SDDC OTL TIMEKEEPER & APPROVER

19 April 19, 2011


1. Logon onto SDDC Portal https://portal.sddc.army.mil/ - should already be set up as default website when you click on Explorer
2. On right hand side of SDDC Home Page screen, in the Links section click on TFMS-M, TFMS-M home page should appear

On left hand side of screen, click on LOG-IN TFMS-M Production 
The only way to access TFMS-M is with a Common Access Card
3. Click on I agree, with CAC login, 
4. Select the CAC certificate that has your name and states "EMAIL"
5. Select SDDC Time Managers responsibility from the Navigator Menu.

6. Select Time Cards
7. Select My List from the Time Cards: People in Hierarchy window.  Timekeepers need to add the employees you are responsible for entering time. An employee can be on more than one Timekeepers My List.

a. Enter the employee Name (All CAPS Ex. BANGAN) and press GO button.  Use the Advanced Search if needed.

b. The employee name appears below in the Select Person:  

      Check the box (Select) next to the name and 

      select Add to My List button.  The name is then added to your My List.  

c. Repeat this step until all your employees have are added.  You may need to use the Next, Previous option to view all the employee names.

Note – If you cannot find employee names send an email to SDDC-SAFB-G8-RMB-BE sddc.safb.g8rmbe@us.army.mil with the list of names.  
For Time Keepers Only: (not those just approving)
8. Create a timecard template for each employee.  Templates make Timecard entry faster.  You can create employee templates at any time.  When entering subsequent timecards, you can select a template, and then press the Go button to quickly generate default timecard information.

To create a template and the employee’s first timecard:

a. Select the Action icon for an employee in your list.

b. Select Create Timecard button.

c. Enter Period.  Select the LOV (list of values) to select period equal

Select 3-Sep-xx – 16-Sep-xx. (used for initial training)

d. View Template.  Select the LOV to view the employee templates.  Specific templates generated for an employee are listed under My Templates, where the template names you create will appear.              Public templates are provided by the System Administrator.  Each fiscal year new templates will need to be generated to reflect new Project Numbers.  

e. Required.  Enter Project.  For training purposes use your Current FY Project from the employee timesheet.  If needed, select the Flashlight icon and use the search function to find the project.  Select the Quick Select icon and the project number is added to the Timecard.  Select Tab key to move to the next field.

f. Required.  Enter Task.  Instructions same as Project. 

g. Required.  Enter DCPS.  The majority of employees use DCPS Code “RG” for their standard regular hours. 

h. . SDDC ABC.  .  Select Tab key to move to the next field if not applicable.

i. Optional.  Enter SDDC E/H OTH.  Select the LOV to display the lists of Environmental, Hazardous Duty and Other codes.

j. Optional.  Enter SDDC ND.  If applicable select “Yes” from the LOV.  Enter only the number of hours subject to Night Differential using this line.  Enter another line for the balance of the hours not subject.

k. Optional.  Enter SDDC INJ NUM.  Select the LOV to locate the MMDD of the Injury.

l. Required.  Enter the total hours for each day for this line of Timecard information.  The system displays dates in the column headings.  

m. Repeat the above steps 5e – 5l adding as many lines needed for the template.  Select Add Another Row button if more lines are required.  Select Recalculate button to compute the daily and line totals.

n. Required.  Enter Template Name. (EX. FY07 Bangan).  Select the Save as Save as a Template button to save the template.  The system returns the confirmation message “The timecard has been successfully saved as a template.”
o. Select Home, Timecard, My List to select next employee.
p. Timekeepers create templates for each of the employees.
9. Please review the timecard for any corrections and or additions and if necessary submit the Timecard per the below instructions.  
a. Follow the same instructions as 5 above selecting a template from the Template LOV and then selecting the Go button.
b. Timecard lines generated from the template are added to the Timecard.  Continue to any additional lines if necessary.  When adding additional lines remember to decrease the hours from the line with the standard hours.  Select Add Another Row button if more lines are required.  Select Recalculate button to compute the daily and line totals.
c. See attached sample of Timecard.
d. Note the Timecard is not saved until you select Submit and resolve any errors.  If the Timecard is not ready to submit select  Review then Save button to save the timesheet.  Select Complete Save Process button on Review: window.

e. Once you complete the Timecard select Submit button.  Timecard errors are displayed at the top of the window and must be resolved before the Timecard completes the Submit.  The next Review window allows you to review the Timecard information.  If needed select the Back button to return to the Timecard entry to make changes.  Select Complete Submit Process button to send an email notification to the employee supervisor for approval.
f. Select the Return to Hierarchy button and then MyList to enter the next employee.

10. Optional - Follow the instructions in the SOP Chapter 2 to Print the Timecards.
Approvers

11. TFMS sends an email notification of the pending Timecard approval.  TFMS uses the same Notification window for both Requisitions and OTL Timecards. 

a. Select Notifications from the Navigator menu.

b. Click on the Subject line of the Timecard for approval.
c. Ensure that leave, OT, regular hours, holiday, differentials posted times are accurate

d. Select the Approve button.  Set of actions (Approve, Reject, Reassign and Request more information) is located at the top and bottom of the window.  The bottom area includes a response area to include a message to the employee.

e. Continue to approve additional timecard approval.  

*** Multiple Approval Option : Click on Approval (History/MASS) to approve multiple timecards from one screen.

 Submitted Time cards should be listed. 

 -Click on Details to check time cards, if ok, leave Action as Approve

- Click on Continue

Click on Submit

Click on Return to Timecard Approvals or Close Window
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