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Training Overview

This training will cover the following topics:
= VATAS System and Roles Overview
= VATAS Utility Bar
= VATAS Menus:
= Employees
= Schedule
= TL Units
= Continuation of Pay
= Leave Transfer Program
= Part Time Physicians (on Adjustable Work Schedule)
= Reports
= VATAS SharePoint
= VATAS References
= Examples of Errors and Warnings
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VATAS System and Role Overview

VATAS is the Veteran Affairs Time and Attendance System.

= VATAS is the replacement system for the legacy Enhanced Time and
Attendance (ETA) system,

= VATAS is a web-based, time and attendance system using a point and click
interface;

= Benefits of VATAS:
= Centralized and standardized system (replaces over 150 version of ETA)

= Activity logs that allow transparency and accountability
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Station Payroll Ad

- Enter/move
employees into Time
and Leave (TL) units

- Updates
timekeepers,
supervisors, TL
approvers in TL units

- Assigns tours

Creates DVL, FMLA,
COP and VLTP cases

min (SPA)

TL Approver

- Approve/Deny
Premium Pay
Requests (second
line approval)

- Can perform
Supervisor functions
when needed
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VATAS System and Role Overview
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- Approve/Deny Leave and
Premium Pay Requests Daily

- Verify timesheet posted
correctly (to include
Employee’s Schedule and
AWS Code)

- Certify timesheet by
processing deadline

- Certify corrected
Timesheets once Validated by
Timekeeper

- Run VATAS Reports

Timekeeper

- Create/change schedule;
verify/change AWS Code

-Submit premium pay requests

- Enter proxy leave requests
(upon written request)

- Apply tour Daily

- Validate timesheet (to check
for errors and submit for
Payroll Processing

- Create/Validate corrected
Timesheets

- Run VATAS Reports

Employees

Submit leave
requests

- Verify accuracy
of timesheet
postings by the
timekeeper
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VATAS System and Role Overview: Access
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A link to VATAS can be found
in the favorites under ‘VA

Shortcuts'.

@ Add te favorites |+

e

On == webTA VACOD Admin Mai.. =i webTA VACO Admin Mai... £ ~ B - |Favorites Feeds | History
T EE Favorites Bar ~
B Talk to the Veterans Crisis Line now 2 b

MM Websites

aSearch v @Contactts v [INEE W vashorews |

Natignal

| Citrox Access

| Forefront Identity Manager (FIM)

| N5D Self Service Portal
S0ARD-Maomo

] TMS 2.0

| VA PULSE =

i1ts and health care

2 | YourlT

2] TMS-550i

e
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VATAS Main Page: Creating Password
WERTA ... T——

" Use this link if you do
_ not know your
VA.gov Email Address: | |
Password: | | password or need to

\_reset your password.

Forgot VA.gov Email Addresy Reset/Forgot Password

Attention VATAS Users:

The Reports Instance of VATAS will be taken offline Week 2 Wednesday evening at 9pm EDT and restored after the timesheets are processed and transmitted Week 2 Friday around 10pm
EDT. Any reports that are in progress at that time will not generate, and the requests will be removed.

The use of Single Sign-on for VATAS has been disabled; before it is re-enabled, stations will be notified.

VATAS will be undergoing system maintenance on the following dates and times. Please anticipate system unavailability or intermittent disruption of operations during periods of

maintenance.

Wednesday 01 Aug 2018, 9 pm - 12 am EDT
Wednesday 15 Aug 2018, 9 pm - 12 am EDT

For more information and training materials visit the VATAS SharePoint Portal

If you are having password issues, select the Password Reset and/or Forgot User-ID links. If you do not receive an email within 15 minutes

- Check your Junk/SPAM Mail folder
- Check your Manage Rules folder for any rules created to delete or move VATAS emails

If the issue persists, contact your payroll office
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VATAS Main Page: Password

L

“WEBTA"

Forgot Password

To reset your password, enter your email address. You will receive an email with instructions on how to reset your password.

Email Address jane. doe@va.gov

Confirm Email Address: jane doe@va gov

Submit | | Cancel |

= Passwords must be at least 12 characters and contain:
= One upper case character
= One lower case character
= One number
= One special character
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VATAS Main Page: Log In
wepTa . I

6/10/2019

VA.gov Email Address: | |

Password: | |

Forgot VA.gov Email Address Reset/Forgot Password

VATAS notifications will be
shown here.

— —

Attention VATAS Users: ——

The Reports Instance of VATAS will be taken offline Week 2 Wednesday evening at 9pm EDT and restored after the timesheets are processed and transmitted Week 2 Friday around 10pm
EDT. Any reports that are in progress at that time will not generate, and the requests will be removed.

The use of Single Sign-on for VATAS has been disabled; before it is re-enabled, stations will be notified.

VATAS will be undergoing system maintenance on the following dates and times. Please anticipate system unavailability or intermittent disruption of operations during periods of
maintenance.

Wednesday 01 Aug 2018, 9 pm - 12 am EDT
Wednesday 15 Aug 2018, 9 pm - 12 am EDT

For more information and training materials visit the VATAS SharePoint Portal
If you are having password issues, select the Password Reset and/or Forgot User-ID links. If you do not receive an email within 15 minutes

- Check your Junk/SPAM Mail folder
- Check your Manage Rules folder for any rules created to delete or move VATAS emails
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VATAS Main Page: Privacy Disclaimer

WARNING TO USERS OF THIS SYSTEM

This computer system, including all related equipment, netwarks, and network devices (including Internet access) is provided by the Department of Veterans Affairs (VA) in accordance with the agency policy for
official use and limited personal use. All agency computer systems may be manitored for all lawful purposes, including but not limited to, ensuring that use is authorized, for management of the system, to facilitate
protection against unauthorized access, and to verify security procedures, sunvivability and operational security. Any information on this computer system may be examined, recorded, copied and used for authorized
purposes at any time. All information, including personal infarmation, placed or sent over this system may be monitored, and users of this system are reminded that such monitoring does occur. Therefore, there
should be no expectation of privacy with respect to use of this system. By logging inta this agency computer system, you acknowledge and consent to the monitaring of this system. Evidence of your use, authorized
or unauthorized, collected during monitoring may be used for civil, criminal, administrative, or other adverse action. Unauthorized or illegal use may subject you to prosecution.

This is a Privacy Act System of Records

Access to this information is limited to only thase who have a need for the information in the performance of their official duties. Disclosure without the consent of the subject of the information is restricted unless
required by the Freedam of Information Act; to those listed in an appropriate Federal Register System of Records Notice under the "routine use” section; for the purposes identified in that section; and to those
identified in 43 C.F.R. 2.56. These records may not be altered or destroyed except as authorized by 43.C.F.R. 2.52. Please contact your office’s Privacy Act Officer for advice on disclosure restrictions.

CRIMINAL PENALTIES FOR DISCLOSURE: The Privacy Act contains provisions for criminal penalties for knowingly andfor willfully disclosing information from this system unless praperly authorized.

[ Tacknowledge the above statements |

= Read the statement of responsibility and select the acknowledgement.
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VATAS Utility Bar

VATAS Role Assignment, Inbox, Settings and Help Menu Options.
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VATAS Utility Bar: Role Assignment
\WEBTA”  coptoyes Timkosper SUPWSN

Station Payroll Admin Main Menu

6/10/2019

Employees Schedule
Select Employees Employee Schedules - List View
Employee Leave Requests Employee Schedules - Grid View
Employee Premium Pay Requests Tours Of Duty
Certify Timesheet Corrections Assign Tours of Duty

Reports TL Units

Reports Station and Duty Station Management
My Saved and Scheduled Reports TL Unit Management

Reports Server
Leave Transfer Program

Continuation of Pay(COP) LTF Management
COP Recipients

Part Time Physicians

Memos of Service Level Expectations

FINANCIAL
SERVICES
CENTER

©
C
9
A
(S}
()
(a)
(O}
—
(a1
1
=
c
o
()
(2]
-
<
=>
©
c
—
()
=
=

=
[N




VATAS Utility Bar: Inbox

L]
see M —
¢ WE BTA Employee Timekeeper Supervisor RIGUTNGTEe R Inbox [18] | Settings | Help | Log Out

Priority Subject Sender Date Message Delete
Previously certified/pre-processed timesheets returned for additional action. The list of affected employee timesheets is as follows: Timesheet for 2018-14: 07/08/2018 -
07/21/2018 and user' Saved (SSN)
Timashest Profile ﬂmeshget for 2018-13: 06/24/2018 - 07/07/2016 and user - - Saved (Employee Status Indicator T&A Status, Status Change Type,Status Change Day,Federal
I | changes for station | SYSTEM Jul 19,2018 | Separation Date,Employee Status)
v 10:01:10 AM | Timesheet for 2018-13: 06/24/2018 - 07/07/2018 and user” " Saved (Employee Status Indicator, T&A Status,Status Change Type,Status Change Day,Federal
Separation Date,Employee Status)
Timesheet for 2016-13: 06/24/2018 - 07/07/2018 and user’ ' . Saved (Employee Status Indicator, T&A Status, Status Change Type,Status Change
Day,Federal Separation Date,Employee Status)
Timesheet Profile . . . . . . . .
. Jul 19,2018 | Previgusly certified/pre-processed timesheets retumed for additional action. The list of affected employee timesheets is as follows: Timesheet for 2018-13: 06/24/2018 -
| changes for tation | SYSTEM 0040t | 0710712018 and user "~ " Saved (Type Appitmert)
Previously certified/pre-processed timesheets returned for additional action. The list of affected employee timesheets is as follows: Timesheet for 2018-09: 04/29/2018 -
Timesheet Prafie 05A2/2018 and user” " Saved (OCC Series—title—ass_ignment} o _
I changes for station | SYSTEM Jul 18, 2018 | Timesheet for 2018-10: 051372018 - 05/26/2018 and user - - Saved (OCC Series-title-assignment)
- 10:00:54 AM | Timesheet for 2018-11: 05/27/2018 - 06/09/2016 and user " - Saved (OCC Series-title-assignment)
Timesheet for 2018-12: 06/10/2018 - 06/23/2018 and user " Saved (OCC Series-title-assignment)
Timesheet for 2018-13: 06/24/2018 - 07/07/2018 and user " Saved (OCC Series-title-assignment)
FINANCIAL
ﬁs C SERVICES
CENTER

6/10/2019

©
C
9
A
(S}
()
(a)
(O}
—
(a1
1
=
c
o
()
(2]
-
<
=>
©
c
—
()
=
=

=
N




6/10/2019

VATAS Utility Bar: Settings

'E'V\/EBTA” Employee Timekooper  Suporvisor
General Settings » FULL TIME, STATION PAYROLL ADMIN-2

Menu Items marked with an asterisk™ are reguired.
General = * User ID: STATION_PAYROLL_ADMIN-2.FULL_TIME355
Manage Roles Actor's Password: | |

Lser Holiday Calendars
Lser Message Delivery Override

Employee Password: T : :
| - ~——/ Employees can change

Digsabled Weteran Leave Retype Employee Password: | | — their password here
FMLAFEMLA Military * First Name: STATION PAYROLL ADMIN-2
before the 90 day
Middle Mame: . .
_expiration J

* Last Name: FLLL TIVE
S55N:
* DFAS Transmit ID: 22222229(
* E-Mail Address: STATION PAYROLL _ADMIM-2 FLULL
Active: [«

Email/Password Authentication:

[ Save :
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VATAS Utility Bar: Settings
(Manage Roles & User Holiday Calendars)

Role Assignments » FULL TIME, STATION PAYROLL ADMIN-2

6/10/2019

Menu Role Assignments

General Raole Properties

Manage Roles » ~ Employee

User Holiday Calendars ~| Timekeeper

User Message Delivery Override | Supervisor Supervisor (Self Certifier)

Disabled Veteran Leave +| TL Approver

FMLA/FMLA Military + Duty Station Payroll Admin \\\ / /Roles are view only\

~| Station Payroll Admin \ and can onIy be

VACO Admin

changed by payroll
submitting a CPM

System Administrator
Duty Station Payroll Technician .
, - _ticket /
| Station Payroll Technician /

View Only

User Holiday Calendars » FULL TIME, STATION PAYROLL ADMIN

Menu Crganization Calendars
General LIS Federal Holiday Calendar

Manage Boles
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VATAS Utility Bar: Settings (Message Delivery Override)

User Message Delivery Override » FULL TIME, STATION PAYROLL ADMIN

Menu Leave Requests: R0 000 ) and backup email notifications
Recewe only pnmary email notifications

Receive no email notifications

Manage Roles Timesheet Processing:  Receive both primary and backup email notifications| |

User Holiday Calendars

User Message Delivery Override »
Disabled Veteran Leave
FMLA/FMLA Military

General Premium Pay Requests:

Schedule Submission/Approval: |Receive both primary and backup email nntiﬁc:aliunsm

TL Unit: |Recemne both pnmary and backup email notifications| v

. Save |
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VATAS Utility Bar:
Settings (Disabled Veteran Leave - DVL)

6/10/2019

Disabled Veteran Leave » FULL TIME, STATION PAYROLL ADMIN-2

Menu Disabled Veteran Leave
[tems marfed with an asterisk™ are required.

General

[Manage Roles * Start Date:

User Holiday Calendars * Fnd Date:

User Message Delivery Override
" Disabled Veteran Leave »
FMLAFMLA Military
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VATAS Utility Bar:
Settings (Family Medical Leave Act - FMLA)

FMLA/FMLA Military » FULL TIME, STATION PAYROLL ADMIN-2

Menu

General

Manage Holes

User Holiday Calendars
Lser Message Delivery Override
Lisabled Metaran Legve
FMLAFMLA Military =

FMLA and FMLA Military
FMLA Invocations

» Leave Type Start Date Expiration Date Delete

Mo results

Invoke New FMLA or FMLA Military

Items marked with an asterisk™ are required.

* Leave Type: |[FMLA [~ |

#* Start Date:

Invoke

Month Day Year |'-'
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VATAS Utility Bar: Help

L]
eee ™

¢ WEBTA Employee Timekeeper Supervisor EEIGULOREVTOING LT IR Inbox [18] | Settings Help | .og Out
ol

“WEBRTA' Seach)

About VATAS online help ~ Profiles = Employee Profiles = ~
About access keys
[ Profiles About employee profiles

3 Employee Profiles
About employee profiles =
About Disabled Veteran Leave
About FMLA and FMLA Military

Every user has an employee profile that contains information such as the
user |ID, password, first, middle and last name. e-mail address, the role
assignment, the holiday calendar, and the user message delivery override.

About holiday calendars
About roles
About the user message
delivery override option
Changing or resetting your
password
Editing employee profiles
Viewing your employee profile
[@ Timesheet Profiles
Timesheets
Leave Requests
Premium Pay Requests

[ System Administration
lml Continuation of Pay
@l Import Job Management
i@l Leave Transfer Program
@ Memorandum of Semnvice Level
Expectations
Payroll Provider Management
TL Units
SDA IDs
L Working with Users
Selecting Employees and
Timesheets
L1 Adding Employees
About employee profiles =

General Settings page contents

User ID. The user ID is the employee’s va.gov e-mail address as defined
in the E-Mail Address field in the employee profile.

Actor Password. The Actor Password allows Administrators, VACO
Administrators, Station Payroll Administrators, and Employees to
change an employee’s password. The field only displays for these roles.
"Actor” is the user who is currently logged in.

Employee Password. The employee’'s password for logging in to
WATAS.

Schedules = Retype Employee Password. The employee’s password for logging in
Messages to VATAS. It must match whatever is entered in the Employee
Reports Password field.

Name fields. The employee’s first, middle and last name.
S5N. The employee’s social security number.

DFAS Transmit ID. The employee’s unigue nine-digit DFAS 1D for
payroll transmission.

E-mail Address. The e-mail address is the employee's User ID. It also
serves as the e-mail address that the employee uses to send and
receive WVATAS messages from the designated e-mail application. The e-
mail must match the following format: 1-n numbers or letters, followed by

a period ("."), followed by 1-n numbers or letters, followed by the string
"@wva.gov".
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SERVICES - WATAS) or inactive. When employees are inactivated, none of their
records are deleted from the system, but they will no longer be able to
About FMLA and FMLA . . . . . -
CENTER Military log into the system, and their records are ignored during verification,
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Employees Menu

Select Employees, Employee Leave & Premium Pay Requests and Certify
Timesheet Corrections Menus
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Employees Menu

Station Payroll Admin Main Menu

Employees
Select Employees
Employee Leave Requests

Employee Premium Pay Requests

Certify Timesheet Corrections

Reports
Reports
My Saved and Scheduled Reports

Reports Server

Continuation of Pay(COP)
COP Recipients

Part Time Physicians

Memos of Service Level Expectations

Schedule
Employee Schedules - List View
Employee Schedules - Grid View
Tours Of Duty
Assign Tours of Duty

TL Units
Station and Duty Station Management

TL Unit Management

Leave Transfer Program

LTP Management
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Employees Menu: Select Employees
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Select Employees

DelegatesFor: ActivEy

Pay Period: Timesheet Status: Timesheet Type: User ID: SSN: Last Name: FirstName: TL Unit Timekeeper. Supervisor:
Al v |A A M| | | | |
| Search | Clear |
O
Select Al v Pay Period Timesheet Status UserD Last Name First Name TL Unit Timekeeper Supenisor
Timesheets
O 02 -2018 validated by Timekeeper HCW-T 2FULLTIME 2FULLTIME HOW-T 346-A_006 TKR345, Timmy SUP346, STAN
O 02 -2018 Saed HYBRID-F FULLTIME 2FULLTIME HYBRDF 346-A_-006 TKR345, Timmy SUP346, STAN
0 02 -2018 Saed HYBRIDLPN3 FULLTIME 2FULLTIME HYBRIDLPN3 346-A_002 TKR346, Timmy SUP346, STAN
0 02 - 2018 Saed T38RN 2FULLTIME 2FULLTIME T3BRN 346-A_001 TKR345, Timmy SUP346, STAN
O 02 -2018 validated by Timekeeper HCW INTERMITTENT 2INTERMITTENT HCw 346-A_-006 TKR345, Timmy SUP346, STAN
ad 02 -2018 Saed LPN3 INTERMITTENT DINTERMITTENT LPN3 346-A_002 TKR345, Timmy SUP346, STAN
0 02 - 2018 Saed RN3 2INTERMITTENT 2INTERMITTENT RN3 346-A_001 TKR345, Timmy SUP346, STAN
O 02 -2018 Saed HCW-3 2PARTTIME 3458 2PARTTIME 468 HCW-3 3465_-006 TKR345, Timmy SUP346, STAN
O 02 -2018 (c) Saed HYBRIDE INTERMITTENT INTERMITTENT HYBRIDE 346-A_-006 TKR345, Timmy SUP346, STAN
0 02 -2018 (c) Saed HYBRID.PARTTIME PARTTIME HYBRID 346-A_006 TKR345, Timmy SUP346, STAN _
a 03 -2018 () validated by Timekeeper EMPLOYEE FEEBASIS FEEBASIS EMPLOYEE 346-A_F05 TKR345, Timmy SUP346, STAN A
O 03 -2018 (c) Validated by Timekeeper WG FULLTIME346B FULLTIME346B WG 346B_-006 TKR345, Timmy SUP346, STAN ie)
O 03 -2018 (c) Validated by Timekeeper RN INTERMITTENT INTERMITTENT RN 346-A_001 TKR345, Timmy SUP345, STAN 3
a 03 -2018 () validated by Timekeeper RN PARTTIME PARTTIME RN 346-A_-001 TKR345, Timmy SUP346, STAN 3
O 10-2018 (¢) Pre-processed HCW-T 2FULLTIME 2FULLTIME HOW-T 346-A_-006 TKR345, Timmy SUP346, STAN o
O 10- 2018 Saed ERICEMP346 EMP246 ERIC 346-AB-008 TKR346, Timmy SUP346, STAN a
a 10-2018 Saed GINAGS FT FT GINAGS 346-A_006 TKR345, Timmy SUP346, STAN 2
O 10-2018 Validated by Timekeeper ROBERTRN3 FT346B FT3468 ROBERTRN3 3468_-001 TKR345, Timmy SUP346, STAN =
O 10-2018 Saed GSEMPLOYEE-2 FULLTIME FULLTIME GSEMPLOYEE-2 346-A_006 TKR345, Timmy SUP346, STAN O
0 10-2018 Saed HYBRID.FULLTIME345B FULLTIME346B HYBRID 3465_006 TKR346, Timmy SUP346, STAN v
O 10-2018 Saed GS FULLTIMEEMPLOYEE 3465 FULLTIMEEMPLOYEE 3468 GS 3465_-006 TKR345, Timmy SUP346, STAN )
O 11-2018 Pre-processed GARY -GS 1FULLTIME346B 1FULLTIME 3468 GARY-GS 346B_-006 TKR345, Timmy SUP346, STAN <>f
0 13-2018 Saed T38RN 2FULLTIME 2FULLTIME T3BRN 346-A_001 TKR345, Timmy SUP345, STAN =
O 13-2018 Saed GINAGS FT FT GINAGS 346-A_-006 TKR345, Timmy SUP346, STAN c
O 13-2018 (5) validated by Employes PHYSICIAN PARTTIME 20-346B PARTTIME20-3468 PHYSICIAN 346B_-003 TKR346, Timmy SUP346, STAN 9
1-25 0 1597 Records 123456780910 . view [25] [50] [100] =
c FINANCIAL
ﬁs SERVICES
CENTER 2 1




6/10/2019

Employees Menu: Select Employees (Search Fields)

sSearch fields are in the blue banner at the top of your selected page

"An asterisk (*) can be used as a wild card when searching by first or last name

*The wild card for TL searches is five underscores, example 104
Select Employees
Pay Period: Timesheet Status: Timesheet Type: User ID: _ SSN: | Last Name: . First Name: . TL Unit: A}
Al vl Al v Al V|| |
Timekeeper: . Supervisor: Delegates For: Active:

| vovelv) [

 search | Clear J

. :t\\\f Unchecking the active A
~— box will allow a search

for inactive

\7employees
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Employees Menu: Select Employees
(Timesheet Status and Type)

()]
i
o
N
S~
o
i
S~
(o}

Cormection Approved

Subsidiary Comection Timesheets
Subsidiary & Subsidiary Comection Timeshegts

Select Employees
' Pay Period: Timesheet Status: Timesheet Type: User ID: SSN: LastName: FirstName: TL Unit: A}
Al v v/ Al v |
Timekeeper: Supe rvisor; . Delegates For: Al’ive:
| | u
|
Timesheet Type:
fmesesiomme AL g
Al 5
E’:ﬁng Adtestation RE‘QI."E" ﬂmeshe&ls .8
All Validat ed Reqular Timesheets (with Subsidiary) @
yagated g iﬁgf;’:ﬁer Comection Timesheets i
\éz'ritﬁﬁa;ijﬂg C'Pverﬁdde" oy Comection Timesheets (with Subsidiary Comection) IS
1 re—process .
Processed Reqular & Comection Timesheets 3
Approved Subsidiary Timesheets <
©
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Employees Menu: Select Employees

(Timesheet Type)

[

Select Al v Pay Perod Timesheet Status
Timesheets
] 02 -2018 (c) Saed
] 02 -2018 (c) Sawed
] 03 -2018 (c) Validated by Timekeeper
03 -2018 (c) Validated by Timekeeper
] 03 -2018 (c) Validated by Timekeeper
[] 03 -2018 (c) Validated by Timekeeper
[] 10-2018 (¢) Prerocessed

[] 18-2018 (c) Corection Approved

16 of 8 Records
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User D

HYBRIDE INTERMITTENT
HYBRID.PARTTIME
EMPLOYEE.FEEBASIS
WGFULLTME346B
RN.INTERMITTENT

RN PARTTIME
HCW-T2FULLTIME
DSPT346.05PT346

Last Name

INTERMITTENT
PARTTIME
FEEBASIS
FULLTIME346B
INTERMITTENT
PARTTIME
ZFULLTIME
DSPT346

1

First Name

HYBRIDE
HYBRD
EMPLOYEE
WG

RN

RN

HCW-T
DSPT346

TL Unit

3U5-A 006
3U5-A 006
U5A -FO5
3458 -006
U5A 001
U5-A 001
35A 006
345-AB-006
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Employees Menu: Select Employees
(Timesheet Type — Compare to Original)

6/10/2019

Week 2 Sun 7/15
Week 2 Mon 7/16 8:00am 4:30pm 0:30 8:00 0:00 RG - Regular (Graded) None
8:00am 4:30pm 0:30 8:00 0:00 RG - Regular (Graded) TW - Telework Regular
Week 2 Tue 7/17 X
4:30pm 6:00pm 0:00 1:30 0:00 CE - Comp Time Earned None
8:00am 4:30pm 0:30 8:00 0:00 RG - Reqular (Graded) None
Week 2 Wed 7/18 4:30pm 5:30pm 0:00 1:00 0:00 CE - Comp Time Earned None
5:30pm 11:30pm 0:00 6:00 0:00 OB - On Call None
Week 2 Thu 7/19 8:00am 4:30pm 0:30 8:00 0:00 RG - Regular (Graded) None
) 8:00am 4:30pm 0:30 8:00 0:00 RG - Regular (Graded) MNone
Week 2 Fri 7/20 X
4:30pm 5:30pm 0:00 1:00 0:00 CE - Comp Time Earned None
Week 2 Sat 7/21
Week 1 Total 45:00 1:30
Week 2 Total 43:30 0:00
Pay Period Total 88:30 1:30
Schedule
Su I T w Th F Sa Su I T w Th F Sa
0708 07/09 0710 0711 072 0713 0714 0715 0716 077 0718 0719 07i20 0721
- 8:00a-4:30p 8:00a-4:30p 8:003-4:30p 8:00a-4:30p 8:003-4:30p 8:00a-4:30p 8:003-4:30p 8:003-4:30p 8:00a-4:30p 8:00a-4:30p
] 8 8 8 3 8 3 8 3 8 8

Work Schedule: F - Full-time AWS Code: 0 - Mot On AWS User Type: B - Title 38 US Code Indicator: K - Hybrid Premium Pay Indicator: F - Hybrid Schedule: Temporary

Totals

Week One: 45:00 Hours Code Amount
Week Two: 4330 o5 Regular (Graded) 72:00
Tf"al Hf’”m: §8:30 CE - Comp Time Earned 5:30
Might D'_ﬁ: 1:?_'0 CW - Saturday Comp time Earned | 3:00
On Call: 23.00 SW - Saturday Pay (T38) 8:00

| certify that the schedule, time worked, and leave taken as recorded on this form is true and correct to the best of my knowledge.
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Original Timesheet | | Compare to Previous ||| Compare to Original ||| Cancel |
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Employees Menu: Select Employees
(Timesheet Type — Compare to Original)

6/10/2019

Timesheet Comparison

Timesheet Entry Differences

. Meal Time Might Diff Hours Code EnvwHaz/Other Code Shift Code
Action  Date  Start Time Stop Time "y o0 Old/Mew Old/MNew Old/New Old/MNew
Added | OF20/2018 16:30 17-30 00:00 0000 | CE - Comp Time Earned Mone 0 - Graded

Timesheet Profile Differences
Field Old Yalue Mew Yalue

| Cancel |
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6/10/2019

Employees Menu: Select Employees (Search Fields)

Select Employees
Pay Period: Timesheet Status: Timesheet Type: UserlD: SN LastName: FirstName: TLUnit  Timekeeper: Supervisor: Delegates For: Active: d
12008 06 N 82019 v Al VA | I [flime Jiybid | I I | NOKE v} H
O
Select Al v Pay Period Timesheet Status UserD Last Name First Name TL Unit Timekezper Supenisar
aasheets
01-2019 Saved HYBRIDE FULLTIME FULLTIME HYBRIDE-2 45-A 006 TKR46, Timmy SUP34E, STAN
U 01- 2019 Saved HYBRIOLPN FULLTIME FULLTIME HYBRIOLPN 5-A 002 TKR346, Timmy SUP34E, STAN
i 01- 2019 Saved HYBRID.FULLTIME3468 FULLTIME 3468 HYBRD 458 006 TKR346, Timmy SUP346, STAN ©
(@]
1-3 of 3 Records 1 View 28] 50] 100 a
g
: g
Select Action &
=
c
Timesheets Profiles Leave and Premium Pay Send Messages %
Timesheet Timeshest Profle Leave Balances Send Message 3
Timesheet Summary Employee Prafie Leave Calendar <
Certfy Timesheet Corections Leave Requests s
Premium Pay Requests o
=
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6/10/2019

Employees Menu: Select Employees (Select Action)

Premium Pay Requests

Select Employees
| Pay Period: Timesheet Status: Timesheet Type: User ID: SSN: LastName: FirstName: TLUnit:  Timekeeper: Supervisor: Delegates For: Active: g
12009 Jen 06 M0 0.2069 7 A M M I | fline [ yord || | I o]
 Cler
0
Select Al v Pay Period Timesheet Status User D Last Name First Name TL Unit Timekeper Supenisar
Timesheets
01-2019 Saved HYBRIDE FULLTIME FULLTIME HYBRIDE He-A 006 TKR348, Timmy SUP36, STAN
0 01-2019 Saved HYBRIDLPN.FULLTIME FULLTIME HYBRIDLPN He-A 002 THKR348, Timmy SUP346, STAN
U 01-2019 Saved HYBRID.FULLTIME346B FULLTIME346B HYBRID 65 -006 TKR348, Timmy SUP36, STAN
1-3 of 3 Records 1 ‘Jiew _
e
: ke
Select Action 2
o
(a)
Timesheets Profiles Leave and Premium Pay Send Messages §
Timesheet Timesheet Profle Leave Balances Send Message '
Timesheet Summary Employee Prafile Leave Calendar %"
Certy Timesheet Corrections Leave Requests o
b
-
S
©
<
3
=
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Employees Menu: Select Employees (Timesheet

Unvalidated Validated Certified Sent
—C O—

Timesheet
3af3
Employee: FULL TIME, HYBRID E-2 TL Unit: 355-A_-001,355-A_-002
Pay Period: |13 - 2018 : Jun 24, 2018-Jul 07, 2018 S v | [ Go] Timesheet Type: Regular
Status: Unvalidated
Timesheet

Day Start Stop Meal / Sleep Hours Night Diff Hours Code Env/Haz/Other Code Shift Code
Week 1 Sun 6/24
Week 1 Mon 6/25
Week 1 Tue 6/26
Week 1 Wed 6/27
Week 1 Thu 6/28
Week 1 Fri 6/29
Week 1 Sat 6/30
Woeek 2 Sun 7/01

Week 2 Mon 7/02 g
Week 2 Tue 7/03 .g
Week 2 Wed 7/04 7:45pm 12:00am 0:00 4:15 4:15 LH - Holiday None 0 - Graded ‘'O
Week 2 Thu 7/05 12:00am 8:15am 0:30 745 745 LH - Holiday None 0 - Graded 8
Week 2 Fri 7/06 o
Woeek 2 Sat 7/07 E
Week 1 Total 0:00 0:00 1

Week 2 Total 12:00 12:00 =

Pay Period Total 12:00 12:00 S

b

Totals Remarks Leave Balances o)
<

M T w Th F Sa Su M T w Th F Sa >
06124 06/25 06/26 06127 06/28 06/29 06/30 0701 07/02 0703 0704 07/05 07/06 0707 ('_U
- T.45p-8.15a | 745p-8.15a 7.45p-8:15a 11:15a-7.45p T.45p-8.15a 7.45p-8:15a | 7.45p-8:15a E
1 12 12 12 8 12 12 12 %
Work Schedule: F - Fulltime  AWS Code: 0 - Not On AWS User Type: B - Title 38 US Code Indicator: L - Title 38 Premium Pay Indicator: F - Hybrid Schedule: Permanent -
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Employees Menu: Select Employees
(Timesheet Summary

Unvalidated Validated Certified Sent

Timesheet Summary ®
Employee: FULL TIME, HYBRID E-2 TL Unit: 355-A_-001,355-A_-002
Pay Period: | 13- 2015 - Jun 24, 2018-Jul 07, 2018 S v | [ Go] Timesheet Type: Regular

Status: Unvalidated

Validation Messages

ERROR: PPV_US_239: There is a pending leave request for 8:00 hours of ‘LN - Administrative” on 7/02

ERROR: PPV_WA_132: Scheduled hours cannot exceed 8:00 hours in a day for a non-compressed alternate work schedule
ERROR: PPV_VA_4: There is 4:15 hours of Base Pay on 7/04. There must be at least 8 hours.

ERROR: PPV_VA_4: There is 7:45 hours of Base Pay on 7/05. There must be at least 8 hours.

ERROR: PPV_VA_57: Base time in pay hours (12:00) does not match duty hours (80:00)

ERROR: PPV_WA_B9: Less than 80 hours posted for a full time employee.

ERROR: PPV_VA_92- Base t hours 0:00 do nat match d weekly hours 36:00 f k1 A h b Id d
ERROR: PPVVA"82- Base time in pay hours 12:00 ars less than timshset profie dty hours 80-00 - errors: timesheet cannot be validated or

: Base time

ERROR: PPV_WA_92: Base time in pay hours 12:00 do not match required weekly hours 44:00 for week 2
ERROR: PPV_WA_96: Base time on work schedule are not accounted for on 6/24 Ce rtifi ed
ERROR: PPV_WA_96: Base time on work schedule are not accounted for on 6/26

ERROR: PPV_VA_96: Base time on work schedule are not accounted for on 6/27
ERROR: PPV _WA _96: Base time on work schedule are not accounted for on 6/28 H . H

ERROR: F'F'V:VA:QG: Base time on work schedule are not accounted for on 6/30 YE LLOW Wa rn I ngs . tl meSh eet Ca n be
ERROR: PPV_VA_96: Base time on work schedule are not accounted for on 7/01
ERROR: PPV_WA_96: Base time on work schedule are not accounted for on 7/02

ERROR: PPV_VA_96: Base time on work schedule are not accounted for on 7/06 Va I Id ated a nd Ce rtlfl ed

ERROR: PPV_VA_96: Base time on work schedule are not accounted for on 7/07

Timesheet
Day Start Stop Meal / Sleep Hours Might Diff Hours Code EnviHaz/Other Code Shift Code
Week 1 Sun 6/24
Week 1 Mon 6/25
Woeek 1 Tue 6/26
Week 1 Wed 6/27
Week 1 Thu 6/28
Week 1 Fri 6/29
Week 1 Sat 6/30
Week 2 Sun 7/01
Week 2 Mon 7/02
Week 2 Tue 7/03
Week 2 Wed 7/04 T:45pm 12:00am 0:00 4:15 4:15 LH - Holiday Mane 0 - Graded
Week 2 Thu 7/05 12:00am 8:15am 0:30 745 745 LH - Holiday Mone 0 - Graded
Week 2 Fri 7/06
Woeek 2 Sat 7/07

FINANCIAL
SERVICES
CENTER

Week 1 Total 0:00 0:00
Week 2 Total 12:00 12:00
Pay Period Total 12:00 12:00
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Employees Menu: Select Employees
(Timesheet Summary cont’d

Su M u w
06124 06/25 06/26 06127
- 7:45p-8:15a | 7:45p-8:15a

Hours Code | Amount
Week Two: 12:00

LH - Holiday | 12:00
Total Hours: 12:00

Night Diff: 12:00
On Call: 0:00
Remarks

Date

Leave Requests
Date Times Hours

No leave requests found for this pay period

Premium Pay Requests
Date Times Hours

No premium pay requests found for this pay period

Leave Data
Leave Type

Annual Leave

Sick Leave

Military Leave

Other Leave

Law Enforcement
COP-LT1-11/30/2015

Th
06/28

I 12 12

Work Schedule: F - Full-time AWS Code: 0 - Mot On AWS
Totals

Week One: 0:00

Forward

336:00
240:15
240:00
32:00
176:00
86

E Sa
06/29 06/30
7:45p-8:15a
12

User Type: B - Title 38

Daily Remarks

Transaction

Transaction

Adj Forward

336:00
240:15
240:00
32:00
176:00
86

0703

Su M
07101 07/02
11:15a-7:45p
3

US Code Indicator: L - Title 38

Status

Status

Accrued

8:00

4:00

0:00

0:00

0:00
0

Approver

Used

0:00
0:00
0:00
12:00
0:00

w Th Ej Sa

07i04 07105 07/06 0707
7:45p-8:15a 7:45p-8:15a | 7:45p-8:15a
12 12 12

Premium Pay Indicator: F - Hybrid Schedule: Permanent

Pay Period Remarks

Submitter Remarks Approver Comments

Approver Justification Approver Comments

Adjustments Expired Capped Balance B:Ca):;e ULS;;”
0:00 0:00 0:00 344:00 240:00 208:00
0:00 0:00 0:00 244:15 296:15 0:00
0:00 0:00 0:00 240:00 240:00 0:00
0:00 0:00 0:00 44:00 0:00 0:00
0:00 0:00 0:00 176:00 176:00 0:00

0 0 0 86 86 0
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Employees Menu: Select Employees
(Timesheet Summary cont’d

Timesheet Profile
Status Change Type: None
Status Change Day: None
Work Schedule: F - FulHime
Hours: 80
Pay Plan: GS - General Schedule

Pay Basis: PA - Per Annum
Fee Basis Rate:

Premium Pay Indicator: F - Hybrid

User Type: B - Title 38

Pay Plan Indicator: Mone

AWS Code: 0 - Mot On AWS
FLSA Indicator: E - Exempt
Temporary Position Code: None

US Code Indicator: L - Title 38
Type Appointment: 5 - Excepted without time limit except noncareer and dental residents

Employee Status Indicator: A - Active

0CC Series-title-assignment: 0620-01-00 - Practical Nurse
Annual Leave Flag: T

Authorized Absence Flag: T
AWOLISusp/LWOP/Furlough Flag: T

CompTime/Credit Hrs Earn/Use Flag: T

Comp Time for Travel Flag: T

Continuation of Pay Flag: T

Environmental Differential Flag: F

Activity Log
Action

Timesheet Saved 06/23/2018 07:34 PM GMT

Date

Hazardous Duty Flag: F
Holiday Flag: T

Holiday OT Flag: T

Hours = 8-Day Flag: T

Military Leave Flag: T

Night Differential Flag: T

Non Pay Annual Leave Flag: F
On Call Flag: T

Overtime Flag: T

Recess Periods Flag: F
Reqular Scheduled Flag: T
Saturday Premium Flag: T
Scheduled Callback OT Flag: T
Sick Leave Flag: T

Sleep time Flag: F

Standby Flag: F

Sunday Flag: T

Telework Eligible Flag: F
Tour Differential Flag: T
Accession Date: 01/10/2016

i ati Diod —

Temporary Appointment NTE:
ervice Computation Date:

Leave Category Override: Eight hours per pay period

Leave Ceiling IDC: 1- 30 days (regular)

Leave Ceiling Override:

Station: 355 - C. Sims 355 - C. Sims

Duty Station: A_ - Duty Station A in Station Number 355,A_ - Duty Station A in Station Number 355

TL Unit: 355A_001,355A 002

Name
SYSTEM

| certify that the schedule, time worked, and leave taken as recorded on this form is true and correct to the best of my knowledge.

[ Printable Version | | Cancel |

s
Data in the timesheet

profile is driven by HR

7K5mart coding

Message

FINANCIAL
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6/10/2019
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Employees Menu: Select Employees
(Certify Timesheet Corrections)

= This feature is used when Timesheets have been Marked as Manually
Adjusted in VATAS.

= When any manual changes are made in DCPS, that Timesheet should be
Marked as Manually Adjusted in VATAS.

= If the Timekeeper makes any corrections on a timesheet that has been
marked as manually adjusted, this corrected timesheet will also go to Payroll
to certify (after the Supervisor certifies).

= This will alert Payroll that they may have to reenter the manual adjustments
in DCPS (the corrected timesheet will overlay the original entries and could
potentially end up causing a debt).

#FSC
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Employees Menu: Select Employees
(Timesheet Summary - Mark Manually Adjusted)

()]
i
o
N
S~
o
i
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(o}

Select Employees
Fay Period: Timesheet Status Timesheet Type: User ID; ‘ Last Name: ‘ First Name:  TL Unit Timekeeper. Supervisor. Delegates For. Acive: d
182018 S0 iBSep 5 20t ¥ Prcessed viu vl | | | NoNE v
0
Seect Al v Pay Peiod Timeshest Stails User D Last Name First Name L Unt Timekesper SupENr
Timesneets i
18-2018 Processed - DSPTMEDSPTAS DSPTa46 DSPTAE 346-AB08 TKR3 Ty SUP345, STAN <
1 of 1Recorss Only Timesheets in a Processed View 25 ] 03 2
()]
status can be marked as Manually v
Select Action Adjusted .
N / =
_— , o
Timesheets  Proflee—""— Leave and Premium Pay Send Messages g
Timeshest //:;//;;44’//////”T/|ﬁésneet Profle Leave Balances Send Message 2
l Tmeshest Summary J Employee Profie Leave Calendar %
Cerly Tmeshee! Corec fons Leaie Requests <
Dierminm Do Dnnninedn %
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Employees Menu: Select Employees
(Timesheet Summary- Mark Manually Adjusted)

Umalidated Validated Certified Sent
C ——

Timesheet Summary —O—<C C

Employee: DSPT346, DSPT346 TL Unit 346-AB-008
Pay Period: | 18 2018 : Sep 02, 2018-Sep 15, 2018 P v | leeo] Timesheet Type: Regular
Status Sent

Stored Snapshot

Timesheet
Day Start Stop Meal / Sleep Hours MNight Diff Hours Code Enmv'Haz /Other Code Shift Code
Week 1 Sun 9/02
8:00am 4:00pm 0:30 T30 0:00 HG - Holiday Work (Graded) Mone 0 - Graded
Week 1 Mon 9/03
4:00pm 4:30pm 0:00 0:30 0:00 LU1 - 09/03/2018 Mone 0 - Graded
Week 1 Tue 9/04 §:00am 4:30pm 0:30 500 0:00 LT1 - 09/03/2018 MNone 0 - Graded
Week 1 Wed 9/05 §:00am 4:30pm 0:30 800 0:00 LT1 - 09/03/2018 Mone 0 - Graded
Week 1 Thu 9/06 8:00am 4:30pm 0:30 800 0:00 RG - Regular (Graded) MNone 0 - Graded
Week 1 Fri 907 §:00am 4:30pm 0:30 500 0:00 RG - Regular (Graded) MNone 0 - Graded
Week 1 Sat 9/08
Week 2 Sun 9/09
Week 2 Mon 9/10 8:00am 4:30pm 0:30 800 0:00 RG - Regular (Graded) Mone 0 - Graded
Week 2 Tue 9/11 8:00am 4:30pm 0:30 800 0:00 RG - Regular (Graded) MNone 0 - Graded
§:00am 2:00pm 0:30 530 0:00 RG - Regular (Graded) Mone 0 - Graded
Week 2 Wed 912
2:00pm 4:30pm 0:00 230 0:00 LT1 - 09/03/2018 MNone 0 - Graded
Week 2 Thu 9/13 8§:00am 4:30pm 0:30 500 0:00 RG - Regular (Graded) Mone 0 - Graded
Week 2 Fri 914 8:00am 4:30pm 0:30 800 0:00 RG - Regular (Graded) Mone 0 - Graded
Week 2 Sat 9/15
Week 1 Total 40:00 0:00
Week 2 Total 40:00 0:00
Pay Period Total 80:00 0:00

| certify that the schedule, time worked, and leave taken as recorded on this fom is true and correct to the best of my Knowledge.

Action Remarks

Characters Remaining: 255

Mark Manually Adjusted [ Printable Version | | Cancel |
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Employees Menu: Select Employees
(Timesheet Summary - Mark Manually Adjusted)
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When the Supervisor goes in to certify a correction that has been Marked as
Manually Adjusted, they will see Correction Approve vice Certify.

Emplnyee: DSPT346, DSPT346 TL Unit 346-AB-008
Pay Period: 18- 2016 : Sep 02, 2018-Sep 15, 2018 Timesheet Type: Comection
Status: Validated
Timesheet
Day Start Stop Meal / Sleep Hours Night Diff Hours Code EnvHaz/Other Code Shift Code
Week 1 Sun 902
8:00am 4:00pm 0:30 7:30 0:00 HG - Holiday Work (Graded) Mone 0 - Graded
Week 1 Mon 9/03
4:00pm 4:30pm 0:00 0:30 0:00 LU1 - Date OF Traumatic Injury None 0 - Graded
Week 1 Tue 904 8:00am 4:30pm 0:30 8:00 0:00 LT1 - Traumatic Injury (COP) Hone 0 - Graded
Week 1 Wed 9/05 8:00am 4:30pm 0:30 8:00 0:00 RG - Regular (Graded) None 0 - Graded
Week 1 Thu 9/06 8:00am 4:30pm 0:30 8:00 0:00 RG - Regular (Graded) None 0 - Graded ©
Week 1 Fri 9/07 8:00am 4:30pm 0:30 8:00 0:00 RG - Regular (Graded) None 0 - Graded g
Week 1 Sat 908 K%
Week 2 Sun 9/09 D
Week 2 Mon 9/10 8:00am 4:30pm 0:30 8:00 0:00 RG - Regular (Graded) MNone 0- Graded ()]
Week 2 Tue 9/11 8:00am 4:30pm 0:30 6:00 0:00 RG - Regular (Graded) None 0 - Graded 8
8:00am 2:00pm 0:30 5:30 0:00 RG - Regular (Graded) None 0 - Graded [a
Week 2 Wed 912 - \
200pm 4:30pm 0:00 2:30 0:00 LT1 - Traumatic Injury (COP) MNone 0 - Graded -
Week 2 Thu 913 8.00am 4.30pm 0:30 800 0:00 RG - Regular (Graded) MNone 0 - Graded r=
Week 2 Fri 914 8:00am 4:30pm 0:30 §.00 0:00 RG - Regular (Graded) None 0 - Graded (@)
Week 2 Sat 915 g
Week 1 Total 40:00 0:00 )
Week 2 Total 40:00 0:00 <
Pay Period Total 80:00 0:00 >
I~ ©
c
Correction Approve Reject/Decertify Printable Version Compare to Previous Compare to Original Cancel £
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Employees Menu: Select Employees
(Timesheet Summary - Mark Manually Adjusted)

6/10/2019

After the Supervisor has Certified, the Timesheet will show a status of Correction
Approved.

Select Employees

Pay Period: Timesheet Status: Timesheet Type: |
Al » | comection Approved ||| Al v
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Employees Menu: Select Employees
(Timesheet Summary - Mark Manually Adjusted)

6/10/2019

Payroll can now take action to certify this Timesheet.

L]

Select All v Pay Period Timesheet Status User ID
Timesheets
18 - 2018 (c) Correc tion Approved DSPT346.D5P T346

Select Action

Timesheets
Timesheet
Timesheet Summary

I Certify Timesheet Comections I
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Employees Menu: Select Employees
(Timesheet Summary - Mark Manually Adjusted)

6/10/2019

Employee: DSPT346, DSPT346 TL Unit 346-AB-008
Pay Period: 18 - 2018 - Sep 02, 2018-Sep 15, 2018 Timesheet Type: Comection
Status: Validated
Timesheet
Day Start Stop Meal / Sleep Hours Night Diff Hours Code EnwHaz/Other Code Shift Code
Week 1 Sun 9/02
&.00am 4:00pm 0:30 730 0:00 HG - Holiday Work (Graded) None 0 - Graded
Week 1 Mon 9/03 —
4:00pm 4:30pm 0:00 0:30 0:00 LU - Date Of Traumatic Injury Mone 0 - Graded
Week 1 Tue 904 &.00am 4:30pm 0:30 5:00 0:00 LT1 - Traumatic Injury (COP) None 0 - Graded
Week 1 Wed 9/05 & 00am 4:30pm 0:30 8:00 0:00 RG - Regular (Graded) None 0 - Graded
Week 1 Thu 906 & 00am 4:30pm 0:30 8:00 0:00 RG - Regular (Graded) None: 0 - Graded
Week 1 Fr 907 & 00am 4:30pm 0:30 8:00 0:00 RG - Regular (Graded) None 0 - Graded
Week 1 Sat 908
Week 2 Sun 909
Week 2 Mon &/10 8:00am 4 30pm 0:30 8:00 0:00 RG - Regular (Graded) None 0 - Graded
Week 2 Tue 9/11 &:00am 430pm 0:30 5:00 0:00 RG - Regular (Graded) None 0 - Graded
&.00am 2.00pm 0:30 5:30 0:00 RG - Regular (Graded) None 0 - Graded
Week 2 Wed 9/12 S
2:00pm 4:30pm 0:00 2:30 0:00 LT1 - Traumatic Injury (COP) None 0 - Graded
Week 2 Thu 913 &.00am 4:30pm 0:30 5:00 0:00 RG - Regular (Graded) None 0 - Graded
Week 2 Fri 914 &.00am 4:30pm 0:30 5:00 0:00 RG - Regular (Graded) None 0 - Graded
Week 2 Sat 915
Week 1 Total 40:00 0:00
Week 2 Total 40:00 0:00
Pay Period Total 80:00 0:00

Activity Log

Action Date
Comection Approved 11/07/2018 07:18 PM GMT SUP346, STAN
Validated By Timekeeper 11/07/2018 04:37 PM GMT TKR346, Timmy
Timesheet Saved 11/07/2018 04:36 PM GMT TKR346, Timmy
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Employees Menu: Select Employees
(Timesheet & Employee Profile)

6/10/2019

Select Employees
J Pay Period: Timesheet Status: Timesheet Type: User ID: SSN: Last Name:  First Name:  TL Unit: Timekeeper: Supervisor: Delegates For: Active: o
01-2019 - Jan 06, 2019Jan 19,2019~ |Al ] M| I | fultime  [ybid || | I NorE v]
[ Clear
Select All v Pay Period Timeshest Status User ID Last Name First Name TL Unit Timekeeper Supenisor
Timesheats
01-2019 Saved HYBRIDE.FULLTIME FULLTIME HYBRID E-2 346-A_-006 TKR346, Timmy SUP346, STAN
0 01-2019 Saved HYBRIDLPNFULLTIME FULLTIME HYBRIDLPN 346-A_-002 TKR346, Timmy SUP346, STAN
0 01-2019 Saved HYBRID.FULLTIVE346B FULLTIME3468B HYBRID 346-5_-006 TKR346, Timmy SUP346, STAN
1-3 of 3 Records 1 View
Select Action
Timesheets Profiles Leave and Premium Pay Send Messages
Timeshest Timesheet Profile Leave Balances Send Message
Timeshest Summary Leave Calendar
Certify Timeshest Camections Leave Requests

Premium Pay Requests
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Employees Menu: Select Employees (Timesheet Profile)

Timesheet Profile

Pay Plapeindi

Employee: FULL TIME, HYBRID E-2
Pay Period: 13- 2018 : Jun 24, 2018-Jul 07, 2018

Status Change Type:
Status Change Day:
Work Schedule:

Duty Hours:

Pay Plan:
Graded/Ungraded:

Pay Basis:

Fee Basis Rate:
Pieceworker Percentage:
Premium Pay Indicator:
Recess Appointment Date:
User Type:

None

None

F - FulHtime

80

GS - General Schedule
Graded

PA - Per Annum

F - Hybrid

B - Title 38

kWS Code:

<]

[0 - Not On AWS

FLSA Indicator:

Temporary Position Code:

T&A Status:

US Code Indicator:

Type Appointment:

Employee Status:

Employee Status Indicator:
OCC Series-title-assignment:
Annual Leave Flag:

Authorized Absence Flag:
AWOL! Susp/LWOP/Furlough Flag:
CompTime/Credit Hrs EarnfUse Flag: true
Comp Time for Travel Flag:
Continuation of Pay Flag:
Environmental Differential Flag:
Hazardeus Duty Flag:

Holiday Flag:

Holiday OT Flag:

Hours = 8-Day Flag:

Military Leave Flag:

Night Differential Flag:

E - Exempt
Mone

A - Active
L - Title 38

5 - Excepted without time limit except noncareer and dental residents

A - Active

A - Active

0620-01-00 - Practical Murse
true

true

true

true
true
false
false
true
true
true
true
true

Timesheet Type: Reqular

/Although Payroll can change \
the AWS code, this is a
timekeeper responsibility. If

any other fields in the profile

are correct in HR Smart, but
not in VATAS, a portal ticket will
need to be sent. /
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Employees Menu: Select Employees (Employee Profile)

= Used to reset passwords
= Enter Disabled Veterans Leave
= Enter FMLA/FMLA Military

#FSC

FINANCIAL
SERVICES
CENTER

General Settings » FULL TIME, HYBRID E-2

Menu

General »

Manage Roles

User Holiday Calendars

User Message Delivery Override
Disabled Weteran Leave
FMLASFEMLA Military

Items marked with an astesist™ are required.
* User ID:
Actor's Password:
Employee Password:
Retype Employee Password:
* First Name:
Middle Name:
* Last Name:
SSN:
* DFAS Transmit ID:
* E-Mail Address:
Active:

HYBRID_E-2 FULL_TIME-3

HYBRID_E-2.FULL_TIME@va.gov

el

Email/Password Authentication: [ ]

| Save | | Cancel |

6/10/2019

©
C
9
A
(S}
()
(a)
(O}
—
(a1
1
=
c
o
(0}
(%]
)
<
=>
©
c
—
[V}
=
=

D
N




Employees Menu: Select Employees
(Employee Profile Reset Password)

6/10/2019

= Reset passwords

= Actor’s password is the password of the person who is changing the
employee’s password

= Email address needs to be correct in HR Smart.

General Settings » FULL TIME, HYBRID E-2

Menu Items marked with an asterisk™ are reguired.

General » * User ID: HYBRID_E-2 FULL_TIME-9

Manage Roles Actor's Password:
User Holiday Calendars
User Message Delivery Override
Disabled Veteran Leave
FMLAFMLA Military * First Name:

Employee Password:

Retype Employee Password:

Middle Name:
* Last Name:
SSN:
* DFAS Transmit ID:
* E-Mail Address: HYBRID_E-2 FULL_TIME@wva.gov
Active: [+

Email/Password Authentication: [ ]
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Employees Menu: Select Employees
(Employee Profile - Disabled Veterans Leave DVL)

6/10/2019

= HR must process a SF-50 with start and end dates for a maximum of 104
hours

= Unable to start before November 5, 2016

= After start and stop dates are established, Payroll may need to manually
enter the approved DVL hours to the employee leave balance if the employee
will be using it in their initial pay period

Disabled Veteran Leave » FULL TIME, HYBRID E-2

Menu Disabled VVeteran Leave

|tems marked with an asteriss™ are reguired.

General

Manage Rales * Start Date: | Jun 24, 2018
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User Holiday Calendars * End Date: |Aug 18, 2018

User Message Delivery Override

Disabled Veteran Leave » E Cancel
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Employees Menu: Select Employees
(DVL — Manual Leave Adjustment)

Leave Balances for FULL TIME, HYBRID E-2
Balances for pay period: |EOEE= SR8 Te Sl (5908 o0 af Ly 1 ﬂ | Go |
Accrual Leave
Leave Type Forward Ad) Forward Accrued Used Expired Adjustments Capped Balance EOY Balance EOY U

Annual Leave 131:45 131:45 g:00 0:00 | 0-00 0-00 0-00 139:45 | 163:45 0-00
Unapplied Annual Leave Hours 0:00 0:00 0:00 0:00  0:00 0:00 0:00 0:00 0:00 0:00
Sick Leave 6015 B0:15 4-00 0:00 | 0-00 0-00 0-00 64:15 | 88:15 0-00
Unapplied Sick Leave 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00
Credit Hours 0-00 0-00 0-00 0-00 0-00 0-00 0-00 0-00 0-00 0-00
Compensatory Time 0-00 0-00 0-00 0-00 | 0:-00 0-00 0-00 0-00 0-00 0-00
Compensatory Travel 0:00 0:00 0:00 0:00  0:00 0:00 0:00 0:00 0:00 0:00
Compensatory Time Religious 0:00 0:00 0:00 0:00  0:00 0:00 0:00 0:00 0:00 0:00
Home Leave 0 0 ] 0 ] 0 0 ] 0 ]
Time OFff Award 0-00 0-00 0-00 0:00 | 0-00 0-00 0-00 0-00 0-00 0-00
Military Leave 240-00  240-00 0-00 0-00 | 0-00 0-00 0-00 240-00  240-00 0-00
Deferred Annual Leave 0-00 0-00 0-00 0-00 0-00 0-00 0-00 0-00 0-00 0-00
Unapplied Deferred Annual Leave Hours | 0:00 0:00 0:00 0:00  0:00 0:00 0:00 0:00 0:00 0:00
Deferred Sick Leave 0-00 0-00 0-00 0:00 | 0-00 0-00 0-00 0-00 0-00 0-00
Linapplied Deferred Sick Leave Hours 0-00 0-00 0-00 0:00 | 0-00 0-00 0-00 0-00 0-00 0-00
IDisabIed Veteran Leave 0-00 0-00 0-00 0:00 | 0-00 0-00 0-00 0-00 0-00 0-00
Donated Leave 0-00 0-00 0-00 0-00 0-00 0-00 0-00 0-00 0-00 0-00

Details of Disabled ZWeteran Leawve for FULL TIME., HYBRID E-2

Leave Balance Details
FPay Period Date Adjustment Type Amount Balance Expiration Date

FINANCIAL Mo results
ﬁs gERVICRES Add Manual Fornward Adjustment | Canmncel
C ENTE

6/10/2019
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Employees Menu: Select Employees
(DVL — Manual Leave Adjustment *If Needed)

6/10/2019

Adjust Forward Balance for Disabled Veteran Leave for FULL TIME, HYBRID E-2
LeaveType: Disabled Veteran Leave p
User: FULL TIME, HYBRID E-2 Check the balance in
Pay Period: 15-2018 : Jul 22, 2018 - Aug 04, 2018 * ﬂ DCPS when entering
Unadjusted Forward Balance: 00:00 //////:::/ﬂ forward adjustments
Adjusted Forward Balance: |00:00 — -
| Save ||| Cancel |
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Employees Menu: Select Employees
(Employee Profile — FMLA/FMLA Military)

6/10/2019

= HR will provide Payroll with FMLA approval

= Account must be established before FMLA can be used

= Payroll will enter the Leave Type, Start Date and click ‘invoke
= Expiration date of one year will automatically populate

4

FMLA/FMLA Military » FULL TIME, HYBRID E-2
Menu FMLA and FMLA Military

FMLA Invocations

General v Leave Type Start Date Expiration Date  Delete

Manage Roles
User Haoliday Calendars
User Message Delivery Override

[hicablogd Wotoran | goug

FMLAFMLA Military »

Mo results

Invoke New FMLA or FMLA Military

Iterms marked with an asterisk™ are reguired.
* Leave Type: |FMLA o

* Start Date: |\lonth Day Year [+

FINANCIAL E | Cancel |

SERVICES
CENTER
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Employees Menu: Select Employees
(Employee Profile — FMLA/FMLA Military)

6/10/2019

= This can be Deleted if entered in error.

FMLA and FMLA Military

Fh LA Invocations

v Leawe Type Start Date Expiration Date Delete
FIV LA Oc tober 22, 2018 October 21, 2019
1-1 of 1 Records 1 view [25] [50] [100]

Invoke New FMLA or FM LA Military
Item=marked with an asternsk® are: reguired.

* Leawve Type: FMLA ~ |

p—

* startDate: |(Month Day Year [=
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Employees Menu: Select Employees
(Leave and Premium Pay)

Select Employees
| Pay Period: Timesheet Status: Timesheet Type: User ID: S5N: Last Name: ~ First Name: ~ TL Unit: Timekeeper: Supervisor: Delegates For: Active: 4]
0-2000 b 06 A0 92009~ Al Vi M | |flkime[bybid | | | NONE v
 Clear
O
Select All v Pay Period Timeshest Status UserID Last Name First Name TL Unit Timekeeper Supenisor
Timesheets
01-2019 Saved HYBRIDE FULLTIME FULLTIME HYBRID E-2 46-A 006 TKR346, Timrmy SUP346, STAN
O 01-2019 Saved HYBRIDLPN.FULLTIME FULLTIME HYBRIOLPN H6-A 002 TKR346, Timrmy SUP346, STAN
O 01- 2019 Saved HYBRID.FULLTIME3468 FULLTIME346B HYBRID 3468 -006 TKR346, Timmy SUP346, STAN
13 of 3 Records 1 View
Select Action
Timeshegts Profiles Leave and Premium Pay Send Messages
Timesheet Timesheet Profile Leave Dalances Send Message
Timesheet Summary Employee Profile Leave Calendar
Certify Timeshest Corrections Leave Requests
Premium Pay Raquests

FINANCIAL
ﬁ SERVICES
CENTER

6/10/2019
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Employees Menu: Select Employees
(Employee Leave Balances

()]
i
o
N
S~
o
i
S~
(o}

Leave Balances for FULL TIME, HYBRID E-2
Balances for pay period: |jEEe iy i 1], St ey ks [ 11 ) k]
Accrual Leave Balances
Leaw Type Forward Adj Forward Acorued s ed Expired| Adjustments Capped Balance ECNY Balance ECY Use o Lose
| Annusl Leswe 20600 | 336:00  8:00 | 0:00 0:00 |0:00 000 24400  448:00 | 208:00
Unapplied Annusl Lesve Hours 0:00 | 0:00 0:00 | 0:00 0:00 | 0:00 000 |0:00 | 0:00 0:00
Sick Leave 24015 | 240:15  4:00 | 0:00 0:00 | 0:00 0:00 | 24415 25615 0:00
Unspplied Sick Leawe 000 | 0:00 0:00 | 0:00 0:00 |0:00 'o:00 |0:00 |0:00 [0:00
| credit Hours 000|000 0:00 | 0:00 0:00 | 0:00 000 000 | 0:00 [0:00
Compansstory Time 000 | 0:00 0:00 |0:00 000 |0:00 0:00 000 | 0:00 0:00
Compensatory Travel 000 | 000 0:00 |000 000 | 0:00 000 000 | 0:00 0:00
Compensstory Time Religious 000 | 0:00 '0:00 | 0:00 0:00 |0:00 000 0:00 | 0:00 0:00
| Home Lesve D |0 lo [o o |0 D lo [0 0
Time Off Award 0:00 | 0:00 0:00 | 0:00 0:00 | 0:00 000 |0:00 | 0:00 0:00
Military Lesve |240:00 [240:00  [0:00  [0:00[0:00 [0:00 (0:00 | 240:00 | 240:00 |0:00 ©
Defored Annuzal Lesve 0:00 0:00 0:00 0:00  0:00 000 0:00 0:00 0:00 0:00 i)
| Unspplied Defered Annusl Lesve Howrs | 0:00 | 0:00 000|000 000 | 0:00 ‘o000 000 | 0:00 | 0:00 35
Defered Sick Leave 0:00 | 0:00 0:00 |0:00 0:00 |0:00 0:00 [0:00 |0:00 0:00 3
Unapplied Defered Sick Lesve Hous | 0:00 | 0:00 l0:00  |0:00[0:00 |0:00 (000 [0:00 [o:00 |0:00 o
Dizsbled Weteran Leaws 0:00 0:00 0:00 0:00  0:00 000 0:00 0:00 0:00 0:00 o
| Donsted Leswe 000|000 0:00 | 0:00 0:00 | 0:00 000 000 | 0:00 [0:00 -~
Lew Enforcement 178:00 | 178:00 0:00 | 0:00 0:00 | 0:00 0:00 | 17800 | 178:00 0:00 g
Restored Annusl Lesve 1 000|000 o0 [o00(0:00 [0:00 loo0 (000 [0:00 0:00 Py
Restored Annual Leawve 2 0:00 0:00 0:00 0:00  0:00 000 0:00 0:00 0:00 0:00 S
| Restored Annusl Lesve 2 000|000 0:00 | 0:00 0:00 | 0:00 000 000 | 0:00 0:00 <
Advanced Annusl 0:00 | 0:00 0:00 | 0:00 0:00 | 0:00 0:00 000 | 0:00 0:00 =
Advanced Sick 000|000 o0 [o00(0:00 [0:00 loo0 (o000 [o0:00 |0:00 g
| Frozen Annusl | 0:00 _{l:D{l | 0:00 | 0:00 | 0:00 _{l:{lﬂ | 0:00 _[I:D[I | 0:00 _{l:DEI _8
COP-LT1-11/30/2015 88 88 o o |0 0 o 26 88 0 <
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Employees Menu: Select Employees
(Employee Leave Balances — Tracking Leave Balances)

()]
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Tracking Lesve Balances
Leave Type Forward sed Used To Date L~ _
LW CF 000 | 0:00 |0:00 ( \\
AN OL 000 |(D:00 |0:00 Tracking leave balances track
Sus pensicn (000 0:00 | 0000 _ up as the leave is being used.
Furlough |0:00  |0:00 |00 . FMLA, for example, will track
Military OC Mat Guard Leswe _{I:{I{I _{I:{I{I _{I:{I{I _ up to 480 hours
Family Frigndly Sick Leawe - Care and Beresvermnent | 0000 2:00 | 30D ///\ )
Family Frigndly Sick Leave - Sericus 000 000 | 3000 — /
FRLA, 000 | 0:00 |0:00 e
o
FMLA Military 000 | 0:00 |0:00 E 2
- - i . qJ
Céher Leane 200 | 1200, 4100 __—— The Other Leave field tracks <
[MEE i Eed |00, | 00, |00 | Holiday Excused and -
ELTF Used 000 | 0:00 |0:DD .. . A
— - - - Administrative Leave used. =
Military Furlough i0:00 000 |00 (@)
Office of Workers Compensation Program (OWCP) | 000 00 | 0000 g
Cout Leawe i0:00 0:00 |D:00 <
=
c
()
=
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Employees Menu: Select Employees
(Employee Leave Balances — Leave Balance Hyperlink Details

6/10/2019

Details of Annual Leave for FULL TIME, HYBRID E-2
Leave Balance Details
Pay Period Date Adjustment Type | Amount|Balance Expiration Date
26-2018 01/05/2019 | Ceiling Rule Cap [-208:00 | 240:00
|26—2018 01/05/2019 | Timesheet Accrual | 8:00 240-00 I
) 25-2018 12/22/2018 | Timesheet Accrual | 8:00 440:00
//// 24-2018 12/08/2018 | Timesheet Accrual | 8:00 432:00
//// 23-2018 11/24/2018 | Timesheet Accrual | 8:00 424:00
//// 22-2018 11/10/2018 | Timesheet Accrual | 8:00 416:00
e - I 21-2018 10/27/2018 | Timesheet Accrual | 8:00 408:00

' A” |eave Cate OrieS are h er“nks | | 202018 10/13/2018 | Timesheet Accrual | 8:00 400:00
g yp 19-2018 09/29/2018 | Timesheet Accrual | 8:00 392-00

that can be clicked on for more details 18-2018 | 09/15/2018 | Timesheet Accrual | 8:00 | 384:00
17-2018 09/01/2018 | Timesheet Accrual | §:00 376:00

about that leave type. 16-2018 | 08/18/2018 Timesheet Accrual | 8:00 | 368:00

\

\; _ 15-2018 08/04/2018 | Timesheet Accrual | §:00 360:00
14-2018 07/21/2018 | Timesheet Accrual | 8:00 352:00
13-2018 07/07/2018 | Timesheet Accrual | 8:00 344:00
12-2018 06/23/2018 | Timesheet Accrual | 8:00 336:00
11-2018 06/09%/2018 | Timesheet Accrual | 8:00 328:00
10-2018 05/26/2018 | Timesheet Accrual | 8:00 320:00
09-2018 05/12/2018 | Timesheet Accrual | 8:00 312:00
08-2018 04/28/2018 | Timesheet Accrual | 8:00 304:00
07-2018 04/14/2018 | Timesheet Accrual | 8:00 296:00
06-2018 03/31/2018 | Timesheet Accrual | §:00 288:00
05-2018 03/17/2018 | Timesheet Accrual | 8:00 280:00
04-2018 03/03/2018 | Timesheet Accrual | 8:00 272:00
03-2018 02/17/2018 | Timesheet Accrual | 8:00 264:00

FINANCIAL 1-25 of 80 Records e 1234 View [25][50][100]
SERVICES
CENTER | Add Manual Forward Adjustment | [ Cancel |
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6/10/2019

Employees Menu: Select Employees (Leave Calendar)

Request Calendar
View: |My Employees A=Approved D =Denied P =Pending
4 | July 2018 »
Sun Mon Tue Wed Thu Fri Sat
1 July |2 3 4 Independence Day & & 7
P - FULL TIME, HYBRID E-2 8:00

8 Pay Period 14 |9 10 11 12 13 14

15 16 17 18 19 20 2 =
(@)
'
o
()
(o)

2 Pay Period 15 |23 24 Today |25 % 27 2 g
=
C
o

2 30 3 1 August |2 3 L b
D
<
>
‘©
o
—
()

| Cancel | =
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Employees Menu: Select Employees
(Leave Calendar - Holiday Movement)

Request Calendar
View: My Employees ﬂ A=Appoved D=Denied P = Pending
4 December 2018 v| p
sun Men Tue Wed Thu Fri sat
25 November 26 27 2% 29 30 1 December
Pay Period 24 B K\\
This employee does not work
2 3 4 5
on Tuesdays, so both the
H 7
Christmas and New Year’s
9 Pay Period 25 10 11 12 1 ho||day are moving 15
. backwards.
16 17 18 19 20 21 ~__ o> Christmas Day
—
— 2\
23 Pay Period 26 24 25 % 7 28 29 New Year's Day
P - 2FULLTIME, T28RN 0:20 P - JFULLTIME, T38RN 7:30
Schedule
M T W Th F Sa Su M T W Th F Sa
1111 11412 1113 11/14 1115 11/16 1117 1118 11/19 1120 11421 11,22 11/23 1124
_ 11:30p-8:00a 7:30p-8:00a 7 30p-8:00a ¥:30p-8:00a 7:30p-8:00a 7:30p-8:00a 7:30p-8:00a
] a 12 12 12 12 12 12

Work Schedule: F - Full-time

AW S Code: 6 - Compressed Schedule User Type: B - Title 38

US Code Indicator: L - Title 38

Premium Pay Indicator A

Schedule: Pemmanent

#FSC
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6/10/2019

Employees Menu: Select Employees (Leave Requests)

= This menu option displays Leave results for the employee(s) selected in the Select Employee
search bar;

= Search bar defaults to current pay period, but can be changed;

= Searches can by done by status (Pending, Approved, Denied), Leave Type, Primary Supervisor,
Primary Timekeeper and by TL unit...

= Press Search to see the results.

Leave Requests

User: Status: From: To:

All ~|[Feb 03, 2019 = JVonth Day Year [&
Leave Type: Supervisor:
| [v] |
Timekeeper: TL Unit:

| || | Gearcn [ Crear ]

L]
Select All Requests

Status User Start Date End Date Leave Type Hours Submission Date Supervisor Timekeeper

Mo results
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| View Calendar | | Review Selected | | Cancel |
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Employees Menu: Select Employees
(Leave Requests — Results)
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= Details of the Leave request can be seen by either clicking the hyperlink under
Status, or by selecting the request(s) and pressing Review Selected.

Leave Requests

User: Status: From: To:
Al v| lJan 01,2019 [& [Month Day Year |&
Leave Type: Supervisor:
| M| =
Timekeeper: TL Unit: _5
| | |
(a)
[] Status User Start Date End Date Leave Type Hours Submission Date Supervisaor Timekeeper £
Select All Requests e
Ll Approved | FULLTIME, HYBRID E-2 | 01/02/2019 01/03/2019 LA - Annual 8:00 02/07/2019 08:09 PM | SUP346, STANM | TKR346, Timmy %‘
Ll Approved | FULLTIME, HYBRID E-2 | 01/11/2019 01/12/2019 LA - Annual 12:00 02/07/2019 08:10 PM | SUP346, STAM | TKR346, Timmy o
L] Pending FULLTIME. HYBRID E-2 | 02/06/2015 02/07/2015 LS - Sick 8:00 02/07/2019 08:11 PM | SUP346, STAM | TKR346. Timmy g
1-3 of 3 Records 1 WView <>E
©
| Wiew Calendar | | Review Selected | | Cancel | g
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Employees Menu: Select Employees
(Premium Pay Requests)

= This menu option displays Leave results for the employee(s) selected in the
select employee search bar;

= Search bar defaults to current pay period, but can be changed;

= Searches can by done by Status (Pending, Supervisor Approved, TL Approved or
Denied), Leave Type, Primary Supervisor, Primary Timekeeper and by TL unit

= Press Search to see the results.

6/10/2019

Premium Pay Requests

Employee Name: Status: From: To:

| [ A :l] [Feb 03, 2019 [=7 [Mpnth Day Year [

Transaction: Supervisor: TL Approver: TL Unit:

| | | I

- Status  + Employee Name Transmit 1D Start Date End Date Transaction Environ. Diff./Hazard TL Unit Worked Total Hours Submit Date Supenvisor TL Approver

Select All Requests

Mo results

View Calendar Review Selected Cancel
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Employees Menu: Select Employees
(Premium Pay Requests — Results)

6/10/2019

= Details of the Premium Pay Request can be seen by either clicking the hyperlink
under Status, or by selecting the request(s) and pressing Review Selected.

Premium Pay Requests

Employee Name: Status: From: To:

\ W V] lan 01,2019 & |Month Day Year |3

Transaction: Supervisor: ~ TL Approver. TL Unit:

| V| I I |

J Status v Employee Name Transmit 1D Start Date End Date Transaction Environ. Diff /Hazard TL Unit Worked Total Hours Submit Date Supenisor TL Appraver
Select All Requests

0 TL Approved | FULLTIME, HYBRID E-2 | 134660044 01302019 01302019 | OU - Qvertime Unsched 200 02/07/2019 08:25 PM | SUP346, STAN TL346, Tina

0 TL Approved | FULLTIME, HYBRID E-2 | 134660044 02/0172019  02/01/2019 | OU - Overtime Unsched 330 02/07/2019 08:26 PM | SUP346, STAN TL346, Tina

0 Pending  FULLTIME, HYBRID E-2 134660044 0200772019 02/07/2019 O3 - Overtime Sched 200 02/07/2019 08:26 PM | SUP346, STAN TL346, Tina

1-3 of 3 Records 1 View

| View Calendar | | Review Selected | | Cancel |
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Employees Menu: Select Employees (Send Message

Select Employees
Pay Period: Timesheet Status: Timesheet Type: User ID: Last Name:  First Name:  TL Unit: Timekeeper: (4]
13- 2018 : Jun 24, 2018-Jul 07, 2018 MIBLT A | | full time | |ybrid Il Il |
Supervisor: Delegates For: Active:
NONE| v]
DSelect All Pay HIED IS User ID o Rst TL Unit Timekeeper Supemvisor
¥ Period Status Name Nama P P
Timeshests
O 13-2018 Saved :[TBRlD—E_LFULL—TlME_ FULL TIME HYBRID E-1 355-A_-002 FULL TIME, TIMEKEEPER FULL TIME, SUPERVISOR
355-A_-001,355-A_- | FULL TIME, TIMEKEEPER | FULL TIME, FULL TIME, SUPERVISOR | FULL TIME,
13-2018 Saved HYBRID_E-2.FULL_TIME-3 | FULL TIME HYBRID E-2 002 TIMEKEEPER SUPERVISOR
355-_-003,355-A_- | FULL TIME, TIMEKEEPER | FULL TIME, FULL TIME, SUPERVISOR | FULL TIME, ©
O 13-2018 Saved HYBRID_E-3.FULL_TIME-9 | FULL TIME HYBRID E-3 002 TIMEKEEPER SUPERVISOR g
1-3 of 3 Records 44 lun View Z
Q
a
Select Action p
a
Timesheets Profiles Leave and Premium Pay Send Messages \
Timeshest Timesheet Praofile Leave Balances Send Message >
Timesheet Summary Employee Profile Leave Calendar o
Certify Timesheet Corrections Leave Requests o
Premium Pay Requests 3
-]
| Cancel | <
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6/10/2019

Employees Menu: Select Employees (Send Message)

= Messages can be sent to the user
= Message will be sent to the VATAS in-box

Send User Message

Recipients: FULL TIME, HYBRID E-2
Subject:
Priority: Narmalﬂ

Body:
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Employees: Employee Leave Requests

Employees

—elect Employees

Employee Leave Requests
Employee Premium Pay Requests

Certify Timesheet Corrections

e
~ This menu option shows all

w the Leave requests for the

entire station.
\_

~

6/10/2019

Leave Requests

| User:

Status:

From:

To:

Al

\~v| [Feb 03, 2019

Leave Type:

| |L-'13nth Day Year |[&

Supervisor:

V]|

Timekeeper:

TL Unit:

[]
Select All Requests

Mo results

| View Calendar | |

#FSC

Status

[Csearch [ lear

User

Review Selected | |

FINANCIAL
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CENTER

Start \\Fﬂ@e

Cancel |

.

Leave Type Hours Submission Date

—l
~_ —
— ~—

The search button must be pressed
to see the results.

Supervisor

Timekeeper
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Employees:
Employee Leave Requests (Leave Request Results)
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= Details of the Leave request can be seen by either clicking the hyperlink under
Status, or by selecting the request(s) and pressing Review Selected.

Leave Requests

User: Status: From: To:
Al v| [Nov 01, 2018 & [Month Day Year |
Leave Type: Supervisor:
[v]]
Timekeeper: TL Unit:
| || | ©
S
SDeIect All Requests Status User Start Date End Date Leave Type Hours Submission Date Supervisor Timekeeper '§
] Pending ZFULLTIME, T38RN 11/15/2018 11172018 LA - Annual 24:00 11/07/2018 02:32 PM | SUP346, STAN  TKR346, Timmy %
] Pending ZFULLTIME, T38RN 12/26/2018 12/27/2018 LA - Annual 8:00 11/07/2018 02:38 PM | SUP346, STAM | TKR346, Timmy a
Ll Approved | FULLTIME, HYBRID E-2 | 01/02/2015 01/03/2019 LA - Annual 8:00 02/07/2019 08:09 PM | SUP346, STAMN TKR346, Timmy ;
Ll Approved | FULLTIME, RYBRID E-2 | 01/11/2015 01/12/2019 LA - Annual 12:00 02/07/2015 0810 PM | SUP346, STAN TKR346, Timmy g
L] Pending FULLTIME, HYBRID E-2 | 02/06/2019 02/07/2019 LS - Sick 8:00 02/07/20159 08:11 PM | SUP346, STAN TKR346, Timmy Y
] Denied SPT346, SPT346 07/05/2018 12/28/2018 LA - Annual 152:00 05/10/2018 01:15 AM | SUP346, STAN TKR346, Timmy )
1-6 of 6 Records 1 ‘v’iew <2E
£
| View Calendar | | Review Selected | | Cancel | 9
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6/10/2019

Employees: Employee Premium Pay Requests

Employees
Select Employees
- R
Employee Leave Requests This menu option shows all
Employee Premium Pay Requests - the Premium Pay Requests
Certify Timesheet Corrections ~—_ for the entire station.
o ,/
Premium Pay Requests
'lEmpIo}'ee Name: Status: From: To: ' N
| A 'v][Feb 03,2019 |& [Month Day Year [+ The Search button must be
Transaction: Supervisor:  TL Approver: TL Unit: _
r he results.

[ Status | v Employee Name Transmit 1D Start Date End Date Transaction Environ. Diff./Hazard TL Unit Worked Total Hours Submit Date Supenisor TL Approver
Select All Requests

Mo results

| View Calendar | | Review Selected | | Cancel |
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Employees: Employee Premium Pay Requests
(Premium Pay Requests Results
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= Details of the request can be seen by either clicking the hyperlink under
Status, or by selecting the request(s) and pressing Review Selected.

Premium Pay Requests

Employee Name: Status: From: To:
| [an [v|[octo1, 2018 | = [Wonth Day Year [&

Transaction: Supervisor:  TL Approver:  TL Unit:

| V]| I I |

SDeIect All Requests Status v Employee Name Transmit D Start Date End Date Transaction Environ. Diff./Hazard TL Unit Worked Total Hours Submit Date Supervisor TL Appraver

| TL Approved 2FULLTIME, HCW-T 134660013 10/20/2018 10/20/2018 | OU - Overtime Unsched 3:00 10/29/2018 01:27 PM | SUP346, STAN | TL346, Tina ©

a TL Approved 2FULLTIME, HCW-T 134660013 10/23/2018 10/23/2018 | OS - Overtime Sched 3:00 10/29/2018 01:27 PM | SUP346, STAN | TL346, Tina g

O TL Approved 2FULLTIME, HYBRID-F 134660057 10/20/2018 10/21/2018 | 02 - Overtime Callback Sunday 8:00 10/29/2018 04:06 PM  SUP346, STAN | TL346, Tina @

| TL Approved 2FULLTIME, HYBRIDLPN3 | 134620028 10/20/2018 10/20/2018 | OW - Saturday Overtime (T38) 2:00 10/29/2018 02:28 PM | SUP346, STAN | TL346, Tina 8

| TL Approved 2FULLTIME, HYBRIDLPN3 | 134620028 10/24/2018 10/24/2018 | OU - Overtime Unsched 3:00 10/29/2018 02:16 PM | SUP346, STAN | TL346, Tina (@]

O TL Approved 2FULLTIME, T38RN 134610034 10/18/2018 10/18/2016 | OU - Overtime Unsched 2:30 10/29/2018 02:36 PM | SUP346, STAN | TL346, Tina o

| TL Approved 2FULLTIME, T38RN 134610034 10/21/2018 10/21/2018 | OD - Sunday Overtime (T38) 2:30 10/29/2018 02:42 PM | SUP346, STAN | TL346, Tina D|-

| Supenvisor Approved | 2FULLTIME, T38RN 134610034 11/03/2018 11/03/2018 | OW - Saturday Overtime (T38) 2:00 11/07/2018 02:45 PM | SUP346, STAN | TL346, Tina >

O Supenisor Approved | 2FULLTIME, T38RN 134610034 11/04/2018 11/04/2018 | OD - Sunday Cvertime (T38) 6:00 11/07/2018 02:46 PM  SUP346, STAN | TL346, Tina c

| Pending 2FULLTIME, T38RN 134610034 11/07/2018 11/07/2018 | OS - Overtime Sched 1:00 11/07/2018 02:46 PM | SUP346, STAN | TL346, Tina o

| TL Approved 2INTERMITTENT, LPN3 134620023 10/16/2018 10/16/2018 | OS - Overtime Sched 4:00 10/29/2018 02:56 PM | SUP346, STAN | TL346, Tina 3

O TL Approved Z2INTERMITTENT, RN3 134610041 10/16/2018 10/16/2018 | OS - Overtime Sched 4:00 10/29/2018 03:04 PM | SUP346, STAN | TL346, Tina =

| TL Approved 2INTERMITTENT, RN3 134610041 10/20/2018 10/20/2018 | OW - Saturday Overtime (T38) 4:00 10/29/2018 03:05 PM | SUP346, STAN | TL346, Tina <>t

| TL Approved FULLTIMEZ, GS 134660052 10/14/2018 10/14/2018 | OS - Overtime Sched 9:00 10/31/2018 04:06 PM | SUP346, STAN | TL346, Tina ©

114 of 14 Records 1 View [25] [50] [100] c
3
IS

| View Calendar | | Review Selected | | Cancel |
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6/10/2019

Employees: Certify Timesheet Corrections

Station Payroll Admin Main Menu
Employees Schedule

Select Employees Employee Schedules - List View

Employee Leave Reguests Employee Schedules - Grid View

Employee Premium Pay Requests Tours Of Duty

Certify Timesheet Corrections Assign Tours of Duty

X
T
T~
T~
T~
T~
T~

s .
~ This option can also be found under Select
Employees as shown in the previous slides.
It is used for Timesheets that have been

Marked as Manually Adjusted. |
o /
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Employees: Certify Timesheet Corrections

. . . Umalidated Validated Certiied Sent
Certify Timesheet Corrections —C ¢ . o—

‘ Certification Screen for 1 of 1 imesheets

Employee: DSPT346, DSPT346 TL Unit 346-AB-008
Pay Period: 18- 2018 : Sep 02, 2018-Sep 15, 2018 Timesheet Type: Comection
Status Validated
Timesheet
Day Start Stop Meal / Sleep Hours Night Diff Hours Code EnwHaz/Cther Code Shift Code
Week 1 Sun 9/02
& 00am 4:00pm 030 730 0:00 HG - Holiday Work (Graded) None 0- Graded
Week 1 Mon 9/03 :
4:00pm 4:30pm 0:.00 0:30 0:00 LU - Date Of Traumatic Injury None 0- Graded
Week 1 Tue 904 & 00am 4:30pm 030 8:00 0:00 LT - Traumatic Injury (COP) None 0- Graded
Week 1 Wed 9/05 & 00am 4:30pm 0:30 8:00 0:00 RG - Regular (Graded) None 0 - Graded
Week 1 Thu 906 &:00am 4:30pm 030 8:00 0:00 RG - Regular (Graded) None 0 - Graded
Week 1 Fri 907 &:00am 4:30pm 0:30 8:00 0:00 RG - Regular (Graded) None 0 - Graded
Week 1 Sat 908 ©
Week 2 Sun 9/09 o
Week 2 Mon 910 &:00am 4:30pm 0:30 8:00 0:00 RG - Regular (Graded) None 0 - Graded 8
Week 2 Tue 911 &:00am 4:30pm 0:30 8:00 0:00 RG - Regular (Graded) None 0 - Graded 8
Week 2 Wed 9/12 &:00am 2 00pm 0:30 530 0:00 RG - Regular (Graded) None 0 - Graded o
2 00pm 4:30pm 000 2:30 0:00 LT - Traumatic Injury (COP) None 0 - Graded E
Week 2 Thu 913 &:00am 4:30pm 0:30 8:00 0:00 RG - Regular (Graded) None 0 - Graded !
Week 2 Fri 914 &:00am 4:30pm 0:30 8:00 0:00 RG - Regular (Graded) None 0 - Graded —:
Week 2 Sat 9/15 o
Week 1 Total 40:00 0:00 v
Week 2 Tota 40:00 0:00 )
Pay Period Total 80:00 0:00 <
“©
c
. | Reject/Decertify | | Printable Version | | ComparetoPrevious | Compare to Original | | Cancel g
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6/10/2019

Schedule Menu

View schedules in List & Grid View; View and Assign Tours of Duty
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Schedule Menu

Station Payroll Admin Main Menu

Employees
Select Employees
Employee Leave Requests
Employee Premium Pay Requests

Certify Timesheet Corrections

Reports
Reports
My Saved and Scheduled Reports
Reports Semver

Continuation of Pay(COF)
COP Recipients

Part Time Physicians

Memos of Service Level Expectations

Schedule
Employee Schedules - List View
Employee Schedules - Grid View
Tours Of Duty
Assign Tours of Duty

TL Units
Station and Duty Station Management

TL Unit Management

Leave Transfer Program

LTP Management
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6/10/2019
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Schedule Menu: Employee Schedules — List View

— Approved
Employee Schedules - List View Pending

Employee Name: User ID: Pay Period: Status: " Denied

| | 229018 Oct 28, 018NV 10, 2018* e

_ - ._None

« Employee Name User D Schedule Total Hours Status Type

1FULLTIME 3468, GARY-GS I GARY -GS 1FULLTIME 3468 Compressed 44nrs wk1; 36 hrs wk2 80:00 Approved Pemanent
1FULLTIVIE 3468, HENRY-HYBRIDE HENRY-HYBRIDE. FULLTIVE 2468 an<al 2000 Approved Pemanent
TFULLTIME 3468, PHILPHYSICIAN2 PHIL-PHYSICIANZ FULLTIME 3468 W+ Day Tour 14:00 Approved Pemanent
1FULLTIVE 3468, ROSE-RN ROSE-RN FULLTIME346B CUsS OVer tour 8000 Approved Pemanent
1FULLTIME 3468, WENDY-WG2 WENDY-WG2 FULLTIVIE346B Ful tme WG 8000 Approved Pemanent
1PARTTIME 10, PHYSICIAN PHYSICIAN PARTTIME10 Permanent Sc hedule 10:00 Approved Pemanent
1PARTTIME 3468, RALPH-RN2 RALPH-RN2 PARTTIMEMEB Permanent Schedule 4000 Approved Pemanent
1PARTTIME 3468, WILLY WG2 WILLY-WG2 PARTTIME346B pt wage grade 32:00 Approved Pemanent
1PARTTIMET0-346B, PETE-PHY SICIAN2 PETE-PHYSICIANZ PARTTIMET0-3468 pt time physician 7000 Approed Pemanent
1PREMIUMPAYT3468, HCW HCW PREMIUMPAYT346B Permanent Sc hedule 80:00 Approved Pemanent
1RNT2-803468, ROGER-RN72-30 ROGER-RN72-80 RN72-503468 7280 wegi 7200 Approved Pemanent
2FULLTIME, HCW HCW 2FULLTIME Permanent Sc hedule 80:00 Approved Pemanent
IFULLTIME, HCW-T HCW-T 2FULLTIVE CrossOver Tour 8000 Approved Pemanent
JFULLTIVE, HYBRID-F HYBRID-F FULLTIE hoiday 2000 Approved Pemanent
2FULLTIME, HYBRIDLPN3 HYBRIDLPN3 FULLTIME CI0S5 OVer tour 80:00 Approved Pemanent
JFULLTIVE, T38RN T36RN 2FULLTIVE CIUSS OVr 2000 Approved Pemanent
2PARTTIME 3468, HCW-3 HCW-3 2PARTTIME 3468 Permanent Sc hedule 40:00 Approved Pemanent
DSPAMG, DSPA36 DSPA6DSPAMG 730 AM - £00PM 8000 Approved Pemanent
DSPT345, DSPTH6 DSPT36.DSPT345 8:00am-4:30pm Man-Fi 2000 Approved Pemanent
EMP 346, ERIC ERC EMP345 7:30 AM - 400 PM 80:00 Approved Pemanent
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Schedule Menu: Employee Schedule — List View
(Schedule Assignment)

= All Full and Part Time employees must have a Permanent Schedule.
* Temporary Schedules can be added as needed;
= Details of the Schedule can be seen by clicking the Schedule name hyperlink.
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Schedule Assignment - 1TFULLTIME346B, GARY-GS
Permanent Schedule
Schedule Start Date End Date Approval Status Tg"
8-002m-4:30pm Mon-Fi Feb 19, 2017 Mar 31, 2018 Approved 2
(]
Compressed 44hrs wk1; 36 hrs wk2 Apro1, 2018 Forever Approved a
a
Temporary Schedule .
Schedule Start Date End Date Approval Status S
(0]
PP-13 Jun 25, 2017 Jul 08, 2017 Approved 3
pp-20 Oct 01, 2017 Oct 14, 2017 Approved g
PP-11 May 27, 2018 Jun09, 2018 Approved g
(O]
i=
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Schedule Menu: Employee Schedule — List View
(Schedule Assignment)

6/10/2019

Schedule - 1TFULLTIME346B, GARY-GS T&L Unit 3468 006
N N?:_e: PP-11 Schedule Type: Temporary
sCription:
Start Date: May 27, 2018 Work Schedule: F - Fulldime
End Date: Jun 09, 2018 AWS Code: 6-Com pr‘SSE-‘d Schedule
|
Day Tour Telework Code (:DUS YPE - ours PH}' Plan: GS -General Schedule |
pecial Tour) . |
Sun User Type: A-Tile 3 |
Moo _ US Code Indicator: None
ue -00am-4:30pm ] ] |
Wed  800am-4:30pm 8 Premium Pay Indicator: None |
Thu 8:00am-4:30pm 8 —
Fri 8:00am-4:30pm 8 . N ©
Sat  8:00am4-30pm 8 /Tlmekeepers need to ensure the | 5
e —— correct AWS codes are being used =
when creating or changing =
Day Tour Telework Code 10U TYPE — yog a
(Special Tour) . Schedules. \ ;
Sun \\ / >
Mon S
Tue  8:00am-4:30pm 8 w
Wed  8:00am-4:30pm 8 3
Thu &-00am-4:30pm 8 <
Fri 8:00am-4-30pm 8 czu
Sat &:00am-4:30pm 8 c
Week Two TOTAL 40:00 9
o
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Schedule Menu: Employee Schedules — Grid View

6/10/2019

Employee Schedules - Grid View

Pay Period: |13 2019 - Jun 23, 2019Jul 06, 2019 v [Go]
pCniorshane Hours| e I [ ooize | oos oz cezsl| oos | ceco [oroihe ool | ovos ozl croal| oo

SIMS, CARLOS &0 6:30a-5p | 8:30abp | 6:30a5p  8:30a-Bp | 6:30ab5p 8:30a-5p 6:30a-5p  8:30abp | 6:30a5p | 8:30a-bp
Part Time, Wage Grade-1 2 |8a12p |8a12p 4p-8p 4p-8p 8a12p |8a-12p 4p-8p 4p-8p
Part Time, RM-3 64 |7a-3:30p |7a-3:30p 7a-3:30p | 7a-3:30p 7a-3:30p  |7a-3:30p | 7a-3:30p 7a-3:30p
PART TIME, RN-1 40 3:30p12a 7:30a4p 7:30a4p 7:30a4p | 3:30p12a
Part Time, Physician-2 70 Ba5:30p 8a-5:30p | 1php 8a-1p 8a4:30p 8a-5:30p 8a-5:30p  |1pbp Ba-1p Ba-4:30p
PART TIME, PHYSICIAN-1 70 8a-3:30p 8a-330p |8a-3:30p |8a330p |8a-3:30p 8a-3:30p 8a-3:30p 8a-3:30p |8a-3:30p |8a-3:30p
Part Time, Physician MSLE-3 20 7:30a-6p 7-30a-6p
Part time, Physician MSLE-2 20 6:45a-5:15p 6:45a-5:15p
PART TIME, PHYSICIAN MSLE-1 20 6:45a-6:15p 6:453-5:15p c_cu
Part Time, LPN-3 40 3:30p-12a 3:30p-12a | 3:30p12a | 3:30p-12a 3:30p-12a .g
Part Time, LPN-2 40 a-4:30p Ba-4-30p 6a-4:30p 6a4:30p ga-4:30p '8
PART TIME, LPN-1 40 9a-5:30p 9a-5:30p | 9a-5:30p 9a-5:30p 9a-5:30p 2
PART TIME, HYBRID E-1 48 Tp-Ta Tp-Ta Tp-Ta Tp-Ta a
Part Time, Health Care Worker-3 40 Ba-4:30p Ba-4:30p 8a4:30p Ba-4:30p Ba-4:30p _;
PART TIME, HEALTH CARE WORKER-1 |40 fa-4:30p fa4:30p Ba-4:30p Ba-4:30p fa-4:30p S
Intermittent, Wage Grade-3 v
Intermittent, Wage Grade-2 <DE
Intermittent, Wage Grade-1 2
Intermittent, RN-3 g
Intermittent, RN-2 %
Intermittent. RN-1 -
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Schedule Menu: Tours of Duty -

The search bar can
be used to find
specific tours.

6/10/2019

Tours Of Duty N\

Name: Description: Start Time: Stop Time: Crosses Day Divide: Active:  Special Tour Indicator: Meal on Premium: TL Unit:

| I I I [T (A [ [a
¥ Name Description Start Time Stop Time Meal Crosses Day Divide Total Hours Status Special Tour Indicator Meal on Premium Sleep Time
0004 08:00A to 03:30P meal 30 Special Tour Indicator 00 8:00am 3:30pm 30 7:00 Active
0005 06:45A to 05:15P meal 30 Special Tour Indicator 00 6:45am 5:15pm 30 10:00 Active
0008 08:00A to 04:30P meal 30 Special Tour Indicator 00 8:00am 4:30pm 30 8:00 Active
0007 07:00A to 03:30P meal 30 Special Tour Indicator 00 7:00am 3:30pm 30 8:00 Active
0008 MID to 07:00A meal 00 Special Tour Indicator 05 12:00am 7:00am - 7:00 Active 5 - On-Call
0009 8:00am-8:00pm Special Tour Indicator 05 8:00am 8:00pm - 12:00 Active 5 - On-Call
0010 04:30P to MID meal 00 Special Tour Indicator 05 4:30pm 12:00am - 7:30 Active 5 - On-Call
001 07:30A to 04:00P meal 30 Special Tour Indicator 00 7:30am 4:00pm 30 8:00 Active
0012 07:45P to 08:15A meal 30 Special Tour Indicator 00 7:45pm 8:15am 30 v 12:00 Active
0013 08:00P to 08:00A meal 00 Special Tour Indicator 00 8:00pm 8:00am - ¥ 12:00 Active
0014 08:30A to 01:00P meal 00 Special Tour Indicator 00 8:30am 1:00pm - 4:30 Active _
0016 08:00A to 10:00A meal 00 Special Tour Indicator 00 8:00am 10:00am - 2:00 Active g
0017 04:00A to 04:30P meal 30 Special Tour Indicator 00 4:00am 4:30pm 30 12:00 Active o
0019 07:00A to 01:30P meal 30 Special Tour Indicator 00 7:00am 1:30pm 30 6:00 Active 8
0020 08:00P to MID meal 00 Special Tour Indicator 00 8:00pm 12:00am - 4:00 Active 8
0021 07:30A to 05:00P meal 30 Special Tour Indicator 00 7:30am 5:00pm 30 9:00 Active )
0022 03:30P to MID meal 30 Special Tour Indicator 00 3:30pm 12:00am 30 8:00 Active E
0023 09:00A to 03:30P meal 30 Special Tour Indicator 00 9:00am 3:30pm 30 6:00 Active ;
0024 MID to 08:00A meal 30 Special Tour Indicator 00 12:00am 8:00am 30 7:30 Active v =
0025 04:00P to MID meal 00 Special Tour Indicator 06 4:00pm 12:00am - 8:00 Active 6 - Shift 2 o
0026 06:45A to 03:30P meal 45 Special Tour Indicator 00 6:45am 3:30pm 45 8:00 Active 3
0027 08:30A to 04:30P meal 30 Special Tour Indicator 00 8:30am 4:30pm 30 7:30 Active 2
0028 08:00P to 10:00P meal 00 Special Tour Indicator 00 8:00pm 10:00pm - 2:00 Active <>E
0029 08:00A to 11:00A meal 00 Special Tour Indicator 00 8:00am 11:00am - 3:00 Active ©
0030 01:00P to 06:00P meal 00 Special Tour Indicator 00 1:00pm 6:00pm - 5:00 Active c
1-25 of 1983 Records “ 12345678910 View [25] [50] [100] %
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Schedule Menu: Tours of Duty

= If the tour is visible at the station level but not available in a TL Unit,
Payroll can assign the tour to the TL Unit after following the proper
guidance from HR and Union.

= |f the tour is not visible at the station level, submit a Customer Self-Service
Portal ticket with a New Tour of Duty Memo (Tour of Duty template is
available in the Supervisor/TL Approver link on the VATAS SharePoint):
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Schedule Menu: Assign Tours of Duty

= Assigning tours requires a Tour of Duty Memorandum from the Service.
= Use the Tour of Duty menu to find the four digit tour name;

= Then use drop down menu to select the Tour of Duty...

= Click on GO.

[ ]
aee ™
¢ WEBTA Employee Timekeeper Supervisor REESEHGNEETTOING T

Station Payrall Admin Main Menu =

Assign Tours of Duty

Select Tour: |Select a Tour of Duty ﬂ | Go |

| Cancel |
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Schedule Menu: Assign Tours of Duty Cont’d

= Assign the Tour by either pressing the Add button at the right OR by using the
check box and the Add Selected Locations button at the bottom.

Assign Tours of Duty
Select Tour: 0915 - 01:00A to 09:00A meal 00 Special Tour Indicator 00|~ | | Go |
Code: Description:
L] Type Code Des cription Action
Select All Available Locations ©
c
[ Station 346 Station Number 3465 o
(%]
] Duty Station 34600 Default duty station B
(| TL Unit 34600000 Default TL Unit @)
. - . . qJ
1 Duty Station 345-AB Duty Station AB in Station Number 346 &
[ TL Unit 346-AB-000 Default TL Unit Add 4
[ TL Unit 346-AB-001 Title 38 Nurses in Duty Station AB in Station Number 346 Add 5
TL Unit 348002 Title 5 Nurses in Duty Station AB in Station NMumber 346 Add g
1 TL Unit 346-AB-003 FT Physicians in Duty Station AB in Station Number 346 <Dn:
[ TL Unit 346-AB-004 Pieceworkers in Duty Station AB in Station NMumber 346 Remowe >
e
o
| Add Selected Locations || Remowe Selected Locations | E
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TL Units Menu

View/change VATAS Roles, and Assign Employees to a TL Unit.
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TL Units Menu

Station Payroll Admin Main Menu

Employees
Select Employees
Employee Leave Reguests
Employee Premium Pay Requests

Certify Timesheet Corrections

Reports
Reports
My Saved and Scheduled Reports

Reports Server

Continuation of Pay(COP)
COP Recipients

Part Time Physicians

Memos of Senice Level Expectations

Schedule
Employee Schedules - List View
Employee Schedules - Grid View
Tours Of Duty
Assign Tours of Duty

TL Units
Station and Duty Station Management

TL Unit Management

Leave Transfer Program

LTP Management
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6/10/2019
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TL Units Menu:
Station and Duty Station Management

6/10/2019

Station and Duty Station Management
Station Code: Station Description:  Station Payroll Administrator:
| | | |

v Station Code Station Description Station Payroll Administrator

5 541 CLEVELAND,OH | |
642 642 PHILADELPHIA PA | |
701 701 SEVEN HILLS,OH | |
776 776 BRECKSVILLE,OH | \
14 of 4 Records hagnn View
[ Cancel I
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TL Units Menu: Station and Duty Station Management

= Only one person can be assigned as the Primary Station Payroll Admin role,
via a CPM Portal Ticket.

= Primary and backup SPA’s can perform the same functions.

Manage Station

Station Code: 346
Station Description: Station Mumber 346
Active: |~
Primary Station Payroll Admin: SAM. SPA3AS

FULL _TME.GS1 | Add | | Unassign |
Backup Station Payroll Admin: TEST.USER | Unassign |

c.novoiny | Unassign |
Station Technician: SPT346.5PT3465 | Add | | Unassign |
Primary View Only:
Backup View Only:

Duty Stations
Duty Station Code Duty Station Description Duty Station Payroll Admin
00 Default duty station
AB Duty Station AB in Station Number 346 DSPA346. DSPA346
A Duty Station A in Station Number 346  DSPA346. DSPA346
B_ Duty Station B in Station Number 346  DSPA346. DSPA346
1-4 of 4 Records 1 view [25] [50] [100]
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TL Units Menu: Station and Duty Station Management

6/10/2019

Duty Station

Station Code: 346
Station Description: Station Number 346
Duty Station Code: AB
Duty Station Description: Duty Station AB in Station NMumber 346
Active:
Primary Duty Station Payroll Admin: DSPA346. DSPA3Z4E | Assign | | Unassign |
Backup Duty Station Payroll Admin: | Add |
Duty Station Technician: DSPT346.D5PT346 | Add | Unassign |

Primary Station Payroll Admin: SAM.SPAZ4E5

FULL _TIME G351
Backup Station Payroll Admin: TEST.USER
C _novotny

Station Technician: SPT346. 5P T346
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TL Units Menu: TL Unit Management

TL Unit Management

()]
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TL Unit Code: TL Group Description: Station Code: Station Name: Duty Station: TL Code:
I || | [ [v] | | AV I [l Scarch | Clear |
w TL Unit Code TL Group Description Station Code Station Name Duty Station TL Code
35500000 Default TL Unit 3585 0o oo
355A_001 Title 38 Murses in Duty Station A in Station Number 355 3585 A 001
3554002 Title 5 Nurses in Duty Station A in Station Number 355 355 A 002
3554003 FT Physicians in Duty Station A in Station Number 355 355 A 003
3554004 Piecewarkers in Duty Station A in Station Mumber 355 355 A 004
3554006 Title 5 GS, WG, HCWs, Hybrids in Duty Station A in Station Number 355 385 A 006
3854007 Firefighters in Duty Station A in Station Number 355 355 A oory
3558A,_008 Trainees in Duty Station A in Station Number 355 3585 A 008
355A_F05 Fee Basis in Duty Station A in Station Number 355 3585 A Fo5
355B_001 Title 38 Murses in Duty Station B in Station Number 355 3585 B_ 001
3558 002 Title 5 Nurses in Duty Station B in Station Number 355 355 B_ 002
35568 003 FT Physicians in Duty Station B in Station Number 355 355 B_ 003 =
3556 004 Piecewarkers in Duty Station B in Station Mumber 355 355 B_ 004 [
3558 006 Title 5 GS, WG, HCWs, Hybrids in Duty Station B in Station Number 355 385 B_ 006 g
385B_007 Firefighters in Duty Station B in Station Number 355 355 B_ oory Q
3556B_008 Trainees in Duty Station B in Station Number 355 3585 B_ 008 8
355B_F05 Fee Basis in Duty Station B in Station Number 355 3585 B_ Fo5 o
355_ 001 Title 38 Murses in Duty Station in Station Number 355 3585 _ 001 o
355_ 002 Title 5 Nurses in Duty Station AB in Station Mumber 355 355 - 002 I>_
355_ 003 Training Example TL Unit 355 - 003 [
355 004 Chicago VATAS Supplemental training 355 - 004 o
355 006 Title 5 GS, WG, HCWs, Hybrids in Duty Station AB in Station Number 355 385 _ 006 3
355 007 Firefighters in Duty Station AB in Station Number 355 3585 - oory =2
3556008 PAYROLL 3585 o 008 <>t
355 FO5 Fee Basis in Duty Station AB in Station Number 355 3585 o Fo5 ©
1-25 of 25 Records 1 view [25] [50][100] g
o+
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| Cancel
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TL Units Menu: TL Unit Management (Edit TL Unit)

Delegation of Authorities (DOA) are required for all changes.
Add primary: select Assign

Add alternate: select Add

Remove delegation: select Unassign

6/10/2019

Edit TL Unit

Station: 346 - Station Number 346
Duty Station: AB - Duty Station AB in Station Number 346
TL Code: 001
TL Description: | Title 38 Nurses in Duty Station AB in Station M
Active: |~
Primary Timekeeper: Timmy TKR346 | Assign | | Unassign |
TKR347. TKR347 | Add | | Unassign |

Backup Timekeeper. GS_EMPLOYEE_.FULL TIME_ | Unassign |
JMMY.TMEKEEPER | Unassign |

Primary Supervisor: STAN SUP346 | Assign | | Unassign |

Zoiesup345 | Add | [ Unassign |
Sean.Supenisor | Unassign |

Backup Supervisor:

Primary TL Approver: Tina TL346 | Assign | | Unassign |
DIRECTOR-1.FULL_TME-7 | Add | | Unassign |
Kyla tl345 | Unassign |

Backup TL Approver:

TL Unit Employee Members
Employee SSN
[_Search || Clear
1PREMIUMPAY T346B, HCW - HCW_PREMIUMPAY T346B B
1-1 of 1 Records 1 view [25] [50] [100]
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TL Units Menu: TL Unit Management (Edit TL Unit)

= Use the Search box (Last name, First name) to find the person
to add and then click Select;

= |If you are not finding the employee, check to see if they have
the role assigned. If not, a portal ticket is needed to assign

()]
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the applicable role.

Select User - 346AB0O0O1 Tcu
i)
User Name: [ 3
| | Search ll Clear | o
()
Select all Users E
1 User Name X
Select all Userns >
| Select | THKR3I19 TKR3I19 - TKRI1T9. TKR319 S
| Select | THKR3I20, TKR3I20 - TKR3I20. TKR320 3
| Select | TKR3I23, TKR3I23 - TKRIZ23I. TKR323 )
| Select | THKR3IZ25 THKR3IZ2E - TKRIZ2E TKR325 <>t
| Select | THKR3IZ2E THKR3IZ2E - TKRIZ2E. TKR 326 C_CU
| Select | TKR3IZ28, TKR328 - TKRI2Z25. TKR328 _'Gj
| Select | TKR320, TKR3IZ20 - TKR3IZ20 TKR329 £
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TL Units Menu: TL Unit Management

(Add/Change Employee TL Unit)

= Always select Add Employee Members for Pay Period;
= If not, the employee will end up in two TL Units for that pay
period...

6/10/2019

Edit TL Unit

Station: 346 - Station Number 346
Duty Station: AB - Duty Station AB in Station Number 346
TL Code: 001
TL Description: Title 38 Nurses in Duty Station AB in Station N
Active: |~
Primary Timekeeper: Timmy. TKR346 | Aesign | | Unassign |
TKR347 TKR347 | Add | | Unassign |
Backup Timekeeper GS_EMPLOYEE_.FULL TIME_ | unassign |
JIMMY. TIMEKEEPER | Unassign |
Primary Supervisor STAM SUP346 | Assign | [ Unassign |
Zoiesup345 | Add | | Unassign |
Sean Supenisor | Unassign |
Primary TL Approver: Tina TL346 | Assign | | Unassign |
DIRECTOR-1.FULL_TIME-7 | Add | | Unassign |
Kyla 1345 | Unassign |

Backup Supervisor:

Backup TL Approver:
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TL Unit Employee Members
Employee SSN
| _Search || Clear_
TPREMIUMPAY T3468, HCW - HCW . PREMIUMPAYT3468 ~ wresess
141 of 1 Records 1 view [25] [50][100]
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TL Units Menu: TL Unit Management
(Add/Change Employee TL Unit)

= Use the Search box to find the employee (last name, first name)
= Select the box next to the employee name and click on select users
= Or multiple employees can be located in the list and selected

Select User - 346AB001

User Name: '
||1U”tim& m-2 | Search )| Clear |
Select all Users
User Name
Select all Users
L] FULLTIME, RN-2 - RN-2 FULLTIME

1-1 of 1 Records 1 view [25][50] [100]

Select Checked Users || | Cancel
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Select User - 346AB001

User Name:
Select all Users
Ol

Select all Users

OO00rO0000000000ROOO

1FULLTIME346E .
TFULLTIME3466 ,
TFULLTIME3466 ,
TFULLTIME 3466,
TFULLTIME3466 ,

User Name

GARY-GS - GARY-GS_1FULLTIM E346B
HENRY-HYBRIDe - HENRY-HYBRIDE. FULLTIME 3466
PHIL-PHYSICIANZ - PHIL-PHYSICIANZ FULLTIME 3468
ROSE-RN - ROSE-RN _FULLTIME 3468

WENDY WG2 - WENDY-WGE2 FULLTIM E34668

TPARTTIMET0, PHY SICIAN - PHYSICIAN.PARTTIMET0
TPARTIME3466, RALPH-RNZ - RALPH-RMNZ2 PARTTIME 3468
TPARTTIMEZ468, WILLY-WG2 - WILLY WGZ2 PARTTIME 3468
TPARTTIMET70-3468B, PETE-PHY SICIANZ - PETE-PHY SICIAN2 PARTTIME 70-3468
TRNT2-803468, ROGER-RNT2-80 - ROGER-RN72-80. RNT 2-803468
1SES346B, DEBBY-DIRECTOR2 - DEEBY-DIRECTOR2. SES 3468
2FULLTIME, HCW - HCW.2FULLTIME

2FULLTIME, HCW-T -HCW-T 2FULLTIME

2FULLTIME, HYBRIDF -HYBRID-F._FULLTIME

2FULLTIME. HYBRIDLPN3 - HYBRIDLPN3. FULLTIME

2FULLTIME, T3&RN - T38RN.2FULLTIME

ZNTERMITTENT, HCW -HCW_INTERMITTENT

ZINTERMITTENT, LPN3 - LPN3INTERMITTENT

ZNTERMITTENT, RN3 - RWN3.ZINTERMITTENT

6/10/2019
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Continuation of Pay (COP) Menu

How to Add, Terminate and View a COP Account
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COP Menu

6/10/2019

Station Payroll Admin Main Menu

Employees Schedule
Select Employees Employee Schedules - List View
Employee Leave Reguests Employee Schedules - Grid View
Employee Premium Pay Requests Tours Of Duty
Certify Timesheet Corrections Assign Tours of Duty

Reports TL Units

Reports Station and Duty Station Management
My Saved and Scheduled Reports TL Unit Management

Reports Server
Leave Transfer Program

Continuation of Pay(COP) LTP Management

COP Recipients

Part Time Physicians
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COP Menu

6/10/2019

= Continuation of Pay (COP) may be granted to an employee who suffered an on
the job injury

= HR will provide Payroll with a COP memorandum with the date of injury, the
dates and number of hours the employee was absent due to the injury

= Payroll will enter the memorandum information in VATAS

= COP recipients must be added before the codes will be available for timekeeper
use.

= Date of injury posted as LU
= Subsequent days posted as LT
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COP Menu: Add COP Recipient Account

COP Recipients
Employee Name: User ID: Injury Number: Date of Injury: COP Status:  TL Unit: }
| || | [Yaar Month Day |= [l [v] A N search | Clear |
v Employee User ID Injury Number Date of Injury COP Status Retumn to Waork Date COP Used to Date TLUnit | Delete .

72-80, RN-1 |RN-1.72-809 0725 0712512016 |Terminated | 07/28/2015 |0 Days | 36003 | X
7260, RN-1 | RN-1.72-80-9 0728 0712612016 Terminated | 07/26/2016 |0 Days | 35003 | X
7280, RN-2 | Rh-2.72-80-10 [1212 1211212016 Terminated | 12/14/2016 |0 Days | 36003 | X
FULL TIME (Emp Ex), GS EMPLOYEE4 | GSEMPLOYEE4 FULLTIMEEMPEX_NOEMAIL [0419 | 041912016 | Terminated | 06/03/2016 |0 Days | 36008 | X
Full Time (Emp Ex), LPN-4 | LPN4. FULLTIMEEMPEX_NOEMAIL {0904 0910412016 |Terminated | |0 Days | 36002 | X
FULL TIME, DONATED LEAVE-1 | DONATED_L EAVE-1 FULL_TIME-3 0305 0910512017 |Actie | |0 Days 35003 | [X]
FULL TIME, GS EMPLOYEE-3 | GS_EMPLOYEE-3.FULL_TIME-12 0518 051812016 Terminated | |0 Days CBEA0T | X
FULL TIME, HEALTH CARE WORKER-1 |HEALTH_CARE_WORKER-1.FULL_TIME-10 [1227 1202712016 |Terminated | |0 Days | 3EA002 | X
FULL TIME, HEALTH CARE WORKER2 | HEALTH_CARE_WORKER-2 FULL_TIME-15 |0127 0112712016 |Terminated | 03/12/2015 |0 Days |36 003 | X
FULL TIME, HYBRID E-2 |HYBRID_E-2 FULL_TIME-9 {0205 021062017 |Terminated | |4 Days | 3EA02 | X
FULL TIME, HYBRID E-2 |HYBRID_E-2.FULL_TIME-3 0207 020712017 Terminated | |4 Days | EA002 | X
Full Time, LPN-3 |LPN-3.FULL_TIME-12 | 1006 110/06/2016 Terminated | |0 Days | 3004 | X
Full Time, Physician-2 | PHYSICIAN-2 FULL_TIME-12 (0229 102/2912016 Terminated | 03/16/2016 |0 Days | 3EA002 | X
FULL TIME, SUPERVISOR | SUPERVISOR FULL_TIME-7 0313 031912017 |Terminated | |4 Days | 3BEA06 | X
FULL TIME, SUPERVISOR | SUPERVISOR FULL_TIME-7 0320 0372012017 |Actie | |4 Days 36A 006 | [X]
FULL TIME, WAGE GRADE-2 | WAGE_GRADE-2 FULL_TIME 0212 02122017 Terminated | [1Days A6 | X
FULL TIME, WAGE GRADE-2 | WAGE_GRADE-2 FULL TIMES 0612 |06H2/2017 | Active | [1Days C36A 006 | [X] |
FULL TIME, WAGE GRADE-2 | WAGE_GRADE-2 FULL_TIME-3 [0213 021312017 | Terminated | [1Days CBEA 006 | X |
PART TIME, HYBRID E-1 |HYBRID_E-1 PART_TIME-7 |0324 0312412016 |Terminated | 06/23/2015 |2 Days | 36003 | X
Part Time, LPN-3 |LPN-3.PART_TIME4 0307 03/07/2017 Teminated | 0 Days | 3558003 | X
120 of 20 Records wagnn View [25][50] 100]
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6/10/2019

COP Menu: Add COP Recipient Account

= Enter the User ID or select Search to find the employee

= Enter Date of Injury and Click Save, which will auto populate the
injury number field;

= |f known, the return to work date can be entered.

COP Recipient Account

Items marked with an asterisk™ are reguired.

* User ID: or
TL Umnit:
* Date of Injury: |[onth Day Year [

Injury Number:

Return to Work Date: |[Vonth Day Year
COP Not to Exceed Date: |Month Day Year
COP Used to Date: 0

Termination Date:

Termination Remark:
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COP Menu: Terminating COP Account
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COP Recipients
{Employee Name: User ID: Injury Number: Date of Injury: COP Status:  TL Unit: }
I I | [Year Morth Day [=] (Al ] (Al
v Employee User D Injury Number Date of Injury COP Status Return to Work Date COP Used to Date TL Unit Deletel

7280, RN-1 |RN-1.72-80-9 0725 0712512016 Terminated  07/28/2016 0 Days | 366003 | X

7280, RN-1 |RN-1.72-80-9 0725 0712512016 Terminated ~ 07/28/2016 0 Days | 386003 | X

7280, RN-2 | RN-2 72-80-10 1212 1211212016 Terminated  12/14/2016 0 Days | 366003 | X

FULL TME (Emp Ex), GS EMPLOYEE4 | GSEMPLOYEE4 FULLTIMEEMPEX_NOEMAILL 0419 041912016 Terminated ~ 06/03/2016 0 Days | 385008 | X

Full Time (Emp Ex), LPN-4 | LPN FULLTIMEEMPEX_NOEMAIL 0904 0910412016 Terminated 0 Days | 385002 | X

FULL TIME, DONATED LEAVE-1 | DONATED_LEAVE-1.FULL_TIME-9 10905 | 09/0512017 | Active \ 0 Days s 003 | [X]

FULL TIME, GS EMPLOYEE-3 |GS_EMPLOYEE-3 FULL_TIME-12 0518 0511812016 Terminated 0 Days AN | K

FULL TME, HEALTH CARE WORKER-1 | HEALTH_CARE_WORKER-1 FULL_TIME-10 27 1202712016 Terminated 0 Days | 3BEAD02 | X

FULL TME, HEALTH CARE WORKER-2 | HEALTH_CARE_WORKER-2.FULL_TIME-15 0127 (0112712016 Terminated  03/12/2016 0 Days | 385003 | X

FULL TME, HYBRID E-2 |HYBRID_E-2 FULL_TIME-9 10206 021062017 Terminated 4 Days | IBEA02 | X _
FULL TME, HYBRID E-2 |HYBRID_E-2.FULL_TIME-9 0207 020712017 Terminated 4 Days | 3BA002 | X e
Full Time, LPN-3 | LPN-3 FULL_TIME-12 11006 1010612016 Terminated 0 Days | 366004 | X :g
Full Time, Physician-2 | PHYSICIAN-2.FULL_TIME-12 10229 10212912016 Terminated ~ 03/15/2016 0 Days | IBEA02 | X o
FULL TME, SUPERVISOR | SUPERVISOR FULL_TIME-T 10319 031912017 Terminated 4 Days | IBBA-006 | X %
FULL TIME, SUPERVISOR | SUPERVISOR FULL_TIME-7 10320 10312012017 | Active \ 4 Days | 366A 006 | [X] 5
FULL TIME, WAGE GRADE-2 \WAGE_GRADE-2 FULL_TIME-3 10212 0211212017 Terminated 1 Days 35A 06| X | >
FULL TIME, WAGE GRADE-2 | WAGE_GRADE-2 FULL_TIME-9 0612 061212017 | Active \ 1 Days | 366A 006 | [X] S
FULL TIME, WAGE GRADE-2 \WAGE_GRADE-2FULL_TIME-3 0213 0211312017 Terminated 1 Days C35A06 | X | b
PART TIME, HYBRID E-1 'HYBRID_E-1 PART_TIVE-7 10324 0312412016 Terminated ~ 06/29/2016 12 Days | 36003 | X 2
Part Time, LPN-3 |LPN-3PART_TIME4 0307 0310712017 Terminated 0 Days | 3EB-003 | X =
120 of 20 Records Wadnn View 25 [50] [100] %
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COP Menu: Terminating COP Account (Return to Work)

= Select the COP Recipient Account
= Enter the Return to Work Date

= Select Terminate
COP Recipient Account

Items marked with an asterisk™ are required.

* User ID: |FULL TIVIE, SUPERVISOR SUPERVISORF, o m
TL Unit: 385- 006

6/10/2019

* Date of Injury:  2017/03/20
Injury Number: 0320

Return to Work Date: |Vonth Day Year [

COP Not to Exceed Date: |\lonth Day Year [l
COP Used to Date: 4

Termination Date:
Termination Remark:
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Activity Log
Action Date Mame Remarks
Saved 0372312017 01:27 PM FULL TIME, STATION PAYROLL ADMIN
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COP Menu: Terminating COP Account

(Termination Date)
= Enter Termination Date

6/10/2019

= Enter Termination Remarks
= Click OK

COP Recipient Account
Items marked with an asterisk™ are required.
* User ID: |FULL TIME, SUPERVISOR SUPERVISOR F or
TL Unit: 355-A_-006

* Date of Injury: 20417/03/20
Injury Number: 0320

Return to Work Date: |I"u’|0nth Day Year |_
COP Not to Exceed Date: |r-.f|omh Day Year

COP Used to Date: 4

Termination Date:
Termination Remark:
Activity Log

Action Date MName Remarks
Saved 03/23/2017 01:27 PM FULL TIME,_ STATION PAYROLL ADMIN

Terminate COP Account x

* Termination Date: |Month Day Year

| Save | | Terminate | | Cancel |

# Termination Remarks:
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COP Menu: Terminating COP Account (Due to Error)

= Select Terminate

6/10/2019

COP Recipient Account
Items marked with an ssterisk® are required.
* User ID: |FULL TIME, SUPERVISOR SUPERVISOR.F o
TL Unit: 355-5_-006

* Date of Injury: 2017/03/20
Injury Number: 0320

—_

Return to Work Date:

COP Not to Exceed Date:
COP Used to Date: 4

Month Day Year

—_

Month Day Year

Termination Date:

Termination Remark:

Activity Log
Action Date MName Remarks
Saved 03/23/2017 01:27 PM FULL TIME, STATIOM PAYROLL ADMIN
| save | || Terminate ||| Cancel |
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COP Menu: Terminating COP Account (Due to Error)

6/10/2019

= Enter Termination Date
= Enter Termination Remarks

- CI|Ck OK COP Recipient Account

Items marked with an asterisk® are required.
* User ID: |FULL TIME, SUPERVISOR SUPERVISORF or
TL Unit: 355-A -006

* Date of Injury: 2017/03/20

Ty LI sz Entering detailed remarks
Return to Work Date: |Munth Day Year |E] in the Termination ‘:E
COP Not to Exceed Date: ||‘u'10nth Day Year |E Remarks section Is %
COP Used to Date: 4 recommended for auditing =
(=]
purposes. ()]
Termination Date: / a
Termination Remark: / '>
Activity Log g
Action Date Name / / Remarks )
Saved 0372372017 01:27 PM FULL TIME, STATION PAYROLL ADMIN / / 5
/ £ <
>
Terminate COP Account ©
c
[ Save | [ Terminate | | Cancel | b
o+
— [=

* Termination Date: |Mur|th Day Ye?//

* Termination Remarks:
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COP Menu: View Cases

()]
i
o
N
S~
o
i
S~
(o}

COP Recipients
Employee Name: User ID: Injury Number: Date of Injury: COP Status:  TL Unit: }
|| || | [vear Month Day [ Al (Al
¥ Employee User ID Injury Mumber Date of Injury COP Status Return to Work Date COP Used to Date TL Unit Delete

72-80, RN-1 RN-1.72-80-9 0725 07/25/2016 Terminated | 07/28/2016 0 Days 355-_-003 X

72-80, RN-1 RN-1.72-80-9 0725 07/25/2016 Terminated | 07/28/2016 0 Days 355-_-003 X

72-80, RN-2 RN-2.72-80-10 1212 1212/2016 Terminated | 12/14/2016 0 Days 355-_-003 X

FULL TIME (Emp Ex), G5 EMPLOYEE-4 GSEMPLOYEE4.FULLTIMEEMPEX_NOEMAIL 0419 04/19/2016 Terminated | 06/03/2016 0 Days 355-_-008 X

Full Time (Emp Ex), LPN-4 LPN4.FULLTIMEEMPEX_NOEMAIL 0304 09/04/2016 Terminated 0 Days 355-_-002 X

FULL TIME, DOMATED LEAVE-1 DONATED_LEAVE-1.FULL_TIME-9 0805 09/05/2017 Active 0 Days 355-_-003

FULL TIME, GS EMPLOYEE-3 GS_EMPLOYEE-3.FULL_TIME-12 0518 05/18/2016 Terminated 0 Days 355-A_-001 X

FULL TIME, HEALTH CARE WORKER-1 HEALTH_CARE_WORKER-1.FULL_TIME-10 1227 12/2712016 Terminated 0 Days 355-A_-002 X

FULL TIME, HEALTH CARE WORKER-2 HEALTH_CARE_WORKER-2.FULL_TIME-15 0127 01/27/2016 Terminated | 03/12/2016 0 Days 355-_-003 X
| FULL TIME, HYBRID E-2 I HYBRID_E-2.FULL_TIME-9 0206 02/06/2017 Terminated 4 Days 365-A_-002 X C_CU
, - HYBRID_E-2.FULL_TIME-9 0207 02/07/2017 Terminated 4 Days 355-A_-002 X o
Full Time, LPN-3 LPN-3.FULL_TIME-12 1006 10/06/2016 Terminated 0 Days 355-_-004 X 3
Full Time, Physician-2 PHYSICIAN-2.FULL_TIME-12 0229 02/29/2016 Terminated | 03/15/2016 0 Days 355-A_-002 X 8
FULL TIME, SUPERVISOR SUPERVISOR.FULL_TIME-7 0319 03/19/2017 Terminated 4 Days 355-A_-006 X o
FULL TIME, SUPERVISOR SUPERVISOR.FULL_TIME-7 0320 03/20/2017 Active 4 Days 355-A_-006 DI'
FULL TIME, WAGE GRADE-2 WAGE_GRADE-2.FULL_TIME-3 0212 0211212017 Terminated 1Days 355-A_-006 X =
FULL TIME, WAGE GRADE-2 WAGE_GRADE-2.FULL_TIME-8 0612 061272017 Active 1Days 355-A_-006 S
FULL TIME, WAGE GRADE-2 WAGE_GRADE-2.FULL_TIME-3 0213 0211312017 Terminated 1Days 355-A_-006 X 3
PART TIME, HYBRID E-1 HYBRID_E-1.PART_TIME-7 0324 03/24/2016 Terminated | 05/29/2016 2 Days 355-_-003 X >
Part Time, LPN-3 LPN-3.PART_TIME4 0307 03/07/2017 Terminated 0 Days 355-B_-003 X <>E
1-20 of 20 Records Woad View c_cu
g
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6/10/2019

COP Menu: View Cases (Termination Remarks)

COP Recipient Account
Items marked with an asterist™ are regquired.
* User ID: FULL TIME, HYBRID E-2 HYBRID E-2.FULL
TL Unit: 355-A_-002

* Date of Injury: 2017/02/06

Injury Number: 0206

Return to Work Date:
COP Not to Exceed Date:
COP Used to Date: 4

Termination Date: Feb 06, 2017

Termination Remark: incorrect DOI date

Activity Log
Action Date Name Remarks
Terminated 03/15/2017 0742 FM FULL TIME, STATION PAYROLL ADMIN Termination Date: 2017/02/06, Remarks:incorrect DO date
Saved 02/13/2017 0750 PM FULL TIME, STATION PAYROLL ADMIN
| Reinstate | | Cancel |
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6/10/2019

COP Menu: View Cases (Termination Remarks)

COP Recipient Account
[temsmarked with an asterisk: are required.
* UserID: FULLTIME, WGEMPLOYEE WGEMPLOYEE
TL Unit 46-A_006

* Date of Injury: 2017/10/02
Injury Number: 1002

Retumn to Work Date:
COP Not to Exceed Date: 2017/12/31
COP Used to Date: 4

Termination Date: Nov17, 2017
Termination Remark: Employee has retumed to work

Action Date Name Remarks
Teminated 04/02/2018 09:32 PM SPA346, SAM Temination Dater 2017/11/17, Remarks Employee has refurned to work
Sawed 10/16/2017 0619 PM SPA346, SAM

| Reinstate | | Cancel |
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Leave Transfer Program (LTP)

Add, Edit and Close LTP Cases in LTP Management
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LTP Menu: LTP Management

Station Payroll Admin Main Menu

Employees
Select Employees
Employee Leave Reguests
Employee Premium Pay Requests

Certify Timesheet Corrections

Reports
Reports
My Saved and Scheduled Reports

Reports Server

Continuation of Pay(COP)
COP Recipients

Part Time Physicians

Memos of Senice Level Expectations

Schedule
Employee Schedules - List View
Employee Schedules - Grid View
Tours Of Duty
Assign Tours of Duty

TL Units
Station and Duty Station Management

TL Unit Management

Leave Transfer Program

LTP Management

FINANCIAL
ﬁ SERVICES
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6/10/2019
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6/10/2019

LTP Menu: LTP Management

= L'TP is used for employees approved to be a leave recipient on the Voluntary

Leave Transfer Program (VLTP).

= Human Resources will provide Payroll with the approved VLTP documentation

and any leave donations forms when received.

= Payroll will review potential leave donor’s request to ensure compliance with

the limitations of donating Annual Leave.

= Payroll will enter all VLTP information in VATAS and DCPS when received from
HR.

= Payroll will terminate LTP at the end of the employee’s medical emergency.
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6/10/2019

LTP Menu: LTP Management (Add LTP Account)

LTP Management
Name: Description: Event: Type: Status:
| I | A [V [ Search [ Clear |
Name Description Event Type Status Pending Donations Balance Delete
| (Name) | Donated Leave llness | Voluntary Leave Transfer Program | Closed [0 | 200:00 | |
| Danated Leave | donated leave lliness | Voluntary Leave Transfer Program | Open [0 |70:00 | |
| Danated Leave 2 | donated leave | Birth of a child | Voluntary Leave Transfer Program |Elosed [0 [52:00 | |
| Danated leave Emp 5 | Donated Leave | Birth of a child | Voluntary Leave Transfer Program | Closed [0 |52:00 | |
| Danated, RN | Donated Leave lliness | Voluntary Leave Transfer Program | Closed [0 64:00 | |
| Full time, Donated Leave 2 | donated leave | Donated Leave | Voluntary Leave Transfer Program | Open [0 [ 135:00 | |
| Last, First Employee | Donated Leave llness | Voluntary Leave Transfer Program |Elosed |1 10:00 | |
|RN |ﬂge_ry |Ege_ry |V0|untary Leave Transfer Program | Closed |[] |21:[][] | |
1-8 of 8 Records hdafnw \.r'iew
Add LTP Acco
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6/10/2019

LTP Menu: LTP Management (Add LTP Account)

Add LTP Account

Items marked with an asterisk® are reguired.

* Name:

* Type: |Vaoluntary Leave Transfer Prngramﬂ

Description:

| Save ||| Cancel |

= Enter Name (normally the employee’s name is entered, but this field is
just naming the LTP case)

= Type field will default to Voluntary Leave Transfer Program

= Enter a brief Description (optional).

= Click Save.
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6/10/2019

LTP Menu: LTP Management (Add LTP Recipient)

| LTP account Hybrid E2 saved

Itern=marked with an asterizks are required.
* Name: Hybrid E2
Type: Volurtary Leave Transfer Program
Description:
Status: Open
Total Donations 0:00
Total Deductions: 0:00
Balance: 000
Recipient
Mame LTP Leave Limit Event Start Date End Date

| Add Recipient |

Donations
Mame Leave Type Amount Status Pay Period

Mo results

| Add Donation | | Add Extemal Donation |

Deductions
Name Leave Type Amount Pay Period

Mo results

| Save | | Close Account | | Cancel |
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6/10/2019

LTP Menu: LTP Management (Add LTP Recipient)

a N
You can search for the employee
by using the search box and then

" selecting the person.

Select User - Hybrid E2

User Name: S
Select all Users
User Name
Select all Users
| Select | 2FULLTIME, HYBRIDH - HYBRID-F.FULLTIME
| Select | 2FULLTIME, HYBRIDLPN3 - HYBRIDLPMN3. FULLTIME
| Select | FULLTIME, HYBRIDE - HYBRIDE .FULLTIME

| Select | FULLTIME, HYBRIDLPN - HYBRIDLPN.FULLTIME

| Select | FULLTIME346B, HYBRID - HY BRID.FULLTIME 3466

| Select | INTERMITTENT, HY BRIDE - HYBRIDE.INTERMITTENT

| Select | INTERMITTENT346B, HYBRID-E - HYBRID-E.INTERMITTENT3466
[ Select | FARTTIME, HYBRID - HYBRID.PARTTIME

| Select | PARTTIME, HYBRID-E - HYBRID-E.PARTIIME

| Select | PARTTIME, HYBRIDLPN - HYBRIDLPN.PARTTIME

| Select | PARTTIME, HYBRIDLPN-F - HYBRIDLPN-F PARTTIME

| Select | PARTTIME346B, HYBRID-PPE - HYBRID-PPE .PARTTIME 3465
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LTP Menu: LTP Management (Add LTP Recipient)

LTP Recipient
‘ Recipient saved
ltems marked with an asterisk are required. " These fields can all be filled out
LTP Account: Hybrid E-2 J exactly as shown. The actual
Recipient: FULL TIME, HYBRID E-2 position, grade and step are not
* Event: |lness _———_needed. J
* Position: employee ) /// -
/;5;/'/"
* Grade: 1 —
e
* Step: 1 I%
N o - _ o
LTP Leave Limit:  99999:00 The medical emergency °
™ 1 1 E
* Medical Emergency Type: . Fersonal I type is ALWAYS family for v
[@Famiy] VA, <
— o
* Start Date: Sep 30, 2018 . b
D
* End Date: Nov24, 2018 = <
T
c
Save | Cancel | %
c FINANCIAL
ﬁs SERVICES
CENTER




6/10/2019

LTP Menu: LTP Management (Add LTP Donation)

Edit LTP Account

ltems marked with an aderisk: are required.
* Name: Hybrid E-2
Type: Voluntary Leave Transfer Program
Description: Donated Leave
Status: Open
Total Donations: 0:00

Total Deductions: 0:00
Balance: 0:00

Recipient
Name LTP Leawe Limit Event Start Date End Date
FULL TIME, HYBRID E-2 99999:00 | lliness  2018/09/30 2018/11/24

Donations
Name Leave Type Amount Status Pay Period

No results

| Add Donation | Add External Donation |

Deductions
Name Leave Type Amount Pay Period

No results
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LTP Menu: LTP Management (Add LTP Donation)

4 ™
J Search for the person donating

using the search bar and then
— select

Select User - Hybrid E-2

User Name: - /
FULL TIME, RN | Clear |
Select all Users
[] User Name
Select all Users
| Select | FULL TIME, RN-1 - RN-1.FULL_TIME-11 =
(@]
| Select | FULL TIME, RN-2 - RN-2.FULL_TIME-6 &
(&)
| Select | FULL TIME, RN-3 - RN-3.FULL_TIME-5 @
| Select | FULL TIME, RN-5 - RN-5.FULL_TIME-7 C_;
1-4 of 4 Records 1 View |25]|50(| 100 <
3
<
| Cancel E
g
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6/10/2019

LTP Menu: LTP Management (Add LTP Donation)

Leave Balances for FULL TIME, RN-2

SEIED GELR Tl oA T4 6T B2 = 20918 5 Oct 14,2018 = Oct 27, 2018 = ﬂ Go |

Accrual Leave Balances

Leave Type Forward Adj Forward Accrued Used Expired Adjustments Capped Balance EOY Balance EOY Use or Lose
Annual Leawe 390:00 390:00 0:00 0:00 0:00 0:00 0:00 390:00 430:00 190:00
Restored Annual ve 1 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00

00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00
0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00

Restored Annual Lea
Restored Annual Leave 3

Tracking Leave Ba
Leave Type Forward Used Used To Dat

| Cancel |

Normally annual leave is donated, but restored
leave can be donated if the employee has a
. balance
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6/10/2019

LTP Menu: LTP Management (Add LTP Donation)

Add LTP Donation

Items marked with an aderisk are required.
LTP Account: Hybrid E-2

User Name: FULL TIME, RN-2
Leave Type: Annual Leawe

Edit LTP Donation s N

Donations are
added as hours
NOTE: for full time
physicians convert

Donation saved

ltems marked with an aderisk are required.

LTP Account: Hybrid E-2

* B cits User Name: FULL TIME, RN-2
Position: days to hours.
Leave Type: Annual Leawe o
* . _—
* Step: * Grade: 1 s
* Amount: * Step: |1
* Pay Period: '21-2018: Oct 14, 2018 - Oct 27, 2018 ﬂ * Amount: 20:00

Remarks:
Status: Unsawed

* Pay Period: 21 -2018 : Oct 14, 2018 - Oct 27, 2018 *ﬂ

e N
Remarks: donating leawe

Make sure to
' save | | Cancel | Status: Submitted R approve the

#FSC
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| Save | Approve | Reject @ Delete | Cancel pS 4
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6/10/2019

LTP Menu: LTP Management (Add LTP Donation)

LTP Donation

| Donation approved

LTP Account: Hybrid E-2
User Name: FULL TIME, RN-2
Leave Type: Annual Leawe

Position: employee
Grade: 1
Step: 1
Amount: 20:00
Pay Period: 2018-21: 10/14/2018 - 10/27/2018
Remarks: donating leave

If the donation amount was entered in error, it
Status: Approved ~—— can be reverted back to pending to fix.

. Revert to Pending | | Cancel |

#FSC
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LTP Menu: LTP Management (Donation Added)

Edit LTP Account

Items marked with an asterisk* are required.

6/10/2019

* Name: Hybrd E-2

Type: Voluntary Leave Transfer Program
Description: Donated Leave

Status: Open

Total Donations: 20:00

Total Deductions: 0:00
Balance: 20:00

Recipient
Mame LTP Leawe Limit Ewvent Start Date End Date
FULL TIME, HYBRID E-2 99999:00 lliness 2018/09/30 2018/11/24
Donations
Name Leave Type Amount Status Pay Penod
FULL TIME, RN-2 Annual Leave 20:00 Approved 2018-21: 10/14/2018 - 10/27/2018
1-1 of 1 Records 1 View

| Add Donation | | Add Extemal Donation |

Deductions

Name Leave Type Amount Pay Period

No results

| Save | | Close Account | | Cancel |
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LTP Menu: LTP Management (Edit LTP Account)

LTP Management
{Hame: Description: Event: Type: Status: ]
| | | A v
Name Description Event Type Status Pending Donations Balance Delete
‘ (Name) ' Donated Leave liness Valuntary Leave Transfer Program 'Closed 0 1 200:00 |
‘ Donated Leave donated leave liness \Valuntary Leave Transfer Program Open 0 70:00 |
‘ Donated Leave 2 donated leave 'Birth of a child \Voluntary Leave Transfer Program |E|osed 0 52:00 |
‘ Donated leave Emp & ' Donated Leave 'Birth of a child Valuntary Leave Transfer Program 'Closed 0 52:00 |
‘ Donated, RN ' Donated Leave liness \Valuntary Leave Transfer Program 'Closed 0 64:00 |
‘ Full time, Donated Leave 2 donated leave | Donated Leave |‘U’oluntary Leave Transfer Pragram Open 0 135:00 |
Hybrid-2 | lliness |I||ness |‘h"0|untaryr Leave Transfer Program | Open 0 16:00 |
Last, First Employee ' Donated Leave liness | Violuntary Leave Transfer Program Closed N 0:00 |
‘ RN |ﬂge_ry |ﬂge_rgqr Valuntary Leave Transfer Program 'Closed 0 21:00 |
1-9 of § Records liafnm ‘ufiew
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6/10/2019

LTP Menu: LTP Management (Edit LTP Account)

Edit LTP Account

ltems marked with an asterisk® are required.
* Name: Hybrid-2
Type: Voluntary Leave Transfer Program
Description: |lliness
Status: Open
Total Donations: 16:00

Total Deductions: 0:00
Balance: 16:00

Recipient
// \\ MName LTP Leave Limit Event Start Date End Date
[ ey . \
Additional donations FULL TIME, HYBRID E-2|  9999999:00 lliness | 2018/07/30  2018/08/31

can be added
NOTE: use Add

Donations

MName Leave Type Amount Status Pay Period
External Donation for FULL TIME, RN-5 Annual Leave  16:00 Approved 2018-15: 07/22/2018 - 08/04/2018
outside agency 11 of 1 Records 1 View [25][50]
. donations. —
\\ / | Add Donation | | Add External Donation |
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Mame Leave Type Amount Pay Period
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LTP Menu: LTP Management (Close LTP Account)

Edit LTP Account

Are you sure you want to close the account?, Yes | Cancel |

ltems marked with an asterisk” are required.
* Name: |Hybrid-2
Type: Voluntary Leave Transfer Program
Description: |lliness
Status: Open
Total Donations: 16:00
Total Deductions: 0:00
Balance: 16:00

Recipient
Name LTP Leave Limit Ewent | Start Date End Date _
FULL TIME, HYBRID E-2 9999999:00 lllness  2018/07/30 2018/08/31 o
.2
Donations 8
MName Leave Type Amount| Status Pay Period B _ 8
FULL TIME, RN-5  Annual Leave  16:00 | Approved  2018-15: 07/22/2018 - 08/04/2018 / Ensure all donated leave accounts are g
-1 of 1 Records 1 View 25] [£0][100] closed in both VATAS and DCPS. If L
. . . . . =
\Add Donation ] {_Add Extemal Donation J any donations are remaining, ensure o
_— . . v
Deductions - that no further corrections will be 3
. - - . . | <C
Name Leave Type Amount Pay Period — \_done prior to closing the account. J >
Mo results o _— fj,///’//// ) B g
—_— E
| Save || Close Account § | Cancel | £
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6/10/2019

LTP Menu: LTP Management (Close LTP Account

Edit LTP Account

ALERT: This LTP account cannot be closed until all pending transactions are processed. FULL TIME, RN-5 has a donation of 16:00 in 2018-15: 07/22/2018 - 08/04/2018
ALERT: This LTP account cannot be closed until all recipient end dates are set to a date on or before the closure date. Recipient FULL TIME, HYBRID E-2 has an end date of 08/31/2018

Items marked with an ssterisk- are required.
* Name:  Hybrid-2
Type: Voluntary Leave Transfer Program
Description: |lliness
Status: Open
Total Donations: 16:00
Total Deductions: 0:00
Balance: 16:00
Recipient
MName LTP Leave Limit Event Start Date End Date
FULL TIME, HYBRID E-2 9999999:00 lness 2018/07/30  2018/08/31

Donations

Name Leave Type Amount Status Pay Period
FULL TIME, RN-5  Annual Leave | 16:00 Approved 2018-15: 07/22/2018 - 08/04/2018
1-1 of 1 Records 1 View [25] [50][100]

| Add Donation | | Add External Donation |

Deductions
MName Leave Type Amount Pay Period

Mo results
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| Save | | Close Account | | Cancel |
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Reports

VATAS Reports: Downloading, Scheduling and Copying Reports.
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VATAS Reports

= The Unposted Leave/Premium Pay Requests (found in the reports menu)
identifies leave or premium pay that was approved but has not been posted
to the timesheet.

= The Role Assignments by TL Units shows all role assignments for TL Units.

= The Employee Timesheet Profiles report (found under Adhoc reports) lists all
the timesheet profile information for the station and is very helpful with
identifying coding issues (such as missing premium pay codes);
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VATAS Reports

()]
i
o
N
S~
o
i
S~
(o}

Station Payroll Admin Main Menu

Employees Schedule
Select Employees Employee Schedules - List View
Employee Leave Requests Employee Schedules - Grid View
Employee Premium Pay Requests Tours Of Duty
Certify Timesheet Corrections Assign Tours of Duty
Reports TL Units =
Archive/Reports serer Station and Duty Station Management =
]
\71,\\\\\\ Init A nnn e and _ (@]
Continuation of Pay(COP) \\]}) o . ] \ 2
Clicking on this link will take you to -
COP Recipients _ ) =
the reports server site. You will need S
. . . 3
part Time Physicians to log in again using the same VATAS =
<
1 >
Memos of Senice Level Expectations \emall address and password. ) -
o
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6/10/2019

VATAS Archive Reports Server

(=22 )| =3+ https://trn.reports.vatas.va.gov/webta/ O ~ & C || =2« webTA | TL Approver Main Me... | *3* webTA | Log In

o : =

| File Edit VWiew Favorites Tools Help

“WEBTA .....

Clicking on Archive/Reports
Server will bring you to the
reports https://

VA.govEmail Address: || |

Password: | |

Forgot VA gov Email Address  Reset/Forgot Password

Attention VATAS Training Users:

VATAS Training will be undergoing system maintenance and upgrades on the following dates and times. Please anticipate system unavailability or intermittent disruption of operations during
periods of maintenance.
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VATAS Reports

Station Payroll Admin Main Menu

Employees
Select Employees
Employee Leawe Requests
Employee Premium Pay Requests

Certify Timesheet Comections

Reports

Reparts
My Saved and Scheduled Reports

Adhoc Report Management

Continuation of Pay(COP)
COP Recipients

Part Time Physicians

Memos of Sendice Level Ex pectations

FINANCIAL
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Schedule
Employee Schedules - List View
Employee Schedules - Grid View
Tours Of Duty
Assign Tours of Duty

TL Units
Station and Duty Station Management
TL Unit Management

Leawe Transfer Program

LTP Management

6/10/2019
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VATAS Reports: Public Law 111-163 Hybrids 5 or 6

Reports
Name Desc ription
- This repart lists the active fimesheets for all employees ina TL UNIT that have not been
Aclie Timesheets transmitted o the payrol proveer.
COP Summary Shows COP accounts summary
COP Used Detail Shows COP used on fimeshests

Final Tmesheets

This repart lists, by pay penod, the last timesheet submitted for an employee with an active

Name

Role Assignment

Reports

Description

This report lists TL UNITS that have been assigned to roles.

Role Assignments by TL Units

Shows all role assignments for TL Units

status.
Leave Audit Report This report is used to reconcile historic al leave rec ords for an employee.

Leave Comection Report - Entire ' . ) '
Agency Listing This report lists, by employee and pay period, adjustments to leave hours.

Leave Time Expiration Report This report lists employees who have leawe that is due to expire.

Leave Used Summary Shows leave used on timesheets

My AdHoc Reports Shows Ad-Hoc Reports Buitt or Copied by You

New Employees This repoit lists, by pay period, new users who hawve been added to the system.
Organization Assignment This report lists employees assigned to TL UNITS.

Premium Pay Request Report Shows premium pay request details

Public Law 111163 -Hybrids Sor6  Shows timesheet summary details

Pubiic Law 111-163 - Premium Pay E

ofF Shows timesheet summary details

Public Law 111-163-RN, PA EFDA  Shows timesheet summary details

Restored Annual Leave Analysis This report lists, by year, leave requests that were inifially approved and then denied.

| My Saved and Scheduled Reports | | Cancel |

FINANCIAL
ﬁ SERVICES
CENTER

Supenisor Assignments
Timekeeper Assignments

Timekeeper Self-Validated
Timeshests Report

Timeshest Status

Timesheet Status By Emplovee Type

Report

Timesheet Summary
Timesheets Changed By System
TL Approver Assignments
Unassigned Employees
Uncertified Timesheets
Unposted Leave/Premium Pay
Requests

Unprocessed Timesheets

Unvalidated Timesheets

VA Login Audit Logs

This report shows which employees are assigned fo individual supenvisors in the TL UNIT.

This report shows which employees are assigned fo individual fimekeepers in the TLUNIT.
Shows timesheets that were selfvalidated by timekeepers.
This report shows what records have not been verified, ¢ ertified, or built for the most recently ended pay period.

Shows timesheet summary details

This report lists a summary of imesheef and leave activity.

Shows timesheets that were changed by the system such as when made by the PAID or LEAVE imports
This report shows which employees are assigned to individual TL Approvers in the TL UNIT.

This report lists employees who have not been assigned to a TL Unit.

This report lists, by pay period, timesheets that have not been certified.

Shows leave/ premium pay requests that were not posted fo a timesheet

This report lists, by pay period, timesheets that have not been processed for payroll.

This report lists the names, userIDs, SSNs (if configured to do so), Timekeeper's IDs, and Supenisors 1D for employees
whose fime cards have not been validated.

This report lists login audit log activity.

6/10/2019
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6/10/2019

VATAS Reports: Role Assignments by TL Units

Station Payroll Admin Main Menu = Reports =

PDF | Excel | HTML| G5V} Background Execution ¥ |

Role Assignments by TL Units

Report Parameters
R“." 9“ Hours: [ ] (Clicking the Select TL Unit
Priority Run: || button shows which TL Units

TL Unit: None Selected m \assigned to the VATAS Role.

 RunReport | | Schedule Report | = Cancel |
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VATAS Reports:
Role Assignments by TL Units (Select TL Unit

Select TL Unit

()]
i
o
N
S~
o
i
S~
(o}

| TL Unit Code: TL Group Descripton: Station Code: Station Nam e: Duty Station: TL Code:

| || Al [~ Al ~] [ Search § Clear |
w» TL Unit Code TL Group Descnption Station Code Station Name Duty Station TL Code
Select | 35500000 Default TL Unit 355 C. Sims (0] o000
Select | 355A_001 Title 38 MNurses in Duty Station A In Station Number 355 355 C. Sims P 001
| Seleet | 355A_002 Title 5 Murses in Duty Station A in Station Number 355 355 C. Sims FA ooz
| Select | | 355A_003 FT Physicians in Duty Station A in Station Mumber 355 355 C. Sims FA 003
| Select | | 355A_004 FPileceworkers in Duty Station A in Station Number 355 355 C. Sims P o044
| Select | | 355A_008 Title 5 GS, WG, HCWs, Hybrids in Duty Station A in Station Mumber 355 355 C. Sims FA 006
| Select |  255A_007 Firefighters in Duty Station A in Station Number 355 355 C. Sims A oor
Select | 355A_003 Trainees in Duty Station A in Station Number 355 355 C. Sims P oos
| Select | 355A_F05 Fee Basis in Duty Station A in Station Mumber 355 3585 C.Sims A FOS
Select | 3558 _001 Title 38 MNurses in Duty Station B in Station NMumber 355 355 C. Sims B_ 001
| Select | | 255B_002 Title 5 Nurses in Duty Station B in Station Number 355 355 C. Sims B_ ooz
| Select | 355B_003 FT Physicians in Duty Station B in Station Number 355 3585 C.Sims B_ 003 TCU
| Select | | 255B8_004 FPileceworkers in Duty Station B in Station Number 355 355 C. Sims B_ 004 9
Select | 355B_006 Title 5 GS, WG, HCWs, Hybrnds in Duty Station B in Station NMumber 355 355 C. Sims B_ oos 8
| Select | | 355B_007 Firefighters in Duty Station B in Station Number 355 355 C. Sims B_ 007 (]
Select | 3558 _003 Trainees in Duty Station B in Station Mumber 355 355 C. Sims B_ oos a
Select | 355B_FO05 Fee Basis in Duty Station B in Station Number 355 355 C. Sims B_ FO5 E
Select | 355 001 Title 38 MNurses in Duty Station in Station Number 355 355 C. Sims _ oo [
Select | 355 002 Title 5 Nurses in Duty Station AB in Station Mumber 355 355 C. Sims _ ooz %
Select | 355__ 003 Training Example TL Unit 355 C. Sims _ oo3 (@)
| Select |  355__ 004 Chicago WVATAS Supplemental training 355 C. Sims _ o004 g
Select | 355 006 Title 5 GS, WG, HCWs, Hybrnds in Duty Station AB in Station Mumber 355 355 C. Sims _ 00G ]
| Select | 355 007 Firefighters in Duty Station AB in Station NMumber 355 355 C. Sims _ oo7 <
| Select | 355_ 008 PAYROLL 355 C. Sims _ oo8 2
Select | 355 FO0O5 Fee Basis in Duty Station AB in Station Mumber 355 355 C. Sims o FOs5 g
1-25 of 25 Records 1 View [s0][100] E
C

Cancel
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VATAS Reports: Role Assignments by TL Units
(My Saved and Scheduled Reports)

Station Payroll Admin Main Menu = Reports =

6/10/2019

POF | Excel JHTML | CSV| Background Execution ¥ |

Role Assignments by TL Units

Your report request has been scheduled to run immediately in the background. You will receive a notification message when it is complete and the results will appear on
the "My Saved and Scheduled Reports" page.

Report Parameters
Run Off Hours: [ ]
Priority Run: [ |

TL Unit: None Selected @RS =a1MIiT

.\ RunReport || Schedule Report | Cancel |
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6/10/2019

VATAS Reports: Schedule a Report

Station Payroll Admin Main Menu > Reports > Role Assignments by TL Units =

Report Schedule

Name: Role Assignments by TL Units
Export Type: [XLS ﬂ
Schedule Enabled: [ ]
Email Report After Completion:
Run Off Hours: [ ]
Priority Run: []
Run In: |Archive/Reports Databaseﬂ
Hour of Day: V
Sun Mon | Tue Wed Thu | Fri | Sat
Schedule: |Pay Period Week 1 [ [ |1 [ [ [ [
Pay Period Week 2| [ [ [ [0 [ ]
Report Parameters
TL Unit: 355A_007 | Clear TL Unit |

| Save | | Cancel |
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VATAS Reports: My Saved and Scheduled Reports

Station Payroll Admin Main Menu

Employees Schedule
Select Employees Employee Schedules - List View
Employee Leawe Requests Employee Schedules - Grid View
Employee Premium Pay Requests Tours Of Duty
Certify Tmesheet Comections Assign Tours of Duty

Reports TL Units
Reports Station and Duty Station Management
My Saved and Scheduled Reports TL Unit Management
Adhoc Report Management
Leave Transfer Program
Continuation of Pay(COP) LTP Management

COP Recipients

Part Time Physicians

Memos of Sendice Level Ex pectations

FINANCIAL
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VATAS Reports: My Saved and Scheduled Reports

Station Payroll Admin Main Menu > Reports =

My Saved and Scheduled Reports

| Status:

 Clear |
] Report Mext
Select Al Name N P Submitted Completed Scheduled Format Status
ame
Reports Date
Role Rale
O Assignments by | Assignments by JL_m ?U‘ 2019 Jl_m ?U‘ 2019 No Schedule XS Complete
. . 3:24:55 PM 3:24:57 PM
TL Units TL Units
1-1 of 1 Records 1
| Delete | | Email | | Cancel |

FINANCIAL
ﬁ SERVICES
CENTER

1

Pages

Size

(Bytes)

30720

Message

Download

| Download

ReRun Delete

| ReRun Mow |

View [25][50] [ 100]

6/10/2019
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VATAS Reports: My Saved and Scheduled Reports
(Downloading Report)

Station Payroll Admin Main Menu > Reports =

()]
i
o
N
S~
o
i
S~
(o}

My Saved and Scheduled Reports

Status:

Report s Size
Select All MName p Submitted Completed Scheduled Format Status Pages Message Download ReRun Delete
= Mame (Bytes)
eports Date
Ruole Role
(| Assignments by | Assignments by Jl:m jl[]. 2013 Jl:m ?U‘ 2013 Mo Schedule LS Complete 1 30720 | ReRun Mow |
. - 3:24:55 PM 3:24:57 PM
TL Units TL Units
1-1 of 1 Records 1 View
| Delete | | Email | | Cancel |
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Do you want to open or save Role_Assignments_by TL_Units.xls from trn.reports.vatas.va.gowv? Open Save b Cancel b & 100% E
Y -
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VATAS Reports: Role Assignment by TL Unit Report

TL Unit Code TL Group Description 2L Duty Station Code Duty Station Description TL Code L Sl_Jper TL Approver Name
on eeper visor
3554 001 Title.38 Murses in Duty Station A in 355 A 3585A_ - Duty Station A in Station 001 Primar FULL TIME, SUPERVISOR - SUPERVISOR.FULL TIME-7
- Station Number 355 - Number 355 v -
3654 001 Title_38 Murses in Duty Station A in 355 A 355A_ - Duty Station A in Station 001 Primar FULL TIME. TIMEKEEPER - TIMEKEEPER FULL TIME-T
- Station Mumber 355 - Mumber 355 y -
Title 38 Murses in Duty Station A in 3554 - Duty Station A in Station . FULL TIME, TL APFROVER. - TL_APPROVER.FULL_TIME-
3554001 Station Number 355 355 A Number 355 001 Primary 10
3654 001 T|t|e_38 Murses in Duty Station A in 355 A 355A_ - Duty Station A in Station 001 Backu Backu Backup SIVMS. CARLOS - CARLOS.SIMS
- Station Mumber 355 - Mumber 355 p p
I55A 002 Title.5 Murses in Duty Station A in 355 A 3585A_ - Duty Station A in Station 002 Primar FULL TIME. SUPERVISOR - SUPERVISOR.FULL TIME-T
- Station Number 355 - Number 355 v -
3654 002 Title_5 Murses in Duty Station A in 355 A 355A_ - Duty Station A in Station 002 Primar FULL TIME. TIMEKEEPER - TIMEKEEPER FULL TIME-T
- Station Mumber 355 - Mumber 355 y -
Title 5 Murses in Duty Station A in 3554 - Duty Station A in Station . FULL TIME, TL APFROVER. - TL_APPROVER.FULL_TIME-
3554_002 Station Number 355 355 A Number 355 002 Primary 10
3654 002 Title_5 Murses in Duty Station A in 355 A 355A_ - Duty Station A in Station 002 Backu Backu SIVMS. CARLOS - CARLOS.SIMS
- Station Mumber 355 - Mumber 355 p p
355A_003 FT Physicians in Duty Station A in - 3¢5 355A_- Duty Station A in Station 003 Both FULL TIME, SUPERVISOR - SUPERVISOR FULL_TIME-7
- Station Number 355 - Mumber 355 -
355A_003 FT Physicians in Duty Station A in 50 1 355A_ - Duty Station A in Station 003 Both FULL TIME, TIMEKEEPER - TIMEKEEPER.FULL_TIME-7
- Station Mumber 355 - Mumber 355 -
FT Physicians in Duty Station A in 3554 - Duty Station A in Station . FULL TIME, TL APFROVER. - TL_APPROVER.FULL_TIME-
3554003 Station Number 355 e A Number 355 003 Primary 10
IEEA 003 FT Phy5|0|ans in Duty Station A in 365 A 355A_ - Duty Station A in Station 003 Backu Backu Backup SIMS. CARLOS - CARLOS.SIMS
- Station Mumber 355 - Mumber 355 p p
3554 004 F'iec:.eworkers in Duty Station A in 355 A 3585A_ - Duty Station A in Station 004 Primar FULL TIME. SUPERVISOR - SUPERVISOR.FULL TIME-T
- Station Number 355 - MNumber 355 v -
IEEA 004 F'|ec:_ewurkers in Duty Station A in 365 A 355A_ - Duty Station A in Station 004 Primar FULL TIME. TIMEKEEPER - TIMEKEEPER FULL TIME-7
- Station Mumber 355 - Mumber 355 y -
Pieceworkers in Duty Station A in 355A_ - Duty Station A in Station ! FULL TIME, TL APPROVER - TL_APPROVER FULL_TIME-
3554004 Station Number 355 e A Number 355 004 Primary 10
Title 5 G5, WG, HCWs, Hybrids in 355A_ - Duty Station A in Station Primar ) E
3554006 Duty Station A in Station Number 355 355 A Mumber 355 006 v FULL TIME, SUPERVISOR - SUPERVISOR.FULL_TIME-7
Title 5 GS, WG, HCW's, Hybrids in 3558A_ - Duty Station A in Station Primar ) B
3554006 Duty Station A in Station Number 355 385 A Mumber 356 006 ’ FULL TIME, TIMEKEEPER - TIMEKEEPER.FULL_TIME-T
Title 5 G5, WG, HCWs, Hybrids in 355A_ - Duty Station A in Station ) FULL TIME, TL APPROVER - TL_APPROVER.FULL_TIME-
3554_006 Duty Station A in Station Number 355 20 - Mumber 355 006 Primary 10
Title 5 GS, WG, HCW's, Hybrids in 3558A_ - Duty Station A in Station Backu Backu )
355A_006 Duty Station A in Station Number 355 355 A MNumber 355 006 p p SIMS, CARLOS - CARLOS SIMS
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VATAS Reports: Adhoc Reports Management

Reports
My Saved and Scheduled Reports

Adhoc Report Management

Reports

Adhoc Report Management

Name: Description: Creator Name:

Creator Email:

Report Type:

A

R e | Clear |

Name Description

Copy of Premium on Leave
Copy of Employee Timesheet Profiles

1-5 of & Records

| Add New Adhoc Report | | Copy Adhoc Report ||| Cancel |
FINANCIAL
SERVICES
CENTER

Copy of Quimby and Adams Paid Leave - Hybrid, HCW, Additional OCCs - Updated 10-1-2017
Copy of Wage Grade as HCWs JS
Copy of AWS Codes AWS Code review

Lists timesheets gualifying for premium on leave (Quimby & Adams)
WJH - Timesheet Profile Data to Audit Entitlements

|—

Creator Name
HAINSWORTH, WINSTON J
HAINSWORTH, WINSTON J
HAINSWORTH, WINSTON J
STEPHEN, JASMINE K
SIMS, CARLOS A

Date Created
2018/06/13 15:01:16
2017/03/22 00:50:15
2017/03116 17:49:25
2016/12/07 19:27:46
2017/01/18 05:21:55

Creator Email
WINSTON.HAINSWORTH@VA. GOV
WINSTON. HAINSWORTH@VA. GOV
WINSTON. HAINSWORTH@VA. GOV
JASMINE STEPHEN@VA GOV
CARLOS SIMS3@VA.GOV

4 N

Date Published Delete

2018/07/03 13:51:06
2017/03/22 00:50:15
2017/0316 17:49:25
2016/112/07 19:27:46
2017/0413 12:26:50

View

=

This step must be done only
the very first time a new Adhoc
report will be used.

- /

6/10/2019
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VATAS Reports: Copy Ad-Hoc Report

Copy Adhoc Report

Name: Description:

MName
Timesheets
Build Report

Emplayes Timesheet Profiles

Military Leave

Union Representational Hours
Urvalidated Corrected Timecards
Wain_Sta 101: Locum Tenens

T38 Timesheet Transactions
AWOL - MH

AWOL including Emp. Title

Scott's Report Using Pulldown Menus #2
Audit Review for Script Ex ecution

COP Quarterly Report

Union Official Time Codes

GS Healthcare Waorker Sat-Sun Transactions
WVain_COP Report_1st Qtr

WVain_COP Report_2nd Qtr

Wain_COP Report_3nd Qtr

WVain_COP Report_dth Qtr

Military Leave - Timesheet Transactions

Creator Name:

Creator Email:

[ search | Ciear |

Description
QA Group's Timesheet Report
Employ ee build data for a specifed pay period.
WJH - Timesheet Profile Datato Audit Entitlements

WJIH
Pending V allidation by Timekeeper
Sta 101: Locum Tenens

AWOL Report by Mark Hollander

EXTRACT BASIC VATAS INFO USING PULLDOWMN MENUS FOR SPECIFIC STATION
Scripts that succeeded or failed, by time. Sample report for training.

COP Quarterdy Report

JCI_AB

WJH - All Transactions — Input Starting and Ending Pay Period

Vain_COP_1st Qtr

Vain_COP_2nd Qir

Vain_COP_3rd Qtr

Vain_COP_dth Qtr

WJH - All LM, KG and LL Timesheet Transactions

EmdHaz Telework Codes Codes
Advance Leave May Avery
Additional Health Care Workers
AWS Codes
WGE HCWs — Weekend Premium OT-CT-Regular WJH - Timesheet Transactions for WG HCW s
1-25 of 83 Records 1234
Cancel
c FINANCIAL
ﬁs SERVICES
CENTER

Creator Name
QA, VA
SYSTEM
HAINSWORTH, WINSTON J
BLANKENBURG, ANNT
HAINSWORTH, WINSTON J
MCCOY, YV OMNNE P
WAIN, CAROLA
HAINSWORTH, WINSTON J
HOLLAMNDER, MARK A
STEPHEN, JASMINE K
QA, VA
Linearb, Tier3
TSCHOERMNER, BREMDA L
JEMKINS, JAMES C
HAINSWORTH, WINSTON J
WAIN, CAROL A
WAIN, CAROL A
WAIN, CAROL A
WAIN, CAROL A
HAINSWORTH, WINSTON J
CARDEN, ANGELA R
Avery, May
Boy le, Erin
PETERSON, KAY E
HAINSWORTH, WINSTON J

Creator Email
jeft. montondon@va. gov
PEQOPF*@va. gov
WINSTON. HAINSWORTH@VA.GOV
ANN.BLANKENBURG 2@V A. GOV
WINSTOM. HAINSWORTH@VA.GOV
YVONNE.MCCOY @vA. Gov
CAROLVAIN@VA.GOV
WINSTON. HAINSWORTH@VA.GOV
MARK. HOLLA NDER@VA. GOV
JASMINE. STEP HEN@VA. GOV
Jefft montondon@va. gov
tierd linearb_noemail@va.gov
BREMDA TS CHOERMERZ @GNV A. GOV
JAMES JENKINST@VA. GOV
WINSTOMN. HAINSWORTH@VA. GOV
CARDLVAING@VA. GOV
CARDLVAING@VA. GOV
CARDLVAING@VA. GOV
CARDLVAING@VA. GOV
WINSTOMN. HAINSWORTH@VA.GOV
ANGELA.CARDEN@VA.GOV
May. Avery @VA.GOV
Erin.Boyle@uva. gov
KAY PETERSON4@VA. GOV
WINSTON. HAINSWORTH@ VA GOV

Date Created
20160919 15:02:24
20170317 16:30:34
201710322 00:50:15
20161117 2222:09
2016M0/27 14:39:16
201512118 2241:08
2017102116 15.58.22
20161003 18:18.07
20161212 17:10:06
2017101127 20:40:09
2017/02/16 14:23.28
20150331 145417
2017/04/06 16:43:12
2017/02/15 14:41:18
2016M2/07 19:41:24
2017101121 04:57:52
201701121 05:01:03
20170121 05.02:25
2017/01/19 13:58:38
2016101 17:23.37
20170412 17:16:53
2017/01/08 19:01:08
201702121 19:51:21
2016/09/26 16:40:30
201710315 15:49:16

Date Published Copy
2016/09/19 15:02. 24
2017103017 16:30: 34
2017/03/22 00:50:15
20161117 222209
2016/10/27 14:3%:16
2015/12/18 22 41:08
201710216 15:56:22
2016/10/03 18:18:07
201612112 17.10:06
2017101127 20:40:09
2017102116 14:23:28
2015/03/31 14:54:17
2017104/06 16:43:12
2017102/15 14:41:18
2016/M12/07 19.41:24
2017101/21 04:57:52
2017101/21 05:01:03
2017101/21 05.02. 25
2017/01/19 13.58:38
2016/M11/01 17: 2337
2017/04/12 17:16:53
2017101/08 19.01:08
2017102121 19.51: 1
2018107112 133817
201710315 15:49:16

view[Z] 53] [10]
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VATAS Reports: My Ad-Hoc

Reports

Name
Active Timesheets

COP Summary
COP Used Detail

Final Tmesheets

Leave Audit Report

Leave Comection Report - Entire
Agency Listing

Leave Time Expiration Report
| eave Used Summal

| My Ad-Hoc Repoits |
New Employees

Organiz ation Assignment
Premium Pay Request Report

Public Law 111-163 - Hybrids 5 or6

Public Law 111-163 - Premium Pay E

orF

Public Law 111-163-RN, PA, EFDA

Restored Annual Leave Analysis

| My Saved and Scheduled Reports | | Cancel |

#FSC

Description
This repoit lists the active timesheets for all employees in a TL UNIT that have not been
transmitted to the payroll provider.

Shows COP accounts summary
Shows COP used on timesheets

This report lists, by pay period, the last timesheet submitted for an employee with an active
status.

This report is used to reconc le historical leave rec ords for an employee.
This report lists, by employee and pay period, adjustments to leave hours.

This report lists employees who have leave that is due to expire.

Shows leave used on timesheets
Shows Ad-Hoc Reports Built or Copied by You
This report lists, by pay period, new users who have been added to the system.

Wts employees assigned to TL UNITS.

Shows . pay request detells
Shows timesheet 5 T~ ils

Shows timesheet summary details

Shows timesheet summary details

This report lists, by year, leave requests that were initially appro

Name

Role Assignment

Role Assignments by TL Units
Supenisor Assignments

Timekeeper Assignments

Timekeeper SeltValidated
Timeshegts Report

Timeshest Status

Timesheet Status By Employee Type
Report

Timesheet Summary

Timesheets Changed By System

TL Approver Assignments
Unassigned Employees

Uncertified Tmesheets

Unposted Leawe/Premium Pay
Requests

Unprocessed Timesheets

Unvalidated Timesheets

VA Login Audit Logs

Reports

Reports
Desc iption
This report lists TL UNITS that have been assigned to roles.

Shows all role assignments for TL Units
This report shows which employees are assigned to individual supervisors in the TL UNIT.

This report shows which employees are assigned to individual timekeepers in the TLUNIT.
Shows timesheets that were selfvalidated by timekeepers.
This report shows what records have not been \erified, certified, or built for the most recently ended pay period.

Shows timesheet summary details

This report lists a summary of timesheet and leave activity.

Shows timesheets that were changed by the system such as when made by the PAID or LEAVE imports
This report shows which employees are assigned to individual TL Approvers in the TL UNIT.

This report lists employees who have not been assigned to a TL Unit.

This report lists, by pay period, timesheets that have not been certified.

Shows leave/ premium pay requests that were not posted to a timesheet

This report lists, by pay period, timesheets that have not been processed for payroll.

This report lists the names, userIDs, SSNs (if c onfigured to do so), Timekeeper's IDs, and Supenisor's ID for employees
whose time cards have not been validated.

This report lists login audit log activty.

N

Once an Adhoc report is
copied, it will appear under My
- Ad-hoc Reports.
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VATAS Reports: My Ad-Hoc Reports

My Ad-Hoc Reports

Report Parameters
Run Off Hours: [ |
Pricrity Run: [ |

Adhoc Report

Copy of Database Saturday Flags

RO B e e e e e 2
[[Copy of Employee limesheet Profles | S
Include Delegates: [ | =
()]
(]
. Run Report | | Schedule Report | | Cancel | e
£
O
g
o)
S
I
c
o)
i=
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VATAS Reports: My Ad-Hoc Reports
(Run Ad_HOC RepOrt) POFf| Excel [HL | C3V

Report Parameters

6/10/2019

Run Off Hourss [ |
Priornty Rumn: [ ]

Adhoc Report |[Copy of Employes Timeshest Profiles | _
Role: |Station Pay ol Aadmin | 2 \
T T ey e — ‘f )
Timeshest Pay Period - PHK (Select Pay Period): [Pick “Walue ] JJ
TIimesheet Pay Pernod - PK: [ Fick “Wwalue | — . .
e Srmtion: Selecting pick value
Timesheet Pay Period - P K: [Cick walue | W|” pU” Up a drOp
Useaer - Statior:
Timesheset Pay Period - PK: [ Pick Walue | down menu to
Useaer - Statior:
Timesheet Pay Period - PK: [Pick walue | select the pay

User - Statiomn:

period. You should

Timesheet Pay Perod - P K- [ Fick “Wwalue |
Useaer - Statior:

Timesheat Pay Penrnod - P K: [[Pick WwWalue | Only run One pay
User - Station: period at a time.

Timesheet Pay Pernod - P K [[Pick WwWalue |

User - Statior: \
Timesheet Pay Pernod - P : [[FPick Wwalae | \\ /

— _

Useaer - Station:
Useaer - Station:

Timesheet Pay Pernod - P K [[Pick WwWalue |
Usar - Otheaer 1D 1:

Usser - Other 1D 1:

Rumn Report | | Schedule Report | | Ca ncel
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VATAS Reports: My Ad-Hoc Reports (Deleting Reports)

4 ™
After downloading, make sure to save
the data and then delete the report

o , /

\\ —
My Saved and Scheduled Reports — T
Status: T T
[ search | Giear | T
: - —
Select All Repoits T
O Name Report Name Submitted Completed Next Scheduled Date Format Status Pages Size (Bytes) Message = Downigau——ReRun  Delete
Select All Reports |
] My Ad-Hoc Reports | Copy of Employee Timesheet Profiles  Nov27, 2018 7:54:51 PM  Nov27, 2018 7:5513 PM  No Schedule HLS Complete 1 962048 | Downloadll | ReRun Now |
141 of 1 Records 1 View 100

| Delete | | Email | | Cancel |
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VATAS SharePoint

Accessing VATAS: SharePoint, Manuals, System Enhancements and Knowledge
Based Questions.
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VATAS SharePoint
WERTA . N

VA.gov Email Address: | |

Password: | |

Forgot VA.gov Email Address Reset/Forgot Password

Attention VATAS Users:

The Reports Instance of VATAS will be taken offline Week 2 Wednesday evening at 9pm EDT and restored after the timesheets are processed and transmitted Week 2 Friday around 10pm
EDT. Any reports that are in progress at that time will not generate, and the requests will be removed.

The use of Single Sign-on for VATAS has been disabled; before it is re-enabled, stations will be notified.

VATAS will be undergoing system maintenance on the following dates and times. Please anticipate system unavailability or intermittent disruption of operations during periods of

maintenance.

Wednesday 01 Aug 2018, 9 pm - 12 am EDT
Wednesday 15 Aug 2018, 9 pm - 12 am EDT

For more information and training materials visit theIVATAS SharePuoint F'urtel

If you are having password issues, select the Password Reset and/or Forgot User-ID links. If you do not receive an email within 15 minutes:
- Check your Junk/SPAM Mail folder

- Check your Manage Rules folder for any rules created to delete or move VATAS emails

If the issue persists, contact your payroll office.
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VATAS SharePoint: Main Page

s kg

Supervisor & TL Approver
Phiy=icizns
Employes
WATAS Reports
2017 Deployments
WIS 21
WVISM &
WISM 19
WISM 10
WIS 23
WISM 16
201E Deployments
WISH 4
WVISM B
WISM T SVIEN 9
WISM 22
WISM 15 / WVISN 9
2015 Deployments
WISH 2
WISM 17
WISM 1
WATAS Mewsletter
Q2 [Jan-Mar 2018)
Archived Newslettars

WATAS Promoticnal and
Communication Materizls

Knowledgs Base

Tier 1 Commumnication

Recent
CRM Categoriss
Reports Links
Reports Documents
Helpful Links

Site Contents

VATAS Support

VATAS Support

A one-stop shop for all Veterans Affairs Time and

VATAS Attendance System related infarmation

All Sites

Helpful Links

Paticrmatd e Payrol! C T Py
Wehcite hanager [CPM)

WA Time and Attendance
System is Coming to VHA

RR Bk ) R

Dear VHA Employee:

W are pleased %o announce the release of the Velerans Hoalth Adminisaticn
deployment schedule for the Veterans Affairs Time and Attendance System (WATAS).
Diales for deploy ment refect the VHA Veterans Integrated Service Hetwork (VESHN)
realignmsent and will now begin in January 2008 wilh our fnal pict, the Partland Healthcare
System, and will corfinue into Juty 2018, This. 30.month deplayment model will oo in a
phasad approach, starting with the smaller VISNs and those with WA Medical Centers.
(VAMC) currenily utiizing VATAS. The larger WISHs, as seen in the schedule, wil be
deployed in bwo pha ses.

Deployments are three and one-haf weels long and will include ane week of lecture and
hands-on traimng, and teo and ane-hall weeks of go-live support 51 each VAMC,
Deployments wil b separatad by hwa and ane-half weeks o riegrate lessens leamed and
Teedback fom e provicus copoyment. Piease keep n mind that whise the doplayments
are curmently scheduled to end in July 2018, dates may be adjusted lo acoelerate
deployments a5 we esperiends SuctEEs.

Whiie you should expect 1o ear from the VATAS Project Team soon with details regarding
training for each VAME, you can begin the of e

caft the role-based fraiving and othes masterials on the VATA
addrcnal guestcns, please email the VATAS Project Team
WETAS ProjeciTea) W, o

Thark you,

Leroy Larking

VATAS Program Manager
Senior Policy Advisor
Ciffice of Fingnice

Welcome to the VATAS SharePoint Portal

What's Mew!

Sh I

The=r= ar= no ik=ms to =haw in this visw.

tems

WATAS Training Calendar (times in Central time)

) July 2018 -~

SUMNDAY MOMDAY TUESDAY WEDMESDAY THURSDAY FRIDAY
1 2 3 4 5 1

0 am

TAS T 200 pm w4

B

15 16 17 18 139 20
1000
VATAS T 2200 pm VA

22 23 24 25 26 27
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VATAS SharePoint: Payroll Link

VATAS Support

Payroll Home

Payroll Links
@ new link or edit this list
v [ Edr umL

[ [ SubmitaVATAS
Support Ticket

o [ vaTAs
Knowledge Base

Unposted Leave and
Premium Pay Report

FINANCIAL
ﬁ SERVICES
CENTER

VATAS

MNotes

Use this link to create a new VATAS Support helpdesk
ticket.

This list contains Frequently Asked Questions that can be
sorted by key terms as well as user roles. Additionally,
items may contain links to helpful videos and policy
related documents.

VATAS Self-Service Portal
Training Video

Chizemene howeTEn T vines

Welcome to the Payroll Home Page

This page contains documents, videos, tools, and
timelines related to the Payroll role in VATAS.

Payroll Tools & Guides

@ new document or drag files here

o

O

o

1 8

T [

T |

T [

T |

T [

0 |

o

t

.

[

MName

Payroll Training Guide 16.0

TL Unit Reguest Template
Delegation of Authority (DOA)

PAID Calendar 2019

PAID Calendar 2018

Premium Pay Overview for VHA

450 Formula for VATAS Deployment
Current Validation Overrides

VATAS Connection Call 5-04-2016 Agenda
Inputting Donated Leave

HRSmart Premium Pay Codes
WVATAS Processing Schedule
Donated Leave Trng

VATAS Quick Solutions - Payroll

Created

August 28

May 15

March 13

June 5, 2017
June 5, 2017
April 20, 2017
February 15, 2017
May 24, 2016
Apnl 29, 2016
April 28, 2016
April 14, 2016
March 2, 2016
February 12, 2016

February 3. 2016

6/10/2019
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VATAS SharePoint: Payroll Link (Videos)

Unposted Leave and VATAS Self-Service Portal
Premium Pay Report Training Video

cihere towesih the vicee

Invoking FMILA

Delegations of Authority
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VATAS SharePoint: Tier 1 Communication

6/10/2019

VATAS Support

D Tier 1 Communication

Payrol CRM Categories VATAS NewsFlashes

Timekeeper ]
® new document or drag files here
Supervisor & TL Approver

Physicians O Name
Emploves . 2018 VATAS Newsflash
ey Categories
Reports Documents 2017 VATAS Newsflash Archives
VATAS Reports CRM Categories 2016 VATAS Newsflash Archives
Reports Links
| Tier 1 Communication | Connection Calls
Knowledge Base Enhaﬂcememts :
#) new document or drag files here
VATAS Deployments (2015- _D_ Enhancement Update-117.pdf
2018) ) v DO Name
Previous enhancement updates
Helpful Links 2018 Connection Calls
) o [ Enhancement Update-116.pdf
Site Contents = 2017 Connection Call Archive
Helpful Documents 2016 Connection Call Archive

A7 10D crosswalk.xdsx

[l CRM Categories.pdf

=] Donated leave training-field.pdf
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VATAS SharePoint: Knowledge Base FAQSs

D

Payroll

Timekeeper

Supervisor & TL Approver

Physicians

Employee

Reports Documents
VATAS Reports

Reports Links

Tier 1 Communication

Knowledge Base

VATAS Deployments (2015-
2018)

Helpful Links

Site Contents

#FSC

VATAS Support

Knowledge Base FAQs o

Knowledge Base FAQs

(@ new item or edit this list

All Items

My submissions ==

Question

Why did I receive an extra 4 hrs

of annual leave in PP 267

What is VATAS?

Why is VATAS important?

What are the benefits of the
VATAS implementation to VA
employees?

What are the benefits of the
VATAS implementation to VA
leadership?

FINANCIAL
SERVICES
CENTER

Find an item ol

Answer

Employee’s that are in leave category 2 earn § hours (160 hrs a year) a pay period of annual
leave. 26 weeks times 6 hours is 156. Therefore, at the end of the year the employee's receive

an additional 4 hours in order for them to earn 160 hours.

Veterans Affairs Time and Attendance System (VATAS) is an automated, centralized, web-
based time and attendance system developed to replace the legacy Enhanced Time and
Attendance (ETA) system.

VATAS provides a modern, centralized, web-based time and attendance
system that quickly and accurately transmits data, allows for the rapid
creation of ad-hoc reports and establishes a flexible foundation for future
enhancements.

The ability to see accurate leave balances; leave request status and visibility into approval
workflow and access to self-service features wherever one has internet access wihtin the VA
firewall.

The benefits include: Simpler to update and easier to manage consistently across the
organization; provides tools that promote operational insight and that document your
compliance efforts with increased internal controls; ability to assess and track labor to optimize
workforce utilization through detailed information on demand.

Key Terms

Annual Leave;

VATAS;

VATAS;

VATAS:

VATAS;

Role(s)

All Users;

All Users;

All Users;

All Users:

All Users;

Useful Links)

https://vatas.va.gov/webta

Medified

February 18, 2016

January 14, 2016

January 14, 2016

January 14, 2016

January 14, 2016

Search this site

Created

December 17, 2015

January 14, 2016

January 14, 2016

January 14, 2016

January 14, 2016

Approval Status

Approved

Approved

Approved

Approved

Approved
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ouTube Videos

23 YouTube

Home

™

¢ Trending
¥ History

o Get YouTube Premium

e Get YouTube TV

BEEST OF ¥OUTUBE

Music
E Sports
Gaming
Movies

™ Shows

E Mews

(i) Live

n Spotlight

@ 360° Video

© Browse channels

Bign in now to see your
Fhannels and
ecommendations!

Sign in

VATAS Q

Filters + About 3,500 res

VATAS Training Videos
52 videos

This channel is dedicated to assisting users of the Veterans Affairs Time g
Attendance System. We have uploaded training ...

CHAMMEL Subscribe | 304

gA?rkJ FS VATAS Employee Role Training
) 5 WVATAS Training Videos
WVeterans Affairs N
Tire and Attendanee Systern (VATAS) 2 years ago « 92,167 views
N This video will provide an overview and what to expect when functioning i
S the Employee role of VATAS. It contains helpful ._.

WVATAS Self Service Portal Training Video
“WATAS Training Videos

3 months ago - 428 views

This video shows payroll how to submit a CRM (FEGA) Portal Ticket.

W AN WATAS Introduction for Timekeepers
VATAS YATAS Training Videos

Weterans Affairs o i
Tioe and Attendanee System (VATAS) 2 years ago - 17,019 views
This video will help introduce Timekeepers to the WATAS system prior to

Timelseeper Role ; ) -
Adrmnelanener Hate going live. It explains some of the new features as well as ...

WE

WAThS

Hhors s VNS et Supervisor/TL Approver Role WVATAS Training
Video

s w WATAS Training Videos
5 months ago + 7,464 views
This video provides training as a Supervisor or a TL Approver in WATAS.
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References

Information obtained for this training, can be found in the following sites:
= FSC Direct Home Site: http://vaww.fscdirect.fsc.va.gov/payroll.asp

= VA Handbook 5011, Chapters 2 and 3:
https://vaww.va.gov/OHRM/Directives-Handbooks/Documents/5011.pdf

= VATAS SharePoint Site:
https://vaww.fsccollaboration.fsc.va.gov/VATAS%20Support/SitePages/Home.
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