ATAAPS Guide to Inputting Telework Hours

1. Click on the Labor link from the Main Menu.

ATAAPS Menu

I Timekeeping Administration Accounting Utilities
Labor Certification Job Order Inguiries

Labor/Leave Review Perzonnel Management Op Code Defaults/Favorites Maintenance
Timekeeper Review Roster Management Work Center Change UIC - W2TZAA
Default Labor Team KManagement Reports.

Employee Reopen Change Password

Database

Employee Messages
MNothing found to display.

2. Enter your Time and Attendance using the InsertRow button on Menu bar.

Go to Bottom

Employee Information

Logged In As: , uic

Team: AHB CMD SUSTNMNTS REVETIN DV

Employee: }

Begin Pay Period: 2010-Sep-26 - ﬂ ﬂ PayPeriod
NtDiffiHaz/0th: No Concur: No Certified: No Sent To Payroll: No View Leave

Employee Hours
September| 26 | 27 (28 (29 (30 |1 |2 |3 |4 |5 | 6 |7 8|9
| | |[work Center [Job Order [Op Code [Type hr [ Sun | Mon | Tue [ wed [ Thu | Fri | sat| Sun | Mon | Tue | wed | Thu | Fri | Sat | Total
Scheduled Hours| 0.00 9.00 [9.00|9.00 [9.00 |0.00/0.00)0.00 | 9.00 [9.00| 9.00 |9.00 |8.00/0.00 80.00
Reported to Scheduled Hours| 0.000.00 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

DeleteRow | CopyRow | WIDiffHaziOth | insertRow | Refresh | Summary | CreateLu

Go to Top T




3. Enter your work hours in the space provided and click Save.

Go to Bottom

Employee Information

Logged In As: . uic
eam: AHB CMD SUSTNMNT& REVETIN DIV

Employes:

NtDifffHaz/Oth: Yes Concur: No

Pﬂ)‘l’ﬁiﬂdl

Certified: Mo Sent To Payroll: No  View Leave

Employee Hours

September| 26 27 28 b 30 1 2 3 4 5 L] T H g
\Work Center |Job Order |Op Code [Type hr | Sun | Mon | Tus | Wed | Thu | Fri | Sat | Sun | Mon | Tue | Wed | Thu | Fri | Sat |Total
T @l wo - o=og| 8 B[ [ow oo w | | [ [w [pw w pw | |mul€—
Scheduled Hours| 0.00 | 9.00 | 9.00 | 9.00 | 9.00 | 0.00 | 0.00 | 0.00 | 9.00 | 9.00 | 8.00 | 9.00 | 8.00 | 0.00 |80.00
Reported to Scheduled Hours| 0.00 | 9.00 | 9.00 | 9.00 | 9.00 | 0.00 | 0.00 | 0.00 | 8.00 | 9.00 | 5.00 | 9.00 | 2.00 | 0.00 [80.00
Save| DeeteRow | CopyRow | MNifiMazioth | isertRow | Refresn | Summary | createLu |

Go to Top

f
E=E

4. Click on the Nt/Haz/Oth button on the Main Menu and then click on the Add link
under your assigned telework day.

Go to Bottom

Logged In As: J
Team: AHB CMD SUSTNMNTS REVETIN DIV

Employee:
Begin Pay Period: 2010-Sep-26
NtDifffHaz/Oth: No Concur: No

uic:

Certified: No  Sent To Payrol: No View Leave

Pﬁ)"".emdl

Employee Hours

September| 26 | 27 | 28 | 29 | 30 | 1 | 2 3 4 5 | 6 7 | 8 g9

[Work Center | JobOrder __|Op Code [Typehr | Sun | Mon | Tue |Wed | Thu | Fr | Sat | Sun | Mon | Tue | Wed | Thu | Fri | Sat |Total
e IIQ|| AHB = 4BEE3S iy #| red[ |poo eoo [eon (oo [ [ [ |leoo [eoe [[so0 |poo [eoo [ |so00
sihcel | wortl [ [ T T T T T T [ [ oo

User Data|| Hz/Oth Add | Add | Add Add | Add | Add Add
Scheduled Hours| 0.00 | 9.00 | 8.00 | 5.00 | 9.00 | 0.00 | 0.00 | 0.00 | 9.00 | 9.00 | 5.00 | 2.00 | 800 | 0.00 [80.00
Reported to Scheduled Hours| 0.00 | 8.00 | 8.00 | 8.00 | 8.00 | 0.00 | 0.00 | 0.00 | 9.00 | 9.00 | 5.00 | 8.00 | 800 | 0.00 [80.00

Save | DefeteRow | CopyRow | wDitfHazioth | iserRow | Refresh | Summary | createLy

Go to Top T
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5. Select your Reason Code (1) from the scroll down list. Then place a check mark in
the Box (2) under your assigned Telework day(s). Then click the Reason button (3).

Employee Information

Employee: b
Date: 9232010
Job Order: 4BEE3S
0P Code:
Type Hours: RegGrd
Reason: ‘ BK - Grievance and Appeals s

TN - Telewaork Medical B
TS - Telework Ad Hoo/Situational [E] | <Qu— _ }

TW - Telework Requiar =

September
2% 27 28 29 30 1 2 3 4 5 6 7 8 9
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat

B m o B B & OB N

1
B

6. Your Telework days should be coded TW (Regular), TS (AdHoc/Situational or TM
(Medical). Complete process by clicking the Save button.

Go to Bottom
Employee Information

Logged In As: uic:

Team: AHB CMD SUSTNMNT& REVETIN DIV

Employee:

Begin Pay Period:  2010-5ep-26 v x| =] PayPeriod |
MtDifffHaz/0th: Yes Concur: No Certified: No Sent To Payroll No  View Leave

Employee Hours

September| 26 | 27 | 28 | 29 | 30 | 1 2 3 4 5 6 7 8 3

[Work Center Job Order Op Code [Typehr | Sun | Mon | Tue |Wed | Thu | Fri | Sat | Sun | Mon | Tue |Wed | Thu | Fri | Sat |Total
(=D m]| AHB - 4BEE3S E) Rﬁi§| |9.uu |9.uu |9.uu |9.uu | | | |9.uu |9 00 ||9.00 |9 00 |a.uu | 80.00
swacet | wor[ [ [ f F  F T ff f f f f o

User Data|| Hz/0th Add | Add | TW | Add Add ™ Add
Scheduled Hours| 0.00 | 8.00 | 9.00 | 8.00 | 8.00 | 0.00 | 0.00 | 0.00 | 9.00 | 8.00 | .00 | 9.00 | 5.00 | 0.00 [50.00
Reported to Scheduled Hours| 0.00 | 9.00 | 8.00 | 9.00 | 8.00 | 0.00 | 0.00 | 0.00 | 5.00 | 8.00 | .00 | 8.00 | 8.00 | 0.00 |80.00

Save| DeleteRow | CopyRow | MDiffHazioth | imserRow | Refresh | Summary | createLu

(Tn Top ‘




