
VA Time & Attendance                  
(VATAS)

VATAS Menus for Station Payroll Admin (SPA) Role
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Presented by: Carlos Sims, Payroll Training Specialist



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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VATAS System and Role Overview
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Station Payroll Admin (SPA)

- 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 Employees

Submit leave 
requests
- Verify accuracy 
of timesheet 
postings by the 
timekeeper 
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TL Approver

- Approve/Deny 
Premium Pay 
Requests (second 
line approval)
- Can perform 
Supervisor functions 
when needed

Supervisor

- 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
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A link to VATAS can be found 
in the favorites under ‘VA 
Shortcuts’.



VATAS Main Page: Creating Password
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Use this link if you do 
not know your 
password or need to 
reset your password.



VATAS Main Page: Password

 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
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VATAS notifications will be 
shown here.



VATAS Main Page: Privacy Disclaimer

 Read the statement of responsibility and select the acknowledgement.
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VATAS Utility Bar 
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VATAS Role Assignment, Inbox, Settings and Help Menu Options.  



VATAS Utility Bar: Role Assignment
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VATAS Utility Bar: Inbox 
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VATAS Utility Bar: Settings
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Employees can change 
their password here 
before the 90 day 
expiration



VATAS Utility Bar: Settings 
(Manage Roles & User Holiday Calendars)
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Roles are view only 
and can only be 
changed by payroll 
submitting a CPM 
ticket 



VATAS Utility Bar: Settings (Message Delivery Override)
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VATAS Utility Bar: 
Settings (Disabled Veteran Leave - DVL)
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VATAS Utility Bar: 
Settings (Family Medical Leave Act - FMLA)
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VATAS Utility Bar: Help 

In
te

rn
al

 V
A 

U
se

 O
nl

y 
-P

re
 D

ec
isi

on
al

 

18

6/
10

/2
01

9



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



Employees Menu 

In
te

rn
al

 V
A 

U
se

 O
nl

y 
-P

re
 D

ec
isi

on
al

 

20

6/
10

/2
01

9



Employees Menu: Select Employees
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Employees Menu: Select Employees (Search Fields)

Search 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
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Unchecking the active 
box will allow a search 
for inactive 
employees



Employees Menu: Select Employees 
(Timesheet Status and Type)
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Employees Menu: Select Employees 
(Timesheet Type)
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Employees Menu: Select Employees 
(Timesheet Type – Compare to Original)
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Employees Menu: Select Employees 
(Timesheet Type – Compare to Original)
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Employees Menu: Select Employees (Search Fields)
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Employees Menu: Select Employees (Select Action)
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Employees Menu: Select Employees (Timesheet)
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Employees Menu: Select Employees 
(Timesheet Summary)

RED errors: timesheet cannot be validated or 
certified
YELLOW warnings: timesheet can be 
validated and certified
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Employees Menu: Select Employees 
(Timesheet Summary cont’d)
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Employees Menu: Select Employees 
(Timesheet Summary cont’d)
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Data in the timesheet 
profile is driven by HR 
Smart coding



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).
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Employees Menu: Select Employees 
(Timesheet Summary - Mark Manually Adjusted) 6/
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Only Timesheets in a Processed 
status can be marked as Manually 
Adjusted



Employees Menu: Select Employees 
(Timesheet Summary- Mark Manually Adjusted)
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Employees Menu: Select Employees 
(Timesheet Summary - Mark Manually Adjusted) 6/
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9
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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.



Employees Menu: Select Employees 
(Timesheet Summary - Mark Manually Adjusted) 6/
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After the Supervisor has Certified, the Timesheet will show a status of Correction 
Approved.



Employees Menu: Select Employees 
(Timesheet Summary - Mark Manually Adjusted) 6/
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Payroll can now take action to certify this Timesheet.



Employees Menu: Select Employees 
(Timesheet Summary - Mark Manually Adjusted) 6/
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Employees Menu: Select Employees 
(Timesheet & Employee Profile)
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Employees Menu: Select Employees (Timesheet Profile)
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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. 



Employees Menu: Select Employees (Employee Profile)

 Used to reset passwords
 Enter Disabled Veterans Leave
 Enter FMLA/FMLA Military
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Employees Menu: Select Employees 
(Employee Profile Reset Password)
 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. 
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Employees Menu: Select Employees 
(Employee Profile - Disabled Veterans Leave DVL)

 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
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Employees Menu: Select Employees 
(DVL – Manual Leave Adjustment)
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Employees Menu: Select Employees 
(DVL – Manual Leave Adjustment *If Needed) 
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Check the balance in 
DCPS when entering 
forward adjustments



Employees Menu: Select Employees 
(Employee Profile – FMLA/FMLA Military)

 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
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Employees Menu: Select Employees 
(Employee Profile – FMLA/FMLA Military)

 This can be Deleted if entered in error.

In
te

rn
al

 V
A 

U
se

 O
nl

y 
-P

re
 D

ec
isi

on
al

 

48

6/
10

/2
01

9



Employees Menu: Select Employees 
(Leave and Premium Pay)
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Employees Menu: Select Employees 
(Employee Leave Balances)
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Employees Menu: Select Employees 
(Employee Leave Balances – Tracking Leave Balances)
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Tracking leave balances track 
up as the leave is being used.  
FMLA, for example, will track 
up to 480 hours

The Other Leave field tracks 
Holiday Excused and 
Administrative Leave used.



Employees Menu: Select Employees 
(Employee Leave Balances – Leave Balance Hyperlink Details
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All leave categories are hyperlinks 
that can be clicked on for more details 
about that leave type.



Employees Menu: Select Employees (Leave Calendar)
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Employees Menu: Select Employees 
(Leave Calendar - Holiday Movement) 6/
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This employee does not work 
on Tuesdays, so both the 
Christmas and New Year’s 
holiday are moving 
backwards.  



Employees Menu: Select Employees (Leave Requests)
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 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.



Employees Menu: Select Employees 
(Leave Requests – Results) 6/
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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.



Employees Menu: Select Employees 
(Premium Pay Requests)
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 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.



Employees Menu: Select Employees 
(Premium Pay Requests – Results) 6/
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 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.



Employees Menu: Select Employees (Send Message)
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Employees Menu: Select Employees (Send Message)
Messages can be sent to the user 
Message will be sent to the VATAS in-box
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Employees: Employee Leave Requests
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This menu option shows all 
the Leave requests for the 
entire station.

The search button must be pressed 
to see the results.



Employees: 
Employee Leave Requests (Leave Request Results) 6/
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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.



Employees: Employee Premium Pay Requests
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This menu option shows all 
the Premium Pay Requests 
for the entire station.

The Search button must be 
pressed to see the results.



Employees: Employee Premium Pay Requests
(Premium Pay Requests Results) 6/
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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.



Employees: Certify Timesheet Corrections 6/
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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.



Employees: Certify Timesheet Corrections 6/
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Schedule Menu 
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View schedules in List & Grid View; View and Assign Tours of Duty



Schedule Menu 
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Schedule Menu: Employee Schedules – List View
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Approved
Pending
Denied
None



Schedule Menu: Employee Schedule – List View 
(Schedule Assignment)

In
te

rn
al

 V
A 

U
se

 O
nl

y 
-P

re
 D

ec
isi

on
al

 

70

6/
10

/2
01

9

 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 Menu: Employee Schedule – List View 
(Schedule Assignment)

Timekeepers need to ensure the 
correct AWS codes are being used 
when creating or changing 
Schedules.  



Schedule Menu: Employee Schedules – Grid View
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Schedule Menu: Tours of Duty
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The search bar can 
be used to find 
specific tours.



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. 

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



TL Units Menu  
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TL Units Menu: 
Station and Duty Station Management 
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TL Units Menu: Station and Duty Station Management 
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 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.



TL Units Menu: Station and Duty Station Management 
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TL Units Menu: TL Unit Management
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TL Units Menu: TL Unit Management (Edit TL Unit)
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 Delegation of Authorities (DOA) are required for all changes.
 Add primary: select Assign
 Add alternate: select Add
 Remove delegation: select Unassign



TL Units Menu: TL Unit Management (Edit TL Unit)
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 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 
the applicable role.



TL Units Menu: TL Unit Management
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 Always select Add Employee Members for Pay Period;
 If not, the employee will end up in two TL Units for that pay 

period…
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 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



Continuation of Pay (COP) Menu
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How to Add, Terminate and View a COP Account



COP Menu
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COP Menu

 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
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COP Menu: Add COP Recipient Account 6/
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 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;
 If known, the return to work date can be entered.



COP Menu: Terminating COP Account
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COP Menu: Terminating COP Account (Return to Work)
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 Select the COP Recipient Account
 Enter the Return to Work Date
 Select Terminate



COP Menu: Terminating COP Account 
(Termination Date) 6/

10
/2

01
9

In
te

rn
al

 V
A 

U
se

 O
nl

y 
-P

re
 D

ec
isi

on
al

 

94

 Enter Termination Date 
 Enter Termination Remarks
 Click OK



COP Menu: Terminating COP Account (Due to Error)
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 Select Terminate



COP Menu: Terminating COP Account (Due to Error)
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 Enter Termination Date
 Enter Termination Remarks
 Click OK

Entering detailed remarks 
in the Termination 
Remarks section is 
recommended for auditing 
purposes.



COP Menu: View Cases
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COP Menu: View Cases (Termination Remarks)
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COP Menu: View Cases (Termination Remarks)
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Leave Transfer Program (LTP)
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Add, Edit and Close LTP Cases in LTP Management



LTP Menu: LTP Management 
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LTP Menu: LTP Management
 LTP 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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LTP Menu: LTP Management (Add LTP Account)
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LTP Menu: LTP Management (Add LTP Account) 

 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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LTP Menu: LTP Management (Add LTP Recipient)
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LTP Menu: LTP Management (Add LTP Recipient)

In
te

rn
al

 V
A 

U
se

 O
nl

y 
-P

re
 D

ec
isi

on
al

 

106

6/
10

/2
01

9

You can search for the employee 
by using the search box and then 
selecting the person.



LTP Menu: LTP Management (Add LTP Recipient) 6/
10

/2
01

9
In

te
rn

al
 V

A 
U

se
 O

nl
y 

-P
re

 D
ec

isi
on

al
 

107

These fields can all be filled out 
exactly as shown.  The actual 
position, grade and step are not 
needed.

The medical emergency 
type is ALWAYS family for 
VA.



LTP Menu: LTP Management (Add LTP Donation) 
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LTP Menu: LTP Management (Add LTP Donation) 
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Search for the person donating 
using the search bar and then 
select 



LTP Menu: LTP Management (Add LTP Donation) 
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Normally annual leave is donated, but restored 
leave can be donated if the employee has a 
balance
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Make sure to 
approve the 
donation .

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



LTP Menu: LTP Management (Add LTP Donation) 

In
te

rn
al

 V
A 

U
se

 O
nl

y 
-P

re
 D

ec
isi

on
al

 

112

6/
10

/2
01

9

If the donation amount was entered in error, it 
can be reverted back to pending to fix.



LTP Menu: LTP Management (Donation Added)

In
te

rn
al

 V
A 

U
se

 O
nl

y 
-P

re
 D

ec
isi

on
al

 

113

6/
10

/2
01

9



LTP Menu: LTP Management (Edit LTP Account)
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LTP Menu: LTP Management (Edit LTP Account)
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Additional donations 
can be added 
NOTE: use Add 
External Donation for 
outside agency 
donations.



LTP Menu: LTP Management (Close LTP Account)
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Ensure all donated leave accounts are 
closed in both VATAS and DCPS.  If 
any donations are remaining, ensure 
that no further corrections will be 
done prior to closing the account. 



LTP Menu: LTP Management (Close LTP Account)
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Reports 
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VATAS Reports: Downloading, Scheduling and Copying Reports.



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 
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Clicking on this link will take you to 
the reports server site.  You will need 
to log in again using the same VATAS 
email address and password.
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Clicking on Archive/Reports 
Server will bring you to the 
reports https://
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VATAS Reports: Public Law 111-163 Hybrids 5 or 6
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Clicking the Select TL Unit 
button shows which TL Units 
assigned to the VATAS Role. 



VATAS Reports: 
Role Assignments by TL Units (Select TL Unit) 6/
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VATAS Reports: Role Assignments by TL Units 
(My Saved and Scheduled Reports) 6/
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VATAS Reports: Schedule a Report
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VATAS Reports: My Saved and Scheduled Reports 6/
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VATAS Reports: My Saved and Scheduled Reports
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VATAS Reports: My Saved and Scheduled Reports
(Downloading Report) 6/
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VATAS Reports: Role Assignment by TL Unit Report 6/
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VATAS Reports: Adhoc Reports Management
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This step must be done only 
the very first time a new Adhoc
report will be used. 
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VATAS Reports: My Ad-Hoc Reports 6/
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Once an Adhoc report is 
copied, it will appear under My 
Ad-hoc Reports.
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VATAS Reports: My Ad-Hoc Reports
(Run Ad-Hoc Report) 6/

10
/2

01
9

In
te

rn
al

 V
A 

U
se

 O
nl

y 
-P

re
 D

ec
isi

on
al

 

136

Selecting pick value 
will pull up a drop 
down menu to 
select the pay 
period.  You should 
only run one pay 
period at a time.   



VATAS Reports: My Ad-Hoc Reports (Deleting Reports) 6/
10

/2
01

9
In

te
rn

al
 V

A 
U

se
 O

nl
y 

-P
re

 D
ec

isi
on

al
 

137

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



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



VATAS SharePoint
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VATAS SharePoint: Main Page
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VATAS SharePoint: Payroll Link
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VATAS SharePoint: Payroll Link (Videos)
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VATAS SharePoint: Tier 1 Communication
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VATAS SharePoint: Knowledge Base FAQs
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YouTube Videos
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VATAS References 
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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.
aspx

6/
10

/2
01

9
In

te
rn

al
 V

A 
U

se
 O

nl
y 

-P
re

 D
ec

isi
on

al
 

147

http://vaww.fscdirect.fsc.va.gov/payroll.asp
https://vaww.va.gov/OHRM/Directives-Handbooks/Documents/5011.pdf
https://vaww.fsccollaboration.fsc.va.gov/VATAS%20Support/SitePages/Home.aspx
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