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Getting Started

To use TFMS-M Production, a user must obtain system access through the TFMS-M Helpdesk.
It will take approximately 48 hours to receive TFMS-M access. User must have active CAC

card.

Help Desk Hours Monday — Friday Daily 24 Hours
Toll Free Number 1-800-462-2176

DSN Number 770-7332

Commercial Number 618-220-7332

Email Address sddc.safb.tfmsmhd@us.army.mil

1. Access the TFMS-M Information page by entering the following URL address:

https://as10.pweb.sddc.army.mil/tfmsm/start.html

2. Click Login TFMS-M Production


https://as10.pweb.sddc.army.mil/tfmsm/start.html

SDDC

TFMS- TFMS-M is Available.

i Production

3 Unless otherwise stated TFMS-M will be Unavailable from 15:30 until
Updates 'ﬂt 20:30 the second and fourth Sunday of every month.

Training and TFMS-M has moved. Favorites you have created in your browser will no
Documentation longer work!

Help Desk Contact To access TFMS-M:
Information

1. Connect to https://as10.pweb.sddc.army.mil/tfmsm/start.html, then
Training/Test click on LOG-IN to bring up the TFMS-M banner page.

TEET 2. If you experience problems please verify with their Local IT personnel
that local Firewall rules exists to allow ports 8044,4443,4445, and 4444
from your site to communicate with SDDC's TFMS-M server
eippapp99.sddc.army.mil.

3. Users who still experience problems should then contact the Systems
Response Center (DSN 770-7332 and select option 4) or by email
sddc.safb.timsmhd@us.army.mil for direction and support.

Main Page

DOD NOTICE AND CONSENT BANNER

i ou are accessing a U.S. Government (USG) Information System (IS) that is provided for USG-authorized use only.
By using this IS (which includes any device attached to this IS), you consent to the following conditions:
The USG routinely intercepts and monitors communications on this IS for purposes including, but not limited to,
penetration testing, COMSEC monitoring, network operations and defense, personnel misconduct (PM), law
enforcement (LE), and counterintelligence (CI) investigations.

At any time, the USG may inspect and seize data stored on this IS.

Communications using, or data stored on, this IS are not private, are subject to routine monitoring, interception,
and search, and may be disclosed or used for any USG-authorized purpose.

This IS includes security measures (e.g., authentication and access controls) to protect USG interests--not for
your personal benefit or privacy.

Notwithstanding the above, using this IS does not constitute consent to PM, LE or CI investigative searching or
monitoring of the content of privileged communications, or work product, related to personal representation or

services by attorneys, psychotherapists, or clergy, and their assistants. Such communications and work product
are private and confidential. See User Agreement for details.

( | agree, with CAC login D

PLEASE USE EMAIL CERTIFICATE




DOD NOTICE AND CONSENT BANNER

are accessing a U.S. Government (USG) Information System (IS) that is provided for USG-authorized use only.

ing this IS (which includes any device af . ns:
! r~ Identification
USG routinely intercepts and monitors i CEER ST AL S R ot limited to,
etration testing, COMSEC monitoring, 1 [PM), law
orcement (LE), and counterintelligence Name | Issuer |
DOD CA-19

Iny time, the USG may inspect and seize = DOD EMAIL CA-13 <

nmunications using, or data stored on, tt nterception,
search, and may be disclosed or used fc

5 IS includes security measures (e.g., aut _ ts--not for
it personal benefit or privacy. More nfo... | View Certfcae... |

(withstanding the above, using this IS doe oK | Cancel | earching or
mitoring of the content of privileged con sentation or

rices by attorneys, psychotherapists, or clergy, and their assistants. Such communications and work product
private and confidential. See User Agreement for details.

| agree, with CAC login

Click on Email certificate.

OTL Navigation Guidance:
= Do not use the Internet Explorer (IE) Back icon.
= The system can appear slow when entering the first timecard session for the
day. You will see performance improve on subsequent entries.
= The notification screen combines all types of notifications including OTL
Timecard and TFMS-M Requisitions.

5. Select Self Service Time



ORACLE' E-Business Suite

Logout Preferences Helo

Navigator

[ Application Develope

[ Asset Inguir

[ DFAS GL Inguiry

[ DEAS GL Supeniso

[ DEAS Payables Inquiry

(2 DFAS Payables Interface Technician
[ DEAS Payables Sugerviso

[ DFAS Purchasing Inguiry

[ DFAS Recejvables Inguiry

[ Eederal Administrator

Federal Administrator Inguiry
Federal Administratar Manager
Fixed Assets Administratar

Fixed Assets Manager

Help Desk

Oracle Diagnostics Tool

OTL Super Administrator

OTL Super Timekeeper

Payahles Inguiry

Project Billing Super User

Puhblic Sector General Ledger Super User
Bublic Sector Payables Manager
Public Sector Purchasing Super User
Bublic Sector Receivables Manager
Purchasing Buyer

Beparts Tester

SDDC OTLARS Information

SDOC Tirme Manager

Systern Administrator

TEMS Buyer with CARE

)

%

ﬁ
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DDD%DDDDDDDDDDDDDDDD

Self Service Time

D Motifications

E SDDC Timecard - Employee
Time

E Tirne Entry

[l Timecard Search

D Templates
&l create Timecard

| Edit Mavigator

Favorites

Logged In Az BENYMONT

|_Edit Favorites

YYou have not selected any favorites. Please use the "Edit Favarites”

button to set up your favorites.




Enter Timecard

To create a timecard, perform the following steps:

1. Select Self Service Time

ORACLE' E-Business Suite

Logout  Preferences  Help

Navigator

23 Application Developer
[ Asset Inquiry
[0 DEAS GL Inguiry
[CJ DEAS GL Supervisor
[0 DFAS Payahles Inguiry
[[J DEAS Payables Interface Technician
[21 DFAS Payahles Supervisor
[ DEAS Purchasing Inguiry.
[CJ DEAS Receivables Inguiry
[ Federal Administrator
ederal Adrinistrator Inguiry
ederal Administratar hManager
ixed Aszets Administrator
ixed Assets Manager
elp Desk
[ Dracle Diagnostics Too
[23 OTL Super Adrministrator
(23 OTL Super Timekeeper
[3 Payables Inguiry
[23 Project Billing Super User
[0 Public Sector General Ledger Super User
[23 Public Sector Payables Manager
(3 Public Sector Purchasing Super User
[ Public Sector Receivables Manager
[23 Purchasing Buyer
3 Reports Tester
‘mj SDDC OTULRS Information

mm

mm

]
[
[
[
[

:

SDOC Time Manager
[fSelf Service Timel

[£3 Systern Administratar
Q TFMS Buyer with CARE

Logged In A5 BENYMONT
Favorites
| Edit Mavigatar |_Edit Favorites
You have not selected any favorites. Please use the "Edit Favorites”
button to set up your favarites

Self Senvice Time

[E Matifications

(5] 50D Timecard - Employes
Time

5] Time Entry

E| Timecard Search

E| Templates
El Create Timecard

2. Select Time Entry

ORACLE' E-Business Suite

Logout Preferences Help

Navigator

[0 Application Developer
3 Asset Inguiry
(23 DFAS GL Inguiry
[ DEAS GL Supenisor
[CJ DEAS Payables Inquiry
(23 DFAS Payables Interface Technician
[ DEAS Pavables Supervisor
[CJ DEAS Purchasing Inguiry
[ DEAS Receivables Inguiry.
[23 Eederal Administrator
ederal Administrator Inguiry
ederal Administrator Manager
Fixed Assets Administrator
Fixed Assets Manager
elp Desk
[ZJ Cracle Diagnostics Tool
3 OTL Super Administrator
[£3 OTL Super Timekeeper
[ Payables Inguiry
[ Project Billing Super User
[2J Public Sector General Ledger Super User
[ Public Sectar Payables kanager
[23 Public Sector Purchasing Super User
23 Public Sector Receivables hanager
[ Purchasing Buyer
[CJ Reports Tester
(23 50DC OTULRS Information
3 SDDC Time Manager
[®YSelf Service Time]
[ Systern Administrator
[£3 TEMS Buyer with CARE

mm

[
[
[
[
]

F

Logged In As BENYMONT
Favorites
(_Edit Favorites

You have not selected any favorites. Please use the "Edit Favorites”
button to set up your favorites

| Edit Navigator |

Self Service Time

El Motifications

E| 1 imecard - Empl;
et

= Brerd cearch

E Templates

Create Timecard




3. Click Create Timecard

ORACLE Time Home Logout Freferences

Time Entry | Timecard Search | Templates | Create Timecard

Recent Timecgeds: BENYMON, Ms. TASHINA, 5286

| Create Timecagdd) Import Timecard |

Status Period Starting Period Ending Recorded Hours Submission Date Update Delete

Details Audit Data
Ma results found

Time | Home | Logout | Preferences

Copyright () 2006, Oracle. &l rights reserved. Privacy Statemert

= For a list of the timecard data entry fields, refer to Appendix B.

4. Select Period from dropdown list

= The period field will default to the current pay period (Saturday —
Sunday).

ORACLE' Time Home Loool  Preferences

Time

Time Entry | Timecard Search | Templates | Create Timecard

\(ne Entry: BENYMON, Ms. TASHINA, 5286

(_Review, then save ) (_Submit

Comments

Period | 27-May-07 - 09-Jun07 |2
oI g T

SDDC Sun, May |Mon, May |Tue, May |Wed, May
Project Task DCPS SDDC EH OTH SDDC ABC ND SDDC Inj Num 7 2 20 2
[z | o |[1ei00m0) & |[Re REGU | ol 4 I | il al|[ al|[ Fl
| 4l gl | | 3| I 4 | | Il I Il |
(Ao Anotner Fow ) | Recalculate ) 0 g 5 g

Template Mame ‘ | Save As ATemplate |

( Review, then save ) (5 ubmit

WARNING! If a user waits until the Monday following the Pay Period Ending (PPE)

to submit a timecard, the Period field will automatically default to the next pay
period.

For a list of 2007-08 PPE schedule, please refer to Appendix A.



5. Select Template from dropdown list

= |f you have not created a timecard template, refer to the section titled
Create Timecard Template as referenced in the Table of Contents.

6. Click Go

ORACLE Time S 2 R

Time

Time Entry | Timecard Search | Templates | Create Timecard

Time Entry: BENYMON, Ms. TASHINA, 5286
(_Review, then save ) (_Submit

Period | 27-May-07 - 09-Jun07 v |2 Comments
Template |- FY¥ 07 TEMPLATE 1

SDDC Sun, May |Mon, May |Tue, May |Wed, May
Project Task DCPS SDDC EH OTH SDDC ABC ND SDDC Inj Num 7 28 29 30
[z | o |[1ei00m0) & |[Re REGU | ol 4 I | il al|[ al|[ Fl
| 4l gl | | < I 4 | | Il I Il |
(Ao Anotner Fow ) | Recalculate ) 0 g 5 g
Template Mame ‘ | Save As ATemplate |

( Review, then save ) (5 ubmit

The timecard template will automatically appear!



Add Another Row

To reflect additional DCPS categories a user can add another row to the timecard by
performing the following steps:

1. Click Add Another Row

ORACLE' Time

Time

Time Entry | Timecard Search | Templates | Create Timecard
Time Entry: BENYMON, Ms. TASHINA, 5286

Review, then save | (_Submit

Period | 27-May-07 - 08-Jun07 |2 Comments
Template |- FY¥ 07 TEMPLATE | (Ge

SDDC Sun, May |Mon, May |Tue, May |Wed, May
Project Task DCPS SDDC EH OTH SDDC ABC ND  |SDDCInj Hum 7 28 29 30
\ [z | 7 |[1e0000] . |[Re REGU] 7 | Sl 4 4l [ al|[ al[[ B
b N —g Ed Edl | I o I | [ [ |

- E
(_Add Another Row )) Recalculate | 0 8 8 8
el | Save As ATemplate )

Review, then save | |_Submit

Time | Home | Logout | Preferences
Copyright (<) 2006, Oracle. &l rights reserved. Privacy Statement

2. Enter the timecard details for the added row
o Remember the following:
= The total fields must not exceed the allotted maximum daily hours.

= Refer to Appendix C for a list of DCPS codes or the following
website:

https://dfas4dod.dfas.mil/systems/dcps/consolid/dcpsdocs.htm

10


https://dfas4dod.dfas.mil/systems/dcps/consolid/dcpsdocs.htm

3. Click Recalculate to refresh the Total columns

ORACLE' Time Vome Lowout Frefersrces

Time Entry | Ti | Tel | Cn
Time Entry: BENYMON, Ms. TASHINA, 65286

| Rewiew, then save S ubmit

Period | 27-May-07 - 09-Jun-07 |+ (2 Comments
Template |- F¥ 07 TEMPLATE w| (Go

SDDC Sun, May (Mon, May (Tue, May (Wed, May

Project Task DCPS SDDC EH OTH SDDC ABC ND SDDC Inj Hum 27 28 29 30
[z | . |[11910000) . |[Re REGU] . || vl [ < Edl il Elll| 8| El
P oz | 4l 4l ol L~ Edl Il il il |
| Edl ,‘L!\ | <l 4 el Edl Il I Il |
Add Another Row | Recalculate 44— 1] a 8 8

Template Mame |_Bave As ATemplate J
| Review, then save Submit
Time | Home | Logout | Preferences

Conyrioht 000 2006 Cwacl Al ricibd= py ] P Staternernt

Preferences  Close Window

| Rewview, then save 5 ubmit

Recalculated Hours

~
Sun, Jun |Mon, Jun |Tue, Jun |(Wed, Jun |Thu, Jun }(Jun Sat, Jun |Sun,Jun |[Mon, Jun |Tue, Jun |Wed, Jun TM Fri, Jun Sat, Jun
L Inj Hum 10 1 12 13 14 15 16 17 18 19 20 21 ey 23 otaly Delete | Details
Edl Il o/l sl 7 sl 8|l I Il 8|l 8|l 8|l Al PN )
Edl Il Bl el | ol ol I Il of|[ olll ol ol|l ol B
Edl | AN [ I Il I I Il Il Il I Il I 0
0 8 8 8 8 8 0 0 8 8 8 8 8 o]l 8o

| Review, then save Subrait

Privacy Statement

11



Save a Timecard

After a timecard is created for a pay period, a user can perform the following steps to
save the timecard:

1. Click Review, then save

ORACLE’

Time Entry | Timecard Seal

ch | Templates | Create Timecard

Time Entry: BENYMON, Ms. TASHINA, 6288

Preferences  Close Window:

Time

Review, then save ) [ Submit )

Template Mame

Period [ 10-Jun-07 - 23-Jun-07 v |@ Comments
Template |- FY¥ 07 TEMPLATE v| (3o
SpDDC Sun, Jun (Mon, Jun |Tue, Jun [Wed, Jun
Project Task DCPS SDDC EH OTH SDDC ABC D |SDDC Inj Num 10 11 12 13
12| o (1o o |ro recy| v F =~ Edl [ ol | 8]l B
w2 | s |[necoon o | La Eave] v I Edl [ 8|l ol o
4 Y - e g ] — /
|_Add Another Row ) | Recalculate 0 8 8 8

Copyright (c) 2008, Oracle. &1l rights reserved

Save As ATemplate /

Time | Preferences | Close Window

At times users may receive error messages while attempting to save their timecard.
Below is a list of timecard error messages and their meanings:

The following time entry rule has violated the period maximum (24 hr day
maximum)- total hours cannot exceed 24 hours per 1 day

The following time entry rule has been violated (Emp biweek total) -
employee’s 2 week total cannot exceed 80 regular plus leave hours for GS,
CWS, or WG firefighter’s 2 week total cannot exceed 144 regular plus leave
hours

The following time entry rule has violated the period maximum (9 reg hr Daily
maximum) employee’s regular plus leave hours cannot exceed 9 hours per 1
day for GS, CWS, or WG

The following time entry rule has violated the period maximum (12 reg hr Daily
maximum) security guard’s regular plus leave hours cannot exceed 12 hours
per 1 day

Hrs - Project/Task validation error. Contact your support representative -
project and/or task number have not been entered on time entry line

Hrs - Invalid expenditure type and expenditure type class combination -
DCPS code has not been entered on time entry line

12


https://tfmspw.mtmc.army.mil:8098/OA_HTML/OA.jsp?_rc=/oracle/apps/hxc/selfservice/timecard/webui/TcActivitiesPG&_ri=809&_ti=1874150503&ResourceType=PERSON&Action=Timecard&Review=N&addRows=0&StartTime=2006/08/06&StopTime=2006/08/19&retainAM=Y&oapc=12&oas=s3M-9SJR6hkhHX9lJG68fg..#Measure_4_12_14483#Measure_4_12_14483
https://tfmspw.mtmc.army.mil:8098/OA_HTML/OA.jsp?_rc=/oracle/apps/hxc/selfservice/timecard/webui/TcActivitiesPG&_ri=809&_ti=1874150503&ResourceType=PERSON&Action=Timecard&Review=N&addRows=0&StartTime=2006/08/06&StopTime=2006/08/19&retainAM=Y&oapc=13&oas=N8a6FTNEbozDpJitU8ysTg..#Measure_3_2_14483#Measure_3_2_14483

2. Click Complete Save Process

ORACLE

Preferences  Close Window

Time
Time Entry | Tirr emp d

Review: BENYMON, Ms. TASHINA, 5286

(_Back ) [ Complete Save Pracess
Week Starting Sunday, June 10 2007
Timecard Period (days) 14
Comments

Fri, Sat,

Fri, Sat,
SDDC |SDDC SDDC |SDDC Sun, |Mon, |[Tue, |Wed, |[Thu, |Jun [Jun Sun, |Mon, |[Tue, |Wed, |[Thu, |Jun [Jun
Project(Task | DCPS ABC EH OTH |ND Inj Num (Jun 10 (Jun 11 [Jun12 |Jun 13 (Jun 14 |13 16 Jun 17 (Jun 18 (Jun 19 |Jun20 (Jun21 |22 23 Total | Details
11910- |RG REGULAR
103812 (000 (GRADED) 0 g g g g B g B
11910- | LA LEAVE
103812 (000 ANMUAL B a a o a 0 a 0
0 ] 8 8 8 8 0 0 ] 8 ]
Time | Preferences | Close Window
Copyright (c) 2008, Oracle. Al rights reserved, Privacy Statement

Confirmation receipt!

ORACLE

Preferences  Close Window

T entry | Timec
ElL Confirmation

The timecard has been saved successfully.

ch | Templates | Create Timeca, 2

Confirmation; "
Return to Time Entry
Week Starting Sunday, June 10 2007
Timecard Period (days) 14
Comments

Hours Entered

Regqular | Premium

Total Hours Entered 80 0

Fri,
Tue, Wed, Thu, Jun Sat, Sun, Mon, Tue, Wed, Thu,
Num Jun 10 [Jun 11 [Jun12 |Jun 13 |Jun 14 |15 Jun 16 |Jun 17 |Jun 18 |Jun19 |Jun20

SDDC  |SDDC EH|SDDC |SDDC Inj|Sun,  |Mon,
Project|Task DCPS ABC OTH ND

11910- |RG REGULAR
103812 |000 (GRADED)

Jun Sat,
Jun21 |22 Jun 23 | Total

1] g 8 g g 8 g 8 g g 72
11910-  |LA LEAVE
103812 (000 AMMUAL 8 o o o o 1] o o o o g
0 8 8 Li] 8 8 0 0 8 8 Li] 8 8 0 80
Return to Recent Timecards Return to Time Entry
Time | Preferences | Close Window
Copyright (c) 2008, Oracle. Al rights reserved,

Privacy Statement

WARNING! If a timecard has error messages and a user attempts to submit the
timecard without saving it first (e.g. Steps 1 & 2), the timecard will NOT save.

13



3. Click Return to Time Entry to submit the timecard

ORACLE

Preferences  Close Window

Time Entry | Tin

ElL Confirmation
The timecard has been saved successfully.

Confirmation: BENYMON, Ms. TASHINA, 6286

| Return to Time Entry
Week Starting Sunday, June 10 2007
Timecard Period (days) 14
Comments

Hours Entered

Regqular | Premium

Total Hours Entered 80 0

Fri, Fri,
Jun Sat, Sun, Mon, Tue, Wed, Thu, Jun Sat,
Jun 13 |Jun 14 |15 Jun 16 |Jun 17 |Jun 18 |Jun19 |Jun20 [Jun21 |22 Jun 23 | Total

SDDC |SDDC EH (SDDC | SDDC Inj | Sun, Mon, |Tue, Wed, [Thu,
Project | Task DCPS ABC OTH ND Num Jun 10 [Jun 11 |Jun 12
11910- |RG REGULAR
103812 (000 (GRADED)

11910- | LA LEAVE
103812 |000 ANNUAL

0 g 8 g g g g 8 g g 72

g 0 0 0 0 0 0 0 0 0 g
0 (] 8 8 8 8 0 0 (] 8 8 8 i

Feturn to Time Entr

Return to Recent Timecards

Time | Preferences | Close Window
Copyright (<) 2006, Oracle. &l rights reserved.

Privacy Statement

OR

Click Return to Recent Timecards to view the list of timecards

ORACLE’

Preferences  Close Window

me Entry | Tin

ElL Confirmation
The timecard has been saved successfully.

Confirmation: BENYMON, Ms. TASHINA, 6286

| Return to Time Entry
Week Starting Sunday, June 10 2007
Timecard Period (days) 14
Comments

Hours Entered

Regqular | Premium

Total Hours Entered 80 0

Fri, Fri,
Jun Sat, Sun, Mon, Tue, Wed, Thu, Jun Sat,
Num Jun 10 (Jun 11 [Jun 12 |Jun 13 [Jun 14 |15 Jun 16 |Jun 17 |Jun 18 |Jun 19 |Jun20 |Jun21 22 Jun 23 | Total

SDDC  |SDDC EH|SDDC | SDDC Inj | Sun, Mon, |Tue, |Wed, |Thu,
Project | Task DCPS ABC OTH ND

11910- |RG REGULAR
103812 |000 (GRADED)

0 g 8 g g g g 8 g g 72

11910- | LA LEAVE
103812 |000 ANNUAL 8 0 0 0 0 0 0 0 0 0 8
0 (] 8 8 8 8 0 0 (] 8 8 8 8 0| 60

Return to Recent Timecards

|_Return ta Time Entry
Time | Preferences | Close YWindow

. All rights reserved

Privacy Statement

14



ORACLE' sDDC Time Manager

Recent Timecards: BENYMON, Ms. TASHINA, 5286

Create Timecard | Import Timecard |

Recorded Hours|Submission Date

Period Starting Period Ending
Wyarking 10-Jun-2007 23-Jun-2007
1 05-Aug-2007 18-Aug-2007

Capyright (2§ 2006, Oracle. &1l rights reserved.

60
6o

Home | Logout | Preferences

Update

Vd
Vi

Delete Details

Audit Data
v

A\

Notes:

= The OTL status code will reflect Working when the timecard is saved.
o Foralist of OTL Status Codes and their meanings refer to page 16.

= Please remember timecards should be updated daily!

15



Submit a Timecard

After a timecard is created for a pay period, a user can perform the following steps to
submit the timecard for approval:

1. Click Submit

ORACI_E' Preferences  Close Window

Time

Time Entry | Timec

Time Entry: BENYMON, Ms. TASHINA, 5286

(_Review, then save ) (_Submit

Period | 10-Jun-07 - 23-Jun-07~ v |2 Comments
-

SDDC Sun, Jun (Mon, Jun |Tue, Jun |Wed, Jun
Project Task DCPS SDDC EH OTH SDDC ABC ND  |SDDC Inj Num 10 1 12 13
[10z12 | o |[11910-000 . |[RG REGU| o7 || Sl | L = | il o[ al|[ Bl
[z | 7 |[1ei00m0] | LEavE P || < 4 I | il al|[ il o
| 4l gl | | 3| I 4 | || I ] il |
Add Another Row | | Recalculate 0 8 8 8
Template Mame ‘ |\ Save As ATemplate |

| Review, then save‘
Time | Preferences | Close YWindow

Copyright (c) 2006, Oracle. &ll rights reserved, Privacy Statemert

2. Click Complete Submit Process

ORACI_E' Preferences  Close Window

Time

Time Entry | Timec

Review: BENYMON, Ms. TASHINA, 5286

| Back J | Complete Submit Process
Week Starting Sunday, June 10 2007
Timecard Period (days) 14

Comments
Fri, Sat, Fri, Sat,
SDDC |SDDC SDDC (SDDC Sun, Mon, (Tue, Wed, |Thu, Jun  |Jun Sun, Mon, Tue, |Wed, |[Thu, Jun  |Jun
Project(Task |DCPS ABC EH OTH |ND Inj Num (Jun 10 [Jun 11 [Jun 12 |Jun 13 (Jun 14 |15 16 Jun 17 (Jun 18 [Jun 19 |Jun20 (Jun21 |22 23 Total | Details
11910- |LA LEAVE
103812 (000 ANMUAL g 0 0 o 0 ] 0 ] 0 ] g
11910- |RG REGULAR
103812 (000 (GRADED) ] g g g g g g g g g 72
1] 8 a a a8 L] 0 1] 8 a 8 a Hr 11
| Back Complete Submit Process |
Time | Preferences | Close YWindow
Copyright (c) 2006, Oracle. All rights reserved tement

16



Confirmation receipt!

ORACLE’

Preferences  Close Window:

Time Frep |
El Confirmation
Time entries for the given timecard period have been submitted successfully

Ms. TASHINA, 5286

| Return to Time Entry
Week Starting Sunday, June 10 2007
Timecard Period (days) 14
Comments

Hours Entered

Regqular | Premium

Total Hours Entered 80 0

Fri, Fri,
Jun Sat, Sun, Mon, Tue, Wed, Thu, Jun Sat,
Jun 13 |Jun 14 |15 Jun 16 |Jun 17 |Jun 18 |Jun 19 |Jun20 [Jun21 |22 Jun 23 | Total

SDDC |SDDC EH (SDDC |SDDC Inj | Sun, Mon, [Tue, Wed, [Thu,
Project [ Task DCPS ABC OTH ND Num Jun 10 [Jun 11 |Jun 12
11910-  |RG REGULAR
103812 (000 (GRADED)

0 & 8 & & 3 & 8 & & 72
11910-  |LA LEAVE
103812 (000 AMMUAL 8 o o o o 1] o o o o g
0 8 8 Li] 8 8 0 0 8 8 Li] 8 8 0 80
Return to Recent Timecards (_Raturn to Tirme Entry

3. Click Return to Recent Timecards

ORACLE

Preferences  Clage Wincdow

Time
Time Entry | Tim

El Confirmation
Time entries for the given timecard period have been submitted successfully.

Confirmation: BENYMON, Ms. TASHINA, 6286

| Return to Time Entry
Week Starting Sunday, June 10 2007
Timecard Period {days) 14
Comments

Hours Entered

Regular | Premium

Total Hours Entered 80 0

Fri, Fri,
Jun Sat, Sun, Mon, Tue, Wed, Thu, Jun Sat,
Jun 14 |15 Jun 16 |Jun 17 |Jun 18 |Jun 19 |Jun20 [Jun21 |22 Jun 23 | Total

SDDC |SDDC EH (SDDC | SDDC Inj | Sun, Mon, |Tue, Wed, [Thu,
Project [ Task DCPS ABC OTH ND Num Jun 10 |Jun 11 [Jun 12 |Jun 13
11910- |RG REGULAR
103812 (000 (GRADED)

] ] g ] ] g ] g ] ] 72
11910- | LA LEAVE
03612 |000 ANNUAL g 0 0 0 0 ] 0 0 0 0 ]
0 8 8 8 8 8 0 0 8 8 8 8 8

1] a0
< Return to Recent Timecards ) |_Return to Time Entry

ORACLE’

Preferences  Close Window:

Time
Time Entry | Ti

Recent Timecards: BENYMON, Ms. TASHINA, 5286

 Create Timecard . Import Timecard

Status Period Starting Period Ending

Recorded HuurslSuhmissiun Date Update Delete Detal
Submitted 10-Jun-2007 23-Jun-2007

80 20-Jun-2007 / i}

Time | Preferences | Close YWindow

Audit Data

Copyright (c) 2008, Oracle. Allrights reserved Frivacy Statement
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Timecard Status Codes

= Working — Timecard is incomplete and has not been submitted for

management approval.

= Submitted — Timecard is submitted and awaiting management
approval.

» Rejected - Timecard is rejected by approver.

= Approved — Timecard is accepted by approver.

PLEASE REMEMBER ALL TIMECARDS MUST BE APPROVED BY CLOSE OF
BUSINESS (COB) MONDAY FOLLOWING THE END OF A PAY PERIOD

***REFER TO APPENDIX A FOR THE 2009-10 PAY PERIOD ENDING
SCHEDULE***
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Update Timecard

***VERY IMPORTANT***

Do NOT click UPDATE unless a change needs to be made to a timecard.

Every time you make a change to the timecard by clicking UPDATE, the timecard
will require management re-approval.

Update Scenario: 11 June 2007 Leave was for 6 hours only.

1. Select Update

ORACI_E' Preferences  Close Window

Time

Time Entry | Timecard Search | Templates | Create Timecard

Recent Timecards: BENYMON, Ms. TASHINA, 5286

|_Create Timecard J{ Import Timecard )

Status Period Starting Period Ending Recorded Huurs|5uhmisiun Date fpdate Delete Details Audit Data
Submitted 10-Jun-2007 23-Jun-2007 80 20-Jun-2007 / i

Time | Preferences | Close Window

Capyright (c) 2008, Oracle. A1l rights reserved Privacy Stetemert

2. Make revisions

ORACLE Time Fiome Lagowt Freferences

Time

Time Entry | Timecard Search | Templates | Create Timecard

Time Entry: BENYMON, Ms. TASHINA, 5286
(_Review, then save ) (_Submit

Period | 10-Jun-07 - 23-Jun-07~ |2 Comments
R

spDDC Sun, Jun |Mon, Jun |Tue, Jun |Wed, Jun
Project Task DCPS SDDC EH OTH SDDC ABC ND  |SDDC Inj Num 10 1 12 13
[1os12 | o (11910000 .| [R REGU| 7 || |l 4 | i al|f Bl El
[z | o |[1ei00m0] | LEAvE P | ol 4 I | il al|[ il o
| A A | | 5| 4| Fdl il Il I |
\_Add Another Row ) | Recalculate ) 0 g 8 g
Template Mame ‘ |\ Save As ATemplate |

| Review, then save 5 ubmit
Time | Home | Logout | Preferences

Copyright (c) 2006, Oracle. All rights reserved Privacy Statemert
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3. Click Recalculate

ORACLE Time Home Locout Freferences

Time Entry | Tim | Tel | Cre
Time Entry: BENYMON, Ms. TASHINA, 5286

(_Review, then save ) (_Submit

Period | 10-Jun-07 - 23-Jun-07~ |2 Comments
R

SDDC Sun, Jun (Mon, Jun |Tue, Jun (Wed, Jun
Project Task DCPS SDDC EH OTH SDDC ABC ND  [SDDC Inj Num 10 1 12 1
[10z12 | o |[11910-000 . |[RG REGU| o7 || Sl rdmll | il 2|[ al|[ Bl
[z | 7 |[1ei00m0] | LEavE P || || E4dll Edl il 6| ol |
"5,? ”z{

| |

4 — [ = [ S ——

__Add Another E@ | Recalculate )4— 0 8 ] 8

R —
Template Mame ‘ |\ Save As A Template )
( Review, then save ) (5 ubmit
Time | Home | Logout | Preferences
Copyright (c) 2005, Oracle. Al rights reserved Frivacy Statemert

4. Click Review, then save

ORACLE Time Home Lagout Freferences

Time

Time Entry | Timec ch | Temp
Time Entry: BENYMON, Ms. TASHINA, 5286

| Create Tim

| Review, then save Subrit

Period | 10-Jun-07 - 23-Jun-07~ + (3 Comments
O

SDDC Sun, Jun |(Mon, Jun |Tue, Jun |Wed, Jun

Project Task DCPS SDDC EH OTH SDDC ABC ND SDDC Inj Num 10 11 12 13
[tme12 | . ([11e10000 7 |[ro recy] 7 || | £ Edl i 2| Gl ]
[z | o |[1e10000] 7 |[LaLEAVE o | Sl r4dmll Fd il a|[ al|[ o
| | ol | | )l Ed | [ | | —
Add Another Row ) | Recalculate o 8 8 g
Template Name ‘ |\ Save Az A Template ) /

Time | Home | Logout | Preferences

Copyright (c) 2006, Oracle. All rights reserved. Privacy Statemert
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5. Select Reason

6. Enter Comment (optional)

ORACLE' Time

me Entry | Tin
Review: BENYMON, Ms. TASHINA, 5286

= Indicates required field

Late Entries

Home Logout Preferences

| Continue

‘Task

[oces [spocasc

SDDC EH OTH

SDDC Inj Hum |D

ay ‘Date Entered

Project SDDC ND |Huurs |Reasnn ‘Cumment

r T

Changed Entries /\/
Project |Task DCPS Day Date Entered Hours |Old Entry  |New Enllyﬁaasun Comment \

103812 (11910-000 | LA LEAVE ARNNUAL taon, Jun 11 Wed, Jun 20 B Hrs:8 Hrs:6 ( *l "’l | ‘ )
103812 (11910000  |RG REGULAR (GRADED) Man, Jun 11 Wed, Jun 20 2 Hrs:0 Hrs:2 i Vl | y

Copyright (c) 2006, Oracle. All rights reserved

Time | Home | Logout | Preferences

v

 Cantinue

Privacy Statemert

7. Click Continue

ORACLE' Time

Time Entry | Tin
Review: BENYMON, Ms. TASHINA, 5286

Home Logout Preferences

| Continue

= [ndicates reguired field

Late Entries

Project  |Task |DCPS  |SDDCABC SDDC EH OTH SDDC ND SDDC Inj Num [pay [pate Entered [Hours  [Reason  |Comment

T T

Changed Entries

Project |Task DCPS Day Date Entered Hours |Old Entry |New Entry |Reason Comment

103812 [11910:000  |LA LEAVE ANNUAL Mon, Jun 11 |Wed,Jun20 |6 Hrs:6 Hrs:6 *| Update/Comection | |Changed leave from & hrs to %ﬁ_

103812 (11910000 |RG REGULAR (GRADED) Mon,Jun 11 |Wed, Jun20 |2 Hrs:0 Hrs 2 * Update/Correction | [worked 2 hours ‘

Copyright (c) 2008, Oracle. Allrights reserved

Tire | Home | Logout | Preferences

=D

Privacy Statemert
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8. Click Complete Save Process

ORACLE' Time Home Looout Prefersnces

Time

Time Entry | Tin

Review: BENYMON, Ms. TASHINA, 5286

| Back J | Complete Save Process
Week Starting Sunday, June 10 2007

Timecard Period {days) 14

Comments
Fri, Sat, Fri, Sat,
SDDC |SDDC SDDC (SDDC Sun, Mon, (Tue, Wed, |Thu, Jun  |Jun Sun, Mon, Tue, |Wed, |[Thu, Jun  |Jun
Project(Task |DCPS ABC EH OTH |ND Inj Num (Jun 10 (Jun 11 [Jun 12 |Jun 13 (Jun 14 |15 16 Jun 17 (Jun 18 (Jun 19 |Jun20 (Jun 21 |22 23 Total | Details
11910- | LA LEAVE
103812 (000 ANMUAL B 0 0 o 0 ] 0 ] 0 ] B
11910- |RG REGULAR
103812 (000 (GRADED) 2 ] ] g ] il ] il ] il 74
0 ] 8 8 8 8 1] 0 ] 8 ] 8 ] 0| &0

| Back ) | Complete Save Process

Time | Home | Logout | Preferences
Copyright (<) 2006, Oracle. &l rights reserved.

Privacy Statement

Confirmation Receipt!

ORACLE' Time Home Logout Preferences
me Entry | Tin
<’ Bl Confirmation —
The timecard has been saved successfull /
Confirmation: BENYMON, Ms. TASHINA, 5286
| Return to Time Entry
Week Starting Sunday, June 10 2007
Timecard Period {days) 14
Comments
Hours Entered
Regular | Premium
Total Hours Entered 80 0
Fri, Fri,
SDDC |SDDC EH (SDDC |SDDC Inj | Sun, Mon, Tue, Wed, Thu, Jun Sat, Sun, Mon, Tue, Wed, Thu, Jun Sat,
Project | Task DCPS ABC OTH ND Num Jun 10 |Jun 11 |Jun 12 |Jun 13 (Jun14 |15 Jun 16 |Jun 17 (Jun 18 |Jun19 (Jun20 |Jun21 |22 Jun 23 | Total
11910- |RG REGULAR
103812 (000 (GRADED) 2 g 8 g g 8 g 8 g g 74
11910-  |LA LEAVE
103812 (000 AMMUAL B o o o o 1] o o o o 51
0 8 8 Li] 8 8 0 0 8 8 Li] 8 8 0 80
———————
Beturn to Recent Timecards |_Return o Time Entry
Time | Home | Logout | Preferences
Copyright (c) 2006, Oracle. All rights reserved Frivacy Statemert
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9. Click Return to Time Entry

ORACLE' Time Home Losoit Freferences

Time

Time Entry | Ti

El Confirmation
The timecard has been saved successfully.
Confirmation: BENYMON, Ms. TASHINA, 5286

| Return to Time Entry
Week Starting Sunday, June 10 2007
Timecard Period {days) 14
Comments
Hours Entered
Regular | Premium
Total Hours Entered 80 0
Fri, Fri,
SDDC |SDDC EH (SDDC |SDDC Inj | Sun, Mon, Tue, Wed, Thu, Jun Sat, Sun, Mon, Tue, Wed, Thu, Jun Sat,
Project | Task DCPS ABC OTH ND Num Jun 10 |Jun 11 |Jun 12 |Jun 13 (Jun14 |15 Jun 16 |Jun 17 (Jun 18 |Jun19 (Jun20 |Jun21 |22 Jun 23 | Total
11910- |RG REGULAR
103812 (000 (GRADED) 2 g 8 g g 8 g 8 g g 74
11910-  |LA LEAVE
103812 (000 AMMUAL B o o o o 1] o o o o 51
0 8 8 Li] 8 8 0 0 8 8 Li] i)

Beturn to Recent Timecards

—
| Returnto Time Entry >
Time | Home | Logout | Preferences

Copyright (c) 2008, Oracle. Allrights reserved Frivacy Statement

10. Click Submit

ORACLE' Time Home Looout Prefersnces

Time

Time Entry | Tirr

Time Entry: BENYMON, Ms. TASHINA, 5286

| Rewiew, then save Subrit

Period | 10-Jun-07 - 23-Jun-07~ + (3 Comments
-

SDDC Sun, Jun (Mon, Jun |Tue, Jun |Wed, Jun
Project Task DCPS SDDC EH OTH SDDC ABC ND SDDC Inj Num 10 11 12 13
[imsmz | & |[1nei00m0) . |[Re REGU] 7 | || E4dll Edl il 2| 8l El
[z | 7 |[1ne0000] 7 |aLEAvE P | || 4l Ed il 8| ol ol
_Add Another Row | | Recalculate (1] 8 8 8
Template Mamrme ‘ |\ Save As ATemplate )
(_Review, then save ff’_Submit ) >
Time | Home | Logout | Preferences
Copyright (c) 2008, Oracle. Allrights reserved Frivacy Statemert
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11. Click Complete Submit Process

ORACLE Time Home Locout Freferences

me Entry | Tin
Review: BENYMON, Ms. TASHINA, 5286

| Back ) | Complete Submit Process
Week Starting Sunday, June 10 2007

Timecard Period (days) 14

Comments
Fri, Sat, Fri, Sat,
SDDC (SDDC SDDC |SDDC Sun, |Mon, |[Tue, |Wed, |[Thu, |Jun [Jun Sun, |Mon, |Tue, |Wed, |[Thu, |Jun [Jun
Project(Task | DCPS ABC EH OTH |ND Inj Num (Jun 10 (Jun 11 [Jun 12 |Jun 13 (Jun 14 |15 16 Jun 17 (Jun 18 (Jun 19 |Jun20 (Jun21 |22 23 Total | Details
11910- | LA LEAVE
103812 (000 ANMUAL B a a o a o a o a o B
11910- |RG REGULAR
103812 (000 (GRADED) 2 g g g g 8 g 8 g 8 74
0 (] 8 8 8 8 1] 0 (] 8 (] 8 (] 0| 60

| Batk Complete Submit Process
Time | Home | Logout | Preferences

Capyright (c) 2008, Oracle. &1l rights reserved Privacy Stetemert

Confirmation Receipt!

ORACLE Time Home Locout Preferences

Time Entr | Tie

=l Confirmation

Time entries for the given timecard period have been submitted successfully.

irmation: BENYMON, Ms. TASHINA, 5286

| Return to Time Entry

Week Starting Sunday, June 10 2007
Timecard Period {days) 14
Comments

Hours Entered

Regular | Premium

Total Hours Entered =] 0

Fri, Fri,
SDDC  (SDDC EH (SDDC | SDDC Inj | Sun, Mon, Tue, Wed, Thu, Jun Sat, Sun, Mon, Tue, Wed, Thu, Jun Sat,
Project | Task DCPS ABC OTH ND Num Jun 10 |Jun 11 |Jun 12 |Jun 13 (Jun14 |15 Jun 16 |Jun 17 (Jun 18 |Jun19 (Jun20 |Jun21 |22 Jun 23 | Total
11910- |RG REGULAR
103812 (000 (GRADED) 2 a8 8

11910- | LA LEAVE
103812 |000 ANNUAL

g g g g 8 g g 74

S
o
o
o
o
o
o
o
o
o

5
0| 80

=
)
=
)
=
=
=
=
)
=
)
=
=

Return to Recent Timecards

| Return to Time Entry
Tire | Home | Logout | Preferences

Copyright (c) 2008, Oracle. Allrights reserved Frivacy Statement
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12.Click Return to Recent Timecards

ORACLE Time

Home Logout Preferences

Time

El Cenfirmaticn

Time entries for the given timecard period have been submitted successfully

Confirmation: BENYMON, Ms. TASHINA, 5286

| Return to Time Entry
Week Starting Sunday, June 10 2007

Timecard Period (days) 14
Comments

Hours Entered

Regqular | Premium

Total Hours Entered 80 ]
Fri, Fri,
SDDC |SDDC EH (SDDC |SDDC Inj | Sun, Mon, Tue, Wed, Thu, Jun Sat, Sun, Mon, Tue, Wed, Thu, Jun Sat,
Project | Task DCPS ABC OTH ND Num Jun 10 |Jun 11 |Jun 12 |[Jun 13 |Jun 14 |15 Jun 16 [Jun 17 |Jun 18 [Jun 19 [Jun 20 |Jun21 |22 Jun 23 | Total
11910- |RG REGULAR
103812 (000 (GRADED) 2 ] g ] ] g ] g ] ] 74
11910- | LA LEAVE
103812 (000 ANNUAL B 0 0 0 0 ] 0 0 0 0 6
0 8 8 8 8 8 0 0 8 8 8 8 8 0| 80
Return to Recent Timecards |_Return to Time Entry
Time | Home | Logout | Preferences
Copyright (c) 2006, Oracle. Al rights reserved.

Privacy Statement

The Audit Data field has a V to indicate a change has been made to the
timecard.

ORACLE' Time

Home Logout Preferences
Time Entry | Tin

Time

Recent Timecards: BENYMON, Ms. TASHINA, 5286

\ Create Timecard ). Import Timecard

Status Period Starting Period Ending Recorded Hnurs|Suhmissiun Date Update Delete Details Audit Data K
Submitted 10-Jun-2007 23-Jun-2007 80 20-Jun-2007 / m
Time | Home | Logout | Preferences
Copyright (c) 2008, Oracle. &l rights reserved

Privacy Statement
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View Timecard

1. Click Timecard Search

ORACLE' E-Business Suite

Logout Preferences  Help

Navigator
| Edit Mavigatar
Self Senvice Time
E| Motifications
(5] 5D0C Timecard - Employes

23 Application Developer
[ Asset Inquiry

[ DFAS GL Inguiry

[CJ DEAS GL Supervisor

[ DFAS Payshles Inqui EImTE -

[[J DEAS Payables Interface Technician e Catry

[C] DEAS Payables Supervisor E WM —
[ DEAS Purchasing Inguiry. Templates

[CJ DEAS Receivables Inguiry [ Create Timecard

[ Federal Administrator

[ Eederal Administrator Inguiry

[21 Eederal Administrator Manager

[ Fixed Assets Administrator

[23 Fixed Assets Manager

[0 Help Desk

[ Dracle Diagnostics Tool

[23 OTL Super Administrator

(23 OTL Super Timekeeper

[ Payables Inguiry

[23 Project Billing Super User

[ Public Sector General Ledger Super User
[£3 Public Sector Payables Manager
[£3 Public Sector Purchasing Super User
[ Public Sector Recejvables Manager
[23 Purchasing Buyer

3 Reports Tester

[ SDDC OTULRS Information

[2J SDOC Time Manager

0 T

[23 Systern Administratar

g TFMS Buyer with CARE

Logged In A5 BENYMONT
Favorites

|_Edit Favorites
You have not selected any favorites. Please use the "Edit Favorites”
button to set up your favarites

2. Enter Search criteria or click Details

ORACLE' Time

Timecard Search |

Timecards

L
From Date [12-Jun-2007

FETICTYAY

‘ @ To Date

B Show Advanced Search Criteria

Go
Status Period Starting Period Ending Recorded Hours Submission Date
Submitted 10-Jun-2007 23-Jun-2007 80 18-Jul-2007

Tire | Home | Logout | Preferences

Copyright (c) 2006, Oracle. Allrights reserved

Home Logout Preferences

Audit Data
U4

Update Delete

rd il

Privacy Statemert
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View Timecard Details!

ORACLE' Time

Home Logout Preferences

me Entry | Tir

Review: BENYMON, Ms. TASHINA, 5286

Week Starting Sunday, June 10 2007
Timecard Period (days) 14

Comments resubmit

Fri, Sat, Fri, Sat,
SDDC |SDDC SDDC (SDDC Sun, Mon, (Tue, Wed, |Thu, Jun  |Jun Sun, Mon, Tue, |Wed, |[Thu, Jun  |Jun
Project(Task |DCPS ABC EH OTH |ND Inj Num (Jun 10 (Jun 11 [Jun 12 |Jun 13 (Jun 14 |15 16 Jun 17 (Jun 18 (Jun 19 |Jun20 (Jun 21 |22 23 Total | Details
11910- |RG REGULAR

103812 |000 (GRADED)

2 a8 a8 g a8 g a8 g a8 g 74
11910- | LA LEAVE
103812 (000 ANMUAL B 0 0 o 0 ] 0 ] 0 ] B
0 8 8 8 8 8 1] 0 8 8 8 8 8 0| 80
Return to Recent Timecards
Time | Home | Logout | Preferences
Copyright (c) 2006, Oracle. Al rights reserved.

Privacy Statement
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Create Timecard Template

When creating a timecard template for the first time, perform the following steps:

1. Select Templates

ORACLE' E-Business Suite

Logout Preferences Help

Logged In As BENYMONT
Navigator Favorites

(_Edit Navigator (_Edit Favorites )
= Application Developer Self Service Time You have not selected any favorites. Please use the "Edit Favorites”
[ Ascet Inguiry [ mMotifications button to set up your favorites
[ DEAS GL Inguiry E| S00C Timecard - Emplo:
[ DEAS GL Supenisor
[CJ DEAS Payables Inquiry
[0 DFAS Payables Interface Technician
[3 DEAS Pavables Supervisor
[CJ DEAS Purchasing Inguiry
(23 DFAS Receivahles Inguiry
[23 Eederal Administrator
Federal Administrator Inguiry
Federal Administrator Manager
Fixed Assets Administrator
Fixed Assets Manager
[ Help Desk
[ZJ Cracle Diagnostics Tool
[ OTL Super Adrministrator
[£3 OTL Super Timekeeper
[ Payables Inguiry
[ Project Billing Super User
[2J Public Sector General Ledger Super User
[0 Public Sectar Payables kanager
[ Public Sector Purchasing Super User
[2J Public Sector Receivables Manager
[ Purchasing Buyer
[CJ Reports Tester
(23 50DC OTULRS Information
3 SDDC Time hanager
[mYSelf Service Time]

[ Systern Administrator
[ IEMS Buyer with CARE

Time
E| Tirme Entry

(= create Timecard

[

2. Click Create Template

ORACLE' Time Home Logaut Preferences

Templates |

Templates
Use Templates to save timecard data to reuse in the future. Exporting your template data produces a CSY file that can be used in a spreadsheet. Export a Defined Project List exports & (_Export Defined Project List
ly a list of Projects and Tasks.

Template Hame Total Hours Update Delete Export
Mo results found.
| Export Defined Project List

Tire | Home | Logout | Preferences
Copyright (c) 2008, Oracle. Al rights reserved. Privacy Statemert
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3. Enter Template Name

ORACLE' Time Homs Logout Prfersncss

Time
Time Entry | Timec earch | Templates | Create Timecard

*reate Template: BENYMON, Ms. TASHINA, 5286

* |0

cancel Apply
= Template Name >

Use Timecard menog — a |l |_Populate Template

A

Comrments
SDDC
Project Task DCPS SDDC EH OTH SDDC ABC ND SDDC Inj Num Sun Mon Tue Wed
el | | )| | | S| [ [ | | —| [ —
|_Add Another Row | | Recalculate | 0 0 L1} 0
(Cancel ) ([ Apply
Time | Home | Logout | Preferences
Copyright (c) 2008, Oracle. &l rights reserved. Privacy Statement
4. Enter Use Timecard Period (optional)
ORACLE Time Home Loout Preferences
Time
Time Entry | Timec earch | Templates | Create Timecard
Create Template: BENYMON, Ms. TASHINA, 5286
= Indicates required field Cancsl Apply

x * Template Name | ‘

Use Timecard Perind v |_Populate Template

Comments
SDDC
Project Task DCPS SDDC EH OTH SDDC ABC ND SDDC Inj Num Sun Mon Tue Wed
| el 4l | )| | || [ (| | —| —
Add Another Row ) | Recalculate 0 0 L1} 0
_—
Cancel ] (_Apply
Time | Home | Logout | Preferences
Copyright (c) 2008, Oracle. &l rights reserved. Privacy Statement
ORACI—G Time Home Logout Preferences
Time
Time Entry | Timecard Search | Templates | Create Timec
Create Template: BENYMON, Ms. TASHINA, 5286
* |ndicates required field (Cancel ) [ Apply

= Template Name | ‘

Use Tirmecard Period ~ (D (_Populate Template
/v Comments

sSDDC
Project Task DCPS SDDC EH OTH SDDC ABC ND SDDC Inj Hum Sun Mon Tue Wed
| 'zf,?l "5,?| z{‘ "ll z{‘ v|| z{l i il i |
(_Add Another Row | | Recalculate ) 0 0 0 0

Cancel ) (_Apply

Tire | Home | Logout | Preferences
Copyright (c) 2006, Oracle. Al rights reserved Privacy Statemert
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6. Enter Project

Click the Flashlight to obtain the list of values (LOV). A second
screen will appear. The project list will appear. You may either scroll
through the list and select your profile or enter the project number and
then click Go. Once you have the desired project, click the Select
Radio Button, then the Select button.

Use the Tab button on the keypad to go to next entry or use the
Flashlight for more choices.

If there are questions regarding which Project to select, please
contact your SDDC HQ Resource Management Budget POC.

7. Enter Task

Click the Flashlight to obtain the list of values (LOV). A second
screen will appear. The project list will appear. You may either scroll
through the list and select your profile or enter the project number and
then click Go. Once you have the desired project, click the Select
Radio Button, then the Select button.

Use the Tab button on the keypad to go to next entry or use the
Flashlight for more choices.

If there are questions regarding which Task to select, please
contact your SDDC HQ Resource Management Budget POC.

8. Enter DCPS

= For DCPS code, enter RG for Regular hours and use the Tab button on
the keypad or the Flashlight to pull in rest of description.

= Click the Flashlight to obtain the list of values (LOV). A second screen
will appear.

= Example: enter ‘R’ and select the Go button to list all Regular DCPS
selections.
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= Quick Select desired value to fill in blank on main screen.

= DCPS Code Examples: First Shift = RF, Second Shift = RS
Third Shift = RT, etc.

= As needed, add another Row for different DCPS codes

= When adding additional DCPS codes, remember to enter the Project,
Task, DCPS code, and hours for each row.

= Refer to Appendix C for a list of DCPS codes or the following website:

https://dfasd4dod.dfas.mil/systems/dcps/consolid/dcpsdocs.htm

9. Enter SDDC EH OTH (optional)
= SDDC EH OTH code for Environmental/Hazardous

= Refer to Appendix D for a list of the SDDC EH OTH Codes available.

10. Enter SDDC ABC (optional)
= Select ABC code used for most regular hours.

= |f more than 1 ABC code is needed, add a Row and repeat all previous
data with new ABC code.
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11. Enter SDDC ND (optional)

= Ifapplicable, select ‘Yes’ for the SDDC ND for Night Differential
pay.

= Use 2 rows to split time if ND does not apply to all regular hours
worked.

12. Enter SDDC Inj Num (optional)

= |f applicable, select the SDDC Inj Num for Injury Number for traumatic
injury

13.Enter Hours
*SCROLL TO THE RIGHT TO SEE THE DAYS OF THE WEEK*

= SUN THROUGH SAT - Enter the number of regular hours worked on
each day of 2 week period across row.

= Hours worked must be entered for each field. When applicable enter a
zero versus leaving a field blank to indicate zero hours worked.

= Hours worked must be entered in guarter increments (i.e. .25, .50, .75,
and 1.00)

= |f hours are Leave taken or Comp Time taken, subtract the number of
hours from the regular (RG) hours on first row.
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14. Click Apply

ORACLE' Time Home Loout Preferences
Time
Time Entry | Timec ch | Templates | C Timecard
Create Template: BENYMON, Ms. TASHINA, 5286
* Indicates required field |_Cancel ] (_Apply

 Template Mame |FY 07/08 TEMPLATE |

Use Timecard Period v (_Populate Terplate |

Comments
SDDC

Project Task DCPS SDDC EH OTH SDDC ABC ND SDDC Inj Num Sun Mon Tue Wed

[tm812 | o ([n1s10000 7 |[Ro rEcy] 7 || | 4 | |l I sIENCE 5|

|_Add Another Row | | Recalculate 0 0 ‘l 0

=D
Time | Home | Logout | Preferences

Copyright (c) 2008, Oracle. &ll rights reserved, Privacy Statemert

15.Click Home to go back to the main menu or selection an option from the
toolbar.

ORACLE Time

Timecard

Time E
El Confirm

The Template has been saved

| Templates

Templates
Use Templates to save timecard data to reuse in the future. Expaorting vour template data produces a C3Y file that can be used in a spreadsheet. Export a Defined Project List exports & ( Export Defined Project List
CSW file, containing only a list of Projects and Tasks

(_Create Template
Template Name Total Hours Update Delete Export

-8
FY 07 TEMPLATE a0 / i =

=]
FY 07/08 TEMPLATE 50 / i =

| Export Defined Project List
Time | Home | Logout | Preferences

Copyright (c) 2006, Oracle. &l rights reserved. Privacy Statement

Notes:
= OTL users can create multiple timecard templates for the fiscal year.

= |[MPORTANT!!!
o New timecard templates are required at the beginning of a fiscal year.
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Delete Timecard Template

When deleting a timecard, perform the following steps:

1. Select Templates

ORACLE' E-Business Suite

Logout Preferences  Help

Navigator

23 Application Developer
[ Asset Inquiry

[ DFAS GL Inguiry

[CJ DEAS GL Supervisor

Self Senvice Time
E| Motifications
(5] 5D0C Timecard - Employes

(21 DFAS Payables Inguir Elme
[ DEAS Payables Interface Technician Time Entry

Favorites

| Edit Mavigatar

You have not selected any favorites. Please use the "Edit Favorites”

button to set up your favarites

Logged In A5 BENYMONT

|_Edit Favorites

[C] DEAS Payables Supervisor
[ DEAS Purchasing Inguiry.

[CJ DEAS Receivables Inguiry

[ Federal Administrator

[ Eederal Administrator Inguiry
[21 Eederal Administrator Manager
[ Fixed Assets Administrator
[
[

D Timecard Searci
E| Templates

D Create Timecard

Fixed Assets Manager
Help Desk

[ Dracle Diagnostics Too

[23 OTL Super Administrator

(23 OTL Super Timekeeper

[ Payables Inguiry

[23 Project Billing Super User

[ Public Sector General Ledger Super User

[£3 Public Sector Payables Manager

[£3 Public Sector Purchasing Super User

[ Public Sector Recejvables Manager

[23 Purchasing Buyer

3 Reports Tester

[ SDDC OTULRS Information

[2J SDOC Time Manager

0 T

[23 Systern Administratar

g TFMS Buyer with CARE

2. Select Delete

Home Logout Preferences

ORACLE' Time

| Templates | ¢

Templates

Use Templates to save timecard data to reuse in the future. Exporting your template data produces a CSV file that can be used in a spreadsheet. Export a Defined Project List exports 2 (_Export Defined Project List
CSv file, containing only = list of Projects and Tasks.

(_Create Template
Template Name Total Hours Update Delete Export
F 07 TEMPLATE a0 / =]

i
]
FY 07408 TEMPLATE 50 yZ @ &

( Export Defined Project List |
Time | Home | Logout | Preferences

Copyright (c) 2008, Oracle. Allrights reserved Frivacy Statement

= All of the templates created will be listed. Carefully, select the template to delete.
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3. Click Yes

ORACLE Time

Home Lowout Preferences

Time

Time Entry | Timecard rch | Templates | (

/N Warning

Do you want to permanently remaove the iterm selected?

Mo Yes

Tire | Home | Logout | Preferences
Copyright (c) 2005, Oracle. Al rights reserved

Privacy Statemert

= The template is automatically removed from the list.

ORACLE Time

Home Logout Preferences

Time

Time Entry | Timecard rch | Templates | (

Templates

Use Templates to save timecard data to reuse in the future. Exporting your template data produces a CSV file that can be used in a spreadsheet. Export a Defined Project List exports 2 (_Export Defined Project List
CSv file, containing only = list of Projects and Tasks.

Create Template
Template Name Total Hours Update Delete Export
FY 07 TEMPLATE

=]
a0 / i) IS
| Export Defined Project List

Time | Home | Logout | Preferences
Copyright (c) 2008, Oracle. Al rights reserved,

Privacy Statement
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SDDC Timecard - Employee

To print a timecard, perform the following steps:

1. Select SDDC Timecard - Employee

ORACLE' E-Business Suite

Logout Preferences  Help

Navigator

23 Application Developer
[ Asszet Inquiry
[ DEAS GL Inguiry
[C1 DEAS GL Supervisor
(21 DFAS Payahles Inguiry
[£3 DEAS Payables Interface Technician
[Z1 DFAS Payahles Supenisor
[ DEAS Purchasing Inguiry.
[21 DEAS Receivables Inguiry
[ Federal Administrator
ederal Adrninistrator Inguiry
ederal Administratar Manager
ixed Assets Administrator
ixed Assets Manager
Ip Desk
racle Diagnostics Tool
[23 OTL Super Adrministrator
(23 OTL Super Timekeeper
[0 Payables Inguiry
[ Project Billing Super User
[ Public Sector General Ledger Super User
[23 Public Sector Payables Manager
[ Public Sector Purchasing Super User
[ Public Sector Receivables Manager
[23 Purchasing Buyer
[ Reports Tester
23 SDDC OTULRS Information
[23 S0DC Time Manager
[Wlself Service Timel
[0 System Administratar
(23 TFME Buyer with CARE

mm

coooem
‘::F'ﬂ'ﬂ

(]

Logged In As BENYMONT
Favorites
Edit Mavigator Edit Fawvarites
You have not selected any favarites. Please use the "Edit Favorites”
button to set up your favarites

Self Service Time
D Motifications
irmecard - Ernployee

Time

[E] Time Entry

D Timecard Search
E Templates

El Create Timecard

2. Select Pay Period End

04-AUG-2007
21-JUL-2007
07-JUL-2007
23-JUN-2007
05-JUN-2007
26-hAY-2007
12-MAY-2007
28-APR-2007
14-APR-2007
31-MAR-2007
17-MAR-2007
03-MAR-2007
17-FEB-2007
03-FEE-2007
20-JAN-2007
05-JAN-2007
23-DEC-2006
0S-DEC-2006
25-NOY-2006
11-NOY-2006
28-0CT-2006
14-0CT-2008
S0-SEP-2006
18-SEP-2006
02-SEP-2006
10-JUN-2006
27-MAY-2006
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3. Click Run Report

2 SDDC Timecard - Employee Report Parameters - Microsoft Internet Explorer, provided by SDDC - Alexandria
\ SDDC Timecard - Employee Report Parameters
apBeredellug, 15-AUG-2007 v

T ——

jod -2 1 G-2007
21-JUL-2007

07-JUL-2007

23-JUN-2007

05-JUN-2007

26-MAY-2007
12-MAY-2007
28-APR-2007
14-APR-2007
31-MAR-2007
17-MAR-2007
03-MAR-2007
17-FEB-2007
03-FEEB-2007
20-JAN-2007

05-JAN-2007

23-DEC-2006
0S-DEC-2006
25-NOY-2006
11-NOY-2006
28-0CT-2006
14-0CT-2008
S0-SEP-2006
18-SEP-2006
02-SEP-2006
10-JUN-2006

27-MAY-2006

Print Timecard Details!

SDDC Timecard Printed Date: 07/25/2007
PayPeriod 08-JUL-2007 - 21-JUL-2007
Employee Name
Employee ID
Organization (58 - Strat Plan/POM (7790/9130)
Project 103812 Task 11910-000
EH [ Night [ Tnjury Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat

DCPS| ABC Task Other| Diff |Number| 08-07 | 09-07 | 10-07 | 1107 |12-07 | 13-07 | 14-07 | 15-07 | 16-07 [ 17-07 | 1807 | 19-07 [20-07 | 21-07 | Period

RG a.0q 8.0l 8.00 80 8.00 6.00 8.00 6.50 60.50)

LS 200 150 6.00 2.0a 19.50
[Regular Scheduled Hours 8.0 8.0 8.0 8.0 8.0 8.0 8.00 8.0 8.00( 8.0 80.01
Premium Work Hours 0.0
Other Earned Hours 0.0
Total Hours - Per Day/Period 800 800 800 800 800 800 800 800 800 800 ﬁ

|Nighl Differential Hours ‘ ‘

[ ] [ ] \ | [ oo
|Pa|d Hours ‘ ‘ 8.0 8.0 .UC1 B.UC‘ 8.0 | ‘ 8.0 8‘00‘ 8.0 ‘Uﬂl 8.0 | 80.01

Certification: Aftendances and Absences certified correct. Overtime approved in accordance with existing laws and regulations for non-exempt FLSA.
| did not suffer or permit any overtime work cther than as reported for this pay period

Contains information subject to the Privacy Act of 1974 as amended.
Approver BANGAN, Mr. RUEBEN

Date 23-JUL-2007
Approver Comment

Comments

Note: Please remember timecards in OTL do not have an expiration date.
Therefore, you do not have to print and file your timecards.
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OTL Timecard Example

Timecard with Regular hours, Holiday, Sick Leave, and Annual Leave hours -
See next screen for entire 2 week pay period entries.

ORACLE Preferences  Close Winde
[Time Entry: ALSTON, Ms. REMEDIOS Q., 0847
(Reviaw, han save ) (Subat|
Perind [12-Now06 - 25-Now 06~ =D Cormments B
Template ~| (o) j
i
/ sODC Sun, Nov |Mon, Nov |Tue, Nov |Wed,|
Project Task cPs SDOC EH OTH SDDC ABC ND SDOC Inj Num 12 13 14 15
fimEez . |[re10000 ‘4 [RerEGU | =] |[cosmanocom 7 [ = |l Al [ il 8[|
fimEez . |[re10000 f [HiEaE =l L = Edl [ [ []
fimEez . |[re10000 <r [Sieat =l L = Edl [ [ []
[z . |[reo-o00 « [CalEavE =l L = Edl [ [ ]
| & N S = S = £ [ [ ]
[_Add Another Row | | Recalculate | v 0 8 8
Termplate Narme | Save As A Termnplate |
(Revizw, then save ) (_Submit |
Preferences | Close WWindow
opyright () 2008, Oracle. Al rights reserved. Privacy Stateme

= OTL often displays an extra line. Do NOT put anything on extra lines unless
another DCPS code is needed

= Do not use Back button at top left of screen in the browser.
= Enter Holiday Leave on the day Holiday hours are taken. For Compressed Work
Schedule (CWS), leave is usually taken the day after the holiday or the day before

if the holiday falls on Friday. Leave must be taken during the pay period in which
the holiday occurs.
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Scroll to the right with the bar at the bottom of the screen or use the TAB key.

Preferences  Close Window

Review, then save ) (_Submit

Sun, Nov [Mon, Nov |Tue, Nov |Wed, Nov |Thu, Nov |Fri, Nov |Sat, Nov |Sun, Nov |Mon, Nov |Tue, Nov |Wed, Nov [Thu, Nov |[Fri, Nov | Sat, Nov

1j Num 12 13 14 15 16 17 18 19 20 21 22 23 24 25 Total |Delete | Details
L [ gl || gl il ol [ [ ol ol ol ol ol 3

L [ [ [ [ [ [ [ [ [ [ [ gl [ 8

L [ [ [ [ 1 [ [ [ [ [ [ [ [ 1

L [ [ [ [ [ 8l [ [ gl || gl [ || i

| [ [ I [ I [ [ I [ I [ [ I 0

0 B 8 B 8 8 0 0 B 8 8 B 8 0 a0

Review, then save | (_Submit

Leave hours and Comp Time hours taken must be subtracted from Regular hours so that
employee’s biweekly total = 80 hours.

Do not subtract Overtime hours or Comp Time Earned from Regular hours:

ORACLE’ Preferences  Close Window
Time Entry: ALSTON, Ms. REMEDIOS Q., 0847
Period | 28-Oct-06 - 11-Nov-06~ [+ |2 Comments =
Template =] (&) LI \
SDDC Sun, 0ctNlon, Oct [Tue, Oct [ Wed,
Project Task DePs SODC EH OTH SDDC ABC ND  |SDDC Inj Num 2 #b; 3 01
fizerz o |[itar0.000 o |[Ro REGU o || =l |[cosanocun . [ = || rdl [ ][ 8
fiowiz . [1enom f [HEAE of || =l Ed el Edl [ [
fiez . |00 . ([0S ovER 7 || =i S = Edl [ &5
I | | | = L = |l [ [
{_Add Another Row | | Recalsulats 0 15 8
Template Mame | Save As ATermnplate
(Review, hen save ) (5 ubmit )
Preferences | Close Window
Copyright () 2005, Oracle. Al fights reserved Frivacy Statsment

If Night Differential (ND) is needed for some but not for all Regular hours, split the time
by using
2 lines:
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= 1 line of Regular hours without ND
= 1 line of Regular hours with SDDC ND set to YES.

The total Regular hours plus Leave taken should = 8 (or 9 for CWS).

ORACLE' Prefercnces Clese Window
Time Entry: ALSTON, Ms. REMEDIOS Q.,0847

Review, then save ) (_Submit

Period | 26-Nov-05 - 03-Dec-05~ = |2 Comments =
Template |- remy07 -] (&o) LI
soDC Sun, Nov |Mon, Nov |Tue, Nov |Wed, Nov
Project Task DePS SDDC EH OTH SDDC ABC ND  |SDDC Inj Hum 2 27 28 29
fiez . oo . [REREGU o || =] |[cosmnocm | = || rdl [ 8]l alll B
fimz | |ionoon o [Cateave o || = A = Edl [ [ [
fimssiz s |itonoon o (o5 oveEr Lo || =l |[cosmanocum s [ = |f Sl [ 5] 2
fizmz o |fiiooon o |[RGREGU F || =1 |[cosmnocum 5 |[Yes = || Fdl [ 2|[ |l
| _Add Another Row | | Recalculate 0 9.5 13 10
Template Mame | | Save As ATemplate )
Preferences | Close Window
Copyriaht () 2005, Oracle. Al fights reserved Privacy Statement

If an Environmental Hazardous duty, Health care, Union or Telework code is needed,
select from the dropdown list under SDDC EH OTH:

ORACLE Preferences Closs Window

ime Entry: ALSTON, Ms. REMEDIOS Q., 0847

Review, then save ) (_Submit

Perind [01-Oct-06 - 14-Oct-06~ =)@ Comments |
Ternplate ~| (5o LI
4 SDDC Sun, Oct |Mon, Oct |T
Project Task DCPS SDDC EH OTH / SDDC ABC ND SDDC Inj Num 01 02 0
[z . |[reoo00 . |[R REGU = S =l 4l [ EllIn
BC CARE FOR SPOUSE, SON, DAUGH |
[103812 ? [11910:000 # [Ls LEAVE { 0D SERIOUS HEALTH CONDITION OF I { [ =l Edll [ 5[]
DE FFL FAMILY CARE/BEREAVEMENT
fizez | o000 i |05 0vER . ||oF sici LEavE FOR ADORTION PUR I L =l | ]| ]
T 3
I Al =4l S |[FE ERVIRENMENTAL EXPLCEES A | L =l el [ [
FE ENVIROMMENTAL FOISONS (TOXI
|\Lpdd Another Row /| Recalculate ) FR ENVIROMMENTAL MASS EXPLOSI U g
Template Mame | Th TELEWORK MEDICAL - APPROVED
TS TELEWORK AD HOC - APPROVED
Tvy TELEWORK REGULAR - AT LEAST =

Review, then save | [ Submit

Preferences | Close Window
pyright (51 2006, Oracle. Al rights reserved Privacy Statement




APPENDIX A: 2009-10 Pay Period Ending (PPE) Schedule

2009 SCHEDULE

3-JANUARY-09
17-JANUARY-09
31-JANUARY-09
14-FEBRUARY-09
28-FEBRUARY-09
14-MARCH-09
28-MARCH-09
11-APRIL-09
25-APRIL-09
9-MAY-09
23-MAY-09
6-JUNE-09
20-JUNE-09
4-JULY-09
18-JULY-09
1-AUGUST-09
15-AUGUST-09
29-AUGUST-09
12-SEPTEMBER-09
26-SEPTEMBER-09
10-OCTOBER-09
24-OCTOBER-09
7-NOVEMBER-09
21-NOVEMBER-09
5-DECEMBER-09
19-DECEMBER-09
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2010 SCHEDULE

2-JANUARY-10
16-JANUARY-10
30-JANUARY-10
13-FEBRUARY-10
27-FEBRUARY-10
13-MARCH-10
27-MARCH-10
10-APRIL-10
24-APRIL-10
8-MAY-10
22-MAY-10
5-JUNE-10
19-JUNE-10
3-JULY-10
17-JULY-10
31-JULY-10
14-AUGUST-10
28-AUGUST-10
11-SEPTEMBER-10
25-SEPTEMBER-10
9-OCTOBER-10
23-OCTOBER-10
6-NOVEMBER-10
20-NOVEMBER-10
4-DECEMBER-10
18-DECEMBER-10
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2011 SCHEDULE

1-JAN-2011
15-JAN-2011
29-JAN-2011
12-FEB-2011
26-FEB-2011
12-MAR-2011
26-MAR-2011
9-APR-2011
23-APR-2011
7-MAY-2011
21-MAY-2011
4-JUN-2011
18-JUN-2011
2-JUL-2011
16-JUL-2011
30-JUL-2011
13-AUG-2011
27-AUG-2011
10-SEP-2011
24-SEP-2011
8-OCT-2011
22-0CT-2011
5-NOV-2011
19-NOV-2011
3-DEC-2011
17-DEC-2011
31-DEC-2011
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APPENDIX B: Timecard Data Entry Fields

Timecard Entry Instructions Comments

Header

Period Select List of Values (LOV) | Pay Periods begin with
to display the pay periods. Sunday.

Overriding Approver Do not use unless System automatically
instructed. forwards timecard to the

employee supervisor.

Template Select LOV to choose a Templates defaults lines on
previous saved template. the timecard automatically.
Users can select a My
template, Public template or
last time card.
Comments Enter any message to the
approver regarding the
timecard.
Details
Project Enter or select the Enter the employee project.
Flashlight Icon to view the
list of Projects
Task Enter or select the Enter the employee task.
Flashlight Icon to view the
list of Tasks.
DCPS Enter or select the Enter the DCPS code.
Flashlight Icon to view the
list of DCPS codes.
SDDC ABC Select the LOV to display SDDC ABC codes are

Timekeepers skip this
field.

the list of codes available
for the employee.

entered by employees only.
Timekeepers skip this
field

SDDC E/H OTH

If applicable, select the
LOV to display the list of
Environmental, Hazardous
Duty and Other codes.

E/H OTH codes are
additional to the DCPS
code.

SDDC ND If applicable, select the The lines should include
LOV and select “Yes” for only the hours subject to
time subject to night night differential.
differential.

SDDC INJ NUM If applicable, select the

LOV to select the DDMM.
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14 Days Columns

Enter the total hours for the
day by line combination.
HH.MM format.

HH.MM quarter minutes
allowed (Ex. 15, 30, 45).
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Timecard Entry

Instructions

Comments

Total

System computes total of 14
days by line combination.
Select the Recalculate
button to update.

Displays total for the pay
period and line
combination.

Delete

Not allowed. Enter O to
remove an amount.

Details

Select Details Icon to enter
Comments for a day.

Reason Codes

Select the LOV to display a
list of Reason Codes.
Codes required for each
day.

Timecard submitted late or
changed after submitted
requires reason codes.

Actions

Add Another Row Select button if additional There is no limit of number
lines are required. of line combinations.

Recalculate Select button to compute

the daily and line totals

Template Name & Save As
A Template

Enter a Template Name
(Ex. =“FY06”). Select the
Save As A Template button
to save the current line
combinations.

Tip — Create template
before entering an actual
timecard.

Review, then save

Timecard is saved and
displays any warning
messages.

Use the button to save your
work without submitting the
timecard. See 1.2.4.2 below
for additional details.

Submit

Timecard is saved and
submitted.

Timecard cannot be
submitted if any errors. See
1.2.4.3 for additional
details.
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APPENDIX C: DCPS Valid Hour Codes

|Code | Description

CA

Religious Time Taken

CB

'Comp Time Travel Earned

cC

|Compensatory Callback

CD

Credit Hours Earned

CE

|C0mpensatory Time Earned

CF

\Comp Time Travel Used

CN

Credit Hours Taken

CR

Religious Time Earned

CT

|Compensatory Time Taken

HC

Holiday Callback

HF

Holiday Premium First Shift (Wage Grade)

HG

Holiday Premium (Graded)

HS

|Ho|iday Premium Second Shift (Wage Grade)

HT

|Ho|iday Premium Third Shift (Wage Grade)

KA

LWOP

KB

Suspension

KC

AWOL

KD

|Office Of Worker Conpensation Program (OWCP)

KE

Furlough

KF

INon Duty Within Regular Schedule

KG

|Mi|itary Furlough (LWOP) - Called To Active Duty

LA

Leave Annual

LB

‘Advanced Annual

LC

Court

LE

Holiday on Call

LF

[Forced Annual

LG

\Advanced Sick

ILH

Leave Holiday

LI

Military - (Dc Guard)

L

'Shore

LK

'Home
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Code | Description

ILL  |Law Enforcement

LM |Military

LN |Administrative

ILO |BRAC Restored Leave

ILP  |Annual, Restored #3

LQ |Annual, Restored #2

LR  |Annual, Restored #1

LS |Leave Sick

LT  [Traumatic Injury (Cop)

LU  |Day of Traumatic Injury

LV |[Excused Absence

LW  |Educator- In School Breaks

|LX |Nonwork Paid At Straight Time (Day of Death/Sabbatical, Conversions, etc.)
LY [Time Off Award

'OA |Additional FLSA Hours

OB |On Call

/OC |Overtime - Callback

ION  |Overtime Scheduled - Not Worked Because Of Court/Military Leave
/0S  |Overtime Scheduled

'OU  |Overtime Unscheduled

/OX  |Overtime Unscheduled Exception

IRF  |Regular, First Shift (Wage Grade)

IRG  |Regular Hours

RN |Regular, Firefighter Paid Not Worked

RS |Regular, Second Shift (Wage Grade)

IRT  |Regular, Third Shift (Wage Grade)

IRW |Regular, Firefighter Agency Training

IRX |Regular, Created For Emergency Time

ISF |Sunday Premium First Shift (Wage Grade)
ISG  |Sunday Premium (Graded)

'SS  |Sunday Premium Second Shift (Wage Grade)
ST |Sunday Premium Third Shift (Wage Grade)
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APPENDIX D: Environmental/Hazardous Codes (EH)

= EB =High Work — On, Above, Below, or Suspended between High Structures
= FB = Environmental Explosives and Incendiary Material - High

= FE = Environmental Poisons (Toxic Chemicals) - Low

* FR = Environmental Mass Explosives and/or Incendiary Material

= TM = Telework Medical

= TS =Telework Ad Hoc

= TW = Telework Regular

= BB = Mid-term Negotiations

= BD = Labor/Management

= BK = Grievance and Appeals

= BA = Term Negotiations

= DC = Care for Spouse, Son, Daughter, or Parent with Serious Health Condition
= DD = Serious Health Condition of Employee

» DE = FEFFL Family Care and Bereavement

= DF = Sick Leave for Adoption Related Purposes

= DA = Birth of Son/Daughter or Care of Newborn

= DB = Adoption or Foster Care
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