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About This Manual

The ITAS Timekeeper User Manual explains the functionality and operation of the Integrated Time and Attendance System. It
is designed to give you an overview of the most commonly used screens and functions in ITAS.

This manual contains instructions on how to use ITAS. It does not contain detailed rules and regulations on the various Leave
Types, Tours, Processes, Procedures, etc., unique to your OPDIV. That information should be obtained from appropriate
personnel or documents.

Timekeeping rules and regulations can be found in the on-line HHS Timekeeping Guide, URL:
https://intranet.hhs.gov/hr/leave-and-pay/timekeeping-guide/cover



https://intranet.hhs.gov/hr/leave-and-pay/timekeeping-guide/cover

Roles

Employee (Federal Employees)
All Federal employees in ITAS are defined as employees (EMP). The EMP role allows you to perform the following functions:
. Request Leave
e Verify Your Timecard
. Certify Timecard (Maxiflex Tour)
e Sign In/Sign Out (This function will not be used by HHS or may be specific to your OPDiv )
. Donate Leave
. View Your Personal Information
. Request Tour of Duty Changes
. Execute Reports

®  View Payroll Information via the myPay link (this is not a part of ITAS)

Contractor (Non-Federal Employees) — OPDIV Specific

The Contractor role allows you to perform the following functions:
*  View Your Personal Information
. Perform Timekeeper Duties

Leave Approving Official (LAO)
The LAO role allows you to perform the following functions:
. Approve Leave Requests
. Approve Timecards
e Approve For (Act As) Other LAOs
. Approve Tours
. Manage Telework
. Approve Telework
. Designate Alternates
. Execute Reports

Timekeeper
The Timekeeper role allows you to perform the following functions:
Modify the following Employee related information

e Actas Alternate

. Personal

. Payroll
. Tour of Duty
. Options

. Leave Balances

. Timecard

. Leave Requests

. Telework Requests
. LTP

® Execute Reports

Administrative Officer
The Administrative Officer (AO) role allows you to perform the following functions:
¢ Modify the following Employee related information:

. Personal

. Payroll
. Tour of Duty
. Options

. Leave Balances
. Timecard
. Leave Requests
. Telework Requests
. LTP
. Relationships
® Execute Reports
e Add New Employees
¢ Add New Contractors
¢ Add New Organizations

ITAS Administrator (THIS ROLE IS MAINTAIN AT HHS/0S/ASA/Office of the Chief Information Officer, Office of Enterprise Application Development, Rockville, MD.)



Common Features

ITAS is a Timekeeping by Exception system. That means that as an Employee, once you have been set up in the system and do
not use leave or earn premium pay, you really don’t have to do anything other than Verify your timecard (if required) at the
end of each pay period.

There are some things common to all ITAS screens. These are outlined below so they don’t need to be repeated for each
screen or for each Role.

Actions
There are several buttons, indicators and areas in the ITAS screens that have the same meaning regardless of what screen
they are on.

Submit

Validates any changes on the screen and either shows an informational message if there are errors or sends the
changes to be applied.

oK Same as

Cancel

. Ignores any screen changes and re-displays the information last saved in the system.

|we ) ) o )
o 1 An “*” asterisk next to an enterable field means it is required.

oName: Fieldis Required A holded message below the screen title gives more information on the first error on the screen (if
applicable).

wyn
!

¢ A bolded exclamation point “1” next to an enterable field means it needs to be corrected. More information on the error
may be contained in the message below the screen title.

Abbreviations
Several abbreviations are used throughout this manual and within ITAS:

e AO - Administrative Officer (ITAS Coordinator)

e CON - Contractor as timekeeper (OPDIV Specific)

e CO - Commission Officers as leave approving official (OPDIV Specific)
e EMP - Federal Employee

e |TAS — Integrated Time and Attendance System

e LAO - Leave Approving Official

e |R- Leave Request

e TC-Timecard

e TK-Timekeeper



Formats

Information can be entered in various places throughout the system. Unless otherwise noted on the individual
screens, the following formats are required:

o Dates must be entered in either MM/DD/YYYY or MM/DD/YY format. Leading zeroes for single digit months
and days may be omitted.

e Times must be entered as HH:MM AM/PM. Leading zeroes for hours may be omitted.

e Numeric input must consist of the numbers 0 through 9 with only one decimal point (if needed). A plus or
minus sign may also be used if needed. Do not use commas, dollar signs, spaces, or any other characters.

e Hours are a specific type of numeric. Partial hours must be entered in quarter hour increments of “.25", “.5",
".75". Trailing zeroes can be left off.

e Text fields can normally be any combination of letters, digits and special characters.



Screen Layout

All the ITAS screens are laid out as diagramed below. Each section contains similar information as outlined

g https://training.itashhs.gov/hhstraining/personal. do?FUNCTION =Personal &L ANID=PAN00101 9 v n O g[n‘[gg[algd Time and Attend... %

Help
@ Printable Timecard Report @l OLRC Home @ Web Slice Gallery v @ Free Hotmail @ Oracle PeopleSoft Enterp.. @ Welcome to HHS!

Timeke:r . . . - .
Trainer, Super | ITAS Integrated Time and Attendance System

¥ Act as Alternate
» Dashboard
» Reports Payroll ' Tour of Duty ~Options ' Timecard = Leave Requests ~Telework Requests ' LTP

ﬁ - v [ % v Page v Safety v Tools~ @V ”

Employee: Andrew, Paula A

Change Role:
» Employee

» Approving Official
» Admin Officer - v
» ITAS Administration LastName ‘Am,ew

» About ITAS Agency
-v N
» Help Code LHS
¥ Close SAC Code |[DEMO Mr

Leave

Approving | Trainer, Super |. V|

Official

Timekeeper | Trainer, Super | V|-

el ]
Address
FLSA
Employee

LANID: PANDO101

|' First Name |Paula ‘ \nma\

Instructions

Type over or change the selection of anyfield. Click OK or anynavigation to validate changes and update the database.

Required fields are marked with *
Resetignores pending changes and re-displays the screen.

OKvalidates the entered information and updates the database if no errors are found

Fields in error are marked with *. The error message atthe top of the page refers to the first field in error.

Click on tabs or left navigation area to go to differentscreens

Backto top
v
Inteqrated Time and Attendance System
< >
L= = e

e Identification contains the logged in user’s role and name.

e Left Navigation area is the main navigation. Each entry is an active link to a different screen. As an employee can have
more than one role, the left navigation allows the user to change roles.

e Title contains the name of the current screen.

e Body is the main section of the screen where information is shown and can be changed. It also contains the action
buttons for the screen.

e Help contains instructions on how to use the current screen. As previously mentioned, the Help section has been
deleted from most of the screen shots in this manual.



Confirmation Screen

After AO and TK actions that request changes to data, the Confirmation Screen appears. Click OK to accept the changes or
Cancel to disregard them. You can also check the box at the bottom before clicking OK to stop the Confirmation Screen from

coming up after every change.

Fress QK to accept changes or Cancel to reject changes.

[ 8].4 ] [ Cancel

Check here to automatically save without displaying confirmation for

. Dth& duration of the =ession.



Logging On to ITAS

The following screens will be displayed when logging into ITAS from the
o Simplified Sign-on to ITAS

e Users will use their HSPD-12 access card to log into the Access Management System (AMS) and gain access to ITAS
and other applications based on their access privileges

The AMS Homepage page will appear.
[ <] .

HHS gov | ACCESS MANAGEMENT SYSTEM
Select Login Method

HSPD-12 Access Card

Network Credentials AMS Credentials

Insert your HSPD-12 access card
into the smart card reader before sEPzo1s
you select login. @ -

I OpDiv

e Click on the Login button
[« O senap e =

Help

- o
WA NARSE O @ O || g HHS AMS - Homepage

HHS (7] OLRC Home &7 Oracle PeoplcSoft Enterpr..

&1 Printoble Timecard Report ] This p

HHS.gov | ACCESsS MANAGEMENT SYSTEM

x @Econv
Gallery = &) Welcome to HHS! Zi - B - (0 & - Poge~ Sefety-

U.S. Department of Health & Human Services

Logged in as: JOAN MILLS

Accessibility Mode @ Enable O Disable |Logout| Help
Selected Item: Home  Link/Delink Applications = My AMS Profile

Welcome, JOAN MILLS

Select from the list of links below to access your applications. Customize vour list by linking or delinking available applications.

a " L Announcements
Restricted Access, HHS Network - Shown accordion panel ~

- . . # Need special AMS access? Make sure you
Restricted Access, HHS Network - Accordion panel cannot be hidden complete and submit the correct form for
ITAS for CMS

review! Click here.

‘ ITAS for FDA

ITAS for IHS

ITAS for OS, ACF, PSC, HRSA, SAMHSA, AHRQ, DMAT, OIG, OPHS, ACL,
HHS Identity Portal (Service to retrieve previously issued encryption key

Open Access, Internet - Shown accordion panel
. ss. T A , idd

HHS Learning Portal (LMS)
WCD Applications

Click on your OPDIV’s to access ITAS application

ITAS Close
Logging OFF ITAS

e On the menu, click Close.
e C(Click Logout on AMS page.
o Close browser.

If you require additional assistance using ITAS, contact the OHR Service Desk email them at orhservicedesk@hhs.gov.



About ITAS

Clicking the About ITAS link in the left navigation area displays a screen with several links to useful information. These links all
contain information specific to the ITAS system. Use this as a first resource for any questions about ITAS.

ITAS Help

Clicking the Help link in the left navigation area displays a screen that has additional links to useful information.
These links provide information about overall rules and regulations. Use this as a resource for any questions about
timekeeping rules and regulations, leave types, department policies, etc.



ITAS Main Menu Screen

Employee . ~
disti] ') ITAS Integrated Time and Attendance
Bassett, Angela

} Request Leave

» Request Telework

» Verify Timecard |TAS Messages
»Sign In

»Sign Out

» Donate to VLTP

» Personal

» Tour of Duty ITAS Notice:

Welcome to ITAS Angela Bassett CurentDate: 08/082017 08:41 AM

) Reports Visiting other websites while in [TAS is not permitted. Doing so will overlay and close your [TAS session.
Reentry to [TAS will only be permitted after closing and re-opening your browser.

bmyPay To prevent this from occurring, you must either close [TAS or open a new tab, and either type in the new URL, or select a link from your favorites.

MTAS Messages

VeryBest Regards,
Change Role:

) Timekeeper CACIT.
» Admin Officer

» About ITAS
»Help
» Close General - This nofice is provided pursuant to Public/ Law 93-579, Privacy Act of 1974, 5, U.5.C. Section 5523, for individuals supplying information as data input to NIH's Integrated Time and Attendance System.

Privacy Act Notice

Authority - Section 5301 of Title 5 of the U.5. Code authorizes collection of this inform ation.

Purposes and Uses - The information entered into this data system becomes a part of the NIH Payrall System and documents daily time and attendance for employees. The primary use of the inform ation is to prepare the NIH payroll and compute leave
balances, The information may be used in and disclosure may be made to (1) W-2 forms for transmittal to IRS and State and select local Governments; (2) Various listings, tapes and schedules for transfer to the Departmert: of Treasury for issuance of sadary
payments; (3) Listings of moneys sent to financial organizations biweekly for direct deposits; (4) Quarterly reports to IRS; (5) Law enforcement; and (6) Reports to OPM for retirement calculations. Data is aggregated to prepare various reports to OPM, the
Treasury, and other agencies, but such reports do not indude information by name or other identifying number of characteristics. (See NIH-22, "NIH Payroll System").

Effects of Nondisclosure - Failure to supply the information could prevent NI from compensating said employee.

Change Role - click on Timekeeper



Dashboard

Role: Timekeepers

Clicking the Dashboard link on the left navigation area displays the Dashboard screen. This screen serves as entry points to all
the screens that pertain to the employees for whom you are responsible. Each column displays the relevant information and
is an active link to the screen associated with that information. The Dashboard also has buttons to directly generate selected
reports.

Dashboard screen

e @ ntips://training.itss hhs.gov/ hhstrai Trole=tk £~ @S| @ integrated Time and Attend... X i 7
File [ETl view Fovorites Tools Help x @Convert v [ESelect

5% B FreeHotmail € Home IntranetHHS [5] OLRC Home £ Oracle PeopleSoft Enterpr.. £ Printable Timecard Report £ This page can't be display... £ Web Slice Gallery v & Welcome to HHS! - v O @ v Pagev Sfety~ Tookv @~

fr'r::::fes‘i;” ) ITAS Integrated Time and Attendance System

» Act as Alternate

» Dashboard DaS h boa rd l
» Reports
Change Role: m> .y period [02/03/19-02116/19 201914 ~v| [ Select | dommm
» Employee l
» Approving Official 1 l 1
» Admin Officer i =
» ITAS Administration 2;5::3::: e Search °°|um”:| Personal V| for | | | e |
» About ITAS
» Help Page10f1 ShowAll | s<FirstPage | 1 | Last Page>>
i [ esonal ~| (A0 T payroll | TourofDuty | Lv.Cat. | Access | Timecards | Leave Requests | Telework Req
[] Andrew. Paula A Trainer. Super |. DEMO 80.0 04 TKEMP UnApproved Request Reguest
[] Demo, Employee Trainer, Super |. HNA 80.0 08 EMP UnApproved Request Ineligible
[]1Denvers, DelaneyR. Trainer. Super |. ABC 80.0 08 EMP UnApproved Request Ineligible
[1 Emplovee Four, Imam Trainer. Super |. HNA 80.0 08 EMP UnApproved Reguest Ineligible
[] Employee Three, Imam Trainer. Super |. HNA 80.0 08 EMP UnApproved Request Ineligible
[]Employee, IHS Trainer. Super | HNA 80.0 08 EMP UnApproved Request Ineligible
[ Employee. Iman Trainer. Super |. HNA 80.0 08 EMP Un roved Request Ineligible
[] Emplovee, Regional Trainer. Super |. HNA 80.0 08 EMP UnApproved Request Ineligible
[] Official Two. Approving L. Trainer, Super |. HNA 80.0 08 LAO/EMP UnApproved Request Ineligible
[ offcial, HS Approving Trainer, Super|. HNA 80.0 08 LAQ/EMP UnApproved  Request Ineligible
[] Oxmoor, Aleene Trainer, Super |. HNA 80.0 08 AOTKIEMP UnApproved Request Ineligible
[[] Rastogi. Rajat Trainer. Super | HNA 80.0 06 EMP UnApproved Request Ineligible
[ sharp, Jergan G. Trainer, Super |. ABC 80.0 08 EMP UnApproved Request Ineligible v
< >

Set the current pay period
e Defaultis current pay period
* Previous pay periods select from the dropdown arrow.
*  Click Select.
* The screen is refreshed with information from the selected pay period.

Display non-HHS employee (LTP Donors/Recipients or Contractor) in the Dashboard list
*  Check the box
* Click GO.
* The screen is refreshed with the non-HHS employees included in displayed.

Search for a specific value in a column
¢ Select the column name from the dropdown arrow.
* Enter the value to search in the “For” text box.
*  Click GO.
* The screen is refreshed with the page where the searched for data is found.

Go to specific screens
*  Click on the value associated with the screen and employee
* Therequested screen is displayed.



Timekeeper Actions

Roles: Timekeeper

The following screens and functions are available to all employees and contractors when signed on under the Timekeeper (TK)
role. The same screens and functions are available when you are “Acting As” an alternate TK.

Act as Alternate
Clicking the Act as Alternate link on the left navigation area displays the Act as Alternate screen. The drop-down list shows the
names of TKs that your AO has assigned you as an alternate.

Act as an Alternate TK
¢ Select the alternate from the dropdown list
* Click OK

Act as Alternate screen

by e e e e ) e i e e S e s | e e e | e sreie e Cw mw o eme eme e e -

Timekeeper . q S -
Bass ctt, Angela m) ITAS Integrated Time and Attendance System

» Actas Alternate
» Dashboard

Act as Alternate
POV -, vicreicR g

Instructions

Selectanather user from the listand click OK. The Dashboard will change to show that Offcial's emplojees
* OKchanges the current Offcial o the selected one
o Resetclears out Act As user and displays Dashboard for the logged in user

o Click on leftnavigation area to go to different screens

Back to top

Act as Alternate, “Acting As” screen
Note the identification area. This will show whom you are “Acting As”.

Timekeeper

Bassett, Angela . imeand ance Svete
: ITAS Integrated Time and Attendance System

Acting As
Pulliam, Michelle R.
b Act as Alternate.

» Dashboard
b Reports Act as Alternate
(Change Role naths

Instructions

Selectanother user from the listand click OK. The Dashboard will change to show that Offcial's emplojees
 OKchanges the current Offcial o the selected one
® Resetclears out Act As userand displays Dashboard for the logged in user

* Clickan leftnavigation area to go to different screens.

Backto top

Act as yourself
* Select your name from the dropdown list
e Click OK.
Note the identification area no longer shows “Acting As”.

kee::g'sh m ITAS Integrated Time and Attendance System

Actas Alternate

Dashboard

T Act as Alternate
hange Role ptts
Employee

Admin Officer

Instructions

Selectanother user from the listand dick OK. The Dashboard will change to show that Offcial's emplojees
o OKchanges the current Official to the selected one
* Resetclears out Act As user and displays Dashboard for the logged in user_

o Clickon leftnavigation area to go to different screens

Backtotop



Employee Profile

Roles: Admin Officer, Timekeeper

Modify Profile: To update information for existing employees.

*  From the Dashboard

* To select employee, click on the employee name

*  You will see first tab “Personal”

*  From the Employee’s Profile to modify information, click on one of the following headings:

Personal — Employee Name

Payroll - Admin Code

Tour of Duty — Hours

Access (Options) — Emp

Timecard - Unapproved

Leave Request - Request

Telework Request — Ineligible/Request
Leave Transfer Program - LPT

O O O O O 0O O O

NOTE: Clicking on the TAB (i.e. Personal, etc.) at the top of Dashboard will only change the order of employee’s name
from descending to ascending order.

Modifying the timecard:

*  You must delete the old information before entering new information in a text box. Click on the field where
you want to delete information and tap the delete key until information is deleted. Type in the new data or
Highlight information in field and type new data.

* Once you are in employee profile (i.e. Personal screen), you can click on the tabs at top of the page to move
from one section to another.

*  Click on the “OK” button to accept changes.
*  You will see a confirmation screen....click “OK”. You also have the option currently to click on the box to turn off

the screen, if you do not want to see the confirmation screen each time you make a change for the rest of the
session.



Personal

Roles: Admin Officer, Timekeeper
Accessing an EMP’s Personal information can be performed by one of the following actions:

* Clicking the EMP’s name in the Personal column of the Dashboard
* Clicking the LAO’s name in the LAO column of the Dashboard
* Clicking the Personal tab after leaving the Dashboard

The Personal screen for the employee is used to change the employee’s basic information that is stored in ITAS.

Note that this information is not pay period specific.

Personal screen

Timekeeper AS . - . -
——— m IT Integrated Time and Attendance System

» Act as Alternate
» Dashboard
» Reports ZINER Payroll  Tourof Duty  Options Timecard Leave Requests = Telework Requests  LTP

Empl yee: Wagner, Rickilyn

Change Role:
» Employee

» Approving Official
» Admin Officer SSN: xoxxx0234 LANID: RWA00234

QUSYRREONN  L-citiome [wagner | Festvame [Rickiyn e
Agency Sl
Coe 1S V]

SACCode [HNA v}

Leave
Approving | Trainer, Super | v
Official

=

Timekeeper | Trainer, Super I v

Email
Address

FLSA
Employee .

|ricklyn_wagner@lest. hhs_gov

Change an employee’s personal information
* Onthe dashboard, find the appropriate employee and click on the Name to get to the Personal screen.
* Overtype information or select the information from drop down arrow to change.
* Click OK to accept changes or Reset to ignore.



Payroll

Clicking the value in the Payroll column of the Dashboard or clicking the Payroll tab displays the Payroll screen for the
employee and pay period. This screen is used to change the employee’s information specific to pay and service dates.

TK Payroll screen for Federal Employees

. - .

T ——

Roles: Admin Officer, Timekeeper

‘ @/ https;//trainingitashh:

£ - 8 & @)integrated Time and Attend.. X‘ ‘ i

Printable Timecard Report || OLRC Home €] Web Slice Gallery ~ & Free Hotmail €] Oracle PeopleSoft Enterp.. ] Welcome to HHS!

Timekeeper

Trainer, Super .

» Actas Alternate
» Dashboard
» Reports

Employee: Ox  ror, Aleene

Change Role:

»Employee

» Approving Official

» Admin Officer

» ITAS Administration
Status:_Adive

DTS SAC Code [HNA v
» Help
»Close Commen %t [7gaz1a0r |

#pproving
Oficiar, Trainer. Super

Timekeeper: Trainer, Super
PayBasis | Amnually V|-

Enter On Duty[onrocs™], Senvice Computation [ooaroo =)
Date Date

ITAS Integrated Time and Attendance System

Type | General Schedule V-

PayPlan | GS-General Sc hedule

vl

LAY “Tour of Duty Options Timecard “Leave Requests Telework Requests TP

soparatonoae ]

T8 off o emanent v
Special FMLA []
Disabled
vl

=T
Instructions
Type over o change the selection of anyfield. Click OK or anynavigation to validate changes and update the database
Required fields are marked with an *-
Resetignores pending changes and re-displays the screen.
O vmlidatec the entarad infarmafinn and 1indates the datahass if no orars are o nd

< >
= —

Change an employee’s payroll information

e On the dashboard, find the appropriate employee and click on their Payroll information to get to the Payroll screen.

e Overtype and/or select the information to change.
e C(Click OK to accept changes or Reset to ignore.

Valid Screen information:

Enter on Duty Date
Service Computation Date

Separation Date

SAC Code

Common Acct No
Approving Official
Timekeeper

Pay Basis

Type

Pay Plan

Type of Appointment

Military Status

Remarks
Special FMLA

Disabled Veteran

hired on or after November
5,2016

OK

Valid date
Valid date

Valid date or blank
Select SAC Code
Enter CAN Code
Display only
Display only
Select pay Basis
Select pay Type
Select Pay Plan

Select Type of
Appointment

Select Military Status if
applicable

Select when separating

Check Box

Select DV status if
applicable

Button / Click

The effective date of the employee’s appointment

Service Computation Date - used to calculate the employee’s annual leave category,
except for SES employees.

Date the employee was no longer employed at HHS.

Standard Accounting Code

8-digit account number associated with the current fiscal year.

Assigned on Personal screen.

Assigned on Personal screen.

The period for which the employee’s salary is calculated.

The Federal employment system of pay for which the employee is assigned.

The employee’s pay plan which is correlated to the employee’s pay type.
Checked against other pay and appointment fields. Only certain combinations are
valid.

Denotes the EMP’s military status.

Standard remarks for separation reasons.

Grants employee an additional 26 weeks of FMLA leave. An employee must have
completed at least 12 months of service.

Disabled Veteran Leave account is created, and 104 hours becomes available upon
setting employee's eligibility

Validates changes and applies updates, if no errors are




Assign an Employee Disabled Veteran Leave
Eligibility

Roles: Admin Officer, Timekeeper

ASSIGNING EMPLOYEE DISABLED VETERAN LEAVE ELIGIBILITY
The system must allow a Timekeeper (TK) or Administrative Officer (AO) to set employee's Disabled Veteran
eligibility as follows:
®* None
®  First time federal employee
®  Returning from a break in service of at least 90 days
® Returning from a break in service due to military service
Assigning Disabled Veteran Leave eligibility to an employee by performing the following steps:
e C(Click on Employee’s name.
e From the Dashboard, click the link in the Payroll column for an employee.
e Make note of the employee’s current Disabled Veteran eligibility.
e Select the correct Disabled Veteran eligibility reason.

e C(Click the OK button to save the change.
Note: A Disabled Veteran Leave account is created, and 104 hours becomes available upon setting employee's eligibility

Payroll Screen

Employee: Mouse, Mickey

“Personal =TT

Enter On Duty (o0 onae |« Service Computation (oo 0o Separation Date
ate Dat
Status:  Active
SAC Code  HNCFK B
Common ASSt | 51111111 I
e,
APProving  pond, James
Official: N

Timekeeper: Lane, Lois

Pay Basis Annually [
o[ Genersashedils B

Pay Plan | AD-Administratively Determined B
Type of
-
Appointment _Temparary B
Military Status | None B
Remarks

Special EMLA

Disabled ,
First time federal employes
ermn iy B¢

oK Reset

Instructions

Type over or change the selection of any field. Click OK or any navigation to validate changes and update the database

Required fields are marked with an =
Reset ignores pending changes and re-displays the screen.

Ok validates the entered information and updates the database if no errors ars found

Fields in error are marked with .. The error message at the top of the page refers to the first field in error.
‘Click on tabs or left navigation area to go to different screens.

Back to top

9/9/20
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Add Separation Information for Employee

Roles: Admin Officer, Timekeeper

Add Separation Information: USE ONLY IF EMPLOYEE HAS SEPARATED FROM YOUR OPDIV, HHS, or the
FEDERAL GOVERNMENT. Date the employee was no longer employed by your OPDIV and/or HHS.

NOTE: Employees moving within the same OPDIV should not have a separation date in this field. Timekeepers should
transfer their record to the new timekeeper in their OPDIV.
*  From Dashboard
* To select an employee, click on employee name and then scroll over to Payroll TAB and click on Admin
code. OR you can click on employee name, which will take you to the “Personal” screen of the profile.
Then click on “Payroll” tab.
*  Click on the Separation Date field and enter employee’s separation date.

Payroll Screen

Timekeeper _ .
Trainer, Super I m) ITAS Integrated Time and Attendance System

b Act as Alternate

Employee: Wagn: ', Rickilyn

Payroll 'I'ourDu'l'y Options Timecard Leave Requests Twnﬂequests TP

Enter On Duty 01/ 21/1996 . Service Computation 01/15/1980 " Separation Date ,—|
Date Date

Status: Active

Common ’:T? 78321401 |-

Approving .
Official- Trainer, Super

Timekeeper: Trainer, Super

PayBasis | Annually |

Type | General Schedule vl

PayPlan | GS-General Schedule vl

Type of
Appointment

MI\ItE[ySlEtUS‘ None v|*
Remarks ‘ hd ‘ g
Special FMLA []

Disabled‘ None
Veteran

‘ Permanent hd }*

e C(Click on the Remarks field drop down arrow and click on the appropriate remark.
e C(Click “OK” to save your changes.
e C(Click on the “Dashboard” to close profile.

REMINDER: Separation takes effect at the close of business (COB) on date of separation. In you enter a separation
date in the current pay period, ITAS will automatically remove the work or leave hours for all the days after the
separation date. If you separate employee by mistake or employee returns to work at HHS; you must notify the
ITAS Coordinator to have them “Unseparate” the employee in ITAS.

NOTE: Supervisor to Employee and Timekeeper to Employee relationships cannot be removed until all employees

assigned to them have a new relationship created and the current relationship will exist until the next pay period.
Remember to remove any alternates assigned to Supervisor or Timekeeper also.

9/9/20 18



Tour of Duty

Roles: Admin Officer, Timekeeper
Accessing an employee’s Tour of Duty information can be performed by one of the following actions:

*  Clicking the value in the Tour of Duty column of the Dashboard
* Clicking the Tour of Duty tab after leaving the Dashboard

The Tour of Duty screen is displayed for the EMP’s and Pay Period. This screen is used to set up all information
about the employee’s current and future Tours of Duty.

Tour of Duty screen
—
o @ https//training. tas hhs.gov/hh 1 Trole= ~ @0/ search. LA

@ Integrated Time and Attend... % ||

File Edit View Favorites Tools Help x EfConvert v [FSelect

5 £ FreeHotmail £]Home IntranetHHS [5] OLRC Home £ OraPeopleSoft Enterpr... £ Printable Timecard Report ] This page can't be display... £ Web Slice Gallery v & Welcome to HHS! [ v [ d v Pagev Safetyv Tooksw @v

»Dashboard Employee: Wagner, Rickilyn ~

» Reports

» New Employee personal Payroll [ECTEA A Options Leave Balances Timecard ~Leave Requests Telework Requests LTP Relationships
» New Contractor

» Organizations

Change Role:
» Employee
» Approving Official

» Timekeeper
» ITAS Administration Tour Type |Variable Work Schedule v

Use to review tour of duty for the selected

Pay Period [T2/08/10-12/21719 2019126 v] [ Select | % 0%

» About ITAS Eam Credit Hours /]
¥ Help Start/Stop Times Required []
»Close

Sign In/Sign Out Required
Term Type |Full-Time v
Tour Hours

Last Tour of Duty Change 2014/3

Next Tour of Duty Change |12/08/19-12/21/19 2019/26 v

Changes in Future Tour of
Duty None

Special Pay Rate [None Vi shift [REG - Regular vE
SickLeave (g @4+

Amualleave Q0 O4 Op @g*
Official Duty Station HHS Bldg (HHS Site)

Distribution of Biweekly Basic Work Requirements

Type Su M Tu W Th F Sa Su M Tu w Th F Sa Total
e o m o O o
Regular|[.0 ls0 Jlao Jls.0 Jlao | | [ls0 80 2.0 a0 Jls.0 I I 80.0
;:‘:el 80 80 80 80 80 00 00 80 ” 80 ‘l 80 80 80 00 00 80.0
e 31— 1. M

®120% v
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Change a Tour of Duty

Roles: Admin Officer, Timekeeper

Permanent Change: Changes in an employee’s tour of duty can take effect in current pay period or the next pay
period.

*  From the Dashboard.

* Select an employee and then scroll over to Tour of Duty tab and click on tour hours. OR you can click on
Employee name which take you to their Personal screen of the profile and then click on Tour of Duty tab.

* Display Tour Information for the effective pay period

* Click on the Tour Type drop down arrow and select the new Tour Type

e Click GO to pre-fill the rest of the screen with information specific to the selected Tour Type

* Remember to click on box next to Earn Credit Hours if employee is on Flexible Work Schedule or other work
scheduled in which they are entitled to earn credit hours.

* Click on Term Type drop down arrow and click on the Term Type. Press the Tab key. If correct just tab to
next field.

e Click on Tour Hours field. If the tour hours are correct, press tab key to move to next field. If hours are
incorrect, type over or change to new hours. Press the tab key.

*  Click on Next Tour of Duty Change drop down arrow and select the pay period to change the tour from
the Next Tour of Duty Change effective date. Press the Tab key.

* Verify or select the Special Pay Rate.

*  Verify or select the Shift.

*  Verify the Meal Breaks.

* Verify Leave accrual rates.

* Distribution of Biweekly Basic work Requirements click on the appropriate day of the week and delete any
hours that will no longer apply. Type in the new start and end times and tours hours for that day. Always
check start and end time every time you change employee work scheduled. Tour detail hours are not
required for FLEXIBLE, VARIABLE or Maxiflex work schedule.

e Click the (Regular) Button to show the Hours Detail (Regular) screen for hours and verify or change the
hours. See the Hours Detail (Regular) screen section for specific instructions.

e Click the (OT Earned — ARSOT) Button to show the Hours Detail (Other) screen and verify or change those
hours. See the Hours Detail (Other) screen section for specific instructions.

*  Click “OK” to process your changes.

Note: There are many rules and dependencies on the combinations of entries you can make on this screen. If the
change is not accepted, please check the error message at the top of the page and make corrections as indicated.

9/9/20 20



Hours Detail (Tour of Duty, Regular) screen

X

L) ) https// . rOfDutyAction.do?FUNCTION=TourOfDuty g A k&

(@) Integrated Time and Attend...
File Edit View Favorites Tools Help

i & This page can't be display.. & Printable Timecard Report ] OLRC Home &] Web Slice Gallery v & Free Hotmail & Oracle PeopleSoft Enterp.. & Welcome to HHS!

o~ v [ b v Pagev Safetyv Tools~ @~ ”

Timel A
N m) ITAS Integrated Time and Attendance System
Bassett, Angela 9
DLz T Employee: Dixit, Madhuri
» Dashboard
» Reports Personal Payroll XYM Gptions Timecard Leave Requests Telework Requests  LTP
Chan
» Employee
» Admin Officer
Type:Regular TeleworkType:N/A PayPeriod:2017/16 PayPeriod Total:80.0
» About ITAS
:?ﬁ::’e Su [ Tu w T F Sa Su " Tu w i F Sa
Day | g 80 80 80 80 80 00 00 80 80 80 8.0 80 00
Total
Start lo7:30am_| [o7-30am_|[07:30am | [o7:30am |[07:30aM o7:30am_|[07:30aM_|[07:30am _|[07:30am_] [07:30am
stop o400PM_|[o4.00pm_|[04.00PM | [04:00PM |[04:00PM o4.00pM_|[04.00PM_|[04:00PM_|[04:00PM | [04:00PM
Start
Stop
Instructions
Type over individual startand end times to change. Use militaryor AM/ PMtimes
Ifneeded, clickthe More button for extra start/stop lines
Errors are indicated atthe column headings
Ifneeded, clickthe Tourofduty buton to return o the regular Tourofduty display
Required fields are marked with an * N
< >

Hours Detail (Tour of Duty, OT Earned - ARSOT) screen Table

2 Integrated Time and Attendance System - TourOfDuty crosoft Internet Explorer

File Edit view Favorkes  Tools  Help [

Deack - ) E @ (:j pSearch ‘;;‘\?Favorites €5 8- g} L) E 33

Address | 4] https: /jtraining. itas. hhs . govdevz/trainingPR 19 /tourof duty f Tourof DUty Action . do?FUNC TIOM=TourofDuty

Timekeeper ITAS Integrated Time and Attendance System

Angela Basseltt

b Act as Alternate
» Dashboard
» Reports GO COCTIN VTG Tour of Duty

Employee: Summer, Donna

Timecard LTP

Options Leave Requests

Change Rc
» Employee
» Admin Officer

Type: OT E d- F Fay Period
» About ITAS A\b;'pSBOT e Penua; 20nse o ‘?;Itzl 8o
» Help
e Eme Su h Tu W Th F Sa Su [ Tu W Th F Sa
Dav g 0.0 0.0 0.0 0.0 0.0 8.0 0.0 0o 0o 0.0 0.0 0.0 0.0
Total
start | i | | | i |[07:004 | i i i i i i |
Stop | Il | | | I |[3:00F| Il Il Il Il Il Il | ||
Start | Il | | | Il Il I I I I I I I |
| Il | | | Il Il Il Il Il Il Il Il Il |
[ Tour ] [ OK ] [ Feset ]
:I
&] S & Internet
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Options Screen

Roles: Admin Officer, Timekeeper

Timekeeper % . 2
— ITAS Integrated Time and Attendance System

» Act as Alternate
» Dashboard
» Reports Personal ' Payroll ' Tourof Duty [BINGR Timecard Leave Requests Telework Requests LTP

Change Role:

» Employee

» Approving Official
» Admin Officer

» ITAS Administration [] Leave Approving Official

» About ITAS Timekeeper TK Number |01037

Employee: Wagner, Rickilyn

Access Level

» Help Administrative Officer

» Close ITAS Administration

| oK || Reset ‘

Change Access: To add or delete employee’s authority to access ITAS as a Timekeeper or Approving Official or
ITAS Coordinator (Admin Officer).

Important: If you are removing an employee’s authority to access ITAS as a Timekeeper or Approving
Official, be sure to reassign all their employees to another Timekeeper or Approving Official. Also
delete all alternate relationships (i.e. alternate timekeepers). The ITAS Coordinator can do this through
the Relationship tab on the dashboard.

*  From the Dashboard.

* Select an employee and then scroll over to Options tab and click on Emp. OR you can click on Employee
name which take you to their Personal screen, then click on “Options” tab.

*  Click on the appropriate box(s) in access level to either enter or delete an employee as a Timekeeper, ITAS
Coordinator (Admin Officer) or Approving Official.

* Reminder a 5-digit timekeeper number is required for all Timekeepers.

*  Click on the “OK” button to save your changes and you will be directed to the confirmation screen to
complete the process.
Click the Dashboard to close profile.

NOTE: If removing the TK/LAO privilege, there can be no employees or alternates assigned to them.
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Timecard

Roles: Admin Officer, Timekeeper

Clicking the value in the Timecard column on the Dashboard or clicking the Timecard tab after leaving the
Dashboard, displays the Timecard screen. The current employee and pay period including leave balances, pay
hours, and leave used are displayed.

Timecard screen, initial

o ) N~ ST © + @ ¢ | @ integrsted Time and Attend... x

File Edit View Favorits Tools Help % @HConvert v [Fiselect
i v B - & v Pagev Safetyr Toolsv @<

S e m) ITAS Integrated Time and Attendance System

» Act as Alternate
» Dashboard
» Reports Personal Payroll Tourof Duty Options [RIDIICILN Leave Requests ~ Telework Requests  LTP

¥ FreeHotmail £ Home IntranetHHS [&] OLRC Home £ Oracle PeopleSoft Enterpr... £ Printable Timecard Report £] This page can't be display... £ Web Siice Gallery v £ Welcome to HHS!

Employee: Wind, Jenny

Change Role:

» Employee
» Approving Official
» Admin Officer Pay Period | 02/03/19-02/16/19 2019/4 V| Select
» ITAS Administration
» About ITAS SSN: 999-06-0000 SAC:HNA Apbr: OD
» Help
» Close Approved by: Transmitted On: Tour Hours: 80.0 Annual Leave Category: 08 PP: 2019/4
Annual Leave 256.0 CreditHours 0.0 Credit Hours Lost 0.0 Sick Leave 1166.0 FFLUsed 0.0 LB Donated YTD 0.0
Restored AL 0.0 Comp Time 0.0 Projected Comp Time Lost0.0 Adv Sick Leave 0.0 VLTP Donated YTD 0.0 LB Leaw 0.0
Projected AL 192.0 Rel. Comp Time 0.0  Rel. Comp Time Charged 0.0  Use or Lose 208.0 VLTP Leave 0.0 DVLleawe 0.0
T Su M Tu w Th F Sa Su M Tu w
02/03 02/04 02/05 02/06 02/07 02/08 02/09 0210 02111 02112 0213
Change
Indicators
| [TourHours | | e0 | e0 | o0 | o0 | o0 \ \ [ a0 | a0 [ 90
[ [amcore | [ \ \ \ \ [ \ \ \ \
PM Core
Reguar | |[o.0 [[e.0 [[e.0 [[e-0 |[e.0 | i [[o.0 [0 |[0.0
2 [ 1 lanmet 1 aaua I 10 11 1 ] | ] i I i R

®155% v

Timecard screen, leave types expanded

o Q fteshh Action.doFUNCTION: O ~ @ & || @) Integrated Time and Attend... x %
File Edit View Favorites Tools Help % @Convert v [FiSelect
5 B FreeHotmail £7]Home IntranetHHS [&] OLRC Home £ Oracle PeopleSoft Enterpr... £ Printable Timecard Report £ This page can't be display... ] Web Slice Gallery v ] Welcome to HHS! e <[ @ v Pagev Sofetyv Toolsv @v
T UZiuo UZIoE UZIvT UZIu0 UZIUT UZIUo VZIUY VZITY UZITT VZIZ Ui
" "
Change Indicators
Tour Hours 9.0 9.0 9.0 9.0 9.0 9.0 90 H
AM Core
PM Core
Regular [ [[e.0 [[e.0 |[e.0 [e.0 |[e.0 il il [0 |[[e.0 |

Annual Leave | I[ Il

Sick Leave [ I[ Il

Other

‘Holi day Leave

Excused Absence

| |

Furl.Lapsed Appr

|

|

|
Furiough-Other | I[

|

|

|

Total Base 0.0 9.0 9.0 9.0 9.0 9.0 0.0 0.0 9.0 9.0

Leave Without Pay

Suspension

AWOL

CIEe]

ARRRRNRN R

[

OT-Irregular
Earned

‘Holi day Pay

Comp Time-
Earned

<

AT

0

ERE
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Timecard screen, pay types expanded

o ‘o itas.hh A do?FUNCTION: O ~ @ Guo\megvated Time and Attend x| ‘

% @HConvert v [FiSelect

® Free Hotmail £ Home IntranetHHS [5] OLRC Home £ Oracle PeopleSoft Enterpr... 2] Printable Timecard Report £7] This page can't be display... £ Web Slice Gallery v £ Welcome to HHS! [ v [ d® v Pagev Sifetyv Toolkv @v ”

Regular [ [e.0 |[e.0 [e.0 [[o.0 0.0 I I |[s.0 |
Il I |

Annual Leave [ il

RIRE

Sick Leave | I

Other

155

Total Base [ oo [ o0 [ o0 2.0 [ a0 [ o0 | o0 [ o0 90

JERERRRENN NN

OT4rregular Earned [ il

=

Holiday Pay [ il

Comp Time-Eamed [ il

Other

[

Night Diff

‘SunISat Diff

D ‘OT Earmed-ARSOT

‘i ‘OT-Suhstitute Hours \

OT-Travel Earned

OT-Training Earned

Rel Comp-Earned

Comp Time for Travel (CTT)-Earned

|
|
|
|
OT-Suffer&Permit [
|
|
|
|
|

<

Call Back Earned

[ [

ERE-

Timecard Hours Detail screen

o o oz hh Action 4OFUNCTION: 0 ~ @ C|[ @ Integrated Time and Attend.. | |
File J08 View Favorites Tools Help. % @Convert v [iSelect
v B v @ v Pagev Safeyv Tooksv @~

ee Hotmail 2] Home IntranetHHS [&] OLRC Home &7 Oracle PeopleSoft Enterpr... & Printable Timecard Report £ This page can't be display.

m) ITAS Integrated Time and Attendance System

Employee: Wind, Jenny

&) Web Slice Gallery v ] Welcome to HH!

Personal Payroll Tourof Duty Options RINS<CUN Leave Requests Telework Requests  LTP

Role:
oyee
bving Official _ ) - X _
n Officer Type: Regular Telework Type: N/A Pay Period: 2019/4 Pay Period Total: 80.0
Administration
Su M Tu w Th F Sa Su M Tu w Th
tITAS 02/03 02/04 02/05 02/06 02/07 02/08 02/09 02/10 02111 0212 0213 02114
Change
Indicators
|payTotal| 00 [ 90 [ o0 90 [ o0 [ o0 | o0 | oo 20 [ a0 [ o0 | 80
[ Am core | [ \ \ \ [ \ \ \ [
PM Core
start 07:30AM 07:30AM 07:30AM 07:30AM 07:30AM 07:30AM 07:30AM 07:30AM 07:30AM
Stop 04:30PM 04:30PM 04:30PM 04:30PM 04:30PM 04:30PM 04:30PM 04:30PM 03:30PM
Start
Stop

‘ Timecard H OK H Reset M

®155% v
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Modify Employee Timecard

Roles: Admin Officer, Timekeeper.

Modify current Timecard Only: ITAS automatically generates a timecard every pay period, so you only need to
process exceptions. Remember holidays and leave (once requested leave has been approved) are posted
automatically by ITAS. You can process timecard change for the current pay period directly to the timecard and
process changes to prior pay period via the Supplement procedures.

e  From the Dashboard.

e Select an employee and then scroll over to Timecard Tab and click on “unapproved”, OR you can click on
employee’s name which will take you to the Personal screen of the profile; then click on “Timecard”.

e You will see a timecard for the selected employee, which display their tour hours and any extra work
hours or leave already recorded.

e To modify hours worked, select a day and click on Leave or Hours Types. Click the “+” to show more leave

or hours type.

To add additional hours worked to timecard click on day and type in number of hours.

Click “OK” button to save and you will be directed to start/stop time (hour’s detail) screen.

Enter start and end time for hours work on day highlighted in red. Use military or AM/PM times.

If needed, click the “More” button for extra start/stop lines.

e C(Click “OK” button to save changes.

e To delete hours worked from an employee’s timecard, click on the hour type row you wish to delete. Click
on the day and highlight the hours and delete the hours. Remember you must remove start and end
times under hour’ detail.

e You must also restore regular hours according to his/her work schedule for that day, if you are removing
leave hours.

e Click the “OK” button to save changes.

NOTE: Certain types of leave/hours require start and end times, including a.m. or p.m. This is indicated by a gray button to
the left of the hour Type. You may either click this button OR click OK to enter start and end times.

e Enter start and end times in the Hours Detail if required.

e C(Click “OK” button to save changes.
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Changing Timecard with Disabled Veteran
Leave

Roles: Admin Officer and Timekeeper

DISABLED VETERAN LEAVE ON TIMECARD
Clicking the value in the Timecard column on the Dashboard or clicking the Timecard tab in the employee’s profile
displays the Timecard screen. TK/AO can remove or reduce Disable Veteran Leave hours from current or past
timecard.
The following rules apply:

* Disable Veteran Leave hours are not allowed to be added directly onto the timecard.

¢ Disable Veteran Leave hours can be reduced or removed from the timecard.

¢ Disable Veteran Leave time be in 15-minute increments.

TIMECARD

Employee: Mouse, Mickey

“Personal Payroll Tourof Duty Options [T =R [eave Requests Telework Requests LTP
Pay Period | 03/05/17-03/18/17 2017f6 Select
ssN; 010-22-2302 SAG: HNCTK AbbE: NCI DBS LHC
Approved by Transmitted On: Tour Hours: 80.0 Annual Leave Category: 04 PE: 201776
Annual Leave 4.0 Cregit Howrs 0.0 Greqit Howrs Lost 0.0 Sick Leave 4.0 FFLUsed 0.0 LB Denated YTD 0.0
Restored AL 0.0 Come.Time 0.0 Erojested Comp. Time Lost 0.0 Ady, Sick Leave 0.0 VI.TE Ronated Y10 0.0 LB Leave 0.0
Prolected AL 83.0 Rel Gomp Time 0.0 Rel, Comp Time Gharged 0.0 Use.orl0se 0.0 VATE Leave 0.0 DV Leave 72.0
Su ™ T w T 3 sa Su 0 Tu w ™ 3 sa
[Type 03/05 03/06 03/07 03/08 03/09 03/10 03111 0312 0313 03114 0315 0316 0317 03/18 Supps |Total
Change Indicators T T
Tour Hours 0 50 50 50 50 50 50 50 50 50 500
[Am Core
Pm Core
Requiar w0 w0 a0 ao 50 5o 50 80 20 |60
[AnnusLLeave 00 |00
Sick Leave 00 | 00
Disabled Veteran Leave 01/28/2017 a0 a0 a0 [ %0 |240
~ J[omer

Total Base oo 80 80 8.0 80 80 00 0.0 5.0 5.0 50 50 50 o0 0.0 [s0.0
OT-Ireaular. Eames 00 |00
Heliday Pay. 0.0 | 00
Comp Time:Eamed 0.0 | 00

[ [owmer

Supplements entered in the pay period : 2017/6

[Supplement For [EF Affected]| Type [Fours [Start Time [End Time [Date Processed [By Whom [Telewerk|
[ _oamamorr | _zo17s | Reaular [ 20 | 7:00Am [11:30am | 08/06/2017 |Lane, Las| _No
[ oaoszo17 | 201755 | Disabled.vereran Loave | 4.0 | 12:00PM | a.00Pm | 0870612017 |Lane. Los| A |

ok Reset

Empioyee: Mouse, Mickey

Pay Period: 2017/6 Pay Pericd Total: 24.0
Su M Tu w Th F Sa Su M Tu w Th F Sa
03/05 03/06 03/07 03/08 03/09 03/10 0311 0312 03/13 0314 03115 0316 037 0318
Change
Indicators I I
Day Total 0.0 4.0 4.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 8.0 8.0 0.0
Start 07:30AM 07:30AM 07:30AM 07:30AM
Stop 11:30AM 11:30AM 04:00PM 04:00PM
Start
Stop
Mare
Timecard OK Reset
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View Employee Timecard for Prior Pay
Period

Roles: Admin Officer, Timekeeper

Viewing Timecards:

From the Dashboard or the Timecard Screen

Click on the down arrow button in the pay period box and select appropriate pay period.

Click on the “Select” button

Select an employee and then scroll over to Timecard and click on unapproved. OR you can click on
Employee name which take you to the Personal screen of the profile and then click on Timecard tab
Timecard for pay period selected will be displayed

Prior Pay Period Timecard:

To return to current pay period, click on the down arrow key in the Pay Period box and select the
current pay period.
Click on “Select” button.

O s
ile [N View Favorites Tools Help

5 B FreeHotmail ] Home IntranetHHS [5] OLRC Home £ Oracle PeopleSoft Enterpr... & Printable Timecard Report £ This page can't be display... & Web Slice Gallery v ] Welcome to HHS!

ITAS Integrated Time and Attendance System

Timekeeper
Trainer, Super I.

» Act as Alternate
» Dashboard
) Reports

Change Role:

» Employee

» Approving Official

» Admin Officer

» [TAS Administration

» About ITAS
» Help
» Close

9/9/20

ards/ TimecardsAction.do?FUNCTION: £ ~ @ € || ) Integrated Time and Attend... X
% @fiConvert v [iSelect

Biv B v @ v Pagev Sefetyr Toolsw @v

Employee: Wind, Jenny

Personal

Payroll

Tourof Duty Options [RENTCLN Leave Requests Telework Requests LTP

PayPeriod|01/06/19-01/19/192019/2 V| Select

SSN: 999-06-0000 SAC: HNA Abbr: 0D

Approved by: Transmitted On: Tour Hours: 80.0 Annual Leave Category: 08 PP: 201912

Annual Leave 248.0 CreditHours 0.0 CreditHours Lost 0.0 Sick Leave 1162.0 FFL Used 0.0 LB Donated YTD 0.0
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Supplements (i amenimens)

Roles: Admin Officer, Timekeeper

Supplement Definitions:

Transmitted Supplement: A supplement that has been entered into the system and transmitted through to payroll at
Pay Period (PP) close. AKA Posted Supplement.

Pending Supplement: A supplement entered but not yet processed through PP close. AKA Non-Posted Supplement.
Displayed Supplement: The supplement as displayed in the table at the bottom of the new Timecard (TC) screen.
Actual Supplement: The supplement as stored in individual rows in the database.

Process:

As coded, supplements are generated and applied to a Timecard (TC) by displaying the TC, typing over anything
that needs to change, and clicking OK. This takes the entire TC as displayed and creates any needed supplements
to make the corrections. This deals with the entire TC with the intention of eliminating the need for a daily detail
screen. Itis also designed to take the responsibility of figuring out exact supplements off the Timekeeper (TKPR)
and allowing the system to do it.

Remember: Leave must be requested and approved by Approving Official before it will post to the timecard. If you are
changing one type of leave for another, i.e. sick for annual the timekeeper must first delete the annual leave and put regular
hours back on the timecard before the sick leave can be requested.

To add additional hours worked for a prior pay period:

*  From the Dashboard or Timecard screen.
*  Click the down arrow key in the Pay Period box and click on the appropriate pay period.
* Click the “Select” button.
* Select an employee and then scroll over to Timecard and click on unapproved. OR you can click
on Employee name which take you to the Personal screen of the profile and then click on
Timecard tab
* Timecard for pay period selected will be display
*  Click on the day you would like to process the supplement for additional hours worked for a prior
pay period.
*  Click on the desired category of hours or leave types. Click the “+” to show more leave or hours
type.
* To add additional hours worked to the timecard click on day and type of additional hours. Type
in number of hours worked.
* Click the “OK” button to save and you will be directed to start/end time’s screen.
* Enter start and end time for hours worked on day highlighted in red. Use military or AM/PM
times. If needed, click on “More” button for extra start/end lines.
* Click on the “OK” button to save changes.
* Scroll to bottom of timecard to view supplement.
* Toreturn to current pay period....... Scroll to top of timecard.
* Click on the down arrow key in Pay Period box and select the current pay period.
*  Click the ‘Select” button.
* Scroll to bottom of timecard to review supplement in current pay period.
* Click on Dashboard to close.
NOTE: A row in the supplement information at the bottom of the TC screen is created on both the current and the changed TC.
On the changed TC it indicates that the existing TC has changed. On the current it indicates that a change was made to a prior
pay period in the current pay period.
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Supplement process in prior pay period:
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Annual Leave 248.0 CreditHours 0.0 CreditHours Lost 0.0 Sick Leave 1762.0 FFL Used 0.0 LB Donated YTD 0.0
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Other
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OT-iIrregular
Earned

Holiday Pay

Credit Hours-
Earned
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Other
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Supplements applied against this TC:

. PP Applied | Modified | start End Date
Applied For g Type Hours original| M°T™ e | Tt | Procassea | BYWhom |Telework
01/07/2019 | 2019/2 OTS"EQ“'E’ 20 | oo 2.0 4:00PM |6:00PM | 02/06/2019 Trainer, N/A
arned Super |
01/09/2019| zo1g2 | OTlregular |, 0.0 2.0 4:00PM |6:00PM | 02/06/2019 Trainer, N/A
Earned Super I.

<

s v

“*” Beside the day of week indicates that a supplement was process on that day.

Modify the employee’s previous Pay Period hours

¢ Click on Timecard tab.
¢ Select the pay period from the dropdown and click “Select”.
¢ Modify hours using the example above.

Note: A row in the supplement information at the bottom of the TC screen is created on both the current and the changed
TC. On the changed TC it indicates that the existing TC has changed. On the current it indicates that a change was made to
a prior pay period in the current pay period.
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Supplement information in current pay period:

ITAS | Integrated Time and Attendance System

Employee: Denvers. Delaney R.

Personal Payroll  Tour of Duty
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OT-Irregular
Earned

| |
Holiday Pay | [ |
[ ]
[ ]

Comp Time-
Earned
Credit Hours-
Earned

Other

Supplements entered in the pay period : 2019/4

Supplement For PP Affected Type Hours |Start Time |End Time | Date Processed| ByWhom |Telework
Y | 01/07/2019 2019/2 |OT-Irregular Earned | 2.0 | 4:00PM | 6:00PM 02/06/2019 | Trainer, Super | N/A
01/09/2019 2019/2 OT-Irregular Earned | 2.0 4:00PM 6:00PM 02/06/2019 Trainer, Super | N/A

~

s v

Remove a pending supplement

*  Click on Timecard tab.

* Select the pay period from the dropdown and click “Select”.
* Clear the pending changes by restoring original information.
*  Click OK.

NOTE: The pending supplement rows will be removed. If the supplement has already been applied, a supplement
reversing the previous supplement is created.

Removal of Supplemental Data

e C(Click on Employee’s name and then the Timecard tab

e Select the Pay Period in which the supplement was process

e Click on date and day of the original post and enter zero (0)

e Remember to delete hours worked from hours detail screen
e  Click okay to process and confirm change.

e Supplemental data is removed from timecard.

Process a new Supplement to add the correct information for that pay period.
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Leave Request

Roles: Admin Officer, Timekeeper

Clicking the value in the Leave Requests column on the Dashboard or clicking the Leave Requests tab after leaving
the Dashboard, displays the Leave Request screen. Requests can be submitted for a past, current or a future pay
period. Requests can be submitted for a partial day, a full day or for multiple days. Multiple types of leave may be
requested for the same day. Individual LRs must be saved before proceeding to the next. An e-mail is
automatically sent to the employee’s LAO each time an LR is submitted. This should be on rare occasions when
employee is unable to request their own leave.

Leave Requests, regular view
Leae Request

- @ c || search 2| v &

His [E] OLKC Home ) Oracle Peoplesoft tnterpr... (] Prntable limecard Keport ] 1z page can't be display... 3] Web Siice Gallery = 5] Welcome to HHs! o~ B - L1 dh - bage= Satetyw

;\i::";T;:,', ITAS Integrated Time and Attendance System

» Dashboard
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» New Employee Personal Payroll Tour of Duty Options Leave Balances Timecard [RTIOYIWIRITY Tojework Requests TP Relationships
» New Contractor

» Orgas

ootz = @

Employee: Allen, Gail

Change R

Start Late |Lna Late

» Timekeeper

» ITAS Admini

> AbOut ITAS +or partial day lcave only,

» Help. Select the Start Time and fill out the Hours or select the Start and End fimes.

»Close

Start Time, ~]- [0 ] O am Opm
lours | | orR CndTime[  ~]: [00~]OAMOPM  Calculate Hours

New Request
Lcave type  Balance Hours Remarkc
Ronsaleavd| s700[ 00|00
sickleme 13390 00]
CompTime 00

Leave Comments

Existing Requests

Leave Requests, expanded view
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Leave type Balance Hours Remark ~
Annual Leave 376.0 Projected: 72.0

Sick Leave 1339.0

Comp Time: 0o

0.0

0.0

0.0

s S T
Gormp Time for Teavel ©1T) 00 0.0]
0.0

0.0

0.0

0.0

0.0

0.0

00

0.0

0.0

0.0

00

0.0

0.0

0.0

FMLA Leave 480.0

FMLA - Annual Leave [Birth of a child/care of a newbom ~
FMLA - Sick Leave [Bitlh of & child/care of @ newborm |
FMLA - LWOR [Birth ot a child/care of a newbom ]
Expanded FMLA (LWOP) 210 [Elder Carc v
Family Friendly Leave 104.0 [Care of family member - child birth ~]
Military Funeral Leave

Fxcused Absence

Court Leave [Juror ~

Voting Leave

Bone Marow Donor 56.0

©rgan Nonoar 2400
Preventive Health 40
Time-Off Incentive 100

Leave Without Pay

Leave Comments

Existing Requests

There are no exisling requests

wwne v
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Submitting Leave Request for Assigned
Employees

Roles: Admin Officer, Timekeeper

Process Leave Requests: A request to use leave can be made for a past, current, or future pay periods.
Requests can be made for full day, a partial day, and for multiple days and multiple types of leave may be
requested for the day.

Delete Leave Requests: If it is for a future date, approved or unapproved, it may be removed by
the ITAS Coordinator, Timekeeper or Employee.

If the approved leave is in the current pay period, but the date has
passed, only the timekeeper or ITAS Coordinator may remove the leave.
If the pay period has passed, the Timekeeper or ITAS Coordinator must
remove the leave via a timecard Supplement (amendment).

Important: If you are recording leave used under the Family Medical Leave Act (FMLA) or Family

Friendly Leave Act (FFLA), be sure to click on the “+” for more leave types and then click on FMLA or

FFLA box then type in hours and remarks from the drop-down arrow when processing FMLA/FFLA leave
request. All leave requests must be saved, and the employee’s Approving Official must approve all
requests before it can be applied to the timecard. Under the Family and Medical Leave Act (FMLA),
Federal employees are entitled to a total of up to 12 workweeks of unpaid leave during any 12-month period.

An employee must have completed at least 12 months of service (not required to be consecutive and not required
to be at the same agency) as a covered Federal employee (generally, an employee at an executive agency) in
order to be entitled to FMLA leave. However, an agency may still provide a new employee not eligible for
FMLA with an FMLA like benefit.

Reminder: Upon conversion to the Defense Civilian Pay System (DCPS/DFAS) before employee can use
advance sick leave, continuation of pay (COP), time off awards, transfer-in leave from previous agency
and/or donated leave be sure that the HR Payroll Liaison has notified the Customer Care Service Team to
establish the leave balance record in DFAS. Use of this type of leave prior to leave balance record being
established by DFAS will caused a leave conversion by DFAS to annual, credit, comp time or LWOP.

Request Leave

*  From the Dashboard.

* Select an employee and then scroll over to Leave Request Tab and click on “Request”. OR
you can click on employee’s name, which will take you to the “Personal” screen of the
profile and then click on “Leave Request” tab.

* Torequest leave

INSTRUCTION:

9/9/20

e Full Day Request, Annual Leave (AL), Sick Leave (SL), Leave Without Pay (LWOP)
= Fillin the Start and End Dates. Full day requests do not require a start and
end time. The system will assign the time from the regular tour hours.
= Select Leave type, Annual, Sick Leave, etc.
=  Enter number of hours
= Enter a comment if needed.
=  Click OK.
e Partial Day Request, AL, SL, LWOP
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=  Fill in the Start Date.
=  Fill in the Start Time. Make sure you click on radio button for AM or PM
= Enter either the Number of Hours or the Stop Time. Click Calculate Hours
to fill in the missing Number of Hours or Stop Time.
= Enter hours next to leave type
= Enter a comment if needed.
= Click OK.
o Requests, combined or other types
= Click the “+” link to show the Request Leave expanded view.
= Fillin requested dates and/or times as explained previously.
= Fill in the actual number of hours next to each selected leave type.
= Enter a comment if needed.
= Click OK.

e Request COP Leave
e C(Click the “+” link to show the Request Leave expanded view
e Fillin requested dates
e C(Click on COP and enter number of DAYS not hours in the box.
e Click OK.

e Request Partial Day of COP Leave
e Click on Request Leave
e Fill in Start Date and End
e Fillin Start Time and End Time
Click “Calculate Hours”
e Click on cOP and type in “1” equals a day of COP. DO NOT TYPE IN HOURS.
e Click “OK” to process.

e Onceitis approved ITAS will post timecard with both types of leave in hours
requested but will subtract one full day of COP from COP balance.

e Separate COP leave request must be done for each pay period involved;
cannot crossover pay periods.

ITAS automatically sends an email notification to the Approving Official of the pending leave request.
Leave request will appear in the Approving Official’s Pending Leave Request window. If the Approving
Official, then approves the leave the leave will be added to the employee’s timecard and email
notification sent to employee.
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Requests Disabled Veteran Leave (DVL)

Roles: Admin Officer and Timekeeper

DISABLED VETERAN LEAVE REQUESTS
Clicking the value in the Leave Requests column on the Dashboard or clicking the Leave Requests tab in the
employee’s profile displays the Leave Request screen. Requests can be submitted for a past, future, and current
pay period but must be between Effective and Expiration dates. Requests can be submitted for a partial or full day
or multiple days.
The following rules apply:

= Leave to be requested for available amount of DVL hours.

* Leave to be requested within DVL effective and expiration date.
®* Leave requires that leave time be in 15-minute increments.
* Leave to be requested for tour hours only.

LEAVE REQUEST

Existing Requests

There are no existing requests

Click the + button to show the Leave Request expanded view.
Full Day Request
®  Fill in the Start and End Dates. Full day requests do not require an end date.
The system will assign the time from the regular tour hours.
® Enter the Hours next to the Leave Type.
®=  Enter a comment if needed.
* Click OK.
Partial Day Request
®*  Fill in the Start Date.
®*  Fillin the Start Time.
®=  Select AM or PM.
=  Enter either the Number of Hours or the Stop Time (AM or PM must be selected for Stop Time).
® Click Calculate Hours to fill in the missing number of leave hours
* Enter a comment if needed.
*  Click OK.
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CANCEL EXISTING REQUESTS

Leave Regquests

Start Date End Date

For partial day leave only,
Select the Start Time and fill out the Hours or select the Start and End times.

Start Time B: oo TIAM TP

Haours OR  End Time : (oo COAM T PM Calculate Hours

New Request

Leave type Balance Hours Remark
Projected:

Annual Leave 0.0 0.0 96.0

Sick Leave 0.0 0.0

Comp Time 0.0 [sXs]

Leave Comments

ExXisting Requests

Delete Leave Type Hours Date StartTime EndTime Status  Comments
- Disabled Veteran Leave 01/08/2017 8.0  02/15/2017 7:30AM 4:00PM Pending
an Disabled Veteran Leave O1/08/2017 8.0  02/16/2017 7:30AM  4:00PM Pending
™ Disabled Veteran Leave 01/08/2017 8.0 02/17/2017 7:30AM 4:00PM Pending

[=1'3 Reset

= Scroll down to the Existing Requests section.
®*  Check the Delete box(s) next to the requests.
Click the OK button.
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Removing a Leave Request

Roles: Admin Officer and Timekeeper

Only leave that is current or future date that has not yet been approved and posted to timecard can be deleted.
Once approved and posted to timecard the Timekeeper must remove leave and restore regular hours.

e Click on Leave Request

e Scroll down to the Existing Leave Requests section.
e C(Click on the delete box next to the requests.

e Click OK.

e Email sent to Approving Official

Leave Request screen

[ fachns £ ~ @ C |[ @ integrated Time and Attend... ¥ |G| Printable Timecard Report @ Use/Lose Report &
Tile [dit View Tlavorites Tools |lelp x &0 Convert ~ [ 2
i = Free Hotmail &) anetHHS [ OLRC Home e?omueveopuesongnmpy &) Printable Timecard Report & This page can't be display... & Web Slice Gallery v &) Welcome to HHS! % v B v 1 g v Pagev Safetyv Tookv @~
Leave type  Balance Hours Remark i
AnnualLeave  256.0 ?g_euded:
Sickleave 11660 00|
comptme  oo[ oo
Leave Comments
listing Requests
lete Leave Type Hours Date StartTime EndTime Status  Comments
] Annual Leave 80 02/14/2019 Pending
Instructions
To create a full day request.
To remove a leave request that has been approved:
e C(Click on employee name
e C(lick on timecard
e C(lick on the leave to remove and press delete key.
e Click on regular hours and add regular hours for that day.
e Click “OK” to process.
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Telework Requests

Roles: Admin Officer and Timekeeper

Clicking the value in the Telework Request column on the Dashboard or clicking the Telework Request tab once in
the employee’s profile, displays the Telework Request screen. Requests can be submitted for a past, current or
future pay periods. Requests can be submitted for a partial day, a full day or multiple days. Individual Telework
Requests must be completed before proceeding to the next. An email is automatically sent to the employee’s LAO
and the Employee each time a Telework Request is submitted.

Telework Requests

Existing Telework Reqguests

Delete  Locauon  Hours Date StarThme EnaThme Stamus  Comments
=1 Telewaork Center .0 DAIBSIZOA A FS0ANM 4:00FM  Fending This is atest

Full Day Ad Hoc Telework Request
¢ Fill in the Start and End Dates. Full day requests do not require a start and end time. The system will
assign the time from the regular tour hours.
¢ Select Telework Location.
e Enter a comment if needed.
e Click OK.

Partial Day Ad Hoc Telework Request
¢ Fill in the Start Date.
e Fill in the Start Time.
e Select AM or PM.
¢ Enter either the Number of Hours or the Stop Time (AM or PM must be selected if Stop Time is
selected).
e Click Calculate Hours to fill in the missing Number of Hours or Stop Time.
¢ Select Telework Location.
¢ Enter a comment if needed.
e Click OK.

Remove Ad Hoc Telework Request(s)
e Scroll down to the Existing Telework Requests section.
¢ Click the check box next to the telework request(s) to delete.
¢ Click OK button.
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Leave Transfer Program (LTP)

Roles: Admin Officer, Timekeeper

Clicking the value in the LTP: Donate or the LTP Accounts columns on the Dashboard or clicking the LTP tab after
leaving the Dashboard, displays the LTP Donations and Accounts screen. This screen allows you to donate some or
all your Annual or Restored Annual leave to a specific person. You can also check the status of any leave donated
to you.

The Donations section of the screen displays the leave you have available to donate. The Name/Reason/Org
dropdown contains the names and information of the people you can donate to. It also shows any donations
made that have not yet been credited to the recipient’s account.

The Accounts section of the screen displays information about any VLTP accounts that have been set up for you.

LTP screen

Timekeeper AS . - - -
S —— m IT Integrated Time and Attendance System

b Act as Alternate
F Dashboard
F Reports Personal Payroll Tourof Duty Options Timecard Leave Requests Telework Requests

Employee: Oxmoor, Aleene

Change Role:

» Employee

» Approving Official
» Admin Officer

b ITAS Administration

Agency:HHS

Donations

Ayailable Annual Leave hours for donation : 3040 Total donated AnnaulLeave hours : 0.0

Ayvailable Restored Annual Leave hours fordonation: 0.0 Total donated Restored ual Leavefhours @ 0.0
Name Reason Org Hours Type Hours ! Date
[select a Name Reason Org V| seiect an Hour ype V| | osi03r2018
Accounts

Reasaon Emergency Type Begin Date End Date

|Se\ect a Reason VH Select an Emergency Type VH ||
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Leave Transfer Program (LTP) — DONATE

Roles: Admin Officer, Timekeeper

Leave Transfer Program — covers employees participating in Voluntary Leave Transfer Program (VLTP) and the

HHS E
donat

Remin

mergency Leave Transfer Program (ELTP). Check with your OPDIV for information on status of ELTP
ions.

der: Upon conversion to the Defense Civilian Pay System (DCPS/DFAS) before employee can use advance

sick leave, continuation of pay (COP), time off awards, transfer-in leave from previous agency and/or donated

leave

be sure that the HR Payroll Liaison has notified the Customer Care Service Team to establish the leave

balance record in DFAS. Use of this type of leave prior to leave balance record being established by DFAS will

cause

d a leave conversion by DFAS to annual, credit, comp time or LWOP.

LTP - Donate Leave

From the Dashboard

Select “Employee”

Scroll across until you see LTP Donate

Click on Donate

The top portion of the screen shows number of annual leave hours available for donation and number of
restored annual leave hours available.

Click on down arrow in “Name/Reason/Org” box to select the person you wish to donate leave to.

Select the type of hours to donate in the Hours Type dropdown.

Enter the number of Hours to donate. This must to be less than or equal to your available hours.

NOTE: Donated Hours must be in 1-hour increments.

Timekeepe

ITAS defaults date to current date.
Click OK.
The new donation line is displayed on the Donate Leave screen.

C— Sup’gr . ITAS Integrated Time and Attendance System

> Act as Alternate

» Dashboard

» Reports

Change Rol
» Employee

» Approving Official
» Admin Officer

Employee: Oxmoor, Aleene

“Personal Payroll Tour of Duty Options Timecard Leave Requests Telework Requests

LTP

™

Agency: HHS

» ITAS Administration

» About ITA!
» Help
» Close

Delete a

9/9/20

S Donations

Ayailable Annual Leave hours for donation :  304.0 Total donated Annaul Leave hours : 0.0
Available Restored Annual Leave hours fordonation - 00 Total donated Restored Annual Leave hours - 0.0

Name Reason Org Hours Type Hours Date
Select a Name Reason Org VHSeiecl an Hour Type VH | 05/03/2018
Mame Reason Org Emergency Type Hours Type Hours Date Status Delete

Bellman, Patti Serious Medical HNAPersonal Medical Emergency Annual Leave 80 05/03/2018 Pending [ —coiam—

Accounts

Reason Emergency Type Begin Date End Date
‘ Select a Reason VH Select an Emergency Type VH ||
Cox | mesa ]

pending donation

Check the Delete box at the end of the donation line(s) to delete. You can only delete pending donations.
Click OK.

Click OK on the Confirmation screen.

The Donate to VLTP screen is redisplayed without the donation line item.
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LTP — Accounts

Roles: Admin Officer and Timekeeper

Set up an LTP Account
*  From Dashboard
e Select “Employee”
e Scroll across until you see LTP Accounts.
* Click on “LTP”
* Bottom half of the screen label “Accounts” is where you will enter information on the
employee that has been approved to participate in VLTP.
* Select a Reason from the dropdown list.
* Select an Emergency Type from the dropdown list.
* Enter a valid date in the Begin Date field.
NOTE: The End Date field will be populated when the LTP Account is closed.
*  Click OK.
* The Donate Leave screen is redisplayed with the account line item.

Timekeeper . - _ _
r— o ITAS Integrated Time and Attendance System

b Act as Alternate

Employee: Stepner, Marcia A.

Personal Payroll Tourof Duty Options Timecard Leave Requests Telework Requests

Agency HHS

b ITAS Administration

 About ITAS Donations
Ayailable AnnuallLeave hours for donation : 2880 Total donated AnnaulLeave hours : 0.0
Ayailable Restored Annual Leave hours fordonation: 0.0 Total donated Restored Annual Leave hours - 0.0
Mame Reason Org Hours Type Hours Date
[select a Name Reason Org v|[select anHour Type V| 05/03/2018
Accounts
Reasaon Emergency Type Begin Date End Date
[select a Reason | select an Emergency Type V|| I |
Reason Emergency Type Begin End Received Used Available
Serious Medical Emergency Personal Medical Emergency|04/05/2018 0.0 00 00 [close _

Reminder: Upon conversion to DFAS before employee can use donated leave be sure the HR Payroll Liaison has
notified the HHS/ Customer Care Service Team to establish the LTP account record in Defense Civilian Pay System.

Close an LTP Account

e Check the Close box for the desired account.
¢ Click OK.

NOTE: The End Date is populated, and the account can be reopened.

Reopen an LTP Account

* Check the Reopen box for the desired account.
e Click OK.
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Leave Transfer Program (LTP)
Donor/Recipient from outside HHS

Roles: Admin Officer and Timekeeper
Only the ITAS Coordinator can establish Donor/Recipient employee profile from outside HHS.

Donor or Recipient from outside the Department — you must notify the ITAS Coordinator and have a profile in
ITAS establish for this type of employee. Once the profile has been established than you can donate leave for
outside donor, or an HHS employee may donate leave to outside recipient using ITAS. Proper paperwork should
be submitted to the employee’s employing agency regarding all leave donations. Also, information must be sent

to HR Payroll Liaison for any outside donated leave be credited to employee’s payroll record in DCPS prior to employee
using the leave.

Admin Officer . -~ -~
e, Sl m) ITAS Integrated Time and Attendance System

» Dashboard
» Reports

» New Employee [N Payroll “Tourof Duty Options ~Leave Balances Timecard “Leave Requests Telework Requests LTPRelationships
» New Contractor

» Organizations

Employee:

Change Role:
» Employee SN 00cxx9999 LD

» Approving Official LastName [Lioya I Firstame [Garetn b [ ]
» Timekeeper

A Agency X
»ITAS Administration Code USDA Vv

Leave

» Close
Approving | Trainer, Super | v

Official

Timekeeper | Trainer, Super | >
ross
Addrens [9arein lloyd@test s oy

FLSA
Employee )

Instructions
Type over o change the selection of anyfield. Click OK oranynavigation to validate changes and update the database

Required fields are marked with *

Resetignores pending changes and re-displays the screen

OKvalidates the entered information and updates the database if no errors are found

Fields in error are marked with . The eror message atthe top ofthe page refers to the first field in error.
Click on tabs or leftnavigation area to go to different screens

Admin Officer . -~ .
A e m ITAS Integrated Time and Attendance System

» Dashboard
»Reports

» New Employee
» New Contractor
» Organizations ErrortNo i ion exists. Employee i a L ipientonly. e —
Change Role:

» Employee

» Approving Official

Employee: Lioyd, Gareth

» Timekeeper Instructions
» ITAS Administration

» About ITAS Type over or change the selection of anyfield. Click OK or anynavigation to validate changes and update the database
» Help

» Close Required fields are marked with an *.

Resetignores pending changes and re-displays the screen

OKvalidates the entered information and updates the database if no errors are found

Fields in error are marked with . The error message atthe top of the page refers to the firstfield in error.
Click on tabs or leftnavigation area to go to different screens

Backto top

Reminder: Information must be sent to donor/recipient employing Federal Agency once leave has been donated.
Follow the procedures established by your OPDIV.

Processing Leave Request for Outside Donor/Recipient

Outside Donor -LTP - Donate Leave

From the Dashboard

Click on “DISPLAY non-HHS Employee”
Click “GO”

New dashboard
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Search on Personal for Outside Donor’s last name
Select “Outside Donor’s name”
Scroll across until you see LTP Donate
Click on Donate
Click on down arrow in “Name/Reason/Org” box to select the person you wish to donate
leave to.
10. Select the type of hours to donate in the Hours Type dropdown.
11. Enter the number of Hours to donate.
NOTE: Donated Hours must be in 1-hour increments.
12. Click “OK” to process.
The new donation line is displayed on the Donate Leave screen
Steplto3

[ e 5~ @ [ @ ieprated Time snd At | 28 Hew iab

File Edit View Fovorites Tools Help x

© o0 NoO WU

o

Admin Officer
Trainer, Super I.

Dashiboard
= Dashboard

»New Employee

» New Contractor =
» Organizations l by perion [[V03 1963716715 201006~

Lispiay non s = . : ~ -
R s Ly sy ror caren coumn: [Fersona ] ror | ] O conracors Can |6
e

P ITAS Administration

I Mext> | LastPagess
» About ITAS

7
|
.'

Balances | Ti

e ou <Requests | LTP:Donate | LIPAccounts | Reld
»Close anc 50 oe Ty e e
prreyes 20 oa romcEMe [ES
O . i 80 o8 AorTanEME [
) Allen witie. s a0 o8 TE e [ES
HNA s0 o8 LaoEwe. L2
Andermon Drew W. HNA s0 o8 Evp e
[ Anderson, Kathon L Hawn, Goldie HNA 80 08 LA/EMP LTe
] roues Beckct Dimon A 20 o8 Emr [
iz . DEMG 80 os TEme e
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s a0 o8 nomeEve
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n 20 os A
M Rsicirol Dol a0 on = N
< >
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Step4 &5

e [ tas.hhs.gov!! /DashboardAction do?FUNCTION O ~ @ € || @ Integrated Time and Attend... x | @ Newtab {ir 7

File Edit View Favorites Tools Help x EhConvertt ~ lect

5 BF FreeHotmail £] Home IntranetHHS [5] OLRC Home &) Oracle PeopleSoft Enterpr. £ Printable Timecard Report &) This page can't be display., &7 Web Slice Gallery v &) Welcome to HHS! C1 & v Pager Safety Took~ @+

Admin Officer e ¢ 2)
s e e | lTAS Integrated Time and Attendance System

» Dashboard
} Rematts Dashboard

» New Employee

» New Contractor
» Organizations payPerid 03/03/19-03/16/19 2019/6 V|
Change Role:

ERiplyes Display non-HHS
» Ropicovitg Offictal - ;ogees Search column: | Personal ] or [Dumbries] ] ®Empioees Ocontaciors Ol |60

» Timekeeper
EHLEL B ICIIN  Page10f7  Show All | <<ArstPage] 12 3 4 5 6 | Next> | LastPage>>
» About ITAS

» Close [] Adler. Kate Lennox Marisa ABC 50 06 TKEMP Balances Unapproved  Request Request Donate LR Maintair
[] Aikire, Shelli a Norris, Chuck HNAZ 80 08 AOTKEMP Balances Unapproved ~ Request Request Donate LTP Maintair
[] Allen, Gail. Colhoff. Gwen m HNA 80 08 BOITKAAEMP  Balances Unapproved  Request Request Donate LR Maintair
[ Allen. Willie. Pulliam. Michelle R HNA 80 08 TKEMP Balances Unapproved Regquest Reguest Donate LTP Maintair
[] Amos, Janet. Snipes. Wesle: HNA 80 08 LAOEMP Balances Unapproved  Request Request Donate LR Maintair
[JAnderson. Drew W. Breeze Summer HNA 80 08 EMP Balances Unapproved Request Request Donate L
[] Anderson, Kathnn L Hawn, Goldie HNA 80 08 LAOEMP Balances Unapproved  Request Request Donate LTP
[ Anderson. Paula Becket Dillon N HNA 80 08 EMP Balances Unapproved Request Request Donate LTP
[] Andrew Paula A Trainer. Super| DEMO 80 04 TKEMP Balances Unapproved  Request Request Donate LTP
] Anthony. Coletta. Breeze. Summer HNA 80 08 EMP. Balances Unapproved Request Request Donate LTP
[] Antone. Joyce A Hegi Ursula R HNAODO 80 08 EM Balances Unapproved  Request Request Donate e
[ Appleton. John. Waldemar. Jack HNA 80 08 AOTKE MP Balances Unapproved Request Request Donate LTP
[ Arber Lisa Pea_Chik HNA 80 06 LAOEMP. Balances Unapproved  Request Request Donate LT
[[] Arber. Lisa G Bassett, Angela HNA 80 06 EMP Balances Unapproved ~ Request Request Donate LTP
[J aer. Lisa G Thacker, Gillen F HNA 50 06 EMP Balances Unapproved Request Request Donate Lp
[ Armstrong, Jack, ODonnell, Rosie ABC 80 08 EMP Balances Unapproved ~ Request Request Donate LR
[] Armstrong, Kelly Matiock, Curtis ABC 80 06 EMP. Balances Unapproved  Request Request Donate LP
[J Armstrong, Lance ODonnell, Rosie HNA 80 08 LAQ/EMP Balances Unapproved ~ Request Request Donate LR
[] Amstrong, Louis Cornwell, Patricia A HNA 80 08 EMP. Balances Unapproved  Request Request Donate LR
[[] Aulet, CodyJ Cruise, Thomas HNA 80 04 AOTKEMP Balances Unapproved ~ Request Request Donate LTP
[] Avala, Loffi Jetson. George HNA 80 %6 EMP Balances Unapproved  Request Request Donate e
[[] Badu. Erika. Woman. Wonder W HNA 80 08 EMP Balances Unapproved Request Request Donate LTP

= ["1Raanot Nomthea Smvthe Fleanar HNA a0 08 FupP Ralances tinannroved Reauest Reauest Nonate: 1P

RIS% -

9/9/20 43



Steps 6,7 & 8

@ hitps: itas hhs sl s Action.do?FUNCTION 2 ~ @ © || @ Integrated Time and Attend... | & New tab o
File B8 View Favorites Tools Help % @ Convert ~

Free Hotmail &) Home IntranetHHS [#] OLRC Home & Oracle PeopleSoft Enterpr.. & Printable Timecard Report & This page can't be display.. &) Web Slice Gallery ~ £ Welcome to HHS! ~ [ @ v Page~ Safety~ Tools~ @~

Admin Officer m N
Trainer, Super . J

» Dashboard
Fresorts Dashboard

» New Employee

» New Contractor

» Onganlsations payperd
Change

»Employee

» Approving Official
» Timekeeper

» [TAS Administration Page10f1  ShowAll | <<ArstPage | 1 | LastPage>>

Dis play non-HHS
employees

Search column: ‘ Personal V‘ for ‘Dumbnes ‘ @ Employees (O Contractors O All

» About ITAS
» Help Personal | Timekeeper | Payoll | TourofDuty | Lv.Cat. | Access | LeaveBalances [ Timecards | LeaveRequests | Telework Requests | : | _Relg
e [] Dumbries , Brandon L Trainer, Super| TAMS/ABC ) 00 EMP. Balances None Request Request Donate LTP NA
[ PintTC | | Print Pre-DFAS PaySlip Regular \ \ Print Pre-DFAS Pay Slip Mini \ \ Print ATLR \

Instructions

To change the Pay Period for the screens, select ine appropriate Pay Period and click fhe Go bution

To gotoany other screen in the system, click on ihe dala displayedin ihe column.

Example: Click on "UnApproved" in the Timecards column fo go to the Timecard screen.

To perform an action for selecied employees, dick the check box o the left of the em ployee's name, ihen dick the appropriate bution at ihe botiom

Example: Select some em ployees and click"Print TC" to show the priniable fim ecard for the em ployees.

To ignore changes and re-display the screen, click Reset.

To resort the information displayed, click on the column heading.

Use tabs orleft navigation to go to difierent screens. v

< >
RI5% v
@ httpsi//training itas hhs.gov/hhstraining/ltp. do?FUNCTION=LTP&LANID=BDUT0097 2 ~ @& C || @ Integrated Time and Attend... X v

File [JS08) View Favorites Tools Help x @Convert v Fselect
s R FreeHotmail £)Home IntranetHHS [ OLRC Home &7 Oracle PeopleSoft Enterpr... ] Printable Timecard Report & This page can't be display... £] Web Slice Gallery ¥ &) Welcome to HHS! M) v B v @ v Pagev Safetyv Tookv @+ >

Admin Officer = Ry A
e ITAS Integrated Time and Attendance System

» Dashboard
» Reports

» New Employee Personal " Payroll " Tourof Duty 'Options ~LeaveBalances 'Timecard 'Leave Requests ' Telework Requests [[REQ Relationships
» New Contractor

» Organizations

Employee: Dum bries, BrandonL.

Change Role: Agency: TAMS
»Employee o
} Approving Official
» Timekeeper Donations
) ITAS Administration
» About ITAS Available Annual Leave hours for donafion- 0.0 Totalglonated Annaul Leave hours = 0.0
» Help Available Restored Annual Leawe hours for donation: 0.0 TotgMlionated Restored Annual Leaihours ©
»Close Name Reason Org HooWgmype Hou Dat
Select a Name Reason Org | [select an Hour Type V| | o3i06n019
Accounts
Reason Emergency Type Begin Date End Date
‘ Select a Reason VH Select an Emergency Type VH ”

=

1

Instructions

Type over or change the selection of any field. Click OK or any navigation to validate changes and update the database.

Required fields are marked with *
Res etignores pending changes and re-displays the screen. v
OK validates the entered inform ation and updates the database ifno errors are found

|I15% -

Steps 10 to 12
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o @ ritps/raining tas . gow/hstraining!tp. 4o FUNCTION=LTPALANID= 50U70057 0 = @ & | @ Integrated Time and Attend...x w7

Fie B0 view Fovores Tools Help * GiComven ~ Eiseect

5 B Free Hotmail 5] Home IntranetHHS (] OLRC Home &) Oracle PeopleSoft Enterpr... &) Printable Timecard Report ) This page can't be display... &) Web Sice Gallery = & Welcometo HHS! v B v @ v Pagev Sefetyv Tooks @+
i ~
e o m) ITAS Integrated Time and Attendanc: e
Trainer, Super|.

» Dashboard

Employee: Dumbries, BrandonL.
»Reports

»New Employee Personal “Payroll “Tourof Duty " Options ~Leave Balances 'Timecard ' Leave Requests Telework Requests Relationships
» New Contractor

» Organizations

Chang .
»Employee Agency. TAMS
» Approving Official
» Timekeeper Donations
» [TAS Administration
» About ITAS Available Annual Leave hours for donaton: 0.0 Total donated Annaul Leave hours - 0.0
»Help Available Restored Annual Leave hours for donafion- 0.0 Total donated Restored Annual Leave hours - 0.0
» Close Name Reason Org Hours Type Hours Date
Armstrong, Kelly / Serious Medical / ABC / Personal Medical v|[Annual Leave ~|[10d | 0ai062019 (u—
Accounts
Reason Emergency Type Begin Dale End Date
[select a Reason [ select an Emergency Type V|| I

o]

Instructions

Type over or change the selection of any field. Click OK or any navigaticn nges and upd:

Required fields are marked with *
Res etignores pending changes and re-displays the screen

OK validates and updates th if no errors are found >
H|AB% v
The new donation line is displayed on the Donate Leave screen
- X
o @ htps.//trainingitas. hhs.gov/ hhstraining/ tp.do?FUNCTION=LTP P - & ¢ | @ Integrated Time and Attend... %
Fie Bl View Fovorites Tools Help % @\Comvert - {EiSelect

® FreeHotmail &) Home IntranetHHS [#] OLRC Home £] Oracle PeopleSoft Enterpr.., &) Printable Timecard Report £ This page can't be display... £ Web Slice Gallery ~ £ Welcome to HHS! [ v [ @ v Pagev Safety~ Tools~ @~ ”

Admin Officer . . & e A
e m)ITAS Integrated Time and Attendance System

» Dashboard
» Reports

» New Employee Personal “Payroll Tourof Duty “Options 'Leave Balances Timecard ~Leave Requests ~Telework Requests [RT Relationships
» New Contractor

» Organizations

Employee: Dumbries, BrandonL.

Change Role
TAMS
»Employee Agency
» Approving Official
» Timekeeper Donations
FITAS Administration
»About ITAS Available Annual Leave hours for donafion® 0.0 Total donated Annaul Leave hours = 100.0
»Help Available Resfored Annual Leaw hours for donation: 00 Total donated Restored Annual Leave hours - 0.0
» Close Name Reason Org Hours Type Hours Date
Select a Name Reason Org | select an Hour Type V| | oai0er019
Name Reason Org Emergency Type Hours Type Hours Date Status  Delete
Amstrong, Kelly Serious Medical ABC Pers onal Medical Emergency Annual Leave 100.0 03/06/2019 Approved 4mm———
Accounts
Reason Emergency Type Begin Date End Date
[ Select a Reason | select an Emergency Type V]| |

]

Instructions

Type over or change the selection of any field. Click OK or any navigation to validate changes and update the database.

5% v
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Reports

Role: Timekeeper

You may view and/or print any of the reports below:

e Approved Leave Report -Shows approved leave requests

e ATLR Report — Administrative Leave and Time Record — Contains online copy of the HHS-564
Administrative Leave and Time Record. Do not use “all employees” when setting your parameters.

o  FFLA Activity Report - Contains a list of all employees that used leave under Family Friendly Leave Act.

e  FMLA Activity Report - Contains a list of all employees that used leave under Family Medical Leave Act.

e |TAS and DFAS Leave Balance Report — Shows ITAS and DFAS leave balance hours.

e ITAS and DFAS Leave Balances Report (Spreadsheet).-Exports ITAS and DFAS Leave Balance hours
information into MS Excel spreadsheet

e Leave Calendar Report - Shows Month Calendar with employee’s absences due to Holidays, leaves, and
AWS days

o Leave Request Report — Displays a list of all leave request processed selected for the date range

e  Premium Pay Report - Shows all premium pay hours for selected date range.

e Printable Timecard — Displays timecard for selected employees within your parameters.

e Supervisor to Alt Supervisor Relationship — Displays list of all employees and relationships between
Approving Official/assigned Alternate Supervisors.

e Supervisor to Employee Relationship — Displays list of all employees and relationship between
Supervisors with assigned employees.

e Timecard Error Report — Displays a list of employees with discrepancies between TC hours and tour hours
on their timecard for current pay period.

o Timekeeper to Alt Timekeeper Relationship — Displays a list of all employees and relationship between
Timekeepers with assigned Alternate Timekeepers.

o Timekeeper to Employee Relationship — Displays list of all employees and relationship between
Timekeepers with assigned employees.

e Unapproved Timecards Report — Displays a list of all employees who timecards have not been approved
for the pay period.

e Use/Lose Report — Displays a list of all employees who have Use or Lose hours for the pay period.
VLTP Recipient Report — List of all VLTP employees LTP accounts information.
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Reports Request

Role: Timekeeper

Clicking the Reports link on the left navigation area displays the Reports screen.

Report screen

» Act as Alternate

» Dashboard Re pOI’tS

» Reports

Change Role:

» Employee 1
» Approving Official
» Admin Officer Report[ATLR Report v
» ITAS Administration Parameters

» About ITAS From :|08/16/2020 To - |08/29/2020

» Help Employee :[Wind, Jenny M
» Close Pay Periods - [08/16/20-06/29/20 2020118 v

[0k ] [Rose ]

Instructions

Select the required report, fill in applicable parameters and click OK. The requested report will open in a new browser window.
If needed, use the browser print function to print the report.

Klrdn: Minhs annlinakla naramednes aes ead far asch raeact Odheee will b inneead

Request a report

e Select the desired report from the dropdown list

e Fillin applicable parameter.

e C(Click “OK” to execute the report.

e Requested report is display in another browser window.

Reminder: ATLR report in setting the parameters for “Employee” must be selected by individual employee’s
name and not all employees.

NOTE: The required parameters for each report are displayed in the Instructions section of the screen.
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ATLR

Administrative Time and Leave Record of Wind, Jenny for Leave Year 2020

[0 Cone e e ADMINISTRATIVE TIME AND LEAVE RECORD -
P rp— S el s S
Tio 240
[Foor 20 Fours [Goratad Leamve [annoal = [FRDLLWGE [Credit Hours  [Gomp. Time  [Gome. Tima For | FART-TIME
frraver
foarried Over:  [Caried Over
2 1252
. wo | or [awor | Lwor] drs | AL S pay
Leave Period sun | mon | Tue (wep | T [ Fri | saT [ sun fmon | Tue | wep | o | e | sar | B2 | BT ac [ mac | £ | v feacf e | o |eac [FENTERT) € | ufeac € o feacf e [ u fear jwikaf co | cio 552,
1] sens-sanis 8 248 | 4 1285 o 2
2| ssnie~Fenn HOL e 258 [+ 1270 o 2
3 Fab 3 ~ Feb 15 & EOE 1274 o 4
2| Feptg~Febzo 'FK;L ] e B 1275 o 5
5] War 1~ War 14 =2 280 | 1282 o 3
8| Mar 15~ har 28 s ERE 1288 o 7
7| Warze~ Apr 11 5 EXE 1200 o B
E| Apriz-~Apr25 = 304 | 4 1204 o 8
0] Apr26-Mayd E 3z | 4 1288 o 40
o] wey 10~ nsy 23 = B s 1302 o 11
1]  May24~June He ] 8 azs | 4 1208 o 1z
12]  Jun 7~ Jun 20 = 330 | 4 1310 o 13
13| sumzi~ua ﬁ%‘- E zas | 4 1214 o 14
e suis~suia 8 as2 | 4 1218 o 15
5] Jwte~Ang 1 AL_s|AL -s|aL s|aL sfaL 9| AL _s|aL oAL s|aL 9 HEEaE = o 18
18] Avgz~ A s AL -s|aL-s[a-s[aL - gfar 9| AL -s]aL - o AL -s]ar - 3] € | a0 |=se | £ 1325 ) 47
17| Aug 15~ Augze AL -s|aL -s[ar-sfaL - a9 € | a5 |82 | 4 1325 o k)
18] aug 30~ Sep 1z SO 13
o] Sep 1z -sepan 20
20| " Sep 27 ~oct 10 21
21| oct11~gotze Ho--| 22
2IEERT 22
I Mo 24
2e]  nowzz~Decs Hot 25
Z2EEETT 26
os]  Dec2o~senz Mo 1
[ =dtoo== =05
AL - Annual VL - vabing Leave Used Hote Annusi Leave Less than 3 years.........- nrs.
COP - GOP for Traumate Injury Used AWOL - Absent Without Leave =amed =a 315 years. Shes.
SL- Sick CT - Come. Time Used pericd depends on (ibihrs. in lest pey period)
SUSP - Suspended Hours. ADM . Excused Absen: your lengih of service: 15 years and over.
HOL - Haliday LVWOP - Leave Without Pay
CRT - Gourt Lo Sick Used
CH - Credit Hours Used TIA - Time-off Incentive Award
VLTP - VLTP Used FFL - Family Friendly Lesve Used
FL - Wilitary Funeral Leave Used FURL - Furlough-Lapsed Appropristions
FURD - Furlsugh-Other HO - Home Leave Ussd
SAMPLE Report - USE/ LOSE Report
- X
@ https:/training.itas hhs.gov/hhstraining/reports/ReportsAction.do?FUNCTION=Reports - @C | Search L~
@ Integrated Time and Attend... % | @ Use/Lose Report (1
Fle Edit View Favorites Tools Help T Convert v FSelect
i £ FreeHotmail ] Home IntranetHHS [ OLRC Home £ Oracle PeopleSoft Enterpr... & Printable Timecard Report 2] This page can't be display... £ Web Slice Gallery v &) Welcome to HHS! B v B v @ v Pagev Safetyv Toolsv @ ”
Integrated Time and Attendance System
Use/Lose Report
Pay Period 2019-24
Current Date: Nov 12 2019 02:02:20 EST
Generated for Timekeeper: Trainer, Super .
Employee Name Timekeeper Name UselLose
Andrew, Paula A Trainer, Super | U/L: 208.00
Demo, Employee Trainer, Super | U/L: 208.00
Denvers, Delaney R Trainer, Super . U/L: 208.00
Employee Four, Imam Trainer, Super |. U/L: 208.00
Employee Three, Imam Trainer, Super | U/L:208.00
Employee, |IHS Trainer, Super | U/L: 208.00
Employee, Iman Trainer, Super | U/L: 208.00
Employee, Regional Trainer, Super |. U/L: 208.00
Official Two, Approving L Trainer, Super |. U/L: 208.00
Official, IHS Approving Trainer, Super | U/L:208.00
Oxmoor, Aleene Trainer, Super | U/L: 208.00
Rastogi, Rajat Trainer, Super | U/L: 160.00
Sharp, Jergan G Trainer, Super | U/L: 208.00
Sriat, Laura Trainer, Super | U/L:0.00
Stepner, Marcia A Trainer, Super | U/L: 160.00
Wameham, Gareth Trainer, Super | U/L: 208.00
Weaver, Leandar Trainer, Super | U/L:80.00
Wind, Jenny Trainer, Super | U/L: 208.00
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AC rO nymS (AII abbreviations are called acronyms)

AWOL - Absence without Leave

ATLR - Administrative Time and Leave Record
AD - Administratively Determined

AO - Administrative Officer (ITAS Coordinator)
AUO or AUW -Administratively Uncontrollable Overtime Work
AWS - Alternate Work Schedule

A/L - Annual Leave

ARSOT - Authorized Regularly Scheduled Overtime
BAL - Balance

COB - Close of Business

CFR - Code of Federal Regulations

CAN - Common Accounting Number

CTT - Compensatory Time Compensatory Time for Travel
CWS - Compressed Work Schedule

COP - Continuation of Pay

CON - Contractor

CH - Credit Hours

CCS - Customer Care Services, HHS

CSR - Customer Services Representative

DCPS - Defense Civilian Pay System

DFAS - Defense Finance and Accounting System
DTY - Duty

E - Earned

ELS - Earnings and Leave Statement

EFT - Electronic Fund Transfer

EOD - Enters on Duty Date

EMP - Employee

EPSLA — Emergency Paid Sick Leave Act

EDP - Environment Differential Pay

EQ - Equal

EQUIV - Equivalent

FLSA - Fair Labor Standards Act

FFLA - Family Friendly Leave Act

FMLA - Family Medical Leave Act

FWS - Federal Wage System

FT - Full-Time

GAO - General Accounting Office

GS - General Schedule

HDP — Hazards Duty Pay

HHS - Health and Human Services

ITAS - Integrated Time and Attendance System
LEAP - Law Enforcement Availability Pay

LES - Leave and Earning Statement

LAO - Leave Approving Official

LB - Leave Bank

LR - Leave Record

LTP - Leave Transfer Program

LWOP - Leave without Pay

ND - Night Differentials
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NTE — Not To Exceed

OPM - Office of Personnel Management
OHR — Office of Human Resources Service Desk
OPDIV - Operating Programs and Divisions
OT - Overtime

PT - Part-Time

PP - Pay Period

PPE - Pay Period End

PPL — Paid Parental Leave

RDO - Regular Day-Off

RSSD - Regularly Scheduled Standby Duty Pay
RCT - Religious Compensatory Time

RAL - Restored Annual Leave

SES - Senior Executive Service

SPO - Servicing Personnel Offices

S/L - Sick Leave

SSN - Social Security Number

SCD - Service Computation Date

SD - Sunday Differential

T&A - Time and Attendance

TC - Timecard

TK or TKpr - Timekeeper

TIA - Time-Off Incentive Awards

U.S. - United States

U.S.C -United States Code

U - Used

UTD - Used Year to Date

VLBP - Voluntary Leave Bank Program
VLYP - Voluntary Leave Transfer Program
WG - Wage Grade

WAE — When-Actually-Employed (same as intermittent)
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