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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


 4 

 
 

 
 

 



 5 

 
 

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  
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Enter Timecard 

 

To create a timecard, perform the following steps:       

 

 

1. Select Self Service Time  

 

 
 

2. Select Time Entry  
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3. Click Create Timecard  

 

 

 
 

 

 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). 

 

 
 

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. 
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5. Select Template from dropdown list  

 

 If 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 

 

 

 
 

 

The timecard template will automatically appear!  
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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 

 

 
 

 

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 

 

 

 

 

 

 

 

https://dfas4dod.dfas.mil/systems/dcps/consolid/dcpsdocs.htm
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3. Click Recalculate to refresh the Total columns  

 

 

 
 

 

 

 
 

 

 

 
 

 

 

 

Recalculated Hours 
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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 

 

 
 

 

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 

 

 

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
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2. Click Complete Save Process 

 

 
 

 

 

Confirmation receipt! 

 

 
 

 

 

 

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. 
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3. Click  Return to Time Entry to submit the timecard 

 

 
 

OR 

 

Click Return to Recent Timecards to view the list of timecards 
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Notes:   

 

 The OTL status code will reflect Working when the timecard is saved. 

o For a list of OTL Status Codes and their meanings refer to page 16.  

 

 Please remember timecards should be updated daily! 
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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 

 

 

 
 

 

 

2. Click Complete Submit Process 
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Confirmation receipt! 

 

 
 

3. Click Return to Recent Timecards 
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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  
 

 
 

 

2. Make revisions 
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3. Click Recalculate 

 

 
 

 

4. Click Review, then save 
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5. Select Reason  

 

6. Enter Comment (optional)  

 

 
 

 

7. Click Continue 
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8. Click Complete Save Process 

 

 

 
 

 

 

Confirmation Receipt! 
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9. Click Return to Time Entry 

 

 

 
 

 

10.  Click Submit 
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11.  Click Complete Submit Process 

 

 
 

 

Confirmation Receipt! 

 

 
 

 



 25 

12. Click Return to Recent Timecards 

 

 
 

 

 

 

 

 

The Audit Data field has a √ to indicate a change has been made to the 

timecard. 
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View Timecard 

 

1. Click Timecard Search 

 

 
 

 
 

2. Enter Search criteria or click Details 
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View Timecard Details! 
 

 



 28 

Create Timecard Template 

 

 

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

 

1. Select Templates 

 

 
 

 

2. Click Create Template 
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3. Enter Template Name 

 

 
 

4. Enter Use Timecard Period (optional) 

 

 
 

5. Enter Comments (optional) 
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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://dfas4dod.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.  

 If more than 1 ABC code is needed, add a Row and repeat all previous 

data with new ABC code. 

 

 

https://dfas4dod.dfas.mil/systems/dcps/consolid/dcpsdocs.htm
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11.  Enter SDDC ND (optional) 

 

 If applicable, 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) 

 

 If 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 quarter increments (i.e. .25, .50, .75, 

and 1.00) 

 

 If 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 

 

 
 

 

 

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

toolbar. 

 

 

 
 

 

 

Notes: 
 

 OTL users can create multiple timecard templates for the fiscal year.  

 

 IMPORTANT!!!  
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 
 

 
 

 

 

2. Select Delete 
 

 
 

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

 

 

 
 

 

 The template is automatically removed from the list. 
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SDDC Timecard - Employee 

 

To print a timecard, perform the following steps: 

 

1. Select SDDC Timecard - Employee 

 

 
 

2. Select Pay Period End 

 

 

 
 



 37 

3. Click Run Report  

 

 
 

 
Print Timecard Details! 

 
 

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. 

 

 
 

 

 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. 

 

 
 

 

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: 

 

 
 

 

 

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). 

 

 

 
 

If an Environmental Hazardous duty, Health care, Union or Telework code is needed, 

select from the dropdown list under SDDC EH OTH: 
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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-OCT-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) 

to display the pay periods. 

Pay Periods begin with 

Sunday. 

Overriding Approver  Do not use unless 

instructed. 

System automatically 

forwards timecard to the 

employee supervisor.   

Template Select LOV to choose a 

previous saved template.    

Templates defaults lines on 

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 

Flashlight Icon to view the 

list of Projects 

Enter the employee project. 

Task Enter or select the 

Flashlight Icon to view the 

list of Tasks. 

Enter the employee task. 

DCPS  Enter or select the 

Flashlight Icon to view the 

list of DCPS codes. 

Enter the DCPS code. 

SDDC ABC 

Timekeepers skip this 

field. 

Select the LOV to display 

the list of codes available 

for the employee. 

SDDC ABC codes are 

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 

LOV and select “Yes” for  

time subject to night 

differential. 

The lines should include 

only the hours subject to 

night 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 0 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 

lines are required. 

There is no limit of number 

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 Compensatory 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 Holiday Premium Second Shift (Wage Grade) 

HT Holiday Premium Third Shift (Wage Grade) 

KA LWOP 

KB Suspension 

KC AWOL 

KD Office Of Worker Conpensation Program (OWCP) 

KE Furlough 

KF Non Duty Within Regular Schedule 

KG Military Furlough (LWOP) - Called To Active Duty 

LA Leave Annual 

LB Advanced Annual 

LC Court 

LE Holiday on Call 

LF Forced Annual 

LG Advanced Sick 

LH Leave Holiday 

LI Military - (Dc Guard) 

LJ Shore 

LK Home 
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Code Description 

LL Law Enforcement 

LM Military 

LN Administrative 

LO BRAC Restored Leave 

LP 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 

ON Overtime Scheduled - Not Worked Because Of Court/Military Leave 

OS Overtime Scheduled 

OU Overtime Unscheduled 

OX Overtime Unscheduled Exception 

RF Regular, First Shift (Wage Grade) 

RG Regular Hours 

RN Regular, Firefighter Paid Not Worked 

RS Regular, Second Shift (Wage Grade) 

RT Regular, Third Shift (Wage Grade) 

RW Regular, Firefighter Agency Training 

RX Regular, Created For Emergency Time 

SF Sunday Premium First Shift (Wage Grade) 

SG 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   

 

 
 

 


