Show CLosed.

5. The following window will appear:
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A Automated Time, Attendance and Production System [ATAAPS]

Select |

Last Hame First Hame 55H | Teamn Open Date | Close I]atel

Test 111-88-93532 BCGFBE 28595 20095
e Cancel

|Cheu:k the Select box next to the employees you want to reopen.

6. Place a check mark in the box beside the name of the employee(s) you wish to re-

open.

7. Click OK.

Tour Tab (Personnel Management Window)

Use this tab to enter an employee’s tour of duty ( i.e., scheduled, regular workdays and the
hours scheduled on each regular workday or weekly or biweekly regular work hours).

Open Date Cloze Date Period Length  Alernate Work Schedule

Feh 16,1997 har 1, 1997 14 | MOT DN 2WS (STD 5-5 HR DAYS ) [~
ﬁar 16,1997 Mar 23, 1957 14 | MOT ON 24095 (STD 5-6 HR DAYS ) 1=l

Assigning a Tour of Duty for an Employee

An employee’s tour of duty identifies his or her scheduled days on and off duty, as well as,
the number of hours regularly scheduled to work on a daily, weekly, or bi-weekly basis.

TO ASSIGN ATOUR OF DUTY TO AN EMPLOYEE:

1. Click on the

PersMgmt

button, which opens the Personnel Management Window.

2. Click on the name of the appropriate team and the name of the appropriate employee
assigned to that team.

3. Click on the Tour Tab.
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4. Click on the Add button, which opens up the Select Start Date window. Click on the
appropriate start date and then click OK. This action will populate the Open Date,
Close Date, and Period Length fields on the Tour Tab.

5. Tab to the Alternate Work Schedule field. Using the drop down list box, click on the
appropriate alternate work schedule.

6. Click on the Save button to save your entries.

In addition, you will note that two buttons on the toolbar have become active (i.e.,
Permanent Tour and Tour Day).

B4

Permanent Tour. Click on the [Fam-T=ur| hytton to establish or modify an
employee’s normal “permanent” tour of duty. This tour will be effective for every
pay period. When adding a new employee, the permanent tour will be
automatically built. The tour of the person creating the record will be used to
create the new employee’s permanent tour. If this tour is not correct for the
new employee, click on the Permanent Tour button and a new window will
be displayed. Move to the appropriate fields and click to change the tour
information that is displayed. When all changes have been made, click OK.

Tour Day. Click on the [T=urB= | hytton when you want to assign a “temporary”
tour for a particular pay period. A “temporary” tour will only be in effect for the pay
period or pay periods shown. You can establish several temporary tours, if
needed. After the temporary tour pay period is completed, then the employee’s
tour will be automatically switched back to his or her “permanent” tour schedule.

Establishing a Temporary Daily Tour of Duty for
an Employee

TO ESTABLISH A “TEMPORARY” TOUR OF DUTY FOR AN EMPLOYEE, PERFORM THE
FOLLOWING STEPS. This “temporary” tour of duty will remain in effect for the designated
pay period(s). Several temporary tours can be established, if needed.

1. Click on the LEs=Mamt| hytton, which opens the Personnel Management Window .

2. Click on the name of the appropriate team and then the name of the appropriate
employee.

3. Click on the Tour tab.

4. Click the Add button. On the window that appears, choose the appropriate Start Date
then click OK.

5. Click on the Alternate Work Schedule field and choose the appropriate schedule.
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6. Click on the [[TeurDay

button, which opens the following window:

A ATAAPS -- Enter Detailed Day Information for Tour

Duration

Hight Diff

02:00

0300

03:00

03:00

02:00

Taur Details for: Margeret Argenbright

frorn Jun 08 1997 to  Jun 21 1997
Day
1997 Jun 08 Sunday 1
1997 Jun 09 Monday 2
1997 Jun 10 Tuesday 3
1997 Jun 11 Wednesday 4
1997 Jun 12 Thursday a
1997 Jun 13 Friday f
1997 Jun 14 Saturday i
1997 Jun 14 Sunday 2
1997 Jun 16 Monday 4
1997 Jun 17 Tuesday 10
1997 Jun 18 Wednesday 11
1997 Jun 19 Thursday 12
1997 Jun 20 Friday 13
1997 Jun 21 Saturday 14
Total Hrs:

Cancel |

Shift Sun Prem

== =]=]—=

31 January 1999

7. Insert the daily tour of duty by clicking on the Duration field and choosing the correct
number of hours for the day. Insert any authorized night differential and Sunday

Premium hours. Also, insert the appropriate shift.

8. Click OK, which returns you to the Tour Tab of the Personnel Management Window.

9. Click the Save button to save your entries.

Establishing or Modifying a Permanent Tour of
Duty for an Employee

TO ESTABLISH OR MODIFY A NORMAL “PERMANENT” TOUR OF DUTY FOR AN
EMPLOYEE, PERFORM THE FOLLOWING STEPS. This “permanent” tour of duty will be

effective for every pay period.

1. Click on the [Fersfgmt

button, which opens the Personnel Management Window .
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2. Click on the name of the appropriate team and then the name of the appropriate
employee.

3. Click on the Tour tab.

B4

4. Click on the LPemTeur| hytton, which opens the following window:

A ATAAPS -- Enter Permanent Touwr Information for TANYA DARRAH

Tour Periods
Open Date Close Date Period Length Atternate Work Schedule

11997 | | 14 | |COMPRESSED YWORK SCHEDULE (40 HRS SCHEDUL |

Days of Tour Period
Day  Duration Migghit Diff Shift  Sun Prem Add Mew Tour
1997 Moy 09 Sunday 1 |
1987 Nov 10 Maonday 2 [os-00 [ Delete Tour
1997 Mo 11 Tuesday 3 |EIB:IZIIZI |1_
1997 Mo 12 Wednesday 4 |EIB:IZIIZI |1_
1997 Mow 13 Thursday & |oz:00 [1 (829
1997 Mo 14 Friday 3] |EIE:IZIIZI |1_
1997 Mav 15 Saturday 7| Cancel
1997 Moy 16 Sunday a |
1997 Mov 17 Monday 4 |EIB:IZIIZI |1_
1997 Mov 18 Tuesday 10 |EIB:IZIIZI |1_
1997 Mov 19 VWednesday 11 |EIB:IZIIZI |1_
1997 Moy 20 Thursday 12 |EIE:IZIIZI |1_
1997 Mov 241 Friday 13 |EIE:E|IZ| |1_

1997 Moy 22 Saturday 14 |

Total Hrs: 80:00

5. Click the Add New Tour button. NOTE: If there is an existing open tour, you must
first insert a close date for that tour.

6. Enter the appropriate open and close dates for the new tour; the number of days in
the pay period; and the appropriate Alternate Work Schedule.

7. Then, insert the daily tour of duty, including any authorized night differential and
Sunday Premium hours. Also, insert the appropriate shift code.

8. Click OK, which returns you to the Tour Tab of the Personnel Management Window.

9. Click the Save button to save your entries.

When a new employee is added to the data base, his or her initial “permanent” tour
of duty will be automatically built by ATAAPS. The tour of the person who is
creating the new record will be used to build the new employee’s initial
“permanent” tour.
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Changing the Tour of Duty for the Prior Pay
Period

TO CHANGE AN EMPLOYEE'S TOUR OF DUTY FOR THE PRIOR PAY PERIOD:

1. Open the Labor Reporting Window and delete all labor records for the employee for
the affected dates in that pay period.

2. Open the Personnel Management Window
3. Choose the appropriate team and employee.
4. Click onthe Tour Tab.

5. Click on the tour record that is to be changed (normally, it would be the first record
listed).

6. Click on the [[T=urDay | hytton.

7. Make the appropriate changes and click OK.

8. Return to the Labor Reporting Window and report the appropriate labor (or run the
Default Labor Process).

Team Tab (Personnel Management Window)

Use this tab to assign an employee to a specific group within an Organization Code, Office,
or Work Group. This allows for numerous teams that are part of a particular Work Center
to be broken down by function for cost accounting or Work Center management.

Team |

Open Date Close Date Team

| 2izam7r | |LCGFO Clegett's Team (=]

Assigning an Employee to a Team (Personnel
Management Window)

TO ASSIGN AN EMPLOYEE TO A TEAM:
1. Click on the LEs=Mamt| hytton, which opens the Personnel Management Window.
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Click on the Team Tab.
Click on the name of the appropriate team and employee.

An employee can be assigned to only one team at any given time. Therefore, you
must insert a Close Date on the currently open team assignment.

Click on the Add button.
Complete the entries in each field as follows:

Open Date. Required. Enter the date the employee will be assigned to a particular
team.

Close Date. Optional. Enter the date the employee will no longer be assigned to a
particular team.

Team. Required. Click on the name of the appropriate team.

Click on the Save button to save your entries.

Roster Tab (Personnel Management Window)

Use this tab to assign an employee to a specific group for Time and Attendance
certification.

Rozter |

Open Date

Clo=ze Date Roster

[Feb 24, 1997 | IMar 17,1997 | |LCGFO Cert Roster |=]

Assigning an Employee to a T&A Certification
Roster

TO ASSIGN AN EMPLOYEE TO A TIME AND ATTENDANCE CERTIFICATION ROSTER:

1.
2.
3.

4.

Click on the LEz=Mamt| hHytton, which opens the Personnel Management Window.

Click on the Roster Tab.
Click on the Add button.
Complete the entries in each field as follows:

Open Date. Required. Enter the date the employee will be assigned to a
particular certification roster.

Close Date. Optional. Enter the date the employee will no longer be assigned to
a particular certification roster.

Team. Required. Click on the name of the appropriate certification roster.
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5. Click on the Save button to save your entries.

Type Tab (Personnel Management Window)

Use this tab to assign an employee type code, indicating whether an employee requires
unique payroll processing or whether he/she is a regular employee for pay and leave

entitlements.
Type |

Open Date Close Date Employee Type Graded Ungraded

| 212497 | |Reqular - Graded and Ungraded (general del @l [Graded =l

Specifying an Employee Type

TO SPECIFY AN EMPLOYEE TYPE:
1. Click on the LEe=Mamt| hytton, which opens the Personnel Management Window.

2. Click on the Type Tab .
3. Click on the Add button.

4. Complete the entries in each field as follows:

Open Date. Required. Enter the date the employee is assigned to a particular
employee type code.

Close Date. Optional. Enter the date the employee will no longer be assigned to
a particular employee type code.

Employee Type. Required. Click on the appropriate employee type.
Graded Ungraded. Required. Click on the appropriate designation.

5. Click on the Save button to save your entries.

Project Authorization Tab (Personnel Management
Window)

Use this tab to authorize an employee to charge labor hours to specific projects.
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Proj Auth |

Open Date  Close Date Project Work Center Hazard Prem
|ar 6 [ |LEavE |=l| [LcaFowiork Certe[=]| ™ r
Feb 24 1297 | | 2BBE71 [=]| [LcGFowiork Centel=] r

Authori
Project

zing an Employee to Charge Labor to a

TO AUTHORIZE AN EMPLOYEE TO CHARGE LABOR TO A PARTICULAR PROJECT:

1. Click on the LEs=Mamt| hytton, which opens the Personnel Management Window.

2. Click on the name of the appropriate Team and the name of the appropriate
Employee.

3. Cl

4. Cl

ick on the Project Auth Tab .

ick on the Add button.

5. Complete the entries in each field as follows:

6. CI

Open Date. Required. Enter the date the employee may begin charging labor to
this particular project.

Close Date. Optional. Enter the last date the employee is authorized to charge
labor to this particular project.

TIP: To insert a date into any date field, simply click the Date button,
which opens a calendar. Choose the appropriate date. Then, click OK.

Project. Required. Click on the appropriate project.

TIP: Once you have entered a project, you can right click on that field to
display the specific job order, op code, and/or task associated with that
particular project.

Work Center. Required. Click on the appropriate work center.

Hazard. Optional. Check this box if the employee is authorized to charge
hazardous duty to this project.

Prem. Optional. Check this box if the employee is authorized to charge
premium pay-related hours to this project. However, before this authorization can
occur, you must authorize premium hours to be charged to the project by
accessing the Properties Tab of the Project Management Window.

ick on the Save button to save your entries.
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Defaults Tab (Personnel Management Window)

Use this tab to assign an employee to one or more default projects, using percentages.
These defaults will then be utilized by the Default Labor Reporting process for reporting

labor hours for an employee.
Defaults |

Open Date  Close Date Project Type Hours Percent Prime Holiday
i |[7LCLVE Regulsr Leave [=]| [Holiczy [=l] o0 ves [ ves v
|zep 15,1997 | |AAETDY, 2E618 - Anniston M ]| [Requlsr (Graded) [*]| | 100 ves ¥ ves [

Total Percentage: 100

If there were no labor hours already reported for the employee, then the default projects and their
percentages will be utilized by the Default Labor Process to post labor hours. If there were some
labor hours reported, but not enough hours for the employee’s complete tour, then the defaults
and their percentages will be utilized to post the remaining labor hours.

Specifying Default Projects for an Employee

TO SPECIFY DEFAULT PROJECTS FOR AN EMPLOYEE:
1. Click on the LEe=Mamt| hytton, which opens the Personnel Management Window.

2. Click on the Defaults Tab .
3. Click on the Add button.
4. Complete the entries in each field as follows:

Open Date. Required. Enter the date labor will begin to be charged to this default
project.

Close Date. Optional. Enter the last date default labor will be charged to this
particular project.

Project. Required. Click on the appropriate project. (NOTE: A right click on this
field will display additional information about the project, such as job order number, op
code, task, etc.)

Type Hours. Required. Click on the appropriate type of hours.

Percent. Required. Enter the percentage of time that will be charged to this
particular project. NOTE: The total of all active percentages must equal 100. When
entering a default project for Holiday Leave, enter a 0 in this field.
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Prime. Check this box if this particular project is to be used by the Default Utility
process to capture any fractional labor hours that may remain after the hours have
been distributed according to the identified percentages. One of the projects MUST
be identified as the prime.

Holiday. Check this box if this project is to be used by the Default Utility process to
report holiday hours against a holiday. If the “Holiday” box is checked, the “Prime”
box cannot be checked.

5. Click on the Save button to save your entries.

Status Tab (Personnel Management Window)

Use this tab to assign an employee status code that identifies the current status of an
employee. It indicates whether the employee is active or inactive, receiving severance pay,
assigned to light duty, or on an approved long-term absence.

Status |

Open date Close date Status

| 2207 | l2cTrvE (=

Identifying an Employee’s Employment Status

TO IDENTIFY AN EMPLOYEE'S EMPLOYMENT STATUS:

1. Click on the LEs=Mamt| hytton, which opens the Personnel Management Window.

2. Click on the Status Tab .
3. Click on the Add button.
4. Complete the entries in each field as follows:

Open Date. Required. Enter the date the employee will be assigned to a particular
status code.

Close Date. Optional. Enter the date the employee will no longer be assigned to a
particular status code.

Status. Required. Click on the appropriate status.

5. Click on the Save button to save your entries.
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Schedule Tab (Personnel Management Window)

Use this tab to identify the work schedule code for an employee (e.g., full time, part time,
intermittent, etc.).

Schedule

Open Date

Cloze Date Work Schedule

Feb 24, 1997 [land, 1900 | [FULL-TIME (=l

Identifying an Employee’s Work Schedule

TO IDENTIFY AN EMPLOYEE'S WORK SCHEDULE:

Click on the LEs=Mamt[ hytton, which opens the Personnel Management Window.

Click on the Schedule Tab .
Click on the Add button.
Complete the entries in each field as follows:

Open Date. Required. Enter the date the employee will be assigned to a particular
work schedule.

Close Date. Optional. Enter the date the employee will no longer be assigned to a
particular work schedule.

Work Schedule. Required. Using the drop down list box, click on the appropriate
work schedule.

Click on the Save button to save your entries.

Temporary Tab (Personnel Management Window)

This tab is used to identify the duration of a temporary appointment held by an employee.

Temp

Open Date

Cloze Date Temporary Position

a7

| |r'-.l|:|ne | :l
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ying Length of Temporary Appointments

TO IDENTIFY THE LENGTH OF TEMPORARY APPOINTMENTS:

Injury

Click on the LEs=Mamt[ hytton, which opens the Personnel Management Window.

Click on the Temporary Tab .
Click on the Add button.
Complete the entries in each field as follows:

Open Date. Required. Enter the date the employee will be assigned to a particular
temporary appointment.

Close Date. Optional. Enter the date the employee will no longer be assigned to a
particular temporary appointment.

Temporary Position. Required. Using the drop down list box, click on the
appropriate length of time.

Click on the Save button to save your entries.

Tab (Personnel Management Window)

Use this tab to establish and assign an injury date. The injury date is the date of a
traumatic injury chargeable to Administrative leave. This injury date is used in conjunction
with Type Hour code “LU".

Injury Date

Specif

ying Traumatic Injury Date

TO SPECIFY THE DATE OF A TRAUMATIC INJURY:

Click on the LEz=Mamt| bytton, which opens the Personnel Management Window.

Click on the Injury Tab .
Click on the Add button.
Enter an Injury Date.

Click on the Save button to save your entries.
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CHAPTER 8 - PROJECT MANAGEMENT
WINDOW

WHAT IS THE PROJECT MANAGEMENT
WINDOW?

A Project Management Project Manager i1s: Debbie Johnson
Projects Open | Close
P [CEE'S TEST JOB ORDER PROJECT Fiea7
DEBR'sS TEST PROWJECT # 2 Fiea7
PTDDE“IES Azzigned Teams Authonzed Employees Froject Manager I Leave Type Hours |

Only those projects which are currently active will normally be displayed on this list of projects. If
you want access to closed projects or to projects that are not yet open (future projects), simply
click on the word View (located on the menu) and make the appropriate selection.

The Project Management Window is used to:
e Establish, delete, or modify projects
e Assign teams to the project
« Authorize specific employees to charge labor to the project
e Assign a Project Manager

« ldentify specific types of leave that can be charged to a project

Properties Tab (Project Management Window)

This tab is used to establish or delete a project or to modify information about a project.
Depending upon the accounting system an organization is using, it is also used to
associate a project with a particular charge code, job order number, op code, task,
function code, document number, etc.
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Properties Tab - CEFMS (Project Management
Window)

This tab is used to establish, delete, or modify a project and associate it with a particular
charge code.

Project Description: Prl:uject Abcdefy

Charge Code: |B00004 DEBOF labor reporting [~

Active; v Open Date: Eazm
Prermiurm; v Close Date: I

Properties Tab - DBMS (Project Management
Window)

This tab is used to establish, delete, or modify a project. Itis also used to associate a
project with a particular task and job order.

Properties |

Praject Description: I?LCLEVEI:II:I
OpeniClose Date:  [1140/97 |

Tazk: |[7LCLEVEDD [=]
Job Croer: | | :I
Active: |7
Prermium: |_

Properties Tab - IFAS (Project Management
Window)

This tab is used to establish, delete, or modify a project. Itis also used to associate a
project with a particular job order, function code, and document number.
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Properties Tab - SOMARDS (Project Management

Window)

This tab is used to establish, delete, or modify a project. Itis also used to associate a
project with a particular job order number and op code.

Properties |

Open/Close Date: 12007097

Joh Orcler: |ABE744 [=]
Opcode: | [~
Aitive: [
Prermium: I_

Project Description: [%BE7 44

Establishing

, Deleting, or Modifying Projects

TO ESTABLISH A PROJECT:

1. Click onthe

i

Eraffdamt | button, which opens the Project Management Window .

2. Click anywhere within the Properties Tab .

3. Click the Add button.

4. Depending upon your accounting system, complete the entries in each field (or
choose from the drop down list box) as follows:

Open Date. Required. Enter the effective date of the project NOTE: Once a
project has been created and saved, the Open Date cannot be changed.

Close Date. Optional. Enter the date the project will become inactive. If you
enter a close date, a close date will also be inserted for all related entries on the
Assigned Teams Tab and the Authorized Employees Tab .

CEFMS Charge Code. Required.
DBMS Task. Required.

DBMS Job Order. Optional.
IFAS Job Order. Required.

IFAS Function Code. Required.

IFAS Document Number. Optional.
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* SOMARDS Job Order. Required.
* SOMARDS Op Code. Optional.

To change the list of available choices in these drop down list boxes, you
must access the Accounting Code Management window.

TIP: The Project Description field will automatically be populated based
on information provided in the first accounting field in which you enter
data. For example, in a SOMARDS environment, if you first enter the op
code, the op code and its description will automatically be populated in
the Project Description field. In a DBMS environment, if you enter the job
order first, then the job order and its description will be populated in the
Project Description field.

Active. Optional. A check mark in this field indicates that this is an active
project. In order for an employee to charge labor to a project, a check mark
MUST be placed in this field. A Project Manager would uncheck this field if
he/she wanted to temporarily make this project unavailable for labor reporting. If
this field is unchecked, it should be noted that the project is NOT technically
closed—you must insert a close date to close a project.

Premium. Optional. A check mark in this field indicates that premium hours can
be charged to this project.

Project Description. Regquired. Enter the name (or description) of the project.

5. Click on the Save button to save your entries.

TO DELETE A PROJECT:
Once you have accessed the Project Management Window, click on the name of the
project you wish to delete. Then, click anywhere within the Properties Tab. Click the
Delete button. If labor has not yet been charged to the project, it will be removed from
the data base. Click “Yes” to confirm the delete. Click the Save button.

TO MODIFY INFORMATION ABOUT A PROJECT:
Once you have accessed the Project Management Window, click on the name of the
project you wish to modify. (If the project is not listed, it may either be closed or not yet
open. In that instance, click on the word View on the menu and make the appropriate
selection.) Then, click anywhere within the “Properties Tab”. Click on the field(s) you
wish to modify. Insert the correct information. Click the Save button. (NOTE: The Open
Date, Job Order, Op Code, Charge Code, Task, and Function Code fields CANNOT be
modified.)
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Assigned Teams Tab (Project Management
Window)

This tab is used to authorize teams to charge labor to a particular project.

Az=zigned Teams

Teams Drganization Codes Open Date | Close Date |
JEGFT JCEFO » || [ 27aT
JCGFB JCEFO » || [ 27aT

Assigning a Team to a Project or Removing a
Team from a Project

TO ASSIGN A TEAM TO A PROJECT:
[

1. Click on the LFr=itamt | button, which opens the Project Management Window .

2. Click on the name of the appropriate project.
3. Click on the Assign Teams tab.

4. Click anywhere within that tab. Then, click the Add button. The Select Teams to be
Authorized to Project window will open.

Select Teams to be Authorized to Project

Select Inssignl Cost Center Cd | Team |Effectiue |Cluse Date |
™ Select [ taal Bl TEAM1 9596
[T select [T toal bi teamz 911 2496
[ select [ toal bihallovveen 10431 /96
[T select [ toal bitestteam? 915195 513596
[T select [ taal DB Team 1190
[ select [ toal GREGS TEST TEAM #1 &1 /96
[ select [ toal Gregs Test Team #2 &1 /96
[T Select [ toal LCG22 SOMARD TEAN 743097
[T select [ toal LCG22 SOMARD TEAKMZ 743097
[T select [ toal LCGFO Clegett's Team 2124797
[ select [ toal LCGFO Hurt's Team 411 697
[T Select [ toal LCGF1 SOMARD TEAN 7130097

)7 Cancel

5. Choose the appropriate team(s) and indicate whether you wish to authorize ALL
employees on that team to charge time to the project. (NOTE: A check in only the
“select” box will require the user to go to the Authorized Employees Tab to authorize
specific employees on the team to charge labor to the project.) Click OK.

6. Choose the appropriate organization code.
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7. Click the Save button.

TO REMOVE A TEAM FROM A PROJECT:
Perform Steps 1 through 3 above. Click on the name of the Team which will no longer
be authorized to charge time to this project. Click the Delete button. If labor has not
been charged to this project, the delete action will process. Click “Yes” to confirm the
delete. Click the Save button. NOTE: Deleting a team will NOT delete the individual
employees on the team. You must delete individual employees by using the Authorized
Employees tab.

Authorized Employees Tab (Project Management
Window)

This tab provides a listing of employees who have been authorized to charge labor to a
particular project.

| Authornized Employees |

Teams I Employees I Effective Date Cloze Date
DBA Team ADMMETRATOR, DATABAZE 65487
LCGFD Deb's Team Clark, Tina G eay
Johns, Dek G159y

Authorizing an Employee to Charge Labor to a
Project (in the Project Management Window)

TO AUTHORIZE AN EMPLOYEE TO CHARGE LABOR TO A PROJECT:
(e

1. Click the LEreitiam: | button, which opens the Project Management Window .

2. Click on the name of the project.
3. Click on the Authorized Employees tab.

4. Click anywhere within that tab. Then, click the Add button. The Select Employees to be
Authorized to Charge Labor to a Project window will open.
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A 5Select Employees to be Authorized to Project

Select I Last Hame I First Hame I 55H I Team Iﬂpen I]atel Close

2 r Eelect 1 cat 121-21-2121 LoG22 SOMARD TEAKM 1494
[ Select Argulile Fred 000-00-0031  Gregs Test Team #2 2020097
[T Select Bainkridge Clegett L. 000-00-0501  LOGFO Clegett's Team  2M 697
[T Select Belly Lead 01 2-00-3007  LOIFAS SAMS TEARME 4023097
[T Select Bibs [yl Diirty T. 000-00-5125 LCGFO Clegett's Team  SM/&7
[T Select Branct Ray 1-11-1111  LCGE22 SOMARD TEAKM 114 196
[ Select Brooks John weg 123-77-8765 LCGFO Hunt's Team =112
[ Select Buck Uncle Employes 000-00-0502 LCOGFO Clegett's Team 2524097
[ Select Byers Lynn 000-00-4000 zzzrzzz Byers Team 30297
[ Select Carty Sam B.U.G 000-00-0510 LCGFO Clegett's Team 4045597

Ik Cancel

5. Choose the appropriate employee(s) and click OK.

6. Click the Save button to save your entries.

TO DELETE AN AUTHORIZATION FOR AN EMPLOYEE TO CHARGE LABOR TO A
PROJECT:

Perform steps 1 through 3 above. Click on the name of the employee to be deleted.
Click the Delete button. If labor has not been charged to the project by the employee, the
delete transaction will be processed. Click “Yes” to confirm the delete. Click the Save
button.

Project Manager Tab (Project Management
Window)

This tab is used to assign a Project Manager to a project.

Project Manager

Project Manager

P Bain. Reqdie
Fair , Tom
Knouze , Hassy

Assigning a Project Manager to a Project

TO ASSIGN A PROJECT MANAGER TO A PROJECT:
[

1. Click on the LE=itamt | button, which opens the Project Management Window .
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2. Click on the name of the project.
3. Click on the Project Manager Tab .

4. Click within the tab. Then, click the Add button, which opens the Select Employees to be
Authorized as Project Manager window.

Select Employees to be Authorized as Project Manager

Select | Last Hame | First Hame | Open I]atel Close I]atel
[T Select Herr Shred 32097
[ =elect Hiyt harlin B. 31097
[T Select Hurter James T. 51397
[T Select Johann=on Albert 40 4897
[ Select ey Jimmimy Bela S 097
[T Select Knouse Kazsy 311097
[T Select Lavton Dan 2124197
[ Select Martin George H. 224097
[ Select Maxiflex Graded 81 96
[ Select Maxiflex Unigraded SM8E

Ik Cancel

5. Choose the name of the employee who will serve as Project Manager. Click OK.

6. Click on the Save button to save your entries.

TO DELETE A PROJECT MANAGER:
Perform steps 1 through 3 above. Click on the name of the Project Manager who is to be
deleted. Click the Delete button. Confirm the delete by clicking “Yes”. Click the Save
button.

Leave Type Hours Tab (Project Management
Window)

This tab is used to specify the type of leave hours that may be charged to a particular
project.

| Leave Type Hours

Leave Type Hours -

Adrminiztrative
AnnLal
Annual, Restared #1
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Identifying Type of Leave Hours Authorized for a
Project

TO IDENTIFY THE TYPE OF LEAVE HOURS THAT ARE AUTHORIZED TO BE CHARGED TO
A PARTICULAR PROJECT:

[

1. Click on the LE=itamt | putton, which opens the Project Management Window .

2. Click on the name of the project.
3. Click on the Leave Type Hours Tab .

4. Click within the tab and then click on the Add button. The Select Type Hours to be
Authorized to a Leave Project window will open.

Select Type Hours to be Authorized to a Leave Project

Select | Type Hours | Open Date | Close I]atel
[~ Select Administrative 811196
[T Select Advanced Annusl &1 /96
[T Select Advanced Sick =T el
[T Select Annual, Restored #1 21 MaE
[T Select Annual, Restared #2 S ME
[ Select Annual, Restored #3 M Mae
[T Select Awal &1 /95
|_ Select Compensatory Time Taken SM MG
[T Select Court 811196
[T Select Credit Hours Taken g Mae
[T Select Date Of Traumatic Injury g1 Mae
|_ Select Educsator In-school Breaks SM MG

0] 4 Cancel

5. Click in the Select box beside the name of the type of leave to be authorized. Once all
of the leave types have been identified, click OK.

6. Click on the Save button to save your entries.
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CHAPTER 9 - ROSTER MAINTENANCE
WINDOW

WHAT IS THE ROSTER MAINTENANCE WINDOW?

Ro=ster Effective Date Cloze Date
Ataaps 1M 95 Bi30/a7

| J Cliert/zerver Systems 2M85 12030097
Dhba oi258a7
Dba Change This Cne M 297

.................................

Properties | Emplayess | Primary Cartifier Atterrate Cerifiers

The Roster Maintenance Window is used to:

e Create, delete, or modify time and attendance certification rosters
» Assign employees to certification rosters
e Assign the primary certifier for a roster

» Assign alternate certifier(s) for a roster

Properties Tab (Roster Maintenance Window)

An activity utilizes this tab to create, delete, or modify a time and attendance (T&A)
certification roster.

Properties |

Roster Description:  [Debs Roster

Roster Open Date: E.l‘S.l'El?’

Reports to Payroll: [+ Roster Close I]ate:l
Live Open Date E.l‘S.l'El?’

Live Close Date |
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Creating, Deleting, or Modifying a Certification
Roster

TO CREATE A CERTIFICATION ROSTER:

L

1. Click on the L_Besr | button, which opens the Roster Maintenance Window .

2. Click anywhere within the Properties Tab .
3. Click the Add button.
4. Complete the entries in each field as follows:

Roster Description. Required. Enter the name (or description) of the
certification roster.

Roster Open Date. Required. Enter the effective date of the certification roster.
Roster Close Date. Optional. Enter the date the roster will cease to exist.

Reports to Payroll. Optional. Click, to place a check mark in this field, if labor
records for this roster are to be passed to the interfacing payroll system.

Live Open Date. Mandatory, if Reports to Payroll, is checked. Enter the date
this certification roster becomes “live”. Time and attendance records for this
date, and all future dates, will be passed to the payroll system when the payroll
upload process is performed. If there are any time and attendance records in the
data base containing a date prior to the “live” date, they will be disregarded.

Live Close Date. Optional. Enter the date “live” time and attendance records will
no longer be passed to the payroll system.

(NOTE: To insert a date into any of the date fields on this tab, simply click on the Date
button, which opens a calendar. Click on the appropriate date. Then, click OK.)

5. Click on the Save button to save your entries.

TO DELETE A CERTIFICATION ROSTER:
Once you have opened the Roster Maintenance Window, click on the name of the
certification roster that you wish to delete. Click anywhere within the Properties Tab.
Then, click the Delete button. Click “Yes” to confirm the delete. Then, click the Save
button. NOTE: If any labor hours have been charged to the roster, the delete transaction
will NOT be processed. In addition, all employees must be moved to another open
certification roster before a roster can be deleted.

TO MODIFY INFORMATION ABOUT A CERTIFICATION ROSTER:
Once you have opened the Roster Maintenance Window, click on the name of the
certification roster that you wish to modify. Then click anywhere within the “Properties
Tab”. Click on the field(s) you wish to modify. Insert the correct information. Click the
Save button.
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Employees Tab (Roster Maintenance Window)

This tab is used to assign employees to a specific time and attendance certification roster.
Employees must be active to be assigned to a roster.

Hame Open Date Clo=ze Date
P Bean, Pamels 21 /95 =i19/97
Bozon, Al A REE pi30a7
Brawener , Carol 301 105 [ 052008

This tab is normally used when a group of employees is being impacted (e.g., when a
reorganization takes place). Employees can also be assigned to certification rosters (on an
individual basis) by accessing the Personnel Management Window .

Assigning an Employee to a Certification Roster

TO ASSIGN AN EMPLOYEE TO A CERTIFICATION ROSTER:

L

1. Click on the L_Bestr | putton, which opens the Roster Maintenance Window .

2. Click on the name of the appropriate certification roster.

3. Click on the Employees Tab .

¥

4. Click on the lzsect] button, which opens the Employees window. Enter the effective
date of the assignment. Click on “Search”. Click on the name of the desired
employee(s). Click OK.

5. Modify the open date and insert a close date, if necessary.

Open Date. Required. Enter the date the employee will be assigned to this roster.

Close Date. Optional. Enter the date the employee will no longer be assigned to this
certification roster.

(NOTE: To insert a date into any of the date fields on this tab, simply click on the
Date button, which opens a calendar. Click on the appropriate date. Then, click
OK.)

6. Click on the Save button to save your entries.
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Primary Certifier Tab (Roster Maintenance
Window)

This tab is used to assign a primary certifier to a time and attendance certification roster.
To be eligible as a primary certifier, an individual must have been designated as a primary
supervisor (in the Team Management Window ).

Primary Certifier

Hame Open Date Close Date
B Erawner, Carol hims h2s50097

There can be only one primary certifier per roster in any given timeframe. In addition, if a primary
certifier is being closed out and this certifier is not designated as a primary certifier for another
team, than all primary/alternate certifier entries for that individual will be closed with the same
close date.

Assigning a Primary Certifier

TO ASSIGN A PRIMARY CERTIFIER TO A ROSTER:

L

1. Click on the L_Bestr | putton, which opens the Roster Maintenance Window .

2. Click on the name of the appropriate certification roster.

3. Click on the Primary Certifier Tab .

§

4. Click on the lzsect| button, which opens the Employees window. Insert the desired
effective date of the assignment. Click on “Search”. Click on the name of the primary
certifier. (Only the names of eligible primary supervisors will be displayed.) Click OK.

5. Once you have selected the name of the primary certifier, you can modify the open
date and insert a close date, if necessary.

Open Date. Required. Enter the date the employee will be assigned as primary
certifier for the roster.

Close Date. Optional. Enter the date the employee will no longer be assigned as
primary certifier for the roster.

(NOTE: To insert a date into any of the date fields on this tab, simply click on the
Date button, which opens a calendar. Click on the appropriate date. Then, click
OK.)

6. Click on the Save button to save your entries.

An individual may be designated as a primary certifier on more than one roster.
However, there can be only one primary certifier per roster in any given timeframe. In
addition, if a primary certifier is being closed out and this certifier is not designated as
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a primary certifier for another team, then all primary/alternate certifier entries for that
individual will be closed with the same close date.

Alternate Certifiers Tab (Roster Maintenance
Window)

This tab is used to designate alternate time and attendance certifier(s) for a specific
certification roster.

Alternate Certifiers |

Hame Open Date Close Date
P Fair, Tom 7119/95
Shandera (dvidb) | Greg 5 636

Assigning Alternate Certifiers

TO ASSIGN ALTERNATE CERTIFIER(S) TO A ROSTER:

L

1. Click on the L_Bestr | putton, which opens the Roster Maintenance Window .

2. Click on the name of the appropriate certification roster.

3. Click on the Alternate Certifiers Tab .

§

4. Click on the lzsect] button, which opens the Employees window. Insert the effective
date of the assignment. Click on “Search”. Click on the name of the desired
alternate certifier(s). Click OK.

5. Modify the open date and insert a close date, if necessary.

Open Date. Required. Enter the date the employee will be assigned as alternate
certifier for the roster.

Close Date. Optional. Enter the date the employee will no longer be assigned as
alternate certifier for the roster.

6. Click on the Save button to save your entries.



Chapter 10 Team Management Window 31 January 1999

CHAPTER 10 - TEAM MANAGEMENT
WINDOW

WHAT IS THE TEAM MANAGEMENT WINDOW?

Organization | 3000 i’ Tesms: P 35000
Code: SH100

SHS

Sh100

7400

gCooa j

Properties |Employvees | Primary Supervisor |Timekeeper

The Team Management Window is used to:

« Establish a team and associate it with a particular organization code (work center or
cost center); delete a team; or modify information about a team

« Assign employee(s) to a team
e Assign a supervisor to a team

* Assign timekeeper(s) for a team

Properties Tab (Team Management Window)

An activity utilizes this tab to establish a team and associate it with a particular
organization code (work center or cost center); to delete a team; to modify a team’s name;
to authorize labor records for a team to be passed to the accounting system; and to define
the timeframe a team will be in existence.

Properties

Team Description I_CGFIII Deb's Team

Team Open Date Eﬂ,rg?
Team Close Date |

Pazs To Accounting v
Live Open Date E.l‘S.l’El?
Live Close Date |
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Establishing, Deleting, or Modifying a Team

TO ESTABLISH A TEAM and ASSOCIATE IT WITH AN ORGANIZATION CODE (work center
or cost center):

1.

2.

3.

[

Click on the [LT=am | button, which opens the Team Management Window.

Click on the name of the applicable “Organization Code”.
Click within the Properties Tab.

Click on the Add button.

Complete the entries in each field as follows:

Team Description. Required. Enter the name (or description) of the team.
Team Open Date. Required. Enter the effective date of the team.
Team Close Date. Optional. Enter the date the team will cease to exist.

Pass to Accounting. Optional. Click, to place a check mark in this field, if labor
records for this team are to be passed to the interfacing accounting system.

Live Open Date. Mandatory, if Pass to Accounting, is checked. Enter the date this
team will become “live”. Labor records for this date, and all future dates, will be
passed to the accounting system when the accounting upload process is performed.
If there are any labor records in the data base containing a date prior to the “live”
date, they will be disregarded.

Live Close Date. Optional. Enter the date “live” labor records will no longer be
passed to the accounting system.

(TIP: To insert a date into any of the date fields on this tab, simply click on the Date
button, which opens a calendar. Click on the appropriate date. Then, click OK.)

6.

Click on the Save button to save your entries.

TO DELETE A TEAM:
Perform Steps 1 and 2 above. Click on the name of the “Team” you wish to delete. Click
within the “Properties Tab”. Then, click the Delete button. Click “Yes” to confirm the
delete. Click the Save button. NOTE: If labor hours have been charged to this team, the
delete transaction will NOT be processed.

TO MODIFY INFORMATION ABOUT A TEAM:
Perform Steps 1 and 2 above. Then, click on the name of the “Team” you wish to modify.
Click within the “Properties Tab”. Then, click on the field(s) you wish to modify. Insert the
correct information. Click the Save button.
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Employees Tab (Team Management Window)

An activity uses this tab to assign employees to a team.

Employee Hame Open Date Clo=e Date
Huszs, Leigh P [35sa7
Wioy, Martha L [3emay7

This tab is normally used when a group of employees is being impacted at one time (e.g., when a
reorganization takes place). Employees can also be assigned to teams (on an individual basis) by
accessing the Personnel Management Window.

Assigning an Employee to a Team (Team
Management Window)

TO ASSIGN AN EMPLOYEE TO A TEAM:

[

1. Click onthe L T=m | button, which opens the Team Management Window .

2. Click on the name of the appropriate “Organization Code”.
3. Click on the name of the appropriate “Team”.

4. Click on the Employees Tab .

i

5. Click on the lzlet] button, which opens the Employees window. Enter the effective
date of the assignment, if it differs from the date that is displayed. Click on “Search”.
Click on the name of the desired employee(s). Click OK.

6. Modify the open date and insert a close date, if necessary.

Open Date. Required. Enter the date the employee will be assigned to this
team.

Close Date. Optional. Enter the date the employee will no longer be assigned to
this team.

(TIP: To insert a date into any of the date fields on this tab, simply click on the Date
button, which opens a calendar. Click on the appropriate date. Then, click OK.)

7. Click on the Save button to save your entries.

Primary Supervisor Tab (Team Management
Window)

An activity assigns a supervisor to a team by utilizing this tab.
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- Primary Supervisor |

Primary Supervisors Open Date Close Date
SHANK, GREGORY & 505,97
Wiy, Wartha & 305,97

An individual does not need to be a member of a team to be designated as its primary supervisor.
In addition, an individual can be designated as primary supervisor for multiple teams.

Assigning a Primary Supervisor to a Team

TO ASSIGN A PRIMARY SUPERVISOR TO A TEAM:

1.

[

Click on the [LT=m | button, which opens the Team Management Window .

Click on the name of the appropriate “Organization Code”.
Click on the name of the appropriate “Team”.

Click on the Primary Supervisor Tab .

]
Click on the [zt button, which opens the Employees window. Insert the desired
effective date of the assignment, if it differs from the date that is displayed. Click on
“Search”. Click on the name of the supervisor. (NOTE: Only the names of eligible
supervisors will be displayed. Further, only one supervisor can be currently assigned
to a team for any given timeframe.) Click OK.

Once you have selected the name of the primary supervisor, you can modify the open
date and insert a close date, if necessary.

Open Date. Required. Enter the date the employee will be assigned as
supervisor for the team.

Close Date. Optional. Enter the date the employee will no longer be assigned as
supervisor for the team. (If a primary supervisor is being closed out, and this
supervisor is not a primary supervisor for another team, then all timekeeper
entries will also be closed with the same close date.)

(TIP: To insert a date into any of the date fields on this tab, simply click on the Date
button, which opens a calendar. Click on the appropriate date. Then, click OK.)

Click on the Save button to save your entries.

Timekeeper Tab (Team Management Window)

An activity assigns timekeepers for a team by using this tab.
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Timekeeper

Timekeepers Open Date Cloze Date
Argenbright . Margerst 172096
Sipes, Bryan a7

An individual does not need to be a member of a team to be designated as its timekeeper. In
addition, an individual can be designated as a timekeeper for more than one team.

Assigning Timekeeper(s) for a Team

TO ASSIGN TIMEKEEPER(S) TO A TEAM:

[

1. Click onthe L T=m | button, which opens the Team Management Window .

2. Click on the appropriate “Organization Code”.
3. Click on the name of the appropriate “Team”.

4. Click on the Timekeeper Tab .

i

5. Click on the lzlet] button, which opens the Employees window. Insert the effective
date of the assignment, if it differs from the date that is displayed. Click on “Search”.
Click on the name of the desired timekeeper(s). Click OK.

6. Modify the open date and insert a close date, if necessary.

Open Date. Required. Enter the date the employee will be assigned as timekeeper
for the team.

Close Date. Optional. Enter the date the employee will no longer be assigned as
timekeeper for the team.

(TIP: To insert a date into any of the date fields on this tab, simply click on the Date
button, which opens a calendar. Click on the appropriate date. Then, click OK.)

7. Click on the Save button to save your entries.
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CHAPTER 11 - TIME AND ATTENDANCE
REVIEW WINDOW

WHAT IS THE TIME AND ATTENDANCE REVIEW
WINDOW?

The Time and Attendance Review Window is used by individual employees to review their
own labor charges and to electronically concur with their leave and compensatory time
charges.

A Individual Review of T&A for Reggie Bain

Begin Pay Period: [ 1316007 | |

Pay Period |Hetrl:| |

Pay Period Tab (Time and Attendance Review
Window)

This tab is used to review and concur with an employee’s time and attendance (T&A) labor
charges and leave and compensatory time.

Pay Period

[ |, CAROL ERAWHER
Agree wyith labor charges and credits
to leave and compensatory time shown.

Certified | Reviewed |

[ [V 3idras

Scheduled | Reported | Regular |F‘aid Leave |Unpaidleave| Premium
a0:0 a0:45 4745 30 0000 0

The fields displayed on this tab are:

« Certified - acheck mark in this column indicates that the T&A records for the
employee have been certified. (To certify an employee’s T&A records, you must
access the Certification Window.)
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* Reviewed - when this tab is opened, a check mark is automatically input into this field
and the current date is displayed — indicating that the records are now being
reviewed.

e Scheduled - the number of regular hours scheduled to be worked by the employee.
* Reported - the total number of regular, paid leave, and unpaid leave hours reported.

« Regular - the number of regular hours reported by the employee.
« Paid Leave - the number of paid leave hours reported by the employee
e Unpaid Leave - the number of paid leave hours reported by the employee

e Premium - the number of premium hours reported by the employee

A check mark in the “I agree with labor charges and credits to leave and compensatory time
shown” section indicates that the employee has reviewed and concurred with the T&A data which
was reported.

Reviewing and/or Concurring with Time and
Attendance Data

TO REVIEW AND/OR CONCUR WITH AN INDIVIDUAL EMPLOYEE'S TIME AND
ATTENDANCE (T&A) DATA:

)

1. Click on the [MEARBsizw] hytton, which opens the Individual Time and Attendance Review
Window .

2. Choose the appropriate Begin Pay Period date.
3. Click within the Pay Period Tab .

4. Click on the statement that reads: “l agree with labor charges and credits to leave and
compensatory time shown”.

5. Click the Save button.

NOTES:

To view daily information about this employee, for the designated pay period, click
on the Daily button, which opens the Daily Time and Attendance Hours window.
While in this window, you can also view the specific projects that labor was
charged to by clicking on the day you wish to view and then clicking on the Labor
button.

To view hourly information about this employee, for the designated pay period,
click on the Hourly button, which opens the Hourly Time and Attendance Hours
window.
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While either of these windows is open, the employee can opt to concur with

his/her leave charges by simply checking the Concur field at the top of the
window.

Hourly Time and Attendance Review

This window is used to view hourly time and attendance records for an employee. When

@

applicable within the application, you gain access to this window by clicking on the [_Hesrle | button.

When the window is first opened, the “summary” level view is displayed

A Time & Attendance Hours for DEB JOHHS0ON

Unpaid Leave | Credit Taken | Hazard | Might Differertial | Sunday Premium | Reaszon
Summary |Regular | Overtime: | CompiCredit Waorked | Holiclzy Worked | Paid Leave
Hours Worked Leave Hours Taken Other Hours

Regular: m Paid Leave: m Hazard: IW
Crvertime: m Unpaid Leave: m Reason: IW
compiCredit [ 00 Credi: [T 00 Might Cifferentist [ 000
Holiday: m Sunday Premiurm; IW

Total Tour of Duty Hours Reported: I 40:0
Total Tour of Duty Hours Scheduled: I an:n

Although not displayed on the example above, if this window is accessed from the Time and
Attendance Review Window, a Concur field will be displayed at the top of the screen. An
employee can opt to concur with his/her leave charges by placing a check mark in the field. In
addition, if this window is accessed from the Certification Window, a Certify field will be displayed
at the top of the screen. The labor records can be certified by placing a check mark in the
appropriate field.

To see more detailed information about each of the different types of hours, simply click on that
particular tab, and a window similar to the following will appear:

Description I Hours I
Fegular [Graded) 536
Regqular, Created for Emergency 120

Total Hours: 1736
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Daily Time and Attendance Review

This window is used to view the daily time and attendance records for an employee. When

el

applicable within the application, you gain access to this window by clicking on the |_Ezilt
button.

A Time & Attendance Hours for DEB JOHNSON

Unpaid Leave | Credit Taken | Hazard | Might Differentizl | Sunday Premium | Reazon
Summary |Regular | Crverime | CompiCredit YWoarked | Haliday Worked | Paid Leave

Sun 31548 Mon 34693 Tue 31793 Wed 311893 Thu 31943 Fri 3/20/5 Sat 3218
Mour: 0.0 Tour: &0 Tour: &0 Tour: &0 Tour: &0 Tour: &0 Tour: 00

[Desc  Hrs Desc  Hrs Desc  Hrs Desc  Hrs Desc  Hrs Desc  Hrs Desc  Hrs
RegGrd 8:0 RegGrd &:0 Regzrd 8:0 RegGrd 8.0 RegGrd 8:0

Sun 372293 Mon 3023595 Tue 3724135 Wed 5725595 Thu 3726593 Fri 3027193 Sat 30255938
Tour: 0.0 Tour: &0 Tour: &0 Tour: &0 Tour: &0 Tour: &0 Tour: 00
Desc  Hrs Desc  Hrs Desc Hrs Desc Hrs Desc  Hrs Desc  Hrs Desc Hrs

RegGrd 8.0 Annual 8:0 Regzrd 8.0 RegGrd 8.0 RegGrd 8.0

Although not displayed on the example above, if this window is accessed from the Time and
Attendance Review Window, a Concur field will be displayed at the top of the screen. An
employee can opt to concur with his/her leave charges by placing a check mark in the field. In
addition, if this window is accessed from the Certification Window, a Certify field will be displayed
at the top of the screen. The labor records can be certified by placing a check mark in the
appropriate field.

If you wish to view the actual labor records for a specific date, simply double-click on that day (or
click the Labor button). This will open the Labor Reporting window for this employee for the
chosen date.

Clicking on any of the tabs (e.g., Regular, Overtime, Premium, etc.) will display information for
only that type of time.

Retro Tab (Time and Attendance Review Window)

This portion of the application is still under development.
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CHAPTER 12 - TIMEKEEPER REVIEW
WINDOW

WHAT IS THE TIMEKEEPER REVIEW WINDOW?

The Timekeeper Review Window is used primarily by the timekeeper for an organization to
view a team’s time and attendance (T&A) records, by employee.

A Timekeeper Review of LOUS TEAM Team

Begin Pay Period: [ ()/13/1007 |

Only those individuals who have been properly designated as primary supervisors or as
timekeepers in the Team Management Window are authorized access to this window.

Pay Period Tab (Timekeeper Review Window)

This tab displays summarized time and attendance (T&A) data for each employee on a
selected team.

Pay Period |
Certifyi Review | Hame IScheduIed Reported| Regular IPdLeaue UndeeaueIPremiumI
p [ [ 3i4@3  BRAWNER, CARCL a0:0 S0:45 47:45 a0 00:00 30

| COONS, LOLISE WY a0 115 113 0000 0000 00:00

| CALAMAN, BETTY a0:0 B:45 B:45 00:00 00:00 00:00

The fields displayed on this tab are:

» Certify - acheck mark in this column indicates that the T&A records for the employee
have been certified. (To certify an employee’s T&A records, you must access the
Certification Window.)

¢ Review - a check mark in this column indicates that the employee has reviewed his
or her T&A records; the date beside the column is the date the records were
reviewed. (An employee reviews and concurs with his or her own T&A records by
accessing the T&A Review Window .)

« Name - the employee’s name.
e Scheduled - the number of regular hours scheduled to be worked by the employee.

« Reported - the total number of regular, paid leave, and unpaid leave hours reported.
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* Regular - the number of regular hours reported by the employee.
e Paid Leave - the number of paid leave hours reported by the employee
e Unpaid Leave - the number of paid leave hours reported by the employee

e Premium - the number of premium hours reported by the employee

NOTE: Only those individuals who have been designated as primary supervisors or as
timekeepers in the Team Management Window can access this information.

Reviewing T&A Data for All Members of a Team

TO REVIEW THE TIME AND ATTENDANCE (T&A) DATA FOR ALL EMPLOYEES ON A
TEAM:

E ]

1. Click on the [Timeker | putton, which opens the Timekeeper Review Window. (NOTE:
Only those individuals who have been designated as primary supervisors or as
timekeepers in the Team Management Window can review the T&A records for a
team.)

2. Click on the Team button to select the name of the team whose T&A records you
wish to view.

3. Choose the correct Begin Pay Period date.
4. Click within the Pay Period Tab .

5. To view daily T&A information about an employee, for the designated pay period, click

il

on the name of the employee. Then, click on the L_B:il* | button, which opens the
Daily Time and Attendance Hours window. In addition, while this window is open, you

=)

can also view the specific projects that labor was charged to by clicking the Ltk
button.

6. To view hourly information about an employee, for the designated pay period, click on

@

the name of the employee. Then, click on the [[H=urly | putton, which opens the
Hourly Time and Attendance Hours window.

Retro Timekeeper Tab (Timekeeper Review
Window)

The application does not yet support this process.
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CHAPTER 13 - TOOLBARS

Each window within the ATAAPS application has a toolbar associated with it. When

31 January 1999

clicked, each of the buttons on the toolbar either takes you to another window for further

processing or performs an action (e.g., save, delete, or exit).

The ATAAPS Toolbars are as follows:

ATAAPS Main Toolbar

The “Main Toolbar” is used to navigate through the various ATAAPS primary windows.
This toolbar is displayed continually while you are within the ATAAPS application.

=

Labar

PerzPgmt

o

Certify

1

TimeEpr

)

ThkA Feview

[

Prajfgmt

[

Raster

[{]

Team

Accaunting

Admin

ELE

EmpCades

[!_1—

Exit
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Labor Reporting Window Toolbar

This toolbar appears when the Labor Reporting Window is active.

Wl = . . o

] L= 7 li i fic] i i i4 b Ty

Fave Add Dilete Propertics Diake < Previouz Mext = ek Feleck Frevious Mt Cloze
When clicked,

The Save button saves any changes, additions, or deletions you have made to the data
base.

The Add button allows you to add a new record to the data base.

The Delete button deletes the currently displayed record. You will normally be prompted
to confirm the delete.

The Properties button opens another window that allows you to choose extended labor
attributes for reporting hazardous duty or environmental differential pay hours.

The Date button opens up a calendar that can be used to select a particular date to be
populated in a date field within a tab.

The < Previous > button goes to the previous date’s labor records.
The < Next > button goes to the next date’s labor records.

Depending upon which one is chosen, the Select buttons display either a list of teams or
a list of individual employees whose labor records can be viewed by the user.

The Previous button goes to the previous employee on the selected team.
The Next button goes to the next employee on the selected team.

The Close button closes the window.
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Personnel Management Window Toolbar

This toolbar appears when the Personnel Management Window is active.

lic] il LE &7 B & | B
Diate Bave Add Delete Tour Oay Perm. Tour Prink Clase
When clicked,

The Date button opens up a calendar that can be used to select a particular date to
be populated in a date field within a tab.

The Save button saves any changes, additions, or deletions you have made to the
data base.

The Add button allows you to add a new record to the data base.

The Delete button deletes the currently displayed record. Note, however, that an
employee record cannot be deleted. You must, instead, insert a close date.

The Tour Day button opens up another window that allows you to specify a daily tour
of duty for an employee.

The Permanent Tour button opens up another window that allows you to assign a
“permanent” tour of duty to an employee.

The Print button opens a “print preview” window, and allows you to print the data
displayed on the active tab.

The Close button closes the window.
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Certification Window Toolbar

This toolbar appears when the Certification Window is active.

] @ id | = | B
Jave Howrly Dhaily Ruaoster Close
When clicked,

The Save button saves any changes, additions, or deletions you have made to the
data base.

The Hourly button displays time and attendance data for an employee on an hourly
basis.

The Daily button displays time and attendance data for an employee on a daily basis.

The Roster button opens a window that allows you to select the roster you wish to
certify.

The Close button closes the window.

Timekeeper Review Window Toolbar

This toolbar appears when the Timekeeper Review Window is active.

il @ id | o | B
Save Hourly Diaily Team Claoze
When clicked,

The Save button saves any changes, additions, or deletions you have made to the
data base.

The Hourly button displays time and attendance data for an employee on an hourly
basis.

The Daily button displays time and attendance data for an employee on a daily basis.

The Team button opens up another window that allows for the selection of a specific
team.

The Close button closes the window.
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Time and Attendance Review Window Toolbar

This toolbar appears when the Time and Attendance Review Window is active.

il 2 fig]
Save Hourly Diaily
When clicked,

The Save button saves any changes, additions, or deletions you have made to the
data base.

The Hourly button displays time and attendance data for an employee on an hourly
basis.

The Daily button displays time and attendance data for an employee on a daily basis.

Project Management Window Toolbar

This toolbar appears when the Project Management Window is active.

il H &7 i He
Fave Add Digleke Diake Cloze
When clicked,

The Save button saves any changes, additions, or deletions you have made to the
data base.

The Add button allows you to add a new record to the data base.

The Delete button deletes the currently displayed record. You will normally be
prompted to confirm the delete.

The Date button opens up a calendar that can be used to select a particular date to
be populated in a date field within a tab

The Close button closes the window.
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Roster Maintenance Window Toolbar

This toolbar appears when the Roster Maintenance Window is active.

W | 8 | ¢ | 4 i e
Eave Add Delete Diake Eelect Close
When clicked,

The Save button saves any changes, additions, or deletions you have made to the
data base.

The Add button allows you to add a new record to the data base.

The Delete button deletes the currently displayed record. You will normally be
prompted to confirm the delete.

The Date button opens up a calendar that can be used to select a particular date to
be populated in a date field within a tab.

The Select button opens up the Primary Supervisors or Employees window that
allows for the assignment of employees, a primary supervisor, or alternate certifier(s)
to the certification roster.

The Close button closes the window.

Team Management Window Toolbar

This toolbar appears when the Team Management Window is active.

] | & | Gd i i
Save Add Dilete Diake Select Cloze
When clicked,

The Save button saves any changes, additions, or deletions you have made to the
data base.

The Add button allows you to add a new record to the data base.

The Delete button deletes the currently displayed record. You will normally be
prompted to confirm the delete.

The Date button opens up a calendar that can be used to select a particular date to
be populated in a date field within a tab.

The Select button opens up the Employees window that allows for the assignment of
employees to the team.

The Close button closes the window.
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Accounting Code Window Toolbar

This toolbar appears when the Accounting Code Management Window is active.

il L= @ Ta L
Save Add Drclete Org Codes Claze
When clicked,

The Save button saves any changes, additions, or deletions you have made to the
data base.

The Add button allows you to add a new record to the data base.

The Delete button deletes the currently displayed record. You will normally be
prompted to confirm the delete.

The Org Codes button opens up another window that allows for the assignment of
organization codes to the job.

The Close button closes the window.

Administration Codes Window Toolbar

This toolbar appears when the Administration Codes Window is active.

& | & i [ig]
Save Add Dielete Prajfar Diate
When clicked,

The Save button saves any changes, additions, or deletions you have made to the
data base.

The Add button allows you to add a new record to the data base.

The Delete button deletes the currently displayed record. You will normally be
prompted to confirm the delete.

The Project Manager button opens up another window that allows for the
assignment of an overall Project Manager for the database.

The Date button opens up a calendar that can be used to select a particular date to
be populated in a date field within a tab.
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Employee Codes Window Toolbar

This toolbar appears when the Employee Codes Window is active.

T R = N 7N N R

Rekricve Save Add Dicleke Sark Filter Diake

When clicked,

* The Retrieve button opens the Specify Retrieval Criteria window. It is used ONLY
with the Type Hours Parameters tab.

e The Save button saves any changes, additions, or deletions you have made to the
data base.

* The Add button allows you to add a new record to the data base.

* The Delete button deletes the current record. You will normally be prompted to
confirm the delete.

e The Sort button opens up another window that allows you to specify sorting criteria
for the information displayed on the currently active tab.

e The Filter button opens up another window that allows you to specify criteria to filter
the data being displayed on the currently active tab.

e The Date button opens up a calendar that can be used to select a particular date to
be populated in a date field within a tab.

Inquiries Toolbar

This toolbar appears when a user has run a data base inquiry.

H Hl & =] Ly

Dickail Summary Type Hours Print Close

When clicked,
The Detail button opens a “detailed” view of the data retrieved by the inquiry.
The Summary button opens a “summarized” view of the data retrieved by the inquiry.

The Type Hours button opens a “pie chart” displaying a break out of the types of hours
charged to the selected project(s) or job order(s).

The Print button prints the inquiry/report that is displayed.

The Close button closes the open window.
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Customizing Toolbars

You can customize the main ATAAPS toolbar by using this feature. When you first enter
the ATAAPS application, you can gain access to this option via the File Menu. If you have

opened one of the windows in the application, you will find this option on the Windows
Menu.

= Customize Toolbars

Toolbars:

|E3 FrameB ar

— Position
* Top
f" Bottom
" Left
™ Right
f" Floating

—Application settings
x Large Buttonz [x Show Tooltips

I ] || Cancel I | I
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CHAPTER 14 - MENUS

Main Menu

This menu is available when the ATAAPS Main Toolbar is active.

A Automated Time. Attendance and Production System

Eile  Utltes Help

File - provides access to each of the main windows in the application and to the default
labor process and allows for customizing toolbars.

Utilities - provides for changing a user’s own password and for running data base
inquiries.

Help - provides access to the application’s on-line Help file and to the latest functional
letter describing the enhancements and changes to the system included in the current
version of the application.

File Menu

This menu is an option from the Main Menu. It allows for access to each of the main
windows or processes available within the ATAAPS application.

Eile |
Open r Labar
Create Default Labar. ..

Toolpars... Create Group Labar...
Exit Alt+F4 Personnel Managemment
Certificatiar
Time & Attendance
T4 Employes

Froject Management

Bosters
Teams

Accounting

Adrninistration
Employee Codes
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Utilities Menu

The Utilities Menu provides for changing a user’s password and running data base
inquiries.

Utilities
Change Pazzword. .
Inguines. ..

Windows Menu

The Windows Menu allows the user to control how open windows are arranged and
displayed.

Window
Yertical
Horizontal

Laver
Cascade

Minimize All Windows
ToolBars...

Vertical —arranges all open windows vertically
Horizontal—arranges all open windows horizontally
Layer—layers all open windows
Cascade—cascades all open windows

Minimize All Windows—minimizes all open windows

Toolbars—allows the user to customize the toolbars
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Help Menu

This menu is accessed through the Main Menu . It primarily provides access to the Help
file.

Help
Help Contentz F1
Functional Letter

Mame of Cumrent Window... Alt+F3

About Automated Time & Attendance. .

Help Contents — opens the application’s Help file.

Functional Letter — describes the fixes and enhancements included in the latest version
of the application.

Name of Current Window — displays the PowerBuilder development environment
window name (which should be provided to the Technical Support staff if a problem is
encountered with a particular window).

About Automated Time and Attendance — provides information relative to the version of
ATAAPS.

Labor Reporting Window Menu

This menu is accessed when the Labor Reporting Window is open.

A Automated Time, Attendance and Production Syzstem

File Edit “iew Utlties Window Help

File - provides for access to functions such as printing, customizing toolbars, creating
default labor records, and reviewing individual T&A records.

Edit - provides for adding or deleting labor records; for reporting environmental or
hazardous duty hours; or for selecting different teams, employees, or labor reporting
dates.

View - provides for selecting different teams, employees, or labor reporting dates.
Utilities - provides for changing a user’s password

Window - allows the user to control how open windows are displayed.

Help - provides access to the application’s on-line Help file and to the latest functional

letter describing the enhancements and changes to the system included in the current
version of the application.
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View Menu (Labor Reporting Window)

This menu is accessed when the Labor Reporting Window is open by clicking on the word
View.

Fresiouz Team Alt+F7
MHext Team Alt+Fa
First Employes

Breviouz Employes Chil+F7
MHest Employes Chrl+Fa
Last Employes

Prevvious Dayp F¥
MHext Day Fa

Goto USER logged on

Previous Team - (ONLY available for timekeepers/supervisors) - allows access to the
labor records of the previously displayed team.

Next Team - (ONLY available for timekeepers/supervisors) - allows access to the labor
records of the next team.

First Employee - (ONLY available for timekeepers/supervisors) - displays the labor
records for the first employee of the chosen team.

Previous Employee - (ONLY available for timekeepers/supervisors) - displays the labor
records for the previous employee on the chosen team.

Next Employee - (ONLY available for timekeepers/supervisors) - displays the labor
records for the next employee on the chosen team.

Last Employee - (ONLY available for timekeepers/supervisors) - displays the labor
records for the last employee on the chosen team.

Previous Day - displays the labor records for the previous day.
Next Day - displays the labor records for the next day.

Go to USER Logged On - displays the labor records for the employee who is currently
logged on to ATAAPS.

Personnel Management Window Menu

This menu is displayed when the Personnel Management Window is open.

A Automated Time, Attendance and Production System

File Edit “iew Utlties “Window Help
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File - provides for access to functions such as printing, customizing toolbars, creating
default labor records, and reviewing individual T&A records.

Edit - provides for adding or deleting records; pasting dates; and changing tour defaults.
View - allows for re-opening an employee record that has been closed.

Utilities - provides for changing a user’s password

Window - allows the user to control how open windows are displayed.

Help - provides access to the application’s on-line Help file and to the latest functional

letter describing the enhancements and changes to the system included in the current
version of the application.

File Menu (Personnel Management Window)

This menu is displayed when the Personnel Management Window is open.

File
Open
Cloze Ctil+F4
Save Chrl+5
Print.... Ctil+P
Fage Setup...
Toolbars...
E it Alt+F4

Edit Menu (Personnel Management Window)

This menu is accessed when the Personnel Management Window is open by clicking on
the word Edit.

[Edi
Add

Delete

Froperties. .. Chil+H
Fazte Date...  Chl+D
T our Defaults...

Add - adds a record.

Delete - deletes a record.
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Properties - (ONLY available when the Tour Tab is active) - allows for modifying an
employee’s “temporary” tour.

Paste Date - opens a calendar which can be used to insert a date in a date field.

Tour Defaults - (ONLY available when the Tour Tab is active) - allows for modifying an
employee’s “permanent” tour.

View Menu (Personnel Management Window)

This menu is accessed when the Personnel Management Window is open by clicking on
the word View.

Wi
Show Closed

Show CLosed - provides a way to re-open an employee record that has been closed.

Project Management Window Menu

This menu is displayed when the Project Management Window is open.

A Automated Time, Attendance and Production System

FEile  Edit “iew Ubltez “Window Help

File - provides for access to functions such as printing, customizing toolbars, creating
default labor records, and reviewing individual T&A records.

Edit - provides for adding or deleting projects.

View - allows for displaying current, future, closed, or all projects.

Utilities - provides for changing a user’s password

Window - allows the user to control how open windows are displayed.

Help - provides access to the application’s on-line Help file and to the latest functional

letter describing the enhancements and changes to the system included in the current
version of the application.
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View Menu (Project Management Window)

This menu is accessed when the Project Management Window is open, by clicking on the
word View.

Wi
Show Current
Show Future
Show Clozed
Show ALL

Show Current - displays only the currently active projects.
Show Future - displays only projects which are not yet open.
Show Closed - displays only closed projects.

Show All - displays all projects.
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CHAPTER 15 - KEYBOARD SHORTCUTS

KEYBOARD SHORTCUTS FOR THE ATAAPS APPLICATION FOLLOW:

Help

Exit Application

Print

Save

Close Window

Name of Current Window
Paste Team

Paste Employee

Paste Date

Properties

Previous Team

Next Team

Previous Employee
Next Employee
Previous Day

Next Day

Connection Information

OTHER SHORTCUTS:

Employee Information:

KEYS

F1

ALT + F4
Ctrl +P
Ctrl+S
Ctrl + F4
ALT + F9
Ctrl +T
Ctrl + E
Ctrl +D
Ctrl + R
ALT + F7
ALT + F8
Ctrl + F7
Ctrl + F8
F7

F8

ALT +C

PURPOSE

Opens the Help file

Exits the application

Prints that portion of the screen that is active
Saves the current record

Closes the active window

Displays the name of the current window

Provides the actual name of the window—
used for troubleshooting the system

Double click outside of the tabs on the Labor Reporting

Window to display employee-related information in terms of fields on the data base (used
by the DBA or Systems Administrator to aid in troubleshooting).

Project Information:

that comprises a particular project.

Right click within the Project field on the Labor Reporting Window
to display information about the Job Order Number, Op Code, Task, or Function Code
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CHAPTER 16 - MISCELLANEOUS
INFORMATION

SORTING DATA

This window is used to define sorting criteria for a group of records.

A Sort
Columnz Available for Sorting Sort Columis Azcending
Cloze Hazard 7
Graded/ungraded Ernployee Type r
Open

] I Cancel

In the left-hand column, click on the name of the field you want to sort by; then “drag and drop” it
into the column on the right.

A check mark will appear in the “ascending” field. To sort in descending order, simply click in that
field and the check mark will disappear.

Once you have indicated your sorting preference(s), click OK.

Filtering Data

This window is used to temporarily filter data displayed on various screens.
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A Filter

— Eilter exprezsion

| "Werify |

— Buaild filter with

Functions | Eu:ulumnsl Elperah:ursl Ualuesl

Conversion

D ate/Time Char
Farm |nteger
b athematic Long
Other Murmnber
Statiztic Real
String
— Syntax
Aszc[ <stnng> ]
Corverts the first character of a string to itz ASCI integer value.

] I Cancel

To define afilter, you must enter a valid expression into the “Filter expression” field, either by
typing it in directly or by using the “Build filter with” section of the window. Once the expression
has been entered, click the Verify button to check its validity. Click OK to execute the filter. The
expression that has been entered will be evaluated against the data set that was initially retrieved.
If the conditions identified in the expression are true, a filtered set of records will be displayed.

To cancel a filter and view ALL of the records, you must re-open the Filter Window; highlight the
Filter Expression that has been entered; then, click on the Delete key on your keyboard.

If you are unfamiliar with the syntax required to simply type the expression into the field, you can
build it by double-clicking on the appropriate functions, columns (fields), operators, and values
from the list of available options that are displayed when you click on any of those tabs. Double-
clicking pastes the highlighted text into the Filter Expression field.

Some examples of filter expressions follow:

* Tofilter for a specific SSN (be sure not to insert any hyphens):

ssn = “123456789"

* Tofilter for a specific employee’s name:

last_ name = “Doe” and first_name = “Susie”
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* Tofilter for agroup of names containing a particular pattern of characters (e.g., if you
wanted to see all records with a last name containing the characters “Smith”):

Match(last_name, “Smith”)

* To filter for records with no close date:

IsNull(close_date)

e To filter for a particular open date (applicable for fields with a date data type—the date
sequence is Year, Month, Day):

open_date = date(1997-12-31)

* To filter for numbers that are greater than or equal to a particular number (applicable for
fields with a numeric data type—do not enclose within quotation marks):

type_hours >= 50

Calendars

This window is used to select a date to be populated into a specific date field within a tab.

liel

When applicable within the application, you gain access to this window by clicking on the |_Date
button.

{ June 1996 )
SuMoTu'weTh Fr 5a

1
2 3 45 678
o112 13 14 15
16 17 18 19 20 21 22
B2 25 26 27 28 29
30

Click on the right navigation button to advance the calendar to the next month.
Click on the left navigation button to show the prior month.
Click on the specific day of the month.

Click OK.
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CHANGING A USER’S OWN PASSWORD

NOTE: If a user forgets his or her password, the DBA must be contacted and be asked to
issue a new password to the user.

TO CHANGE A USER’S OWN PASSWORD:
1. Click on Utilities on the main menu.
2. Click on Change Password....

3. The following window will appear:

A Automated Time. Attendance and Production System [ATAAFPS]

Enter Mew Passwiord,
[Up to 8 pozitionz].

Do not use Caps.
Lzt gtart with a letter.

User Name: [deB johns | ok |

Usger ID: |diieh
Cancel |

Enter Mew Pazsword: |

Re-Enter Mew Paszward: |

4. Enter the desired new password (it must start with a letter and can be NO more than
8 characters in length—do not use capital letters).

5. Re-enter the new password.

6. Click OK.

RUNNING DATA BASE INQUIRIES

Several pre-formatted data base inquiries/reports are provided as part of the main ATAAPS
application. Additional inquiries/reports are available (for authorized users) by accessing the
Reports Application.
TO RUN DATA BASE INQUIRIES:

1. Click on Utilities on the main menu.

2. Click on Inquiries...

3. The Inquiries Wizard will appear. Respond to the steps in the wizard as follows:
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Inquiries Wizard, Select Type of Inquiry Step

The first step of the Inquiries Wizard requires the user to select the type of inquiry to be
run. Once the appropriate selection has been made, click Next to continue.

A Inquiries

Inquiries. ..

YWiecome to Inguiries. The wizard will guide you
through the steps necessary to create your
desired inguiry.

Select the type of inguiry you would like to view.

@ Lncedified Employees

" Employees with Missing Time

" Team/Roster'Employee Tree Wiew
" Project Hours

" Job Order Hours

= Eack |

Cancel |

Choosing “Uncertified Employees” will display a list of certification rosters containing
uncertified employees (for which the user is a certifier or alternate certifier). Choosing
“Employees With Missing Time” will display a list of teams which have employees with
missing time (for which the user is either a supervisor or a timekeeper). Choosing
“Team/Roster/Employee Tree View” will display a “tree-like” view of information relative to
UIC parameters, teams, rosters, and employees (for which the user is a timekeeper,
supervisor, certifier, or alternate certifier). Choosing “Project Hours” will display a list of all
projects and the hours charged to each (for which the user is either a project manager or
a supervisor). Choosing “Job Order Hours” will display a list of all job orders and the
hours charged to each (for which the user has the appropriate authorization to view). The
DBA/Systems Administrator will be able to view information relative to ALL teams, rosters,

employees, projects, and/or job orders.

Inquiries Wizard, Viewing Projects Step

This step of the wizard will ONLY appear if “Project Hours” or “Job Order Hours” is
selected in the first step. It requires the user to choose which group of projects or job
orders will be retrieved from the data base. Make the appropriate choice, and click Next.
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A Inquiries

Inquiries. ..

How would you like to view projects?

&+ As Project Manager

O As Supervisor

< Back

Cancel

Choosing “As Project Manager” will retrieve information about all projects for which the
user has been assigned as a Project Manager or those job orders associated with

projects for which the user has been assigned as a Project Manager. Choosing “As
Supervisor” will retrieve information about all projects or job orders authorized for use by
all teams for which the user has been assigned as a supervisor.
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Inquiries Wizard, Select Time Period Step

This step of the Inquiries Wizard requires the user to select the appropriate timeframe for
the inquiry/report. (NOTE: The choices available to the user will vary depending upon

the type of inquiry selected in the first step of the wizard.) Make the appropriate choice
and click Next to continue.

A Inquiries

“What period of time would wou like to wiew?

& Current Pay Period to D ate

(' SelectPapPeind | 05121996 | |

" Select Date Range
Start Date End Diate

(051211958 | B (051211998 | |

Inquiries. ..

< Back |

Cancel |
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Inquiries Wizard, Tree View Step

This step of the wizard ONLY appears if “Team/Roster/Employee Tree View” is selected

in the first step of the wizard. Simply choose the types of data you wish to view and click
Next.

A Inquiries

Zelect wwhich types of data you wwould like to views in the tree guery?

[T UIC Parameters

[ Teams [T active [ Imsctive [ Future
[T Projects [~ open [ Closed [ Future
[ Employees [ Active [ Inactive [ Future

[ Include Employes Information

[ Rosters [T active [ Inactive [ Future
[ Employees [ Active [ Inactive [ Future
[T Include Employes Information

Ianiries_ . [~ Employees

Clear Selections | Select 4l |

< Back Cancel
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Inquiries Wizard, Summary Step

This is the final step of the wizard. It merely summarizes the options chosen in the
previous steps. Click Finish to complete the process.

A Inquiries

The following selections were made. If they
are correct press the finish buttan, if you
would like to change something press the
back buttan.

Type of Report Selected: Uncertified Time
Fay Petiod Begin Date: 3-23-38

< Back |

Cancel |

4. Once you have exited the Inquiries Wizard, depending upon your choice in the first
step, one of the following windows will appear:

Results - Uncertified Time Summary Window

If “Uncertified Employees” was chosen in the first step of the Inquiries Wizard, the
following window will appear. For the selected pay period, it displays the certification
rosters which have employees who have not yet been certified and indicates the number
of employees on each roster who require certification. The DBA/Systems Administrator
will see a list of ALL certification rosters. Other users will see a list of only those rosters
for which they are designated as a primary or alternate certifier.

A Rezults - Uncertified Time Summary

Roster

Uncertiied Employees

Uncertified Time Summary
for pay period beginning 5-10-95

Humber of Certifying Official

HACGEO11 Clegett's
kACGFOBE
KBCGFO11- Deb's

10 BAINBRIDGE, Clegett
G BAINBRIDGE, Clegett
G JOHMSON, DEB
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To view detailed information about these rosters, either click on the Detail button on the
toolbar, which will provide detailed information about ALL of the certification rosters listed,
or double click on a specific roster’'s name, which will display detailed information about
ONLY that particular roster. A sample of the “detail” window follows:

Results - Uncertified Time Detail Window

A Results - Uncertified Time Detail

Uncerified Time Detail
for pay period beginning 5-10-95

Hame IPa].r Periudl Roster ICertifying Official Phone Humber
BAMBRIDG, Cleoett 501 095 HACGFO11 Clegett's BAIMNBRIDGE | Clegett ext 114
Bonick , hilly S O8E HACGFO11 Clegett's BAIMBRIDGE | Clegett ext 114
Buck , Uncle 51 0/93 HACGFOT Clegett's BAIMNBRIDGE | Clegett ext 114

A click on the Summary button will return you to the “summary” level view of the data.

Results - Missing Time Summary Window

If “Employees With Missing Time” was chosen in the first step of the Inquiries Wizard, the
following window will appear. For the selected pay period, it displays the teams which
have employees with missing time and indicates the number of employees on each team
who are missing time. The DBA/Systems Administrator will see a list of ALL teams.
Other users will see a list of only those teams for which they are designated as a
supervisor or timekeeper.

A Reszults - Mizsing Time Summary

Missing Time Summary
for pay period beginning 54 0535

Team Humber of Employees

Mi==sing Time
DCGRT donnas teatn 2
AGH Clegett's G5 3
BCGF G

To view detailed information about these teams, either click on the Detail button on the
toolbar, which will provide detailed information about ALL of the teams listed, or double
click on a specific team’s name, which will display detailed information about ONLY that
particular team. A sample of the “detail” window follows:
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Results - Missing Time Detail Window

A Rezults - Miszing Time Detail

Missing Time Detail
for pay period beginning 5M 0535
Employee Humber of Tour of Team Date of
Missing Hours| Dutby Mis=sing Time
Allen, Wicky .00 g.00 DGR donnas team 03-11-95
Allen, “icky 5.00 5.00 [DCEF1 donnas team 05-12-95
BAINBRIDGE, Clegett G5 smrd 5.00 §.00 AGF1 Clegett's G5 05-12-55

A click on the Summary button will return you to the “summary” level view of the data.

Results - Team/Roster/Employee Tree View Window

Choosing “Team/Roster/Employee Tree View” in the first step of the Inquiries Wizard and
selecting the desired level of detail in the Tree View Step of the wizard will cause one of
the following windows to appear. The “tree” structure that will then appear is similar to
that used in Windows Explorer. A double-click (or a click on a “+” sign) will open
subordinate levels of the tree. A click on a “-* sign will collapse the data.

UIC Parameters Tree View

This example displays the type of information that would be available if the user chose
the “UIC Parameters” option in the Tree View Step of the Inquiries Wizard. Among other
things, it provides a synopsis of some of the information contained on the Settings Tab of
the Administration Codes Window.
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This example displays samples of the types of information that would be available if the
user chose some of the “Teams” options in the Tree View Step of the Inquiries Wizard.

A Rezultz - Team/Roster/Employee Tree Yiew

£ w4
07 TEAMS
-0 ACTIVE TEAMS

B[] DCSF donnas team

----- [7 Supervizor - RIMES, ROBERT 'y

----- [7 Secondary Timekeeper - RINES, ROBERT Wy
B-0] TEAM INFORMATICH

------ [] Open Date 12-07-97

+[] WorkCerter DCGFO
t[] Live Accourting Start Date
B-C] OFEM TEAM PROJECTS
B[] 8LCADD - Inactive

-] Project-Tesm Open Date - 12-7-97
t.] Project Open Date - 12-7-97
----- 7 CLOSED TEAM PROJECTS
B-F7 ACTIVE TEAM EMFLOYEES
B3 MORDIM DORM

Open Date 12-7-37
Detfault Labor - Dizakbled

Loghlame - xxx

Phone - 5249

Super Type Hours - Disabled
Remate Yiew - Disakled

----- £ MACTIVE TEAKM EMPLOYEES

7 MACTIVE TEAMS
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This example displays samples of the types of information that would be available if the
user chose some of the “Rosters” options in the Tree View Step of the Inquiries Wizard.

A Rezults - Team/Roster/Employee Tree Yiew

7 wwidniraag

B[] ROSTERS

=-E] ACTIVE ROSTERS
B[] HACGFIM1 Clegett's

----- 1 Primary Cerifier - BAINBRIDGE, Clegett
----- [ Secondary Cerifier - SABC, TOM

E-C] ROSTER INFORMATION

----- ] ©pen Date 12-07-57

----- [ Live Payroll Start Date 12-07-97
=~ El ACTIWE ROSTER EMPLOYEES

= EI BAINBRIDGE, Clegett

Open Date 12-7-97

Detauft Lakor - Enakledd
Logiame - rhain

Phone - ext 114

Super Type Hours - Enabled
Remate Yiew - Disabled

------ El INACTME ROSTER EMPLOYEES

E| |=:| INACTIVE ROSTERS
El D KLCGGORE
5 -] Primary Cerifier - SHANDERA, GREGORY
~[] Secondary Cedifier - BAINBRIDGE, Clegett

---D ROSTER INFORMATION
- [ ACTIVE ROSTER EMPLOYEES
------ 7 INACTIVE ROSTER EMPLOYEES

----- [ Secondary Cedifier - SHANDERS, GREGORY
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This example displays samples of the types of information that would be available if the
user chose the “Employees” option in the Tree View of the Inquiries Wizard.

[ttt o3
E-[] EMPLOYEES
E-57 ADAMS, LOLIE w
B ADEN, JAMES D
L[] Open Date - 12-7-97
E-C] Roster - KLCGGOER
L[] Open Date - 12-7-97
----- [ ©pen Date 12-7-97
----- [ Default Lakor - Mo

----- [ Logiame - jaden

----- ] Super Type Hours - Mo
----- [ Remate Yiew - Mo
E-07 Status - ACTIVE

----- C1 Cpen Dste - 12-7-97
----- [] S0 Include - Yes

----- C1 Open Date - 12-7-97
----- [ Ungraded

----- 1 Reports to pay - Yes

E-CJ FULL-TIME

------ C1 Open Date - 12-7-97
B-C] Default Tour

Bl-[] Team - LCGGH GREG'S TEAM 2

B[] Employes Type - Regular - Graded and Ungraded (general default)

----- £ Reports ta accounting - Yes

Results - Job Order Hours Summary Window

If “Job Order Hours” was chosen in the first step of the Inquiries Wizard, the following
window will appear. For the selected timeframe, it displays a list of job orders associated
with projects for which the user has been assigned as a Project Manager or those job
orders which are authorized for use by a team for which the user has been assigned as a
supervisor. It also indicates the number of hours reported against each job order. The

DBA/System Administrator will see a list of all job orders in the data base.

Results - Project Hours Summarny

Jok Order Hours Charged
Description
DEB TE=ST JOB ORDER E01
Deb's Leave JOM 41

To view detailed information about these job orders, either click on the Detail button on
the toolbar, which will provide detailed information about ALL of the job orders listed, or
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double click on a specific job order’s name, which will display a list of the projects
associated with that job order. A sample of that window follows:

Results - Project Hours Summary Window

If “Project Hours” was chosen in the first step of the Inquiries Wizard, the following
window will appear. For the selected timeframe, it displays a list of projects for which the
user is a project manager or projects authorized for use by any teams for which the user
is assigned as a supervisor. (NOTE: This window will also appear if the user selects
“Job Order Hours” in the first step of the Inquiries Wizard and asks for a detailed display
of the job order data.) The DBA/Systems Administrator will see a list of ALL projects.

A Beszultz - Project Hours Summary

Froject Hours Summary
from 5-4-95 to 5-12-95

Project Hours Charged
Leave Project ABCDE 16.75
PROJECT ABCDE 202 50

To view detailed information about these projects, either click on the Detail button on the
toolbar, which will provide detailed information about ALL of the projects listed, or double
click on a specific project’'s name, which will display a list of the teams which have
charged time to the project(s). A sample of that window follows:

Results - Team Hours Window

A RBezults - Team Hours

Team Hours Charged
BCGF1 1106
BCGFR LB

(NOTE: A click on the Summary button will display information about the
project(s).)

To view detailed information about these teams, either click on the Detail button on the
toolbar, which will provide detailed information about ALL of the teams listed, or double
click on a specific team’s name, which will display a list of the employees who have
charged time to the project(s). A sample of that window follows:
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Results - Employee Hours Window

Results - Employee Hours

Employee

Lakor Duration

DARL, JULLIE
DARRAH, TARY A
DANVIDSON, JACK

240
1
232

(NOTE: A click on the Summary button will display team-related information.)

Results - Project Hours Reported By Type

This window appears if the user clicks the

&

Tupe Hours] hytton. It is available ONLY if “Project

Hours” or “Job Order Hours” was selected in the first step of the Inquiries Wizard.

from 3-11-93 to 5-19-93 for PROJECT ABCDE

8

131.5

Project Hours Reported by Type

- Holiday 8]

T overtime Scheduled[21]

B FeousGraded)[1315)

A click on the Summary button will return you to the “summary” level view of the data.
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CHAPTER 17 - TECHNICAL SUPPORT

You can contact the Systems Engineering Organization, Pensacola (SEOPE) Technical
Support staff by e-mail, fax, or telephone. Our normal business hours are Monday through
Friday, from 6:30 a.m. to 4:30 p.m. CST. Outside of these hours, emergency calls will be
handled immediately; other calls will be handled the next business day.

* E-Mail:

e ataaps.info@dfas.mil
 Fax:

e DSN: 922-1147

e Commercial: 850-452-1147
* Telephone:

* DSN: 922-2990, extension 310

e Commercial: 850-452-2990, extension 310
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