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October 27, 2006
MEMORANDUM FOR TIMEKEEPERS, FACILITY COORDINATOR AND
                                    CERTIFYING OFFICIALS

FROM: 

    Vickie L. Jones   [image: image1.png]Vivkw s P









    Director, National Payroll Center

SUBJECT:
           Online Supervisor’s Time & Attendance Report 

Our memo dated September 22, 2006, Subject: Online Supervisor’s Time and Attendance Report, outlined the implementation schedule for the above report in the Electronic Time and Attendance Management System (ETAMS).  This memo provides additional information for using this new online function.  

Supervisors will review and certify the Online Supervisor’s Time and Attendance report (T&A Report) report data electronically.  The paper version of the Supervisor Time and Attendance Certification Report will be discontinued.  

The new process will enhance GSA National Payroll Center (NPC) internal controls. In addition, this new process supports 1) the Joint Financial Management Improvement Program (JFMIP) requirement for Human Resources (HR) and Payroll systems to generate reports to monitor T&A data; and 2) Government Accountability Office (GAO) requirements of T&A reports to have several different fields including a field showing the authorizing official’s approval.  The goal of this new process is to ensure accuracy and completeness.
Supervisor's T&A Report Certification Process:

It is the supervisor’s responsibility to review and certify the “Uncertified T&A Report” each pay period.  Supervisors will be able to view the prior pay period report on the 1st Thursday of each new pay period.  
Steps to certify the Time and Attendance Report:

1. Supervisors will login to FEDdesk. 

2. Select the ETAMS function “Time clock”.  (Picture 1)

3. The certifier of the employee’s Base Schedule, Timecard or Amendment will immediately see a reminder screen (Picture 2) that displays all uncertified T&A reports by pay period with the most current pay period on top.  The report can also be printed.  Select “Close” to close out the reminder screen.

4. Select ‘Reports’ option from the ETAMS Main Menu (Picture 3) and then choose the ‘Supervisor’s T&A Certification Report’ (Picture 4) from the reports list.

5. Click in the ‘Period’ field to display all the pay period dates and then select the oldest uncertified date as reported on the Uncertified Supervisor's Report.  You have the option to sort and filter by fields to refine your employee record search. (Picture 5)
6. The T&A Report data displays data in up to six folders or tabs (similar to worksheets in an excel spreadsheet).  These are headers (Current PP–Time in Pay, Current PP–Time Absent, Retro-Time in Pay, Retro-Time Absent, Total Leave Balances, and PAR Errors) for each pay period.  The type of T&A actions processed during the prior pay period will determine number of tabs displaying information. 

7. The ‘Certify’ column is located on the far right side of the report. This column shows on two worksheets: Current PP – Time in Pay and Retro – Time in Pay.  By default, this box is checked for all employee names on the list. (Picture 6)  Supervisors should review time for all employees on the report.  If the T&A is correct for each employee, the supervisor has no action.  If T&A is not correct or the Supervisor did not sign an employees Timecard, uncheck the employee name and it will not be certified. If any previous employee records have not been certified or are unchecked, you cannot certify the entire T&A report.  Steps must be initiated to correct the T&A problem noted by certifying official such as completing an amended T&A card.  Once the appropriate corrective action has been completed, Certifying Officials (CO) can verify the record on the T&A report and certify.  Pending corrections will show on future pay period certification reports under the “Retro” tabs. 

8. After reviewing the entire report, click the Certify/Accept button. (Picture 7)  Once the entire report is certified, the CO name and date displays next to each record. 
9. When all records for the Pay Period have been certified, the status of the report is “Certified”. (Picture 8)
Here are a few reminders regarding the review of the uncertified T&A Report:

· The ‘Current PP - Time in Pay’ and ‘Retro - Time in Pay’ folders have an ‘NPC’ column.  An asterisk in this column means that the National Payroll Center (NPC) changed this record after it was certified by the CO and collected by the NPC for processing due to an error made at the facility (now called a Payroll Correction).  Amendments may be required for these records.  Give special attention to the review of these records.

· The ‘PAR Errors' folder has an ‘NPC’ column.  An asterisk in this column means that PAR has either changed the record, created the record, or did not process the record.  Amendments may be required for these records.  Give special attention to the review of these records.  One of three messages will display for each record:

i. Missing T&A – PAR created a timecard for the employee as none was submitted for the pay period.

ii. Retro Error – There was an error when PAR tried to process the record and the record has NOT yet been corrected by the NPC.  

iii. Retro Unedt (Unedited) – A record (Amendment) has been received by PAR but has not yet been processed (i.e. an amendment may be collected on Monday, Tuesday or Wednesday of the first week of each pay period but will not be processed by PAR until the second week of the pay period).  The record will show up in the new pay period report as a valid entry.  
· After certification of all records, the reminder screen does not display at logon. All records from a prior pay period must be certified before a more recent report can be certified.  Past reports are stored or archived in ETAMS and can be viewed on screen and printed or exported and saved to a file.

Online Report for Timekeepers:

Timekeepers may access the Online T&A Report by following the steps one through six above.  Timekeepers have the option to print or view these reports only.  All or part of the T&A report can be printed or exported and saved to a file.  The “Print Options” box has a checkmark beside each active folder or tab. Only tabs that contain data are active.   Tabs with no data are grayed out.  Click the “Print button” to preview all active folders. You may click the “Deselect All” box to remove all checkmarks.  Then, check the desired tabs to print.  After the Print button is clicked, the print preview displays.  Buttons at the bottom of the screen report allow you to print or export the report.

Definitions of these folders or tabs:

· Current PP-Time in Pay – This tab displays data pertaining to the employee’s time in pay for the pay period.  

· Current PP-Time Absent – This tab displays data pertaining to the employee’s time absent for the pay period.  

· Retro-Time in Pay – This tab displays data pertaining to the employee’s time in pay for a retroactive pay period with an end date noted in the “Retro End Date” column.  Retro records are also called Amendments.  

· Retro-Time Absent – This tab displays data pertaining to the employee’s time absent for a retroactive pay period with an end date noted in the “Retro End Date” column.  Retro records are also called Amendments.  

· Total Leave Balances – This tab displays data pertaining to the employee’s Leave Balances and Shared Leave totals as reported on the Earnings and Leave Statement (ELS).

· PAR Errors – This tab displays data that was either created, changed, or did not get processed by PAR.

For questions regarding using ETAMS, please contact either the FEDdesk Helpdesk on 816-823-3035 or at feddesk.helpdesk@gsa.gov.  

For questions regarding data contained on the Online T&A Report, please contact the GSA National Payroll Center Customer Service Representatives for assistance at KC-Payroll.Finance@gsa.gov, or call telephone nos. 816-823-3900 and 1-800-676-3690 x33900.
ENCLOSURE – Pictures of Process for Certifying Online T&A report

Picture 1 – Select Time clock
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Picture 2 – Reminder Screen
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Picture 3 – Select Reports Tab
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Picture 4 – Select “Supervisors T&A Certification Report
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Picture 5 – Click in the “Period Field”
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Picture 6 – Certify Column
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Picture 7 – Click on Certify button then Accept
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Picture 8 – Status of report “Certified” 
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