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1.0 General Information

1.1 System Overview

WATRS is an application inside the Salesforce platform. WATRS is the replacement for the ASPEN

tool. In WATRS users will be able to enter Time Tracker items for both excluded time and premium pay
time. Users will also be able to view their performance via the Employee Performance Report located
on the WATRS Home Page.

1.2 Organization of the Manual
The employee guide is divided into two sections: the employee section and the supervisor section. To
view the sections of the manual, click the “View” tab at the top.

2.0 Introduction

Workload and Time Reporting System (WATRS) is the replacement tool for ASPEN. WATRS allows the
employee to enter deductible time and premium time; review production as completed in VBMS; view
performance by day with a summary of production and excluded time; and view the status of
performance as it relates to the employee’s standard.

e This guide will provide step-by-step instructions to the employee and supervisor on how-to
complete critical tasks within WATRS; how-to navigate in WATRS; and how to review pertinent
employee information within WATRS.

e This employee guide will provide step-by-step instructions on how to creating a new time
tracker entry.

e To move around within the user guide, use the Microsoft Word Navigation Pane or use the
Table of Contents found on page two to go to a specific section of the guide.

2.1 Acronyms

Acronym | Definition
WATRS Workload and Time Reporting System

ASPEN Automated Standardized Performance Elements
Nationwide
WATRS System Employee Guide Veterans Benefits Administration
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2.2 How To LogIn
Instructions for logging into the WATRS test environment.

Click on the below link: https://va--staging.cs33.my.salesforce.com

Instructions for logging into the WATRS production environment.

Click on the below link: https://va.my.salesforce.com/

WATRS can be accessed by opening the “Start Menu” on your desktop and typing “WATRS” into the
search field. Click the WATRS shortcut that appears.
(see Figure 1).

Figure 1. Logging into WATRS

Programs (1)
& WATRS

»~ See more results

WATR! % | | Logoff ||
| WATRY] 9

WATRS System Employee Guide Veterans Benefits Administration
March 2017 Page 4 of 38



https://va--staging.cs33.my.salesforce.com/
https://va.my.salesforce.com/

USS. Department
Do e/ NTA

Putting Veterans First

2.3 Creating a Help Ticket
To create a trouble ticket, navigate to the following URL:

https://vacommunity.secure.force.com/helpdesk

Fill out the form as shown below and be as specific as possible about the issue that is encountered.
Provide the URL for the page in WATRS where the issue was encountered.

Figure 2. VA Help Desk Open an Issue Form

Open an Issue with the VA Help Desk

Use this form to create a WA Help Desk issue. We will process requests as quickly as possible in the order that we receive them
Pleaze include in your description:

* A complete, but concise, explanation of the request or issue

* Relevant details for the request (usermname, location, type of equipment)

* Steps needed to recreate the issue

* Additional contact information

Note: The fields highlighted in red are required
Issue Details

Priority I o
DTC Application IWATRS CM

Issue Topic

ee

|| App Support Request v |

Description Y| need help with such and such an subject  [WATRS Issue] *

izsue.

Issue Related to: | Other v| Error Page URL l:l
Preferred Callback I (B03) G47-Z357 Preferred Contact Email l:l

Number

You will be contacted via your VA email address unless you provide an
slternate above.

Case Attachments

Browse...

Please note that attachment file name should be 80 chars or less and Attachment size should be less than 25MB. If the attachment file exceeds
the size limit the Help Desk team member will not receive it.50 Please upload with in the limit

WATRS System Employee Guide Veterans Benefits Administration
March 2017 Page 5 of 38



https://vacommunity.secure.force.com/helpdesk

U.S. Department

of Veterans Affairs

2.4 Home Page Overview
The “WATRS Home” is the default page that displays when one enters WATRS. It displays helpful
information that includes: the time tracker entry form at the bottom of the Employee Performance
Report (EPR), recently viewed items, time tracker entries for the current employee, and a chart that
shows pending time tracker records for supervisors. The EPR section will change based on whether the
employee is a Bargaining Unit Employee (BUE) such as a VSR or is a Non-Bargaining Unit Employee
(NBUE) such as a supervisor.

Figure 3. WATRS Home Page

@ 1 Search Satesforce 2 Q
T waTRS 3

WATRS Home Contacty Performances Tirre Tracker REports W Dashboands

ﬂ WAILRD RNOme l

Abguf the SPVIIPR  Sops DPR Semmary  Sups TEBalup | Sopw TX Aolkep - by SadLavel | Supw Rollup by Bsngs

Employes Parformance Raport

SUPERVISEOR VERSION

Transactionsd Performance Data Performgnce Standand as of 05/00/2017
Fulty Sat Standard Excapbeonal $anderd

i ol Number TMS Coursan
Comglatedizr Paricd

1. Thisis the global search field for WATRS; search for names of contacts, performance records and
time tracker entries.
Figure 4. Global Search

Search 5alesforce

WATRS System Employee Guide Veterans Benefits Administration
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2. From the WATRS “Quick Actions” section, from left to right the options are:
Figure 5. Quick Actions

&P

Favorites — Allows for the current page to be set as a favorite.

New Task — Allows for the creation of a new task.

Help & Training — Contains additional information that pertains to Salesforce in general.
Setup — Contains set-up options.

Notifications — Shows notification items and alerts if there are any to be displayed.
View Profile — Shows the employee’s employee name and settings for the employee’s
profile.

® oo oo

3. The Navigation Bar. From left and right are:
Figure 6. Navigation Bar

(XX ]

s2e WATRS WATRS Home  Contacts W Performances Time Tracker

a. WATRS Home —Shows the EPR, time tracker entries, recently access items, and a chart
showing pending time tracker entries.

b. Contacts — Can be used to look up other contacts in WATRS or to update the employee
personal information.

c. Performances — Contains a record for each day for each employee. Each performance
record may contain multiple Time Tracker Records.

d. Time Tracker — Allows for the employee to enter excluded time or premium pay.
Existing Time Tracker entries can be viewed or edited here.

e. Reports — Shows existing reports and allows for the creation of new reports.

WATRS System Employee Guide Veterans Benefits Administration
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4,
performance (see Figure 7).

Employee Performance Report. Shows the EPR tool from PAI for checking employee

Figure 7. Employee Performance Report

EPR Report

5

v About the SUPV EPR | Supv EPR Summary

Employee Performance Report 101

Transactional Performance Data

Show Performance and Deferrals By

Manth Beginning M

M ccels [l Meets [l Unce

On Std, No Hour:

Supv TX Rollup

1. Select Station 2. Sclect Employee

Stan

Supv TX Rollup - by Std Level

* | | (Multiple values) M

Supv Rollup by Range

2. Select User Login

VSR Team Summary | Supv Transaction Trends | »

Filter Dates
(click on dates to select from calendar)

10/1/2014] (/2072007

SUPERVISOR VERSION

Performance Standard as of 05/10/2017

ard is pro-rated to available hours

a

Selact View Type

ut Work Type

Quality

Fully Sat Standard  Exceptional Standard

Juctior

Number TMS Courses
Completed for Period

Claim Quality

Number of Reviews

Deferrals for Period Selected

Overview Countable Transactions: None

ASPEN Hours Ssummary

Work — Awailabilit  Hours

Cracit Date = yRateal.. Worked Regular Overtime Excluded
05/01/17 0.00
04/01/17 0.00

5. Recent Items. Shows the most recently viewed items in WATRS (see Figure 8).

Figure 8. Recent Items

Recent [tems (10)

Performance Day

Start Date and. 5/2/2017 10:00 AM
End Dateand T... 5/2/2017 11:00 AM
Status Approved

Excluded Re Training

Excluded 5ul Local Training

pher Calvin

Account Name Celumbia Regional Benefit Office
Phane
Emal christopher.colvin@va.gov

M

6

Christopher Colvin
Christopher Colvin - 5/11/2017
5/11/2017 9:00 AM

Performance Day

Start Date and

EndDateand T.. 5/11/2017 1:30 PM
Status Approved
Excluded R Special Projects

Excluded Sub-R... Special Project (Local)

Christopher Calvin
Christopher Colvin - 5/31/2017
5/31/2017 7:30 AM

Performance Day
Start Date and...

End Dateand T..  5/31/2017 4:00 PM
Status Approved

Excluded Reasor

Comp Time Taken

Performance Day

and. 5/2/2017 12:00 PM

DateandT.. 5/2/2017 1.00 PM
Approved

Training

Excluded Su

R... Local Training

Christopher Calvin
Christopher Colvin - 12/19/2016

Performance Day

Start Dateand... 12/19/2016 7:00 AM
EndDateand T.. 12/19/2016 8:00 AM
Status Approved
Excluded Reason  Leave (AL, SL, Etc)

WATRS System Employee Guide
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6. Pending Time Requests. Shows a chart of the time tracker entries that are still pending
(see Figure 9).

Figure 9. Pending Time Requests

Pending Time Requests 7

Record Count

Excluded Time
Christopher Colvin  Excluded Time
Team 1 User 1 Demo Excluded Time

Team 1 User 2 Demo  Excluded Time
Premlum Time

Team 1 User 3 Demo  Excluded Time
Premium Time

Team 1 User 4 Demo  Excluded Time
Premlum Time

Employee Mame » TypeOfTime

5]
p-] ~ E-

Team 1 User 5 Demo  Excluded Time

Team 2 User 1 Demo  Excluded Time

Firernl e Tlemn

TypeOffime | @ Excluded Time @ Premlum Time

¢ Asof Today at 8:53 PM

WATRS System Employee Guide Veterans Benefits Administration
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7. My Entries. Shows a list of the employee’s time tracker entries.

Figure 10. My Entries

My Entries

m My Entries

10 ttems, sorted by Start Date and Time of Excluded Time
Flitered by Am [ The

E-0000906
Status:

Employee Name:

Start Date and Time of E...

End Date and Time:
Excluded Reason:
Excluded Sub-Reason
Excluded Time All:

Approved Excluded Tim...

Overtime All In Minutes:

Approved Overtime in...

Final Approved
Final Excluded:

E-0000908
Status:

Employee Name:

Start Date and Time of E...

End Date and Time:
Excluded Reason:
Excluded Sub-Reason
Excluded Time All:

Approved Excluded Tim...

Overtime All In Minutes:

Approved Overtime in...

Final Approved
Final Excluded:

8

Employee

Approved
Christopher Colvin
3/31/2017 7:30 AM
5/31/2017 4:00 PM
Comp Time Taken
Comp Time Used
-510

-510

Approved
Christopher Colvin
5/12/2017 7:15 AM
5/12/2017 9:15 AM
Overtime

Weekday Overtime

120
120

WATRS System Employee Guide
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3.0 Employee Instructions

3.1 Employee Time Tracker
The time tracker tab is a used to enter deductible time or premium time in WATRS (see Figure 11).

Figure 11. Time Tracker Overview

Search Salesforce f‘
&
WATRS WATRSHome  Contacts v Performances Time Tracker ~ Reports v Dashboards
Time Tracker
Enter Time Tracker Requests
~
Excluded Time or Premium Pay
Excluded Time
Premium Pay
3 i My Entries v
New Time Tracker| |}
[] Action Excluded Time ID Status Employee Name Start Date and Ti...  End Date and Time  Excluded Reason Exclud
4 [] Edit] Del E-0000864 Approved 5/4/2017 8:45 AM  5/4/2017 915 AM  Training Local Trai
[] Edit] Del E- Pending 5/3/2017 10:00 AM  5/3/2017 6:00 PM  Training Local Trai
[] Edit] Del E- Pending 5/2/2017 12:00 PM  5/2/2017 1:00 PM  Training Local Trai
[] Edit]Del E Pending 5/2/2017 10:00 AM  5/2/2017 11:00 AM  Training Local Trai
[] Edit] Del E+ Pending 5M1/2017 8:00 AM  511/2017 430 PM  Training Local Trai
[] Edit] Del E-0000422 Approved 11172017 T.00AM  1/17/2017 8:00 AM  Training Local Trai
[] Edit] Del E-0000242 Denied Christopher Colvin ~ 12/19/2016 7:00 AM 12/19/2016 8:00 AM Leave (AL, SL, Etc) Sick Leaw

The above is a screen shot of the time tracker object in WATRS. To review time tracker entries for an
entire day, please refer to the section on “performances”. Please see the items below for further
explanation.

1. The time tracker tab is located on the navigation bar and allows for quick access to the time
tracker from anywhere within WATRS.
2. The top area allows for the employee to enter a new time tracker entry.
The “view” area is where a different “view” can be select to see time tracker entries. There are
two “views” available.
a. My Entries — Entries that pertain to the logged in employee.
b. My Entries — Pending — Entries that pertain to the logged in employee.
4. This is the records section where time tracker entries can be seen with pertinent information in
the columns. The columns are:
a. Excluded Time ID — This is the identification number of the time tracker entry and can be
clicked on to open the full detail page of the time tracker entry.
b. Status — Current status of the time tracker entry. A status of “pending” indicates that
the time tracker entry has not been approved by a supervisor yet. “Approved” indicates

WATRS System Employee Guide Veterans Benefits Administration
March 2017 Page 11 of 38
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that the time tracker entry has been approved by a supervisor. “Denied” indicates that
the time tracker entry was not approved by a supervisor.

Employee Name — The name of the employee to which the time tracker entry pertains.
Start Date and Time of Excluded Time — Shows the start date and time of the “excluded
time” or “premium pay” time tracker entry.

End Date and Time — The end date and time of the “excluded time” or “premium pay”
time tracker entry.

Type Of Time — The time entry is an “excluded time” or “premium pay” time tracker
entry.

Reason — The reason for the “excluded time” or “premium pay” time tracker entry.
Reasons include “training,” special projects,” “leave”, etc.

Sub-Reason — The sub-reason of the time tracker entry; examples of sub-reasons
include “local training” or “TMS training” for the “training” reason or “annual leave” for
“leave” reason.

3.1.1 New Time Tracker Entry
To create a new time tracker entry follow the below steps:

1. Click on the “time tracker tab” or the “time request” utility bar (at the bottom of the window) to

open a new time tracker entry form.

2. Begin entering the information required for the time tracker entry. Select either “excluded

time” or “premium pay” (see Figure 12).

Figure 12. Type of Time Tracker Entry

Excluded Time or Premium

Excluded Time
Premium Pay

WATRS System Employee Guide Veterans Benefits Administration
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3. More options will appear (below) once “excluded time” or “premium pay” is selected. To
continue select an option from the new items that appear (see Figures 12a and 12b).

Figure 13a. Excluded Time Reasons

Excluded Time or Premium

@  Excluded Time
Premium Pay

Excluded Time Options

~

3

Leave (AL, SL, Ect)

Credit Hours Taken

Comp Time Taken

Training

Special Projects

Union Time

Other

MNon-Packet Work Assignment

Figure 13b. Premium Pay Reasons

Excluded Time or Premium

Excluded Time
Premium Pay

Premium Pay Options

Natale

-

Overtime

Credit Hours Earmned
Comp Time Earned
Holiday Hours

4. Selecta “sub reason” (see Figure 14).

Figure 14. Sub Reason

Excluded Time Options

Comp Time Taken
Credit Hours Taken
Leave (AL, SL, Efc)
Other

Special Projects
Training

(@) Union Time

Excluded Time Sub Reason

=

) Comp Time Used

WATRS System Employee Guide
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5. After a “sub reason” is selected enter a start and end date. Please note that a calendar drop
down window will appear to assist in picking a date (see Figure 15).

Figure 15. Date of Time Tracker Entry

Start Date of Excluded Time

05/01/2017

End Date of Excluded Time

05/01/2017

6. Once a date is entered select the [Next] button and a new page will open and requesting
additional information that needs to be entered (see Figure 16).
Figure 16. Additional Time Tracker Information

Hello Christopher Colvin our records show you as a VSR at 319 Columbia. If any of these are incorrect please inform your stations Super User.
= Type: Excluded Time

= Reason: Comp Time Taken
= Sub Reason: Comp Time Used

Start Time of Excluded Time :

End Time of Excluded Time :

Excluded Time Duration: 8 Hours 30 Minutes (510 minutes)

Please validate your schedule. If you flexed in early or later please adjust the time below to match your flex in start and end time for the day.

schedule Start Time :

Schedule End Time [03 V|:

Employee Comment

Previous | Next

Enter the “start time”.
Enter the “end time”.

c. The last two fields refer to the start and end times of an employee’s schedule. These
fields will be prepopulated with the employee’s core time (as listed in VATAS); however,
if the employee has a flex schedule and has started working earlier or later than their
core time, then they should update these last two fields to indicate the actual time work
was started and ended for the day.

Enter any comments in the employee comment field.
e. Finally, click the next button at the bottom to create the time tracker entry.

WATRS System Employee Guide Veterans Benefits Administration
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7. Once the time tracker entry is created, a summary page screen will display (see Figure 17).

Figure 17. Time Tracker Summary Screen

You have entered in an excluded time for:
Employee Mame: User

Type: Excluded Time

Reason: Leave (AL, SL, Ect)

Sub Reason: Annual Leave

Start Date and Time: 3/2/2017 7:00 AM

End Date and Time: 3/2/2017 8:00 AM

Schedule Start Date and Time: 3/2/2017 7:00 AM
Schedule End Date and Time: 3/2/12017 3:45 PM

8. To view the time tracker entry that was just created, scroll to the bottom and look for the record
that matches what was entered. Note that the record that was just created is showing a status

of “pending”. Once the supervisor approves the time tracker entry, the status will change to
“approved” (see Figure 18).

Figure 18. Time Tracker Summary Screen and List View

You have entered in an excluded time for-
Employee Name: User

Type: Excluded Time

Reason: Leave (AL, SL, Ect)

Sub Reason: Annual Leave

Start Date and Time: 3/2/2017 7:00 AM

End Date and Time: 3/2/2017 8:00 AM

Schedule Start Date and Time: 3/2/2017 7:00 AM
Schedule End Date and Time: 3/2/2017 3:45 PM

.5 |My Entries V| Clone | Create New View

New Time Tracker| |Approve | Deny| [ A|/B|C|D|E|F|G|/H|/I|J/K|L/MN|O|PQR|S|T|U V|W X|Y Z| Other Al

O A... Excluded Timel... Status Employee Name Start Date and T... End Date and Ti... Excluded Reason Excluded Sub-R... Excluded Time All Approved Exclu... Overtime All
Pending User 3M/2017 12:00. 3/1/2017 2200 PM  Leave (AL, SL,. Annual Leave -120
Pending User 3/2/2017 7:-00 AM  3/2/2017 8:00 AM Leave (AL, SL,. Annual Leave -60 I
WATRS System Employee Guide Veterans Benefits Administration
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9. To open the time tracker entry, click the excluded time ID link as shown below (see Figure 19).
Figure 19. How to Open a Time Tracker Entry

“t | My Entries V| Clone | Create New View

New Time Tracker| |Approve |Deny 2

[] A... Excluded Timel... Status Employee Name Start Date and T... End Date and Ti...

[] Edit E-0000072 Pending User 3M/2017 12:00...  3/1/2017 2:00 PM
Pending User 3/2/2017 7:00 AM  3/2/2017 8:00 AM

10. Now the entire time tracker entry may be viewed as shown below (see Figure 20).

Figure 20. Time Tracker Detail Page

Saarch Salesforce

WATRS WATRS Home ~ Contacts v Performances v Time Tracker

TIME TRACKER
Team 1 User 1 Demo

Performance Day StartDateand Time  End Dateand Time  Status Reason Sub-Reason
Team 1User 1 Demo - 4/1/2017 &/1/2017 T.00AM  4/1/2017 8:00 AM Approved Comp Time Taken Sick Leave

RELATED DETAILS
Performance Day Date of Entry
Team 1 User 1 Demo - 4/1/2017 41112017

Employea Name

Team 1 User 1 Demo

Approve Excluded Time In Hours

1hr 0 min

Start Date and Time Approved Premium Time In Hours

4[1/2017 7:00 AM

End Date and Time

4/1/2017 8:00 AM

Excluded Time In Hours

1hrOmin
Type Of Tima Premium Time In Hours
Excluded Time
Reason
Comp Time Taken
Sub-Reason Final Excluded
Sick Leava
Status Final Approved
Approved

Last Approved/ Denled By

If the time tracker request overlaps another request by date and time, then a duplicate time
tracker entry message will appear. Either change the date and time of the time tracker request
or edit the existing request that it overlaps instead of creating a new request.

WATRS System Employee Guide Veterans Benefits Administration
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3.1.2 Edit Time Tracker Entry
An employee is able to edit a time tracker entry. To edit an existing time tracker entry, follow the steps

below:

1. Click on “time tracker” on the navigation menu across the top of the page.
2. Click the “view” drop down menu and select “my entries — pending” to edit a time tracker entry
that is still in the “pending” status. Then click “go” (see Figure 21).
Figure 21. Employee List View Options

we = Time Tracker

“ Home

My Entries
L{C A My Entries - Pending Go! | | Clone | Create New View

New

Recent Time Tracker

3. Find the time tracker entry that needs editing and click the “edit” link to the left of the record
(see Figure 22).

Figure 22. How to Edit a Time Tracker record.

New Time Tracker | | Approve | Deny ta

|:| Action Excluded Time ID + Status Employee Name
[] Edit E-0000072 Pending User
E-0000073 2 Pending User
[ Edit E-0000074 Pending User

Veterans Benefits Administration
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4. A new screen will appear above the list of pending time tracker records (see Figure 23).

Figure 23. Edit Screen of Time Tracker record

Excluded Time or Premium Pay Previously Selected Values

_ ) Employee Name
(O] Excluded Time

~ ) Christopher Colvin
¢ Premium Pay Stof -

Type of Time
Excluded Time

Excluded Time Options Excluded Time Options

Comp Time Taken Comp Time Taken
Credit Hours Taken Date of Entry

Leave (AL, SL, Etc) 5/31/12017

Other Start Date and Time
Special Projects 5/31/2017 7:30 AM
Training End Date and Time
Union Time 5/31/2017 4:00 PM

Exluded Sub-Reason

Next Comp Time Used
Employee Comment

Status
Pending

a. The type of time tracker can be changed either “excluded time” or “premium pay”.

The subsequent options can be changed as well based on the selection in the previous
step.

c. Click the “next” button to continue.

WATRS System Employee Guide Veterans Benefits Administration
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5. On the next screen complete any necessary edits as needed.

a.

b
C.
d.
e

Enter the start time and duration in minutes of the “excluded time” or “premium pay”.

Choose a “sub reason” from the drop down menu.

Enter a comment in the “employee comment” field if necessary.
Make changes to the “schedule start time” and “schedule end time” as needed.
When done, click the “next” button to finalize the edits made to the time tracker entry

(see Figure 24).

Figure 24. Additional Information Screen for Editing a Time Tracker Entry

Excluded Time Sub Reason

Comp Time Used

Excluded Time Date

05/01/2017

Previous

Previously Selected Values
Employee Name
Christopher Colvin

Type of Time

Excluded Time
Excluded Time Options

Comp Time Taken
Date of Entry

513172017
Start Date and Time

5/31/2017 7:30 AM
End Date and Time

5/31/2017 4:00 PM
Exluded Sub-Reason

Comp Time Used
Employee Comment

Status
Pending

6. On the last page, it will display the summary of the edits made (see Figure 25). Please note that

after editing a request you may have to refresh the page to see the changes.

Figure 25. Time Tracker Success Screen

You have entered in an excluded time for:

Employee Name:
Type: Excluded Time

Reason: Leave (AL, SL, Ect)
Sub Reason: Annual Leave

User

Start Date and Time: 3/2/2017 7:00 AM

End Date and Time: 3/2/2017 8:00 AM

Schedule Start Date and Time: 3/2/2017 7:00 AM
Schedule End Date and Time: 3/2/2017 3:45 PM
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3.1.3 When Time Tracker Entry is Denied
If a time tracker entry is denied, an email will be sent notifying the employee of the denial and reason

why it was denied. The email will list the reason why the time tracker entry was denied in bold and
contain a link to navigate to the record. If the note indicates that the time tracker entry needs to be

corrected follow these steps:
1. Inthe email click on the link to go to the time tracker entry (see Figure 26).

Figure 26. Time Tracker Denial Notification Email

Veterans Benefit Administration
Regional Office
Dear Christopher Colvin,

You are receiving this message because a Time Tracker entry you entered was
denied by your supervisor, .

Here is ao the entry so that you can go and make the following changes:

| This is for the wrong date |

Respectfully,

Your Coach

Veterans Benefits Administration
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2. Inthe time tracker entry, click the “edit” button (see Figure 27).
Figure 27. How to Edit a Time Tracker Entry

) e

WATRSHome  Contacts v Perdommances v Time Tracker  Reports v Dashboards v

|:| Cl‘\li%t‘l"}[}hﬁ'l Colvin D Dtet

si31/207

Comp Time Uised

3. Anew screen will appear above the list of pending time tracker records (see Figure 28).
Figure 28. Edit Screen for Time Tracker Entry

Excluded Time or Premium Pay Previously Selected Values

h ) Employee Name
O] Excluded Time

- - Christopher Colvin
O Premium Pay stol

Type of Time
Excluded Time

Excluded Time Opti
xcluded Time Options Excluded Time Options

Comp Time Taken Comp Time Taken
Credit Hours Taken Date of Entry
Leave (AL, SL, Etc) 5/31/2017
Other Start Date and Time
Special Projects 5/31/2017 7:30 AM
Training End Date and Time
O Union Time 5/31/2017 4:00 PM
Exluded Sub-Reason
Next Comp Time Used
Employee Comment
Status
Pending

a. The type of time tracker can be changed either “excluded time” or “premium pay”.
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b. The subsequent options can be changed as well based on the selection in the previous
step.

c. A new date can be entered or the same date entered again. Please note that a calendar
will appear once the “edit date entry” field is clicked on to assist in picking a date.

d. Click the “next” button to continue.

4. Onthe next screen complete any necessary edits as needed.
a. Enter the start time and duration in minutes of the “excluded time” or “premium pay”.
b. Choose a “sub reason” from the drop down menu.
c. Enter acommentin the “employee comment” field if necessary.
d. Make changes to the “schedule start time” and “schedule end time” as needed.
e. When done, click the “next” button to finalize the edits made to the time tracker entry
(see Figure 29).

Figure 29. Time Tracker Additional Information Screen

Excluded Time Sub Reason Previously Selected Values

Employee Name
Gomp Time Used Christopher Colvin
Type of Time
Excluded Time Date Excluded Time

05/01/2017 Excluded Time Options
Comp Time Taken

Date of Entry
5/31/2017

Start Date and Time
5/31/2017 7:30 AM
End Date and Time

5/31/2017 4:00 PM
Exluded Sub-Reason

Previous

Comp Time Used
Employee Comment

Status
Pending
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5. On the last page, it will display the summary of the edits made (see Figure 30).
Figure 30. Time Tracker Success Screen

You have entered in an excluded time for:
Employee Name: User

Type: Excluded Time

Reason: Leave (AL, SL, Ect)

Sub Reason: Annual Leave

Start Date and Time: 3/2/2017 7:00 AM

End Date and Time: 3/2/2017 8:00 AM

Schedule Start Date and Time: 3/2/2017 7:00 AM
Schedule End Date and Time: 3/2/2017 3:45 PM

3.2 Employee Performances

The performances tab shows a single record of each day that may contain multiple time tracker related
items for an employee. The performance record contains information pertaining to the date of
performance, the schedule start and end time for that day, and any excluded time or premium pay, time
tracker entries for that day. It also calculates the total time worked and the time held to the standard
after any excluded time is factored out

(see Figure 31).

Figure 31. My Performances List View

Search Performances and more gv‘
WATRS WATRSHome  Contacts ~  Performances ~  TimeTracker Reports “  Dashboards
PERFORMAMNCES N
My Performances v tow | ‘mport
50+ ltems - Sorted by Day of Performance - Flltered by Am 1 The Employee - Updated a few seconds ago - Bk ¢ £ €Y
EMPLOYEE NAME - DATE EMPLOYEE NAME DAY OF PERFORMANCE § SCHEDULE START TIME SCHEDULE END TIME WORK TIME IN MINUTES TIME HELD TO STANDARD
1 Christopher Colvin - 8/4/2017 Christopher Colvin 8/4/2017 910 AM 11:33 PM 863 863
2 Christopher Colvin - 8/2/2017 Christopher Colvin 8/2/2017 8:45 AM 5:15 PM 510 510
Christopher Colvin - 6/27/2017  Christopher Colvin 6/27/2017 07:15 AM 03:45 PM 510 510
4 Christopher Colvin - 6/ Christopher Colvin 6/26/2017 07:00 AM 03:30 PM 510 510
5 Christopher Colvin - 7| Christopher Colvin 6/20/2017 08:30 AM 05:00 PM 510 510
6 Christopher Colvin-6/19/2017  Christopher Colvin 6/19/2017 08:15 AM 04:45 PM 510 510
7 Christopher Colvin - 6/13/2017  Christopher Colvin 6/13/2017 07:15 AM 03:45 PM 510 510

Figure 31 shows the “my performances” list view.
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Click the link in the “employee name — date” column for a record to view more details about a record.
This will open the full detail page of the performance record (see Figure 32).

Figure 32. My Performances Detail Page

@ Search Salesforce

i1 WATRS WATRS Home ~ Contacts v | Performances ~  Time Tracker

PERFORMANCE

Christopher Colvin - 5/4/2017

RELATED DETAILS

. Dally Employee Data

5/4/2017

Started Work At

5/42017 8:45 AM
erformance ID Ended Work At
PER-000021501 5/4/2017 5:15 PM

Standards

745 AM

4:15PM

Non-Rating

Time Data
v

The following is a summary of the information contained in the performance record detail page.

Employee Name

Standards — Standard to which the employee is accountable.

Position — Position of the employee, for example: VSR, RVSR, etc.

Employee Work Assigned — Type of work to which the employee is assigned, for example: Non-

el

Rating, Rating and Appeals.

Schedule Start and End Times — Tour of duty for the employee for that day.

Work time in Hours — Total number of hours worked for that day.

7. Time held to Standard — Time for which the employee is accountable for work after any

o

excluded time is considered.
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The “related” tab on the performance record detail page shows all the time tracker entries for that day
(see Figure 33).

Figure 33. Related tab

Search Salesforce

VATRS WATRSHome  Contacts v  Performances “  TimeTracker Reports v  Dashboards “

PERFORMANCE

Christopher Colvin - 5/4/2017

RELATED DETAILS
Time Tr. New Approve | W
Christopher Colvin

EXCLUDED TIN 3 REASON SUB-REASON

E:0000864|  Performance Day S vin Training Local Training v
Christopher Colvin - 5/4/2 542017 8:45 AM
End Date and Time Status View A
5/4/2017 9:15 AM Approved

Performance History (2)
DATE FIELD USER ORIGINAL VALUE NEW VALUE
5/4/2017 2:10 PM Craated Bryan BROOME

5/4/2017 2:10 PM Employee Name - Date Bryan BROOME CHRISTOPHER COLVIN - 5/4/2017 Christopher Colvin - 5/4/2017

The time tracker entry can be accessed from the related tab by clicking on the excluded time ID value.
By moving the cursor over the excluded time ID, additional high level details will display in a pop-up box.

3.3 Employee Contacts

The contacts record shows information about the employee. To access the contact record, click the
name of the employee from the left column. The contacts record shows information about the
employee including email address, phone number, regional office, division, position, schedule start and
end times, and emergency point of contact information. Please ensure that the information contained
in the contacts records is correct and up to date. If the information in the contact record is not correct,
then one will have to make the corrections to the data sources, which are WIT and VATAS; updates are
feed to WATRS bi-weekly (usually on a Monday).
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4.0 Supervisor Instructions
4.1 Supervisor Time Tracker Overview

4.1.1 How to Enter a Time Tracker Entry on Behalf of an Employee
To create a new time tracker entry, follow these steps:

1. Click on the “time tracker” tab from the navigation bar (see Figure 34).
Figure 34. Time Tracker Layout

@ Search Salesforce Q
e WA es ime Tracker leports

WATRSHome  Contacts v Perfor

Enter Time Tracker Requests

Choose Individual Or Team Time Tracker Entry

Individual Entry
Team Entry

“+ [My Entries V| Edit | Delete | Create New View
New Time Tracker | Approve Deny [fJ!
[] Action  Excluded Time!D  Status Employee Name StartDateand Ti... EndDateand Time Excluded Reason  Excluded Sub-Re... Excluded T

Z Time Request

2. Select either “individual entry” or “team entry”. “Team entry” allows one to make an entry for
multiple employees in a list for a team or division.

3. Type the name of the employee for which the time tracker entry is being created. The format
for the name is first name a “space” and then last name. Also, entering just the first or last
name will populate those employees with that first or last name. After the name is entered,
press the enter key on the keyboard and WATRS will search for matching employees. Of the
results displayed, click the radio button next to the employee for whom the entry is being
created (see Figure 35).
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Figure 35. Entering the Name of the Employee

Choose Individual Or Team Time Tracker Entry

® Individual Entry
O Team Entry

If you are entering the request for an employee then enter the name of the employee in the box
below:

Name of Employee

Christopher Colvin

Matching Employees

O Christopher Colvin

4

4. To enter the same time tracker entry for multiple employees at once, select the “team entry”
option and select the employees on the team that need a time tracker record (see Figure 36).

Figure 36. Team Entry

O Individual Entry
O] Team Entry

Team Members

Coach 2 Demo

Coach 1 Demo

Admin Platform Sandbox
AVSCM 1 Community
George Boyd

Coach 3 Demo

Admin Community

VSR 2 Community

Marth Atlantic MA Community
SED MA Community

RlA A& R AR A AR
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5. Additional selections will appear. Select either “excluded time” or “premium pay”
(see Figure 37).
Figure 37. Type of Time Tracker Entry

Excluded Time or Premium

Excluded Time
Premium Pay

6. More options will appear below once “excluded time” or “premium pay” is selected. To
continue select an option from the new items that appear (see Figures 38a and 38b).

Figure 38a. Excluded Time Reasons Figure 38a. Excluded Time Reasons

Excluded Time or Premium Excluded Time or Premium

Excluded Time
®  Premium Pay

=
(O

Excluded Time
Premium Pay

Premium Pay Options
Excluded Time Options

Overtime

Credit Hours Earned
Comp Time Earned
Holiday Hours

)] Leave (AL, SL, Ect)

)] Credit Hours Taken

Comp Time Taken

Training

Special Projects

Union Time

Other

Non-Packet Work Assignment

Y Y Y Y Y Y

N

)_
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7. Select a sub reason (see Figure 39).

Figure 39. Sub Reason

Excluded Time Options

[C] Comp Time Taken
Credit Hours Taken
Leave (AL, SL, Efc)
Other
Special Projects
Training
Union Time

Excluded Time Sub Reason

® Comp Time Used

8. When a “sub reason” is selected enter a “start” and “end date”. Please note that a calendar
drop down window will appear to assist in picking a date (see Figure 40).

Figure 40. Date Entry for Time Tracker Entry

Start Date of Excluded Time
05/01/2017

End Date of Excluded Time

05/0172017

WATRS System Employee Guide Veterans Benefits Administration
March 2017 Page 29 of 38




U.S. Department Y
of'Vetérgirs; Af%girs // / / f

Putting Veterans First

9. Afte
addi

r a date is entered select the [Next] button and a new page will open and requesting
tional information that needs to be entered (see Figure 41).

Figure 41. Additional Information Screen for Time Tracker Entry

Hello Christopher Colvin our records show you as a VSR at 319 Columbia. If any of these are incorrect please inform your stations Super User.
= Type: Excluded Time

= Reason: Comp Time Taken
= Sub Reason: Comp Time Used

Start Time of Excluded Time :

End Time of Excluded Time :

Excluded Time Duration: 8 Hours 30 Minutes (510 minutes)

Please validate your schedule. If you flexed in early or later please adjust the time below to match your flex in start and end time for the day.

schedule Start Time :

Schedule End Time [03 V|:

Employee Comment

Previous | Next

a. Enterthe “start” time.
Enter the “end” time.

c. The last two fields refer to the start and end times of an employee’s schedule. These
fields will be prepopulated with the employee’s core time (as listed in VATAS); however,
if the employee has a “flex schedule” and has started working earlier or later than their
core time, then they should update these last two fields to indicate the actual time work
was started and ended for the day.

d. Enter any comments in the employee comment field.

Finally, click the next button at the bottom to create the time tracker entry.
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Once the time tracker entry is created, a summary page screen will display (see Figure 42).

Figure 42. Summary Screen

You have entered in an excluded time for:
Employee Name: User

Type: Excluded Time

Reason: Leave (AL, SL, Ect)

Sub Reason: Annual Leave

Start Date and Time: 3/2/2017 7:00 AM

End Date and Time: 3/2/2017 8:00 AM

Schedule Start Date and Time: 3/2/2017 7:00 AM
Schedule End Date and Time: 3/2/2017 3:45 PM

10. To view the time tracker entry that was just created, scroll to the bottom and look for the record
that matches what was entered. Note that the record that was just created is showing a status

of “pending”. When the supervisor approves the time tracker entry, the status will change to
“approved” (see Figure 43).

Figure 43. Summary Screen and Time Tracker List View

You have entered in an excluded time for:
Employee Name: User

Type: Excluded Time

Reason: Leave (AL, SL, Ect)

Sub Reason: Annual Leave

Start Date and Time: 3/2/2017 7:00 AM

End Date and Time: 3/2/2017 8:00 AM

Schedule Start Date and Time: 3/2/2017 7:00 AM
Schedule End Date and Time: 3/2/2017 3:45 PM

..ttt |My Entries V| Clone | Create New View
4

New Time Tracker| |Approve | Deny | [fJ]

AlB|c|D|E[F|G|H|I|J/K|L|M|N|O|P|Q|R|S|T|U|V|W|xX]|Y|Z| Other AN

[] A-. Excluded Timel... Status Employee Name Start Date and T... End Date and Ti... Excluded Reason  Excluded Sub-R... Excluded Time All  Approved Exclu... Overtime All
Pending User 3/1/2017 12:00 3/1/2017 200 PM  Leave (AL, SL, Annual Leave -120
Pending User 3/2/2017 7:00 AM  3/2/2017 8:00 AM  Leave (AL, SL, Annual Leave -60

11. To open the time tracker entry, click the excluded time ID link as shown below (see Figure 44).

Figure 44. How to Open a Time Tracker Entry

“% |My Entries V| Clone | Create New View

New Time Tracker | Approve | Deny| TJ

[] A... Excluded Time l... Status Employee Name Start Date and T... End Date and Ti...

[] Edit E-0000072 Pending User 3M1/2017 12:00...  3/1/2017 2:00 PM
[] Edit | E-0000073 Pending User 3/2/2017 7:00 AM  3/2/2017 3:00 AM
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12. Now the entire time tracker entry may be viewed as shown below (see Figure 45).

Figure 45. Time Tracker Detail Page

@ Search Salesforce

21 WATRS WATRS Home  Contacts v  Performances v  Time Tracker

TIME TRACKER

m Team 1 User 1 Demo

Performance Day StartDateand Time  EndDateandTime  Status Reason Sub-Reason
Team1User 1 Demo-4/1/2017 4/1/2017 700AM  4/1/2017 8:00 AM Approved Comp Time Taken Sick Leave

RELATED DETAILS
Parformance Day Data of Entry
Team 1 User 1 Demo - 4/1/2017 411/2017

Employee Name

Team 1 User 1 Demo

Approve Excluded Time In Hours

1hr 0 min

Start Date and Time Approved Premlum Time In Hours

4/1/2017 7:00 AM

End Date and Time

4/1/2017 8:00 AM

Excluded Time In Hours

1hromin
Type Of Tima Premium Time In Hours
Excluded Time
Raason
Comp Time Taken
Sub-Reason Final Excluded
Sick Leava
Status Final Approved
Approved

Last Approved/ Denled By

4.1.2 Time Tracker List Views
The supervisor is able to see time tracker entries by different views (see Figure 46). These views are:

Figure 46. Time Tracker Supervisory List View Options

Search Salesforce S

E;E WATRS WATRS Home  Contacts Vv Performances Vv Time Tracker ~ Reports v Dashboards v

My Division
M

Edit|| Delete | Create New View

My Entries - Pending
My Excluded Entries

NeW|My Premium Pay Entries [ %
My RO
[l AdMy RO - Pending us Employee Name StartDate and Ti... End Date and Time  Excluded Reason  Excluded Sub-Re... Excluded Ti
th Ed My Team 2 rove Christopher Colvin ~ 5/31/2017 7:30 AM  5/31/2017 400 PM  Comp Time Taken Comp Time Used ~ -510
My Team - Pending
Edit | Del E-0000908 Approvetl Christopher Colvin ~ 5/12/2017 7:15 AM  5/12/2017 9:15 AM  Overtime Weekday Overtime

e My Division — Time tracker entries for the division of the supervisor.

WATRS System Employee Guide Veterans Benefits Administration
March 2017 Page 32 of 38




U.S. Department Y
of'Vetérgirs; Af%girs // / / f

Putting Veterans First

e My Division — Pending —Time tracker entries for the division of the supervisor where the “status”
is set to pending.

e My Entries —Time tracker entries for the supervisor.

e My Entries — Pending —Time tracker entries for the supervisor where the “status” is set to
pending.

e My RO —Time tracker entries for the regional office of the supervisor.

e My RO - Pending —Time tracker entries for the regional office of the supervisor where the
“status” is set to pending.

e My Team — Time tracker entries for the team of the supervisor.

e My Team — Pending —Time tracker entries for the team of the supervisor where the “status” is
set to pending.

4.1.3 How to Approve and Deny Time Tracker Entries

A supervisor may approve or deny time tracker entries. To see your team's pending time tracker entries,
select the "my team - pending" list view option. To approve or deny time tracker entries for employees
on another supervisor’s team, select the “my division — pending” list view and click go to see the
pending entries for the division.

To approve a time tracker entry (see Figure 47), follow these steps:

Figure 47. Approve Time Tracker Entries

*% |My RO - Pending V| Edit | Delete | Create New View = O !
New Time Tracker | Approvel Deny | (T ) A|BICID|IEIF|IG|IHIIJ|IKILIMINIO|IP|Q|IRIS|TIUIVIWIX|Y|Z]|Other [AIl|
D Action Excluded Time ID *+ Employee Name Status Coach Comments Start Date and Tim... End Date and Time Excluded Reason Excluded Sub-Reas...
Edit | Del E-0000008 VSR 2 Community Pending Do this then that 8/31/2016 10:00 AM  8/31/2016 11:00 AM  Leave (AL, SL, Ect)  Annual Leave a
Edit | Del E-0000018 VSR 4 Community Pending Thank you for Entry... 9/13/2016 12:15PM  9/13/2016 1:15 PM Leave (AL, SL, Ect)  Sick Leave
O Edit | Del E-0000023 VSR 3-1 Community Pending 9/13/2016 9:15 AM 9/13/2016 11:15 AM  Leave (AL, SL, Ect)  Annual Leave
[] Edit| Del E-D000025 VSR 3-1 Community  Pending 9/13/2016 9:15 AM 9/13/2016 10:15 AM  Leave (AL, SL, Ect)  Annual Leave

Click the checkbox next to the entry that needs to be approved.
Click the “approve” button at the top of the list.

3. Iflist view is set to “my team — pending” or “my division — pending”, then the entries that were
approved will no longer appear. Those entries will appear in the “my team” or “my division” list
view as they are no longer pending.
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To deny a time tracker entry (see Figure 48), follow these steps:

Figure 48. Deny Time Tracker Entries

£% |My RO - Pending /| Edit | Delete | Create New View = @ ‘
New Time Tracker Approvel Deny || |f ) AlBlc DIEIFIG HIIJ/KILIMINIOIPIQIRISITIU|IVIWI|X|Y Z] Other [AI|
[] Action Excluded Time ID Employee Name Status Coach Comments Start Date and Tim...  End Date and Time Excluded Reason Excluded Sub-Reas...
Edit | Del E-0000008 VSR 2 Community Pending Do this then that 8/31/2016 10:00 AM  8/31/2016 11:00 AM  Leave (AL, SL, Ect)  Annual Leave A
Edit| Del E-0000018 VSR 4 Community Pending Thank you for Entry... 9/13/2016 12:15PM  9/13/2016 1:15 PM Leave (AL, SL, Ect) Sick Leave
[] Edit| Del E-0000023 VSR 3-1 Community Pending 9/13/2016 9:15 AM 9/13/2016 11:15 AM  Leave (AL, SL, Ect)  Annual Leave
O Edit | Del E-0000025 VSR 3-1 Community Pending 9/13/2016 9:15 AM 9/13/2016 10:15 AM  Leave (AL, SL, Ect) Annual Leave
1. Click the checkbox next to the entry that needs to be denied.
. “ ” .
2. Click the “deny” button at the top of the list.

For each entry that is denied, a reason must be entered as shown below. Once a comment is
entered, click the next button to proceed to the next entry to enter a comment for each entry
(see Figure 49).

Figure 49. Denial Reason Entry

Time Tracker Information.

Employee Name: Christopher Colvin
Start Date and Time: 5/31/2017 7:30 AM
End Date and Time: 5/31/2017 4:00 PM
Excluded Reason: Comp Time Taken
Excluded Sub-Reason: Comp Time Used

Please pick a choice |
for denying: Incorrect time
Incorrect reason

4. |If list view is set to “my team — pending” or “my division — pending”, then the entries that were
denied will no longer appear. Those entries will appear in the “my team” or “my division” list
views.

5. The employee will receive an email notifying them that the entry was denied along with the
comment. If applicable, once the entry is corrected, the status of the entry will be set back to
pending and will be visible again in the “pending” list views.
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4.2 Supervisor Performances
Performances for employees can be viewed as a supervisor in the performances tab. By changing the
list view to “my team” the supervisor can see all performances for his or her team.

4.3 Supervisor Contacts

The supervisor can view all employees on his or her team by selecting the “my team” list view option. To
access the contact record, click the name of the employee from the left column. The contacts record
shows information about the employee including email address, phone number, regional office, division,
position, schedule start and end times, and emergency point of contact information. Please ensure that
the information contained in the contacts records is correct and up to date.

4.4 Supervisor Dashboard Overview

The Dashboard for the supervisor is set up to view all employees’ data on the logged in supervisor’s
team. The dashboard contains all of the same charts as the employee’s version of the dashboard.
Clicking on one of the charts will allow the supervisor to go the report.

To filter the report to a specific employee these steps should be followed:

Click the “dashboards” tab at the top in the navigation bar.
Once the dashboard displays, click one of the charts for which a filter will be applied.
Once the report loads there will additional options, to add filters, customize, or export the
report (see Figure 50).

Figure 50. Supervisory Report Detail Page

Report Options:
Time Frame

Summarize information by: Show Date Field Range
[Day of Performance ~| [My team's performances ™|  [Day of Performance v [current FY v

From To
Hide Details Save As  Printable View |  Export Details | Subscribe

10/1/2016 9/30/2017
20

Sum of Count of Actions
=

0+

SO g0 g o & B «?’»\b(\\*(\(\\\»@»ﬂ

AP R S A S P R A
S S S S S S ESSSSEES S S
A LA IN LI LT L g LR LI L g St LN
g IV R RE T T N g o

Day of Performance
Edit Large | Medium | Small

4. The chartin the example above is “performance by day for the fiscal year”.
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a. The default date range is the current fiscal year; however it can be modified for a
specific date range. Once a specific date range is entered, the “run report” button will
need to be clicked in order to show the results.

b. To customize the report, to show only one employee on the supervisor’s team, click the
“customize” button.

c. This will load the edit report page (see Figure 51).

Figure 51. Supervisory Report Customization Page

Save Save As Close # Report Properties Add Report Type | |
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i. To add afilter, to show a specific employee, look on the left panel for the field
called “employee name”. Click and drag this field over to the filters section until
a green check mark appears on the field that is being dragged over.

ii. When the field is added as a filter, change the rule type to “contains” if entering
the last name or part of the name of the employee. Or use the “equals” rule if
entering the exact name of the employee.

iii. If the rule type or part of the name is using the “contains” rule type, then click
the “OK” button.

iv. Once the “OK” button is clicked the report and chart will refresh to display the
results (based on the new filter).

d. To Export the report, click the “export details” button (see Figure 52).
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Figure 52. Report Export Page
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e. Click the “export” button.
f. Click the “save” or “open” button in the yellow popup at the bottom to view the report
in Excel (see Figure 53).
Figure 53. Export View Options
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5.0 Point of Contact
For questions regarding the WATRS App, please use the following email address: RDT.VBAVACO@va.gov
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