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Introduction 

Overview

The Integrated Time and Attendance System (ITAS) is a timekeeping by exception application that supports most aspects of tracking and reporting work hours and leave for federal employees.

ITAS provides users with access to real-time leave balances and ensures that users accurately record work activity by enforcing time and attendance policies and procedures specific to the Federal Government. ITAS contains rules specific to data entered by employees, Timekeepers, Approving Officials, Administrative Officers, and ITAS Administrators.

ITAS supports exception processing by creating timecards at the end of every pay period for the next pay period with each employee’s expected work schedule applying applicable holidays and leave as necessary. Specifically, the timekeeping cycle in ITAS is as follows:

· At the beginning of the pay period, each employee has a timecard with the number of regular hours per day the employee is supposed to work based on their defined work schedule.

· Throughout the pay period, the employee, Timekeeper or Administrative Officer can process exceptions (e.g., annual leave, administrative leave, etc.).

· As the Approving Official approves the leave request, ITAS applies the leave to the employee’s timecard.

· At the end of the two week cycle, the pay period is closed and ITAS creates timecards for each employee for next pay period. ITAS will include any holidays or approved leave on the appropriate timecards.

· The time and attendance information can be transmitted to the DHHS payroll at any time after the pay period is closed.

This cycle is repeated every pay period. At the end of the leave year, ITAS also performs a year-end close process. During this process, ITAS performs activities such as calculating the appropriate leave balances, determining each employee’s use or lose balances, etc.

ITAS includes functions to replace the current paper sign-in and sign-out function for agencies that implement such functions. ITAS is a flexible system that can enforce compliance of current and future attendance policies and procedures established by OPM, GAO, or other regulating Federal agencies.

These functions include:

· Capturing sign-in and sign-out data for employees each work day, weekend, and holiday.

· Tracking leave activity for all employees.

· Providing online access to current leave balances.

· Recording full- and partial-day leave absences for employees.

· Providing critical timecard data to payroll for processing biweekly payroll.

· Maintaining employee information.

Audience for This Manual

The role of the Timekeeper in ITAS includes the functions of maintaining employee profiles, submitting requests to use and donate leave, adjusting timecards, and maintaining VLTP accounts. A Timekeeper only has access to the data for employees assigned to him/her.

Procedures Manual vs. ITAS User’s Guide

This manual contains specific instructions on how to perform major ITAS activities. You can also use the ITAS User’s Guide XE "User’s Guide"  for assistance in performing ITAS functions. The ITAS User’s Guide provides step-by-step instructions on how to use a given ITAS function while this document provides instructions on how to perform major daily activities.

Manual Organization

The table below contains an overview of each remaining section in this document. Each overview gives the section name and a brief description.

Section
Description

Basic Operating Procedures
Contains recommended hardware and software configuration and logon/logoff instructions.

Employee Profile Maintenance
Procedures for updating an employee’s leave accrual categories, tour of duty, access level or password.

Use/Donate Leave Maintenance
Procedures for using and donating leave for current or prior pay periods, adjusting requests and extending absences.

Timecard Maintenance
Procedures for adjusting an employee’s timecard and remarks for a current or prior pay period.

Voluntary Leave Transfer Program (VLTP) Maintenance
Procedures for creating VLTP recipients, creating and maintaining accounts and returning unused hours.

Online Reports
Procedures for viewing each available ITAS report.

Glossary of Terms
Contains a description of terms used throughout the manual.

Index
Contains an index of major topics.

[image: image12.png]


Basic Operating Procedures

Overview

This section provides information on workstation setup. Minimum requirements and recommended configurations are provided for the PC, Macintosh, database server and file server. It is important to ensure that your workstation meets the minimum requirements before attempting to use ITAS.

This section also provides instructions for logging on to and logging off of ITAS. Then, it will familiarize you with the ITAS Main Window and the Timekeeper Functions Window. Last, it addresses printing screens in ITAS.

Application Tools

ITAS is written in Omnis Software, Inc.’s OMNIS™7 XE "OMNIS™7"  and executes on both PC and Macintosh microcomputers in a client/server environment, accessing a Microsoft® SQL Server NT™ database. OMNIS™7 is an interpreter that requires both the run time executable and an application library. The table below illustrates the current software environments in which ITAS is operating.


Software Versions 

Graphical User Interface

Client Operating Systems Supported

Data Servers Supported

Batch Programs Supported

Tool

OMNIS™ 7 3.13 for the MAC (compatible with SQL Server 6.0)

OMNIS™ 7 3.5.1

OMNIS™ 7 3.6

Windows 3.1

Windows 95

Windows NT 3.5.1 and 4.0

Apple System 7.0, 7.1, and 7.5

SQL Server for Windows NT 6.0

SQL Server for Windows NT 6.5

Microsoft Visual C++ 4.0

PC Configuration

For the PC, ITAS is an application that runs "on top of" Microsoft® Windows™, a graphical, object-oriented environment. Because ITAS runs in the Windows environment, it operates in much the same way as Microsoft Windows. The ITAS library and the OMNIS™7 executable reside on the file server. 


Recommended PC Configuration

Hardware/ Software
Minimum PC Configuration
Recommended PC Configuration

Machine Type
486
Pentium

Speed
33 Mhz
75 Mhz

Memory
8
16 

Hard Drive
N/A
N/A

Printer
laser
laser

Monitor
VGA
VGA

Video Display
800 x 600 pixels
800 x 600 pixels

Mouse
Microsoft compatible
Microsoft compatible

Operating System
Windows 3.1
Window 3.1 or 95

MAC Configuration

For the Macintosh and Power Macintosh, ITAS runs under Apple System Software. The application operates in the same way on the MAC as it does on the PC. If your organization is able to setup a file server that can be accessed by your MAC, both the ITAS library and the OMNIS™7 executable will reside on the file server. Otherwise, both the OMNIS™7 executable and the ITAS library must reside on your hard drive.

Recommended MAC Configuration

Hardware/ Software
Minimum Mac Configuration
Recommended Mac Configuration

Machine Type
68030
Power PC 601

Speed
> 20 Mhz
90 Mhz

Memory
8
16

Hard Drive
5Mb (free space)
5Mb (free space)

Printer
laser
laser

Monitor
High res.
High res.

Video Display
800 x 600 pixels
800 x 600 pixels

Mouse
Apple
Apple

Operating System
System 7.0
System 7.5

Database and File Servers

Recommended PC Database Server Hardware Requirements

Hardware/ Software
Minimum Configuration
Recommended Configuration

Machine Type
486
Pentium

Clock Speed
33 Mhz
150 Mhz +

Memory
64
128 +

Hard Drive
2 Gb +
6 Gb +

Printer
N/A (Network must support a laser printer)
N/A (Network must support a laser printer)

Monitor
Machine compatible
Machine compatible

Mouse
Microsoft compatible
Microsoft compatible

Operating System
Windows NT Workstation 3.5.1
Windows NT Workstation 4.0 

Database Software
Microsoft SQL Server 6.0
Microsoft SQL Server 6.5

Backup 
Tape Backup
DAT compatible 

Recommended File Server Hardware Requirements

Hardware/ Software
Minimum Configuration
Recommended Configuration

Machine Type
486
Pentium

Clock Speed
33 Mhz+
150 Mhz+

Memory
16+
128+

Hard Drive
50 Meg+
55 Meg+

Printer
N/A (Network must support a laser printer)
N/A (Network must support a laser printer)

Monitor
Machine compatible
Machine compatible

Mouse
Microsoft compatible
Microsoft compatible

Operating System
Windows NT Workstation 3.5.1
Windows NT Workstation 4.0

OMNIS™7
Version 3.5.1
Version 3.6

Backup 
Tape Backup
DAT compatible 

Additional Devices
CD ROM
CD ROM

Logging on XE "Logon"  to ITAS

To logon to ITAS:

1.  Double-click or click on the ITAS icon. The Integrated Time and Attendance System Logon Window appears.


Logon Window
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2.  Click on the “Login ID” field and enter your ID (if it is not already displayed).

3.  Click on or tab to the “Password” field and enter your password.

4.  Click on the OK button.

5.  ITAS displays a screen that reflects your level of access.

· If you only have access to Timekeeper functions, ITAS automatically displays the Timekeeper Functions Window. (Refer to the Timekeeper Functions Window section.)

· If you have access to multiple functions, ITAS displays the ITAS Main Window. (Refer to the ITAS Main Window section.)

Logging off XE "Logoff"  of ITAS

To logoff of ITAS:

1.  Return to the ITAS Main Window. (Refer to the ITAS Main Window section.)

2.  Click on the Exit button.

3.  ITAS will prompt you “Are you sure you want to exit ITAS?”. Click on the Yes button.

ITAS Main Window

When you enter the correct Login ID and password in the ITAS Logon Window and have access to multiple functions, ITAS displays the ITAS Main Window.


ITAS Main Window—Timekeeper
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1.  Click on the Timekeeper icon. ITAS displays the Timekeeper Functions Window. (Refer to the Timekeeper Functions Window section.)

Timekeeper Functions Window

When you enter the correct Login ID and password in the Logon Window and click on the Timekeeper icon in the ITAS Main Window, ITAS displays the Timekeeper Functions Window.

This window provides access to all functions you need to perform day-to-day time and attendance activities.

Timekeeper Functions Window
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1. Click on the icon of the process you wish to access. 

· Maintain Employee Profile—Use this function to modify information for existing employees.

· Process Leave Request—Use this function to process a request for full or partial days of leave for a previous, current or future pay period, or to donate leave to an NIH or non-NIH employee.

· Maintain Voluntary Leave Transfer Program (VLTP)—Use this function to maintain information associated with the VLTP program. 

· Modify Employee Timecard—Use this function to modify timecards for the employees assigned to you.

· Modify Employee Remarks—Use this function to add or remove remarks for a specified employee’s timecard.

· Review Relationships—Use this function to view Timekeeper-to-employee, employee-to-Approving Official, and alternate Timekeeper and alternate Approving Official relationships.
Instructions for the following chapters all begin with this window.

Alternate Timekeepers in ITAS

If you are designated as an alternate Timekeeper, ITAS will display the Alternate Timekeeper Selection Window before allowing you to perform several functions. You should select the name of the Timekeeper you are acting on behalf of and click on the OK button to continue with the procedure.

Alternate Timekeeper Selection Window
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This window will appear in each of the following situations:

· After clicking on the Maintain Employee Profile icon in the Timekeeper Functions Window.

· After clicking on the Process Leave Request icon in the Timekeeper Functions Window and selecting to either Use or Donate Leave in the Leave Request Selection Window.

· After clicking on the Maintain Voluntary Leave Transfer Program icon in the Timekeeper Functions Window and clicking on either the Identify VLTP Recipient or Maintain VLTP Account Status radio button in the Voluntary Leave Transfer Program Window.

· After clicking on the Modify Employee Remarks icon in the Timekeeper Functions Window.

Last, when you click on the Modify Employee Timecard icon in the Timekeeper Functions Window, it will be necessary to click on the “View Employees as Alternate Timekeeper” check box in order to view employee timecards.

Printing XE "Printing"  a Screen in ITAS

If there is a need to print any of the ITAS windows, you may use any technique available for printing screens to print the ITAS window.

While there are many techniques available, the following technique is one option.

1.  Open the window to be printed.

2.  Press the “Print Screen” key on your keyboard.

3.  Open an object viewing application. Examples are: Microsoft Word, Excel or Power Point, Adobe Pagemaker, or an accessory such as Paint or Paintbrush.

4.  Select “Paste” from the Edit Menu of the application you chose.

5.  Your window will appear on the screen. Use the Print function of the tool you chose, typically located in the File Menu, in order to print the window.

   NOTE:  If available, it may be necessary to adjust options in the Page Setup function in order for your document to print clearly. (i.e. Adjust margins; Horizontal or vertical layout; Letter or legal size paper, etc.)
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Employee Profile Maintenance

Overview

Once an employee’s account is created, it may be necessary to modify their profile information. For example, if an employee receives a raise, you would want to update their profile to reflect their new hourly pay rate. Or, what if an employee becomes a timekeeper? You would want to update his/her profile to reflect this new responsibility.

There are endless attributes which may change an employee profile. While most changes can be handled in the Maintain Employee Profile function, some changes require you to also access other functions. For example, if you are removing an employee’s timekeeper authority, you must:

1. Reassign all of the timekeeper’s employees to another timekeeper.

2. Remove the employee’s timekeeper authority.

The following sections will provide you with procedures for the most common employee account changes. For procedures regarding short term absences please refer to the Use/Donate Leave Maintenance chapter.

Accessing an Employee Account XE "Employee Profile:Accessing an" 
To access an employee’s account:

1. Click on the Maintain Employee Profile icon in the Timekeeper Functions Window. ITAS displays the Maintain Employee Profile(Select Employee Window.


Select Employee Window
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2. Select an employee in one of the following ways:

· Scroll through the list using the arrows. Locate the appropriate name and click or double-click on the name.

· Enter the full or partial name in the “Employee” box. ITAS displays the name in the box or displays the list of employees that match your entry. If ITAS displays a list, select the employee you wish to process by clicking or double-clicking on the name.

3. Click on the OK button. ITAS displays the Maintain Employee Profile(General Information Tab Window.

4. Click on each of the information tabs to update employee information. Click on the Modify button or click on another tab to change additional Employee Profile information. (Refer to the Using the General Information Tab, Using the Service Information Tab, Using the Tour of Duty Tab and Using the ITAS Security Tab sections for instructions on each information tab.)

Using the General Information Tab

Enter or select information in each field as necessary.

General Information Tab Window
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General Information Tab—Field Descriptions

Fields
Description/Action

Name
Displays last name, first name, and middle initial in the appropriate boxes.

SSN
Displays social security number.

LAN ID
Displays LAN ID unique to ITAS.

Enter On Duty Date
at NIH
Displays start date.

Status
Displays employee’s status.

Separation Date
Displays separation date, if appropriate.

Service Computation Date
Displays service computation date.

Fields (cont.)
Description/Action

SAC Code
Displays SAC (Standard Accounting Code). 

Common Acct. #
Displays common account number for selected SAC.

Employee Relationships
Contains employee’s current Approval Official and Timekeeper designations.

Approving Official
Displays the Approving Official for the employee.

Timekeeper’s Name
Displays the Timekeeper for the employee.

Email Address
Displays the email address for the employee.

Earn Credit Hours
Click on this check box to allow the employee to earn and use credit hours.

Pool/Detail Employee
Click on this check box to designate the employee as being on detail to another IC.

Pool/Detail Organization
Displays employee’s pool/detail organization code. ITAS only displays this field if you checked the “Pool/Detail Employee” check box. If you select the pool/detail organization, you must re-assign the employee’s Timekeeper and Approving Official.

FLSA Employee
Click on this check box if the employee must adhere to FLSA rules.

Using the Service Information Tab

Enter or select information in each field as necessary.

Service Information Tab Window
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Service Information Tab—Field Descriptions
Fields
Description/Action

Position Title
Displays position or title.

Hourly Rate
 Displays hourly rate, if applicable. This rate is used when an employee works differential hours and when calculating the aggregate salary limitation.

Type of Appointment
Displays type of appointment.

Type of Employee
Displays type of employee.

Pay Basis
Displays pay basis. 

Military Status
Displays military status, if applicable.

Pay Plan Information
Contains employee’s current Pay Plan Schedule designations.

Fields (cont.)
Description/Action

Type
Displays employee’s pay plan type.

Pay Plan
Displays pay plan.

Using the Tour of Duty Information Tab

Enter or select information for each field as necessary.

Tour of Duty Information Tab Window

[image: image82.png]Modify Employee

Timekeeper: Jane Doe

Last First Init
Name [John R LaN1D: 0011111

General Tour of Duty TTAS
Information Information Security

Pay Plan Infor mation:
Tupe
General Sohedule

Pasition Title

3

Hourly Rate

Pay Plan
G5 General schedile

3

Tupe of Appointment [Permarent

Tupe of Emplogee [Hone

Pay Basis [Annually

Military Status [None

O treate Tim





Tour of Duty Information Tab—Field Descriptions

Fields
Description/Action

Tour Type
Displays tour type.

Term Type
Displays term type.

Tour Hours
Displays tour hours. Employees (other than those on weekend alternative tour type) with fewer than 80 hours are considered part-time. Enter 48 hours for employees on the weekend alternative tour. 

Special Pay Rate
Displays special pay rate status. 

Fields (cont.)
Description/Action

Shift
Displays shift. ITAS only displays this field for employees with a special pay rate of Title 38.

Leave Accrual Categories
Contains employee’s current sick leave accrual category and annual leave accrual category designations. Available categories vary based on other employee profile information.

Sick Leave
Displays employee’s current leave category. These are the number of hours the employee will accrue every pay period.

Annual Leave
Displays employee’s current leave category. These are the number of hours the employee will accrue every pay period.

Distribution of Biweekly Basic Work Requirements
Contains number of hours the employee is scheduled to work for each day of the pay period. The total number of hours distributed must equal the number in the “Tour Hours” field.

Hours
Displays number of hours each day the employee is scheduled to work. 

Shift
Displays shift. ITAS only displays these fields for FWS employees.

Using the ITAS Security Tab

Enter or select information in each of the fields as necessary.

ITAS Security Tab Window
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ITAS Security Tab—Field Descriptions

Fields
Description/Action

Set Authorization Levels
Contains check boxes to assign ITAS access privileges.

Timekeeper
Click on this box to assign Timekeeper designation. NOTE: An employee cannot be both a Timekeeper and an Approving Official.

Timekeeper Number
Displays timekeeper number if you checked the timekeeper box.

Administrative Officer
Click on this box to assign Administrative Officer designation.

Fields (cont.)
Description/Action

Approving Official
Click on this box to assign Approving Official designation. NOTE: An employee cannot be both a Timekeeper and an Approving Official.

ITAS Administrator
Click on this box to assign ITAS Administrator designation.

Allow Mass Approval
Click on this box if employee is an ITAS Administrator who has privileges to mass approve timecards. 

Allow Global Leave Posting
Click on this box if employee is an ITAS Administrator who has privileges to globally post administrative leave to all eligible employees on the server.

Change Employee Password
Contains the fields to set employee passwords.

New Password
This field will be blank.

Retype New Password
This field will be blank.

Allowing Employees to Earn and Use Credit Hours XE "Credit Hours:Allowing Employees to Earn & Use" 
To allow employees to earn and use credit hours:

1. Click on the Maintain Employee Profile icon in the Timekeeper Functions Window. ITAS displays the Maintain Employee Profile(Select Employee Window.

Select Employee Window
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2. Select an employee in one of the following ways:

· Scroll through the list using the arrows. Locate the appropriate name, click or double-click on the name, then click on the OK button.

· Enter the full or partial name in the “Employee” box. ITAS displays the name in the box or displays the list of employees that match your entry. If ITAS displays a list, select the employee you wish to process by clicking or double-clicking on the name, then clicking on the OK button.

3. ITAS displays the Maintain Employee Profile(General Information Tab Window.

General Information Tab Window

4. [image: image84.png]Emplogee Profile

Modify Employee

Timekeeper: Jane Doe

Last First Init
Name [Doe [John 0 SSN 98111117 LaN1D: 0011111

Set Autharization Levels

(& Timekeeper Timekeeper Number
[ #dministrative Officer

[ #pproving Official

O ms aaministrator [ Allow Mass Approval (] Allow Global Leave Posting

Change Employee Password

New Password Retupe New Password

O treate Tim




Click on the check box next to the “Earn Credit Hours” label to allow the employee to earn and use credit hours.

5. Click on the Modify button to complete the process.

Changing Employee’s Annual & Sick Leave Accrual Categories XE "Leave Accrual Categories: Changing an Employee’s" 
ITAS will automatically determine when an employee is eligible to earn leave in the next leave category base on the employee’s “Service Computation Date”. If the “Service Computation Date” is not stored in the General Information tab, use this function to manually change the leave categories.

To change an employee’s annual and\or sick leave accrual categories:

1. Click on the Maintain Employee Profile icon in the Timekeeper Functions Window. ITAS displays the Maintain Employee Profile(Select Employee Window.


Select Employee Window
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2. Select an employee in one of the following ways:

· Scroll through the list using the arrows. Locate the appropriate name, click or double-click on the name, then click on the OK button.

· Enter the full or partial name in the “Employee” box. ITAS displays the name in the box or displays the list of employees that match your entry. If ITAS displays a list, select the employee you wish to process by clicking or double-clicking on the name, then clicking on the OK button.

3. ITAS displays the Maintain Employee Profile(General Information Tab Window.

4. Click on the Tour of Duty Information Tab. ITAS displays the Maintain Employee Profile(Tour of Duty Information Tab Window.

Tour of Duty Information Tab Window
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5. Update data in the “Leave Accrual Categories” section. 

6. Click on the Modify button to complete the process.

Changing Employee’s Common Account Number XE "Common Account Number:Changing an Employee’s" 
To change an employee’s common account number:

1. Click on the Maintain Employee Profile icon in the Timekeeper Functions Window. ITAS displays the Maintain Employee Profile(Select Employee Window.


Select Employee Window
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2. Select an employee in one of the following ways:

· Scroll through the list using the arrows. Locate the appropriate name, click or double-click on the name, then click on the OK button.

· Enter the full or partial name in the “Employee” box. ITAS displays the name in the box or displays the list of employees that match your entry. If ITAS displays a list, select the employee you wish to process by clicking or double-clicking on the name, then clicking on the OK button.

3. ITAS displays the Maintain Employee Profile(General Information Tab Window.


General Information Tab Window


4. Modify the employee’s common account number in the “Common Acct. #” field.

5. Click on the Modify button to complete the process.

Changing Employee’s Tour of Duty XE "Tour of Duty:Changing an Employee’s" 
Please note that changes in an employee’s tour of duty will not take effect until the next pay period. 

To change an employee’s tour of duty for the next pay period:

1. Click on the Maintain Employee Profile icon in the Timekeeper Functions Window. ITAS displays the Maintain Employee Profile(Select Employee Window.


Select Employee Window
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2. Select an employee in one of the following ways:

· Scroll through the list using the arrows. Locate the appropriate name, click or double-click on the name, then click on the OK button.

· Enter the full or partial name in the “Employee” box. ITAS displays the name in the box or displays the list of employees that match your entry. If ITAS displays a list, select the employee you wish to process by clicking or double-clicking on the name, then clicking on the OK button.

3. ITAS displays the Maintain Employee Profile(General Information Tab Window.

4. Click on the Tour of Duty Information Tab. ITAS displays the Maintain Employee Profile(Tour of Duty Information Tab Window.

Tour of Duty Information Tab Window


Update appropriate data in the fields as necessary.

Tour of Duty Information Tab—Field Descriptions

Fields
Description/Action

Tour Type
Displays current tour type designation for employee. If necessary, select a new tour type.

Term Type
Displays current term type. If necessary, select a new term type.

Tour Hours
Displays the total number of biweekly hours the employee is scheduled to work. Employees (other than those on the weekend alternative tour type) with fewer than 80 hours are considered part-time. Enter 48 hours for employees on the weekend alternative tour. If necessary, change the total number of hours the employee will work every pay period. If you change the number of hours, you must also re-distribute the hours in the Distribution of Biweekly Basic Work Requirements fields.

Special Pay Rate
Displays current special pay rate designation. If necessary, select a new special pay rate. 

Shift
Displays current shift designation. If necessary, select a new shift. ITAS only displays this field for Title 38 employees.

Leave Accrual Categories
Contains employee’s current sick leave accrual category and annual leave accrual category designations. Available categories vary based on other employee profile information.

Sick Leave
Displays current sick leave accrual category. If necessary, change category by clicking on the appropriate radio button.

Annual Leave
Displays current annual leave accrual. If necessary, change category by clicking on the appropriate radio button.

Fields (cont.)
Description/Action

Distribution of Biweekly Basic Work Requirements
Contains number of hours the employee is scheduled to work for each day of the pay period. The total number of hours distributed must equal the number in the “Tour Hours” field.

Hours
Displays the number of hours each day the employee is scheduled to work.

Shift
Displays the shift associated with each day. ITAS only displays these fields for FWS employees.

6. If you previously modified the hours in the “Distribution of Biweekly Basic Work Requirement” for the next pay period, ITAS displays the New Tour button. 
7. Click on the New Tour button to view or modify the employee’s hour distribution for the next pay period. ITAS displays the Maintain Employee Profile(Future Tour of Duty Window.

Future Tour of Duty Window


Future Tour of Duty—Field Descriptions

Fields
Description/Action

Name
Displays employee’s last name, first name and middle initial.

LAN ID
Displays employee’s LAN ID.

SSN
Displays employee’s social security number.

Effective Pay Period
Displays pay period that the tour will be effective.

Effective Pay Date
Displays date the new tour will be effective.

Tour Hours
Displays total number of hours the employee is scheduled to work for the pay period.

Tour Type
Displays the tour type for the new tour of duty.

Distribution of Biweekly Basic Work Requirements
Contains number of hours the employee is scheduled to work for each day of the pay period. Total number of hours distributed must equal the number in the “Tour Hours” field. 

Hours
Displays number of hours each day the employee is scheduled to work.

Shift
Displays shift associated with each day for employee. ITAS only displays these fields for FWS employees.

8. Choose one of the following tasks:
· Click on the Delete button to delete the new tour of duty that will be effective next pay period.

· Click on the Modify button to modify information for the tour of duty that will be effective next pay period. ITAS displays the new tour of duty in the Tour of Duty Information Tab Window where you can make your changes.

9. Click on the Modify button to complete the process.
Changing Employee’s Approving Official or Timekeeper XE "Relationships:Employee to AO/Timekeeper" 
To change an employee’s Approving Official or Timekeeper:

1. Click on the Maintain Employee Profile icon in the Timekeeper Functions Window. ITAS displays the Maintain Employee Profile—Select Employee Window.


Select Employee Window
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2. Select an employee in one of the following ways: 

· Scroll through the list using the arrows. Locate the appropriate name, click or double-click on the name, then click on the OK button.

· Enter the full or partial name in the “Employee” box. ITAS displays the name in the box or displays the list of employees that match your entry. If ITAS displays a list, select the employee you wish to process by clicking or double-clicking on the name, then clicking on the OK button.

3. ITAS displays the Maintain Employee Profile(General Information Tab Window.


General Information Tab Window


4.  Select the employee’s new Approving Official and/or Timekeeper from the appropriate “Employee Relationships” list box.

5.  Click on the Modify button to complete the process.

Changing Employee’s Access Level XE "Access Level:Changing an Employee’s" 
If you are removing an employee’s Timekeeper or Approving Official authority, first reassign all the employees to another Timekeeper or Approving Official.

To change an employee’s access level:

1. Click on the Maintain Employee Profile icon in the Timekeeper Functions Window. ITAS displays the Maintain Employee Profile(Select Employee Window.


Select Employee Window
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2. Select an employee in one of the following ways:

Scroll through the list using the arrows. Locate the appropriate name, click or double-click on the name, then click on the OK button.

· Enter the full or partial name in the “Employee” box. ITAS displays the name in the box or displays the list of employees that match your entry. If ITAS displays a list, select the employee you wish to process by clicking or double-clicking on the name, then clicking on the OK button.

3. ITAS displays the Maintain Employee Profile(General Information Tab Window. 

4. Click on the ITAS Security Tab. ITAS displays the Maintain Employee Profile(ITAS Security Tab Window.


ITAS Security Tab Window


5. Check the appropriate boxes in the “Set Authorization Levels” section of the screen as directed below.

NOTE:  If the employee is currently designated as a Timekeeper or Approving Official, an Administrative Officer must enter the Maintain Relationships Function and reassign all employees to another Timekeeper or Approving Official BEFORE changing the employee’s Authorization Level.
ITAS Security Tab—Field Descriptions

Fields
Description/Action

Timekeeper
Click on this box to assign Timekeeper designation. NOTE: An employee cannot be both a Timekeeper and an Approving Official.

Timekeeper Number
Displays timekeeper number if the timekeeper box is checked.

Administrative Officer
Click on this box to assign Administrative Officer designation.

Approving Official
Click on this box to assign Approving Official designation. NOTE: An employee cannot be both a Timekeeper and an Approving Official.

ITAS Administrator
Click on this box to assign ITAS Administrator designation.

Allow Mass Approval
Click on this box if employee is an ITAS Administrator who has privileges to mass approve timecards. 

Allow Global Leave Posting
Click on this box if employee is an ITAS Administrator who has privileges to globally post administrative leave to all eligible employees on the server. 

6. Click on the Modify button to complete the process. The next time the employee logs into ITAS, their new authorization level will be active.

Changing Employee’s Password XE "Password:Changing an Employee’s" 
To change an employee’s password:

1. Click on the Maintain Employee Profile icon in the Timekeeper Functions Window. ITAS displays the Maintain Employee Profile(Select Employee Window.


Select Employee Window

[image: image24.png]Employee Selection
Timekeeper: Jane Doe

Employe:

onovan, TarTose =l
vonot, oty

Fivetiapion, Joe

Fivetighion, Tomy

Goose, Mother L]
omner
Joer e, 1
i e
RiEE







2. Select an employee in one of the following ways:

· Scroll through the list using the arrows. Locate the appropriate name, click or double-click on the name, then click on the OK button.

· Enter the full or partial name in the “Employee” box. ITAS displays the name in the box or displays the list of employees that match your entry. If ITAS displays a list, select the employee you wish to process by clicking or double-clicking on the name, then clicking on the OK button.

3. ITAS displays the Maintain Employee Profile(General Information Tab Window. 

4. Click on the ITAS Security Tab. ITAS displays the Maintain Employee Profile(ITAS Security Tab Window.


ITAS Security Tab Window


5. Enter the employee’s new password in the “New Password” box.

6. Tab to or click on the “Retype New Password” box and re-enter the new password for verification.

7. Click on the Modify button to complete the process.

Adding Separation Information XE "Separation Information:Adding an Employee's"  for Employee

To add separation information for an employee:

1. Click on the Maintain Employee Profile icon in the Timekeeper Functions Window. ITAS displays the Maintain Employee Profile(Select Employee Window.


Select Employee Window
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2. Select an employee in one of the following ways:

· Scroll through the list using the arrows. Locate the appropriate name, click or double-click on the name, then click on the OK button.

· Enter the full or partial name in the “Employee” box. ITAS displays the name in the box or displays the list of employees that match your entry. If ITAS displays a list, select the employee you wish to process by clicking or double-clicking on the name, then clicking on the OK button.

3. ITAS displays the Maintain Employee Profile(General Information Tab Window. 


General Information Tab Window


4. Enter a separation date in the “Separation Date” field and select a status in the “Status” field. If you enter a separation date in the current pay period, ITAS will automatically remove the work or leave hours from the timecard for all days after the separation date. However, ITAS will continue to generate a timecard with zero hours each pay period until the employee’s status is changed to “Separated”.

NOTE: You may not change an employee’s status to “Separated” unless the Separation Date has passed.
5. Click on the Modify button to complete the process.
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Use/Donate Leave XE "Leave Requests"  Maintenance

Overview

In the case where an employee is unable to submit their own leave request, a Timekeeper or Administrative Officer may submit the request for them.

A request to use leave can be made for a past, current, or future pay period. Requests can be made for partial or full days, or single or multiple days. A leave request may only be removed, however, if it is processed for a future date. Otherwise, the Timekeeper or the Administrative Officer must remove the leave via a supplement.

All requests to use or donate leave must be approved by the employee’s Approving Official before it will be applied to the timecard.

Submitting Leave Request XE "Leave Requests:Submitting for Another Employee"  for Another Employee

To submit a leave request for an employee:

1. Click on the Process Leave Request icon in the Timekeeper Functions Window. ITAS displays the Process Leave Request(Leave Request Selection Window.


Leave Request Selection Window






2. Click on the Use Leave radio button and click on the OK button. If any of your employees have request to use leave, ITAS displays the Process Leave Request(Modify Leave Requests Window. Otherwise, ITAS displays the Process Leave Request—Employee Selection Window.
Modify Leave Requests Window
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3. Click on the Add button to add a new leave request. ITAS displays the Process Leave Request(Employee Selection Window.

Employee Selection Window
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4. Select an employee in one of the following ways:

· Scroll through the list using the arrows. Locate the appropriate name, click or double-click on the name, then click on the OK button.

· Enter the full or partial name in the “Employee” box. ITAS displays the employee name in the box or displays the list of employees that match your entry. If ITAS displays a list, select the employee you wish to process by clicking or double-clicking on the name, then clicking on the OK button.

5. ITAS displays the Process Leave Request(Request To Use Leave Window. 


Request To Use Leave Window
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6. Enter information in the fields as directed.

Request To Use Leave—Field Descriptions

Fields
Description/Action

Full Day
Click on this radio button if the employee is requesting one or more full day(s) of leave. ITAS automatically calculates the number of work hours and displays the total in the “Total Hours” field.

Partial Day
Click on this button if the employee is requesting one or more partial day(s) of leave.

Begin Date
Enter beginning date of absence in MM/DD/YY format.

Fields (cont.)
Description/Action

End Date
Enter ending date of absence in MM/DD/YY format.

Hours/Day
Enter number of hours per day for a partial day’s leave request. ITAS will apply the same number of hours per day for all the days specified by the beginning and ending dates you entered. This field is not available if you are processing a request for full day(s) of leave.

Total Hours
Displays total number of hours for the absence.

Start Time
Enter start time for a partial day(s) of leave. This field is not available if you are processing a leave request for full day(s).

End Time
Displays end time that ITAS calculated, based on the number of hours you entered and the start time above. This field is not available if you are processing a leave request for full day(s).

Family Medical Leave
Click on this box to record leave under the Family Medical Leave Act. ITAS displays only applicable leave categories in the “Type of Absence” list. In addition, ITAS will display the “Remark Type” field in the lower portion of this window.

Hours to Account for
Displays number of remaining hours that must be associated with one or more leave categories. As you account for the hours, this field decreases.

Hours to Charge
Enter number of hours to charge to the type of absence you select in the “Type of Absence” list. Adjust the hours by clicking on the +/- indicator or by entering the number of hours.

Fields (cont.)
Description/Action

Type of Absence list
Displays various types of leave categories the employee is eligible to use and, where applicable, the current balance for each category. A blank in the balance column indicates the employee does not have a balance for the specified leave category. Select the leave and click on the Add button.

Item Chosen list
Displays leave categories you selected with the number of hours you entered. Select the leave and click on the Remove button to change your selection.

Remark Type
Select a remark from the drop-down list if you clicked on the “Family Medical Leave” check box. ITAS only displays this list if you clicked on the Family Medical leave check box.

7. Click on the OK button to complete the process.

Removing Leave Request XE "Leave Requests: Removing Pending"  for Another Employee

You can only use this method to remove a leave request that has either not yet been approved by the employee’s Approving Official or is for a future date.

To remove a pending leave request or an approved request with a future date:

1. Click on the Process Leave Request icon in the Timekeeper Functions Window. ITAS displays the Process Leave Request—Leave Request Selection Window.


Leave Request Selection Window






2. Click on the Use Leave radio button and click on the OK button. ITAS displays the Process Leave Request—Modify Leave Requests Window with current leave information for all employees.

Modify Leave Requests Window
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3. ITAS displays the following information in this window.

Modify Leave Requests—Field Descriptions

Fields
Description/Action

Employee Name
Displays employee name.

Leave Type
Displays abbreviation for leave category associated with the leave request.

Leave Hours
Displays number of hours for leave request for specified leave category.

Date
Displays date the leave will be (or has been) taken.

Start Time
Displays time the leave began for partial days.

End Time
Displays the time the leave ended for partial days.

Status
Displays status as pending, approved, disapproved, or deleted.

4. Select the row of leave to be removed and click on the Delete button.

5. ITAS will prompt you “Do you want to delete absence(s) for the selected day?”. Click on the Yes button and the leave will no longer appear on the Process Leave Request—Modify Leave Requests Window.

6. Click on the Close button to complete the process.

Submitting Request to Donate Leave XE "Donate Leave:Submitting Requests to"  for Another Employee

To donate leave for another employee:

1. Click on the Process Leave Request icon in the Timekeeper Functions Window. ITAS displays the Process Leave Request(Leave Request Selection Window.


Leave Request Selection Window






2. Click on the Donate Leave radio button and click on the OK button. ITAS displays the Process Leave Request(Select Donating Employee Selection Window.

Select Donating Employee Selection Window
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3. Select an employee in one of the following ways:

· Scroll through the list using the arrows. Locate the appropriate name, click or double-click on the name, then click on the OK button.

· Enter the full or partial name in the “Employee” box. ITAS displays the name in the box or displays the list of employees that match your entry. If ITAS displays a list, select the employee you wish to process by clicking or double-clicking on the name, then clicking on the OK button.

4. ITAS displays the Process Leave Request(VLTP Recipient Selection Window.

VLTP Recipient Selection Window

[image: image32.png]VLTP Re

ient Selection

st
[

Rtesterd, Testing J Gordon [IHE) :]
Aesters, Testing J  CARPRL  HNSIS
Atestingl0, Testing J  Blase  HiS-62
fugust, Honth CRRPAL  HNS-2
|
e ] (o] [[concer |







5. Select the recipient and medical reason for which the employee is donating leave. The selected name appears in the “Recipients” box. 
NOTE: A recipient can have multiple VLTP Accounts. Make sure you select the appropriate account. Also, if the recipient you want to donate leave to does not appear in the list of available employees, you must first designate that employee as a recipient and second, establish a VLTP account for him/her. Then the recipient will appear in the list.

6. Click on the OK button. ITAS displays the Process Leave Request—Request to Donate Leave Window.


Request to Donate Leave Window






7. Enter information in fields as directed below.


Request to Donate Leave—Field Descriptions

Fields
Description/Action

Requestor
Displays name of the person processing the leave request.

Request Date
Displays date the request is being processed (today’s date).

Annual Leave Available
Displays donor’s current annual leave balance.

Donated YTD
Displays number of annual leave hours the employee has donated for the current leave year.

Recipient
Displays name of recipient receiving the leave.

Medical Reason 
Displays the recipient’s medical reason for the leave.

Fields (cont.)
Description/Action

Number of Hours
Enter number of annual leave hours the employee is donating to the recipient.

Disposition of Unused Leave
Contains options for defining how unused leave will be disposed.

Return to Donor
Click on this radio button if the employee wants any unused leave returned to him/her 30 days after the recipient no longer needs the leave.

Donated to Government
Click on this radio button if the employee does not want the unused leave returned to him/her.

8. Click on the OK button to complete the process.

Placing Employee on Extended LWOP

To place an employee on extended Leave Without Pay (LWOP):

1. Click on the Maintain Employee Profile icon in the Timekeeper Functions Window. ITAS displays the Maintain Employee Profile(Select Employee Window.


Select Employee Window
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2. Select an employee in one of the following ways:

· Scroll through the list using the arrows. Locate the appropriate name, click or double-click on the name, then click on the OK button.

· Enter the full or partial name in the “Employee” box. ITAS displays the name in the box or displays the list of employees that match your entry. If ITAS displays a list, select the employee you wish to process by clicking or double-clicking on the name, then clicking on the OK button.

3. ITAS displays the Maintain Employee Profile(General Information Tab Window.


General Information Tab Window


4. In the “Status” field, change the status to Extended LWOP.

 NOTE:  When you place an employee on Extended LWOP, ITAS will still automatically generate a timecard each pay period with all scheduled work hours. However, all hours will be designated as LWOP, including holidays. In addition, the employee will not accrue leave as long as their non-pay accrual total for the pay period is equal to or greater than their expected tour for the pay period.
5. Click on the Modify button to complete the process.

Placing Employee on Continuation of Pay

Use these steps if all hours on the employee’s timecard should be COP hours.

To place an employee on Continuation of Pay:

1.  Click on the Maintain Employee Profile icon in the Timekeeper Functions Window. ITAS displays the Maintain Employee Profile(Select Employee Window.

Select Employee Window
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2. Select an employee in one of the following ways:

· Scroll through the list using the arrows. Locate the appropriate name, click or double-click on the name, then click on the OK button.

· Enter the full or partial name in the “Employee” box. ITAS displays the name in the box or displays the list of employees that match your entry. If ITAS displays a list, select the employee you wish to process by clicking or double-clicking on the name, then clicking on the OK button.

3. ITAS displays the Maintain Employee Profile(General Information Tab Window.

General Information Tab Window


4. In the “Status” field, change the status to Continuation of Pay.

NOTE:  ITAS will still automatically generate a timecard each pay period with all scheduled work hours. However, all hours, including holidays, will be scheduled as COP. ITAS will create non-tour COP hours on a weekend if the COP is applied on Friday and Monday. In addition, since ITAS can not be sure that an employee will be on COP at the beginning of the next pay period, the timekeeper must apply the non-tour COP hours to the weekend as necessary.
5. Click on the Modify button to complete the process.
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 Timecard XE "Timecard"  Maintenance

Overview

While you are a Timekeeper, it may be necessary for you to update an employee’s timecard information. Suppose that an employee requested leave during the last pay period and the Approving Official approved the leave request, but the employee did not use the leave. Or, what if an employee worked hazard differential hours which they forgot to record during the Sign-In/Sign-Out process? 

As a Timekeeper, you may: add differential hours, add excess hours, remove previously approved leave that was not taken by an employee, add a holiday for AWS employees, or add non-tour COP hours. Since ITAS automatically generates a timecard every pay period, you only need to process timecard exceptions.

You can process timecard changes for the current pay period directly to the timecard or process changes for a prior pay period via the Supplements XE "Supplements"  procedure. The Supplements procedure allows you to adjust an employee’s timecard for any previous pay period. However, DHHS will not accept supplements processed for a pay period greater than two past periods. These must be submitted through the Payroll Error Correction System (PECS). In addition, you must continue to apply timecard remarks as directed by DHHS.

  NOTE: When adding remarks for a timecard, keep in mind that the DHHS Payroll System, not ITAS, governs the rules for having remarks. Before you apply a remark, verify with DHHS that it is appropriate. There have been cases where an inappropriate remark has caused a timecard to be rejected.

Adjusting Employee Timecard XE "Timecard:Adjusting for Current Pay Period"  for Current Pay Period

To adjust an employee’s timecard for the current pay period:

1. Click on the Modify Employee Timecard icon in the Timekeeper Functions Window. ITAS displays the Modify Employee Timecard(Select Employee Window.


Select Employee Window
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2. Select an employee in one of the following ways:

· Scroll through the list using the arrows. Locate the appropriate name, click or double-click on the name, then click on the OK button.

· Enter the full or partial name in the box. ITAS displays the full name in the box or displays the list of employees that match your entry. If ITAS displays a list, select the employee you wish to process by clicking or double-clicking on the name, then clicking on the OK button.

3. ITAS displays the Modify Employee Timecard(Timecard Summary Window.


Timecard Summary Window




4. The following information appears in the window.


Timecard Summary—Field Descriptions

Fields 
Description/Action

Tour Hours
Displays total number of hours employee is required to work for pay period.

FLSA Employee
Displays “FLSA Employee” if the employee must adhere to FLSA rules.

Pay Year
Displays pay year for the timecard you are viewing.

Separation Date
Displays date employee separated from the agency. ITAS only displays this field if the employee has a separation date in his/her employee profile.

SSN
Displays employee’s social security number.

Fields (cont.)
Description/Action

SAC
Displays employee’s standard accounting code.

Annual Leave Category
Displays employee’s annual leave accrual category.

Transmit Date
Displays date the timecard you are viewing was transmitted to the Department of Health and Human Service’s payroll system. If no date appears, the timecard has not been transmitted.

Pay Period
Displays pay period number for the timecard you are viewing.

Balances
Displays employee’s current leave balances. These balances reflect all leave earned and used during the pay period as well as the results of all supplements processed during the pay period.

Date
Displays day and date in the pay period. Next to the date is one of the following indicators:

A
Indicates the system automatically generated hours and the employee did not sign-in or sign-out for the day.

M
Indicates the employee changed the time automatically generated by the system during sign-in or sign-out.

T
Indicates the Timekeeper made changes to information for the day.

*
Indicates a supplement exists for the day.

[ ]
A blank may indicate the employee signed in and signed out for the day and did not make any changes to the system generated time.

REG
Displays number of regular hours worked for the day.

Fields (cont.)
Description/Action

AL
Displays number of annual leave hours used for the day. The letter preceding the number indicates the kind of leave used and will be one of the following:

R
Restored annual leave.

B 
Both annual leave and restored annual leave.

F 
Leave used under the Family Medical Leave Act.

M 
Multiple leave types.

SL
Displays number of sick leave hours used for the day. An “F” preceding the number indicates the employee used leave under the Family Medical Leave Act.

CTU
Displays number of compensatory time hours the employee used for the day. An “R” preceding the number indicates religious compensatory time is used. A “B” indicates that both compensatory time and religious compensatory time are used.

CHU
Displays number of credit hours used for the day.

OTHER HRS
Displays number of other leave hours used for the day. Other types of leave comprise one or more of the following: military leave, holiday, administrative leave, court leave (e.g., jury duty), home leave, continuation of pay, time off incentive award, and others.

Fields (cont.)
Description/Action

NP
Displays number of non-paid hours. The letter preceding the number indicates the kind of leave used and will be one of the following:

A
Indicates the use of absence without leave (AWOL).

L
Indicates the use of leave without pay (LWOP).

S
Indicates the use of suspension (SUSP).

F
Indicates the use of leave under the Family Medical Leave Act.

M
Indicates the use of multiple leave types.

Tot Base
Displays number of base hours applied to the employee’s tour for the day.

N/S
Displays number of night differential or Sunday differential hours worked for the day.

E/H
Displays number of hazard differential or environmental differential hours worked for the day.

OT
Displays number of overtime hours worked for the day. This column will include the various type of overtime such as On Call, Callback, Overtime, etc.

HP
Displays number of holiday pay hours earned for the day. This is also referred to as holiday worked hours.

CTE
Displays number of compensatory time hours earned for the day. An “R” preceding the number indicates religious compensatory hours are earned. A “B” indicates that both compensatory time and religious compensatory time are earned.

CHE
Displays number of credit hours earned for the day.

Fields (cont.)
Description/Action

Supplements
Displays total number of supplement hours for each category applied for the pay period.

Totals
Displays total number of hours applied for each work or leave category for the pay period.

Paid Base
Displays number of hours the employee will receive pay for the pay period.

5. Select one of the following options:

· Click on the Close button to complete the process.

· Select a row and click on the Timecard Detail button to view or modify detailed information for the current pay period. ITAS displays the Modify Employee Timecard(Timecard Detail Window.

Timecard Detail Window




6. Select the category you wish to modify from either the “Hour Types Available” list or the “Hour Type” list as directed below.

· To add a new category select the category from the “Hour Types Available” list, enter the number of hour(s) you want to apply to the category in the “New Value” field and click on the Add button. The “Total Base” field in the bottom of the window displays the total number of hours the employee worked for the day.

· To modify a category, select the category from the “Hour Types” list, enter the number of hours in the “New Value” field and click on the Modify button. ITAS automatically calculates the difference between the “Original” hours and the hours you entered in the “New Value” field and displays the result in the “Diff” field. The “Total Base” field in the bottom of the window displays the total number of hours the employee worked for the day.

Timecard Detail(Field Descriptions

Fields
Description/Action

Biweekly pay period calendar
Displays days for the two weeks of the pay period. The highlighted day(s) were selected in the Timecard Summary Window. You can also select additional days to change by clicking on the day(s) in the “Week 1” and “Week 2” boxes. Once you complete your changes for the current day, ITAS displays the next selected day.

Date
Displays date for which you are viewing or modifying time and attendance information.

Hour Types Available list
Select hour type or category you would like to add for the day.

Original
Displays number of original hours assigned to the hour type.

Difference/ Supplements
Displays difference between the “Original” hours and the “New Value” hours you entered, if applicable.

New Value
Enter number of hours you want to apply to the category selected.

Start Time
Enter start time you want to apply to the category selected, when applicable.

Fields (cont.)
Description/Action

End Time
Displays end time ITAS calculated based on the number of hours and the start time you entered.

Shift list
Select shift the employee worked that day. ITAS only displays this list for FWS and Title 38 employees.

Hour Type list
Select hour type for the day that you wish to modify.

Tour for Day
Displays number of tour hours for the day.

Total Base
Displays total number of base hours worked for the day.

Hours Worked/Used
Displays number of hours worked or used for the day.

Hours Earned
Displays number of hours employee earned for the day.

7. You must also enter the “Start Time” if you are applying partial hours. ITAS automatically calculates the “End Time.”

8. Select one of the following options: 

· Click on the OK button to save your changes to the timecard and return to the Modify Employee Timecard—Timecard Summary Window.

· Click on the Copy To All button to apply the same change to all days highlighted in the “Week 1” and “Week 2” area of the window (you can also click on other days in the “Week 1” and “Week 2” areas for which you wish to apply the same change before clicking on the Copy To All button).

· Click on the Close button to return to the Modify Employee Timecard—Timecard Summary Window.
9. Click on the Close button to complete the process.

Recording Environmental or Hazard Differential Hours Worked

To record environmental or hazardous hours:

1. Click on the Modify Employee Timecard icon in the Timekeeper Functions Window. ITAS displays the Modify Employee Timecard(Select Employee Window.


Select Employee Window

[image: image37.png]Modify Employee Timecard

Timekeeper: Jane Doe

Employee Name ssn Timekeeper
Tester, Insert ST Doe, J

Tester, Insert2 straze22 Do, J

Tester, Insert3 577333333 Do, J

Tester, o05C 579333333 Do, J

Tine, Father 578333333 Do, J ]
Uacat ion, Take 112222222 Do, J ]

View Enplapees a5 Alemate Tmekeepel

Pay vear Pay Period

02/01/98- 02/14/38






2. Select an employee in one of the following ways:

· Scroll through the list using the arrows. Locate the appropriate name, click or double-click on the name, then click on the OK button.

· Enter the full or partial name in the box. ITAS displays the full name in the box or displays the list of employees that match your entry. If ITAS displays a list, select the employee you wish to process by clicking or double-clicking on the name, then clicking on the OK button.

3. ITAS displays the Modify Employee Timecard(Timecard Summary Window.

4. Select a row and click on the Timecard Detail button to view or modify detailed information for the current pay period. ITAS displays the Modify Employee Timecard(Timecard Detail Window.
Timecard Detail Window




5. Select either the Hazard Differential or Environmental Differential category from the “Hour Types Available” list. Enter the hours in the “New Value” field and other required information and click on the Add Button. These hours can be applied based on the following employee information:

· FWS Employee (If you are modifying data for an FWS employee, you can only record environmental differential hours. Click on the OK button. ITAS displays the Modify Employee Timecard—Record Environmental Differential Hours Worked Window.

Record Environmental Differential Hours Worked Window


· GS Employee (If you are modifying data for a GS employee, you can only record hazard duty hours. Click on the OK button. ITAS displays the Modify Employee Timecard—Record Hazard Differential Hours Worked Window.

Record Hazard Differential Hours Worked Window


6. The following fields are available on both windows.


Differential Hours Worked—Field Descriptions

Fields
Description/Action

Hours to Account for
Displays total number of differential hours worked by the employee. This number decreases as hours are accounted for.

Hours of Exposure
Displays total number of hours worked for the day. If you click on the “Overtime” check box, ITAS displays the total number of overtime hours the employee worked in excess of his/her tour. 

Type of Exposure list
Select the exposure you wish to apply to the employee’s work hours. ITAS automatically lists exposures that the employee is eligible to apply to his/her differential hours.

Overtime
Click on this box to record the exposure as overtime hours. ITAS only displays this check box if the employee has worked hours in excess of his/her tour.

Item Chosen list
Displays exposures you selected with number of hours you entered.

7. The “Hours of Exposure” field displays the number of hours you identified for the differential pay. You can associate the employee’s hours with one or more of the exposure categories.

8. You can apply the hours to multiple exposures by first adjusting (lowering), if necessary, the “Hours of Exposure” field to the number of hours you want to apply to a given exposure. Select the exposure from the “Type of Exposure” list and click on the Add button. If you are recording a hazard differential, an hourly rate must also be entered before you may click on the Add button. Repeat this process until you have recorded all necessary exposures. If you want to remove a selection from the “Item Chosen” list, click on the row then click on the Remove button.

9. When you have finished adding exposures, click on the OK button to complete the process.

Viewing Employee Timecard XE "Timecard:Viewing Prior Pay Period"  for Prior Pay Period

To view an employee’s timecard for a prior pay period:

1. Click on the Modify Employee Timecard icon in the Timekeeper Functions Window. ITAS displays the Modify Employee Timecard(Select Employee Window.


Select Employee Window
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2. Select an employee in one of the following ways:
· Scroll through the list using the arrows. Locate the appropriate name, click or double-click on the name.

· Enter the full or partial name in the box. ITAS displays the full name in the box or displays the list of employees that match your entry. If ITAS displays a list, select the employee you wish to process by clicking or double-clicking on the name.

3. Select the pay year and pay period. ITAS displays the beginning and ending dates for the selected pay period below the pay year and pay period fields. 

4. Click on the OK button. ITAS displays the Modify Employee Timecard(Timecard Summary Window.


Timecard Summary Window
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5. Select one of the following options:

· Click on the Close button to finish viewing the timecard.

· Select a row and click on the Timecard Detail button to view detailed information. ITAS displays the Modify Employee Timecard(Timecard Detail Window.

Timecard Detail Window




6. Click on one of the following buttons: 

· Click on the Close or the OK button to return to the Modify Employee Timecard(Timecard Summary Window.

· If a supplement has been processed for the date specified, ITAS displays the Supp. History button. Click on the Supp. History button to view supplement history. ITAS displays the Modify Employee Timecard( Supplement History Window. XE "Supplements:History" 


Supplement History Window
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7. ITAS displays the following information in the window.

Supplement History—Field Descriptions

Fields
Description/Action

Date Affected
Displays date in the pay period when the supplement was processed.

List
Displays date for which the supplement applies, category affected by the supplement, and number of hours associated with each category. An * in front of the leave type denotes the leave was applied as Family Medical Leave.

8. When you are finished viewing the Supplement History, click on the Close button to return to the Modify Employee Timecard—Timecard Detail Window.

9. Click on the Close button to return to the Modify Employee Timecard—Timecard Summary Window.

10. Click on the Close button to return to the Modify Employee Timecard—Select Employee Window and complete the process.
Viewing Supplements XE "Supplements:Viewing"  for a Prior Pay Period

This method allows you to view all the supplements processed during a given pay period. 

To view the supplements for an employee’s prior timecard:

1. Click on the Modify Employee Timecard icon in the Timekeeper Functions Window. ITAS displays the Modify Employee Timecard(Select Employee Window.


Select Employee Window
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2. Select an employee in one of the following ways:
· Scroll through the list using the arrows. Locate the appropriate name, click or double-click on the name.

· Enter the full or partial name in the box. ITAS displays the full name in the box or displays the list of employees that match your entry. If ITAS displays a list, select the employee you wish to process by clicking or double-clicking on the name.

3. Select a prior pay year and/or pay period. ITAS displays the beginning and ending dates for the selected pay period below the pay year and pay period fields. 

4. Click on the OK button. ITAS displays the Modify Employee Timecard(Timecard Summary Window.


Timecard Summary Window
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5. Click on the “Supplements” row in the Modify Employee Timecard( Timecard Summary Window. ITAS displays the Modify Employee Timecard( Supplement Window 1.

Supplement Window 1
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6. ITAS displays the following information in the window.

Supplement Window 1—Field Descriptions

Fields 
Description/Action

Pay Period
Displays the current pay period number and year.

Pay Period Dates
Displays beginning and ending dates for current pay period.

Date
Displays date affected by the supplement.

Pay Period Affected
Displays pay period number and year affected by the supplement.

Type
Displays abbreviation of the leave category affected by the supplement. ITAS displays an * (asterisk) in front of the type if the leave was applied to Family Medical Leave Act.

Hours
Displays the number of hours for the supplement.

7. To view a previously processed supplement, select the supplement you want to view, then click on the View button.

8. ITAS displays the Modify Employee Timecard—Timecard Summary—View Supplement Window.


Timecard Summary(View Supplement Window
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9. Select the Supplement you wish to view by selecting a row with an asterisk “*” and clicking on the Timecard Detail button. ITAS displays the Modify Employee Timecard—Timecard Detail—View Supplement Window.

Timecard Detail(View Supplement Window
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10. When you are finished viewing the Supplement, click on the Close button. ITAS displays the Timecard Summary—View Supplement Window.

11. Click on the Close button. ITAS displays the Modify Employee Timecard(Supplement Window 1.

12. Click on the Close button. ITAS displays the Modify Employee Timecard(Timecard Summary Window.
13. Click on the Close button to return to the Modify Employee Timecard(Select Employee Window.
Adjusting Employee Timecard XE "Timecard:Adjusting for Prior Pay Period" \t "See Supplements" 

 XE "Supplements:Adding"  for Prior Pay Period

To adjust an employee’s timecard for a prior pay period:

1. Click on the Modify Employee Timecard icon in the Timekeeper Functions Window. ITAS displays the Modify Employee Timecard(Select Employee Window.


Select Employee Window
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2. Select an employee in one of the following ways:
· Scroll through the list using the arrows. Locate the appropriate name, click or double-click on the name.

· Enter the full or partial name in the box. ITAS displays the full name in the box or displays the list of employees that match your entry. If ITAS displays a list, select the employee you wish to process by clicking or double-clicking on the name.

3. You must select the current pay year and pay period. Click on the OK button. ITAS displays the Modify Employee Timecard(Timecard Summary Window.


Timecard Summary Window
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4. Click on the Supplements row. ITAS displays the Modify Employee Timecard( Supplement Window 1.

Supplement Window 1






5. ITAS displays the following information in the window.

Supplement Window 1—Field Descriptions

Fields 
Description/Action

Pay Period
Displays the current pay period number and year.

Pay Period Dates
Displays beginning and ending dates for current pay period.

Date
Displays date affected by the supplement.

Pay Period Affected
Displays pay period number and year affected by the supplement.

Type
Displays abbreviation of the leave category affected by the supplement. ITAS displays an * (asterisk) in front of the type if the leave was applied to the Family Medical Leave Act.

Hours
Displays the number of hours for the supplement.

6. Click on the Add button. ITAS displays the Modify Employee Timecard—Supplement Window 2.

Supplement Window 2
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ITAS displays the following information in the window.

Supplement 2—Field Descriptions

Fields
Description/Action

Certified?
Displays a “Y” if the timecard was certified by the employee.

Pay Period
Displays the pay period number for the timecard for which you can process a supplement.

Year
Displays the year for the timecard.

Dates
Displays the beginning and ending dates for the timecard.

7. Select the timecard you wish to process a supplement for by clicking on the row then clicking on the OK button. ITAS displays the Modify Employee Timecard—Timecard Summary—Add Supplement Window. The Pay Year and Pay Period which you are modifying will be displayed in red. 

NOTE: You can only process one supplement at a time (i.e., no copy-to-all function as with current timecard processing).
Timecard Summary—Add Supplement Window
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8. In the Modify Employee Timecard—Timecard Summary—Add Supplement Window, double-click on the row for the day you wish to process the supplement or click on the row for the day to process the supplement and click on the Timecard Detail button. ITAS displays the Modify Employee Timecard—Timecard Detail—Add Supplement Window.


Timecard Detail(Add Supplement Window
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9. Select the Hour Types to be adjusted and Enter new hours for each category in the “New Value” row. Make sure your changes account for the employee’s tour for the day. 

NOTE: To reverse an existing supplement, simply change the categories back to their original values.
10. When you complete your changes, click on the OK button.

11. ITAS will prompt you “Do you wish to make these changes to the timecard?”. Select Yes. ITAS returns you to the Modify Employee Timecard—Timecard Summary—Add Supplement Window. 

NOTE: Your supplement creates an * next to the day for which the supplement applies.
12. Click on the Close button. ITAS returns to the Supplements Window 2.

13. Click on the Close button. ITAS returns to the Modify Employee Timecard—Timecard Summary Window for the current pay period. 

NOTE: Your supplement has created entries in the Supplements row on the timecard.
14. Click on the Close button to complete the process.

Adding Remarks for Prior Timecard XE "Timecard:Adding Remarks for Prior" 
ITAS does not enforce rules governing the use of remarks. ITAS will apply all remarks you add to the timecard when transmitting data to DHHS. Therefore, whenever you process a supplement, ensure the appropriate remarks are associated with the timecard.

To add remarks for prior timecards:

1. Click on the Modify Employee Remarks icon in the Timekeeper Functions Window. ITAS displays the Modify Employee Remarks(Employee Select Window.


Employee Selection Window
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2. Select an employee in one of the following ways:

· Scroll through the list using the arrows. Locate the appropriate name, click or double-click on the name, then click on the OK button.

· Enter the full or partial name in the “Employee” box. ITAS displays the name in the box or displays the list of employees that match your entry. If ITAS displays a list, select the employee you wish to process by clicking or double-clicking on the name, then clicking on the OK button.

3. ITAS displays the Modify Employee Remarks(Select Pay Period Window.


Select Pay Period Window






4. The following information appears in the window.

Select Pay Period—Field Descriptions
Fields
Description/Action

Employee
Displays employee’s first name, middle initial and last name.

Certified?
Displays a “Y” if the timecard has been certified by the employee. Otherwise, this field is blank.

Pay Year
Displays pay year.

Pay Period
Displays pay period.

Dates
Displays beginning and ending dates for each pay period and pay year.

5. Select a prior pay period and click on the OK button. ITAS displays the Modify Employee Remarks Window. If there are already remarks for the pay period you selected, you may need to remove them first.

Modify Employee Remarks Window






6. To add a new remark, select the remark by clicking on the down arrow to get a list of the available remarks. Click on the remark. Edit the remark as it appears in the box to include the necessary information. When you are finished changing the remark, click on the Add button. The remark will appear in the text box below your selection. 

7. To modify an existing remark, select the remark from the current list. Edit the remark as necessary. Click on the Update button.

8. To remove an existing remark, select the remark from the current list. Click on the Remove button.

9. Click on the OK button to complete the process.

.
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Voluntary Leave Transfer Program (VLTP XE "VLTP" 

 XE "VLTP" ) Maintenance

Overview

Another responsibility of the Timekeeper (or Administrative Officer) is to ensure proper administration of the Voluntary Leave Transfer Program. These activities include: designating employees as VLTP recipients, identifying non-NIH donors and recipients, creating and expiring VLTP accounts and, finally, returning unused VLTP hours to the original donors when necessary.

Before an employee can use donated leave or donate leave to a recipient, you must create the appropriate account information by using one or more of the VLTP functions.

The specific activities for this program are as follows:

· Establish the VLTP recipients. This simply allows you to identify both NIH and non-NIH employees as recipients.

· Establish the VLTP accounts for each recipient. Once you identify VLTP recipients, you must establish accounts for the recipients. Then, federal employees can donate leave to the eligible employees (recipients).

Expire VLTP accounts as necessary. When an employee is no longer allowed to receive hours or use hours associated with a given account, you must enter an expiration date for the account.

· Return unused and expired VLTP hours. Although ITAS will automatically return VLTP hours 30 days after the account expires, you must record hours being returned from non-NIH recipients. Then, ITAS will distribute the hours accordingly.

The following sections provide procedures for all aspects of VLTP maintenance.

Administrating VLTP Information XE "VLTP:Administrating Information" 
To administer the Voluntary Leave Transfer Program (VLTP) information:

1. Click on the Maintain Voluntary Leave Transfer Program icon in the Timekeeper Functions Window. ITAS displays the Voluntary Leave Transfer Program Window.

Voluntary Leave Transfer Program Window 
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2. Select a radio button as directed below.

Voluntary Leave Transfer Program Radio Button Descriptions

Fields
Description/Activity

Identify VLTP Recipient
Click on this button to designate an NIH or Non-NIH VLTP recipient, or remove an NIH or Non-NIH employee from the recipient list.

Identify Non-NIH VLTP Donor
Click on this radio button to identify a non-NIH employee who is donating leave to an NIH recipient.

Fields (cont.)
Description/Activity

Maintain VLTP Account Status
Click on this radio button to create or modify a VLTP account for a Non-NIH or NIH recipient.

Return Leave Unused by Non-NIH Recipient
Click on this radio button to enter the number of VLTP hours a Non-NIH recipient is returning to one or more NIH donors.

3. Click on the radio button of the function you want to access, then click on the OK button.

Identifying VLTP Recipients XE "VLTP:Identifying Recipients" 
To identify employees as VLTP recipients:

1. Click on the Identify VLTP Recipient radio button and the OK button in the Voluntary Leave Transfer Program Window, ITAS displays the Voluntary Leave Transfer Program—Identify VLTP Recipients Window.


Identify VLTP Recipients Window
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2. Enter information in the fields as described below.

Identify VLTP Recipients—Field Descriptions

Fields
Description/Activity

Available Employees
Displays list of employees who can be designated as VLTP recipients.

Recipients
Displays NIH and Non-NIH employees currently designated as VLTP recipients.

Fields (cont.)
Description/Activity

Non-NIH Employee
Contains fields to enter basic information for the Non-NIH recipient.

Last
Enter last name for the Non-NIH employee.

First
Enter first name for the Non-NIH employee.

Init
Enter middle initial for the Non-NIH employee.

SSN
Enter social security number for the Non-NIH employee.

Agency
Select agency where the Non-NIH employee works. Contact the ITAS Administrator if the agency is not on the list.

3. To add a NIH employee to the list of recipients, select the name in the “Available Employees” list and click on the Add button.

4. To create a Non-NIH recipient, enter the employee’s name, SSN, select the agency, and click on the Add button.

NOTE: If the agency name is not in the “Agency” List, ask your ITAS Administrator to add the agency information.
5. To remove a recipient, select the name from the “Recipients” list and click on the Remove button.

6. Click on the OK button to complete the process.

Identifying Non-NIH VLTP Donors XE "VLTP:Identifying Non-NIH Donors" 
To identify Non-NIH employees who are donating leave to NIH employees:

1. Click on the Identify Non-NIH VLTP Donor radio button and the OK button on the Voluntary Leave Transfer Program Window. ITAS displays the Voluntary Leave Transfer Program—Non-NIH Donor Selection Window.

Non-NIH Donor Selection Window



2. ITAS display the following information in the window.


Non-NIH Donor Selection—Field Descriptions

Fields
Description/Activity

Donors
Displays name of the non-NIH donor you selected from the list.

List
Displays list of current non-NIH donors.

3. You can chose the following options:

· To allow an existing Non-NIH donor to donate additional leave to an NIH recipient, select the Non-NIH donor from the list and click on the OK button. ITAS displays the Identify Non-NIH Donor Window.

· To add a new Non-NIH donor, click on the Add button. ITAS displays the Identify Non-NIH Donor Window.


Identify Non-NIH Donor Window






4. Enter information in this window as directed below.

Identify Non-NIH Donor—Field Descriptions
Fields
Description/Activity

Name
Enter last name, first name, and middle initial for the Non-NIH donor.

SSN
Enter Non-NIH donor’s SSN.

Agency
Select federal agency for which the Non-NIH donor works. Contact the ITAS Administrator if the agency name does not appear in the list.

Fields (cont.)
Description/Activity

Donated Hours
Enter number of hours the Non-NIH donor is donating to one of the NIH recipients.

Return VLTP
Click on this box if the Non-NIH donor wants unused hours returned.

Recipient Information
Contains list of NIH recipients with active accounts.

Recipient
Select name of the NIH Recipient.

Medical Reason
Select the medical reason for the recipient’s VLTP account.

5. If you are adding a new Non-NIH donor, enter the information in the required fields and select the NIH recipient from the “Recipient Information” list.

6. When you finish, click on the OK button to complete the process.

Maintaining VLTP Account Status Information XE "VLTP: Maintaining Account Status" 
To maintain VLTP accounts for NIH and non-NIH employees:

1. Click on the Maintain VLTP Account Status radio button and the OK button on the Voluntary Leave Transfer Program Window. ITAS displays the Voluntary Leave Transfer Program—VLTP Recipient Selection Window. 

VLTP Recipient Selection Window 
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2. ITAS displays information in the window as described below.

VLTP Recipient Selection—Field Descriptions

Fields
Description/Action

VLTP Recipient
Displays name of the recipient you selected.

List
Select name, medical reason, and SAC or agency abbreviation from the list. If no medical reason appears for the recipient, then there are no active accounts.

3. To modify an existing account, select the account from the list and click on the OK button. ITAS displays the Voluntary Leave Transfer Program(Maintain VLTP Account Status Window.


4. To add a new VLTP account, select the recipient from the list and click on the OK button. If the recipient already has one or more accounts, all accounts appear in the list. If the recipient does not have any accounts, click on the recipient’s name. ITAS displays the Voluntary Leave Transfer Program(Maintain VLTP Account Status Window.

Maintain VLTP Account Status
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5. Update the fields on the screen as directed below.

Maintain VLTP Account Status—Field Descriptions

Fields
Description/Activity

Create New VLTP Account for Recipient
Click on this check box if you are adding a new account for a recipient.

Leave Recipients
Displays name of the recipient you selected.

Medical Reason
Select medical reason associated with the new VLTP account. For existing accounts, ITAS displays the current medical reason.

Start Date
Enter start date for the VLTP account in MM/DD/YY format. This can be a date in the past, present, or future.

End Date
Enter end date for the VLTP account in MM/DD/YY format. The account will not be available after the date you enter.

Received
Displays total number of VLTP hours the recipient has received from various donors for this account. 

Used
Displays number of VLTP hours the recipient has currently used.

Remainder
Displays difference between the number of hours received and used. 

6. Chose one of the following options:

· Add a VLTP account XE "VLTP:Adding an Account" —If the recipient you selected does not have an existing account, ITAS automatically places an “X” in the “Create New VLTP Account for Recipient” check box. If the recipient has existing accounts, click on the “Create New VLTP Account for Recipient” check box. Select the medical reason, enter the start date, and, if known, enter the end date for the account. 

· Modify an account XE "VLTP:Modifying an Account" (You cannot modify the medical reason. To change the reason, you must expire the current account and add a new account for the new medical reason. 

7. When you finish, click on the OK button to complete the process.

Returning Leave Unused by Non-NIH Recipient XE "VLTP:Returning Leave Unused by Non-NIH Recipient" 
To return unused leave that was not used by a non-NIH recipient to one or more NIH donors:

1. Click on the Return Leave Unused by Non-NIH Recipient radio button and the OK button on the Voluntary Leave Transfer Program Window. ITAS displays the Voluntary Leave Transfer Program—Select Non-NIH Recipient Window.


Select Non-NIH Recipient Window
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2. Select the recipient and click on the OK button. ITAS displays the Voluntary Leave Transfer Program(Return VLTP Unused by Non-NIH Recipient Window.

Return VLTP Unused by Non-NIH Recipient Window
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3. Enter the number of hours being returned in the “Returned” field. 


Return VLTP Unused by Non-NIH Recipient—Field Descriptions

Fields
Description/Activity

Leave Recipients
Displays the name of the Non-NIH recipient you selected in the previous window.

Medical Reason
Select the account for the Non-NIH recipient.

Donor
Select the name of the NIH employee who donated leave to the Non-NIH recipient.

Start Date
Displays the start date for the account.

End Date
Enter the end date for the account, if necessary.

Donated
Displays the number of hours the NIH donor donated to the Non-NIH recipient.

Returned
Enter the number of hours being returned to the NIH donor.

Donated to Gov.
Displays the number of hours being donated to the Government.

4. When you finish, click on the OK button.
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Online Reports

Overview

The following sections provide procedures for viewing and printing all online reports generated by ITAS. As a Timekeeper, you have access to all online reports. However, other employees will have access to only those reports which impact him/her.

Viewing Available Online Reports XE "Reports" 
To view available online reports:

1. Click on the Reports option on the menu bar. ITAS displays the Reports Pull-Down Menu listing all available reports.


Reports Pull Down Menu


2. Click on the report you want to create. As a Timekeeper, you can run any of the following reports:

· Approved Leave Report—Contains a list of all leave requested by employees and approved by the Approving Official.

· Timecard Report—Contains a list of employees with discrepancies between their required tour of duty and the total number of hours on their timecard for the current pay period.

· Daily Sign-in/Sign-out Report—Contains a list of all employees and their sign-in and/or sign-out times for the specified date you enter.

· Online ATLR—Contains information on the current Administrative Time and Leave Record for the year you specify.

· VLTP Reports—Contains a list of all employees that used, received, donated, or received back VLTP between the dates you specify.

· FMLA Reports—Contains a list of all employees that used annual leave, sick leave, or leave without pay under the Family Medical Leave Act.

· FFLA Reports—Contains a list of all employees that used sick leave under the Family Friendly Leave Act.

· Online Leave Request—Contains a list of all leave requests processed for your employees.

Viewing the Approved Leave Report XE "Reports:Approved Leave" 
The Approved Leave Report contains a list of all leave requested by your employees and approved by the Approving Official.

To review the report:

1. Click on the Reports option on the menu bar.

2. Click on the Approved Leave Report option. ITAS displays the Reports Menu(Approved Leave Date Window.

Approved Leave Date Window

3. Enter the date ITAS will use to select the approved leave for the report. ITAS includes all approved leave for employees after the date you specify.

4. Click on the OK button. ITAS displays the Reports Menu(Approved Leave Report Window.
Approved Leave Report Window

5. View the report by clicking on the horizontal and vertical scroll bars. The report displays the following information.


Approved Leave Report—Field Descriptions

Fields
Description/Action

Employee Name
Displays names of employees that scheduled leave that was approved by their Approving Official. 

From Date
Displays beginning date for the leave.

To Date
Displays ending date for the leave.

Type
Displays abbreviation for the leave category the employee is taking (e.g., SL means sick leave, AL means annual leave).

Hours
Displays the number of hours the employee will use for leave.

6. Click on the P in the upper right corner of the window to print the report. 

7. When you finish viewing the report, simultaneously press the [CTRL-F4] keys.

Viewing the Timecard Report XE "Reports:Timecard" 
The Timecard Report contains a list of employees with discrepancies between their required tour of duty and the total number of hours on their timecard for the current pay period. 

To view the report:

1. Click on the Reports option on the menu bar.

2. Click on the Timecard Report option. ITAS displays the Reports Menu(Select Pay Period for Timecard Report Window.

Select Pay Period for Timecard Report Window


3. Select the year and the pay period for the report. ITAS displays the beginning and ending dates for the pay period.

4. Click on the OK button. ITAS displays the Reports Menu(Timecard Report Window.
Timecard Report Window
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5. View the report by clicking on the horizontal and vertical scroll bars. The report displays the following information.


Timecard Report—Field Descriptions

Fields
Description/Action

For Organization
Displays standard accounting code of the IC on the report. 

Date
Displays date that ITAS generated the report.

For Pay Period
Displays pay period number for the report.

Year
Displays pay period year for the report.

Report Text
Displays a description of the discrepancies found between an employee’s timecard and his/her tour of duty.

6. Click on the P in the upper right corner of the window to print the report. 

7. When you finish viewing the report, simultaneously press the [CTRL-F4] keys.

Viewing the Daily Sign-in/Sign-out Report

The Daily Sign-in/Sign-out Report contains a list of all employees and their sign-in and/or sign-out times. 

To view the report:

1. Click on the Reports option on the menu bar.

2. Click on the Daily Sign-in/Sign-out Report option. ITAS displays the Reports Menu( Select Date for Daily Sign-in/Sign-out Record Window.

Select Date for Daily Sign-in/Sign-out Record Window
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3. Enter the date for the report and select a report type.

4. Click on the OK button. ITAS displays the Reports Menu(Daily Sign-in/Sign-out Report Window. 

Daily Sign-in/Sign-out Report Window

5. View the report by clicking on the horizontal and vertical scroll bars. The report displays the following information.


Daily Sign-in/Sign-out (Flexitime) Report—Field Descriptions

Fields
Description/Activity

Run Date
Displays date the report was generated. 

Run Time
Displays time the report was generated.

Organization
Displays name of the organization. 

Pay Period
Displays pay period for the report.

Timekeeper
Displays name of the Timekeeper supporting the employees.

Date
Displays date for the sign-in and sign-out information.

Day
Displays day of the week for the sign-in and sign-out information.

Explanation
Displays reason the employee entered for changing either the sign-in or sign-out times.

Name
Displays names of the employees in the order of their sign-in time.

Fields (cont.)
Description/Activity

Start Work Time
Displays each employee’s sign-in time. There will be an * next to the time if the employee changed the time in the Sign-In Window.

Name
Displays names of the employees in the order of their sign-out time.

Stop Work Time
Display each employee’s sign-out time. There will be an * asterisk next to the time if the employee changed the time in the Sign-Out Window.

Hours Worked
Displays total number of hours the employee worked for the day.

Hours Worked More than tour
Contains distribution of excess hours each employee worked for the day.

Type
Displays category abbreviation associated with the excess hours the employee worked for the day.

Hours
Displays number of hours the employee assigned to the category for the excess hours the employee worked for the day.

Absences from Work
Contains distribution of hours the employee was absent from work for the day.

Type
Displays category abbreviation associated with the absent hours the employee missed for the day.

Hours
Displays number of hours the employee assigned to the category for the absent hours the employee missed for the day. A “P” beside the number of hours denotes pending leave.

6. Click on the P in the upper right corner of the window to print the report. 

7. When you finish viewing the report, simultaneously press the [CTRL-F4] keys.

Viewing the Online ATLR Report XE "Reports:Online ATLR Report" 
The Online ATLR Report contains information currently on the Administrative Time and Leave Record for a selected employee. 

To review the report:

1. Click on the Reports option on the menu bar. 

2. Click on the Online ATLR option. ITAS displays the Reports Menu( Employee Selection Window.

Employee Selection Window


3. Select the employee for the report and click on the OK button. ITAS displays the Reports Menu(Online ATLR Report Year Window. 

Online ATLR Report Year Window


4. Enter the pay year for the report and click on the OK button. ITAS displays the Reports Menu(Online ATLR Report Window.

Online ATLR Report Window
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5. View the report by clicking on the horizontal and vertical scroll bars. The report displays the following information.

Online ATLR Report—Field Descriptions

Fields
Description/Activity

Name
Displays name of employee you selected.

Social Security #
Displays the employee’s social security number.

Fields (cont.)
Description/Activity

Leave Cat.
Displays employee’s annual leave accrual category.

Max C.O.
Displays maximum number of annual leave hours the employee can carry over to the next leave year. 

SCD
Displays employee’s service computation date (the date the employee began working for the federal government). 

Leave Year
Displays year for the employee’s leave report.

LWOP LP
Displays number of leave without pay hours used for a given pay period.

OT LP
Displays number of overtime hours the employee used for a given pay period.

LWOP YTD
Displays number of leave without pay hours used for the leave year.

Annual
Contains employee’s annual leave activity.

E
Displays number of annual leave hours the employee earned for the specified pay period.

U
Displays number of annual leave hours the employee used for the specified pay period.

BAL
Displays annual leave balance as of the end of the specified pay period.

Sick
Contains employee’s sick leave activity.

E
Displays number of sick leave hours the employee earned for the specified pay period.

U
Displays number of sick leave hours the employee used for the specified pay period.

BAL
Displays sick leave balance as of the end of the specified pay period.

COMP
Contains employee’s compensatory time activity.

Fields (cont.)
Description/Activity

W
Displays number of compensatory time hours the employee worked for the specified pay period.

U
Displays number of compensatory time hours the employee used for the specified pay period.

BAL
Displays employee’s compensatory time balance as of the end of the specified pay period.

HRS WRK PP
Displays number of regular hours the employee worked for the specified pay period.

AL C/O HRS
Displays number of regular hours that will be added to the part-time employee’s total base next pay period when calculating the number of annual leave hours to accrue for the employee.

SL C/O HRS
Displays number of regular hours that will be added to the part-time employee’s total base next pay period when calculating the number of sick leave hours to accrue for the employee.

LP
Displays leave period number. A given leave year will only have 26 pay periods.

PP
Displays pay period number in the leave year specified for the report.

Day Abbreviations
Displays day abbreviation for the 14 days in each pay period.

6. Click on the P in the upper right corner of the window to print the report. 

7. When you finish viewing the report, simultaneously press the [CTRL-F4] keys.

Viewing the VLTP XE "Reports:VLTP"  Report

The VLTP Report contains a list of all employees that used, received, donated, or received back VLTP between the dates you specify. 

To review the report:

1. Click on the Reports option on the menu bar. 

2. Click on the VLTP Report option. ITAS displays the Reports Menu(VLTP Report Dates Window.


VLTP Report Dates Window


3. Enter the date for the report. Click on the OK button. ITAS displays the Reports Menu(VLTP Report Window.
VLTP Report Window
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4. View the report by clicking on the horizontal and vertical scroll bars. The report displays the following information.


VLTP Report—Field Descriptions

Fields
Description/Activity

Recipient
Displays name of recipient that used or received donated leave for the current leave year. 

Hours Received
Displays number of hours the recipient received from each donor. 

Medical Reason
Displays medical reason for the recipient’s account.

Donor
Displays names of the NIH and Non-NIH employees that donated leave to the recipient.

Donate Date
Displays date the donor gave the leave to the recipient.

Return Date
Displays date the donor received back leave that was not used by the recipient.

DON VLTP
Displays total number of donated leave hours the recipient received for the specified account.

Fields (cont.)
Description/Action

Total VLTP Used
Displays total number of donated leave hours the recipient used for the specified account.

VLTP Bal
Displays total number of donated leave hours the recipient has remaining for the specified account.

5. Click on the P in the upper right corner of the window to print the report. 

6. When you finish viewing the report, simultaneously press the [CTRL-F4] keys.

Viewing the FMLA XE "Reports:FMLA"  Report

The FMLA Report contains a list of all employees that used annual leave, sick leave, or leave without pay under the Family Medical Leave Act between the dates you specify. 

To review the report:

1. Click on the Reports option on the menu bar. 

2. Click on the FMLA Report option. ITAS displays the Reports Menu(FMLA Report Dates Window.

FMLA Report Dates Window


3. Enter the beginning and ending dates for the report. Click on the OK button. ITAS displays the Reports Menu(FMLA Report Window. 

FMLA Report Window
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4. View the report by clicking on the horizontal and vertical scroll bars. The report displays the following information.


FMLA Report—Field Descriptions

Fields
Description/Activity

As of Date
Displays beginning date for the report.

Employee Name/ Remarks
Displays names of employees that took FMLA leave and the remark that explains why the leave was taken. 

Leave Date
Displays date the employee took the leave.

Hours
Displays number of hours of leave taken.

Start Date
Displays date the FMLA leave began.

End Date
Displays date the FMLA leave ended.

Number of Weeks
Displays number of weeks used.

5. Click on the P in the upper right corner of the window to print the report.

6. When you finish viewing the report, simultaneously press the [CTRL-F4] keys.

Viewing the FFLA XE "Reports:FFLA"  Report

The FFLA Report contains a list of all employees that used sick leave under the Family Friendly Leave Act between the dates you specify. 

To review the report:

1. Click on the Reports option on the menu bar. 

2. Click on the FFLA Report option. ITAS displays the Reports Menu(FFLA Report Dates Window.

FFLA Report Dates Window


3. Enter the beginning and ending dates for the report. Click on the OK button. ITAS displays the Reports Menu(FFLA Report Window. 

FFLA Report Window
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4. View the report by clicking on the horizontal and vertical scroll bars. The report displays the following information.


FFLA Report—Field Descriptions

Fields
Description/Activity

Employee Name
Displays names of employees that took leave under the Family Friendly Leave Act.

Date
Displays date the employee took leave.

Type
Displays the leave category abbreviation for the type of leave taken.

Hours
Displays the number of leave hours taken for the leave category.

5. Click on the P in the upper right corner of the window to print the report. 

6. When you finish viewing the report, simultaneously press the [CTRL-F4] keys.

Viewing the Online Leave Request  XE "Reports:Online Leave Request"  Report

The Online Leave Request Report contains a list of all leave requests in process for your employees. 

To review the report:

1. Click on the Reports option on the menu bar.

2. Click on the Online Leave Request option. ITAS displays the Reports Menu(Online Leave Request Report Window.

Online Leave Request Report Window

3. View the report by clicking on the vertical scroll bar. The report displays the following information.


Online Leave Request—Field Descriptions

Fields
Description/Activity

Employee Name
Displays first and last name of the employee taking leave.

Date
Displays date for the leave request.

Type
Displays type of leave for your request (i.e., annual leave, sick leave, LWOP, etc.).

Hours
Displays number of hours associated with the leave request.

Status
Displays status according the your Approving Official’s review (Pending, Approved, Denied, or Deleted).

4. When you finish, click on the Close button to complete the process.
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Glossary of Terms 

The following is a glossary of terms that appear in this document. Many are common to descriptions of graphical user interfaces and the Windows environment.

Term
Description

Button
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A shaded rectangle on a window that, when clicked with the mouse, performs a task.

Click
To quickly press and release the mouse button. This term is used to describe actions performed with command buttons.

Windows Users: Press left mouse button (or right, if applicable).

Mac Users: Press the mouse button.



Command Buttons
Command buttons initiate an immediate action using information you supply.






Click on the Add button to add the selected or entered information to a list or to insert new information.




Click on the Close button to close the current window.




Click on the Cancel button to close the window without processing your request and return to the previous window.

Term (cont.)
Description
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Click on the Delete button to delete a selected row from a list.
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Click on the Modify button to process data changes you made in the window.
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Click on the OK button to access information you requested, confirm an action, respond to an informational message, or respond to a dialog box.
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Click on the Remove button to move an item from one list to another or remove the highlighted item from the system.

Dialog Box
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Dialog boxes are special windows that provide information (e.g., system messages) or request information (e.g., data ITAS needs to complete a command). You cannot close a dialog box until you click on the OK button or enter required information. Once you enter your selection, the dialog box closes automatically and completes the command that invoked it.



Double Click
Click the mouse button twice in rapid succession. When you double-click on an icon associated with an application, Windows launches or starts the application.



Term (cont.)
Description

Drag
Hold the mouse button down after clicking on it as you move the mouse.



Drop Down List Box
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A drop-down list box looks like a normal text box, except the end of the text box contains an arrow button. By clicking on the arrow, the box “drops down” displaying a list of options.



Gray Out
Fields or objects viewed on screen, but not available to a user, appear in gray. Their labels are lighter than labels of other fields/objects on the screen and are non-enterable.



Help Bar
The help bar is located at the bottom of each ITAS window. Help text (for a field, button, or icon) appears in this bar when the mouse is positioned on the field, button, or icon.



Icon
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A small picture (graphical representation) used to represent an application or ITAS menu option. For example, the palm tree displayed as an option on several menus represents the Process Leave Request function.



Term (cont.)
Description

List Box
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List boxes contain a column of available items from which to select. If there are more items than can fit in the box, the list is “scrollable.” Scroll through the entire list using the vertical scroll bars located on the box's right side. To choose an item in a list box, click on the item.



Menu/Menu Bar



Menus are lists of commands that typically appear in a bar across the top of a window. ITAS also employs Menu Windows in which icons appear next to menu options. Each access level has a different menu. In addition, each name on the bar at the top of the screen is a menu.



Message Bar
An area for messages, typically at the bottom of a window.



Radio Buttons
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Small circles that appear as a group of mutually exclusive choices. Within each group, you may only select one radio button. When you click on the radio button, the circle becomes black. Change options by clicking on another radio button.



Scrollable List
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Contains a column or columns of available items from which you can select. A list is “scrollable” when there are more items than can fit in the box. Scroll through the entire list using the vertical scroll bars located on the box’s right side.

Term (cont.)
Description

Select
Click on an item with the selection cursor. The selected item can appear highlighted, as a dotted rectangle, or both.



Selecting a List Item
To choose an item in the list box, click on the row. When the row darkens, it has been selected.



Text Box
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Text boxes are rectangular boxes in which you enter textual information, such as the name of a document. Often a text box contains default information. In these cases, you can accept the default text, or type in new text.



Window
Screens that display information and objects the user reviews, enters, or manipulates to accomplish ITAS functions.
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