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1 Oracle Time & Labor (OTL) Overview

Timekeepers and Timecard Approvers use the Transportation Financial Management System – Military Surface Deployment and Distribution Command (TFMS-M) to access SDDC Time Manager responsibility.  Timekeepers can create, edit and submit timecards for an employee, based upon the employee’s assigned preferences; the Timekeeper is acting on behalf of the worker. Timekeepers can access workers using the manager hierarchy, or using the My List function to access workers within their security profile.
1.1 OTL Navigation Instructions.
SDDC Guidance for screen navigation:

· Do not use the Internet Explorer (IE) Back icon.

· The notification screen combines all types of notifications including OTL Timecard and TFMS Requisitions.
· The system can appear slow when entering the first timecard session for the day.  You will see performance improve on subsequent entries.

· When using the Flashlight Icon, use the quick select icon to avoid having to select and then submit.

· Timekeepers & Approvers use the SDDC Time Manager responsibility to perform OTL functions.

1.2 Timecards – Employee Selection
Selecting Timecards displays the manager's hierarchy of employees reporting to a supervisor.  Various search options are available, such as searching for employees using the manager hierarchy, or searching using employee criteria such as first and last name, employee number, start date, or social security number.

To search for employees using the manager hierarchy, select the desired employee name as it appears within the hierarchy. If a worker does not appear within your hierarchy, use My List to search for other workers to whom you have access. 
Timekeepers use My List to add new employees to your list, view their details, or select an employee to process.  Use an advance search, or search on basic search criteria, such as Last and First Name and the person type that you wish to include in this search. Once the search data is returned, select individual workers to add to My List.

1.2.1 Timecards – Manager Hierarchy
Navigate to the Time Cards: People in Hierarchy window by selecting Time Cards from the navigator menu.

Timekeepers will not be able to view Manager’s Hierarchy.
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Selecting Time Cards displays the manager's hierarchy of employees reporting to a supervisor:

	Find Employee
	Instructions
	Comments

	Focus Icon (left side of name in Focus column)
	Select the icon to limit focus.  
	Allows the supervisor to limit view of names.

	Focus – List of higher levels of hierarchy names. 
	Select Supervisor Name (next to Focus Icon) to expand focus to larger group of employees.
	Displays the current level of Hierarchy selected.

	“+”, “-“ Icon (left  side of name)
	Select the “+” to expand. Select again to reduce.
	Allows the supervisor to drill up/down levels of the hierarchy to view employees.

	Previous, Next
	Select to display additional names.
	Navigation to view additional names.

	Name
	% is used a wildcard.
	Allows Timekeeper to search by name. (Use all CAPS).

	Advanced Search – See section 1.2.2 below.
	Select Advanced Search
	Enter criteria and select go to display name. Name is Case Sensitive (Use all CAPS).

	My List – See section 1.2.3 below.
	Select My List
	Used by Timekeepers.


Selecting Time Cards displays the manager's hierarchy of employees reporting to a supervisor.  The above navigation instructions can be used to select an employee.

1.2.2 Timecards – My List
Timekeepers will use My List to identify/maintain their list of employees.  An employee can be listed on more than one Timekeeper’s My List.
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To add people to My List:
1. Enter employee’s name in the Name block and select Go.

2. When the employee data line appears, check the box to the left of the employee’s name.

3. Select Add To My List.

4. Timekeeper’s My List will appear with new employee included.

	My Lists
	Instructions
	Comments

	Name
	Enter Name and then Go button to search employee.  Select “Add to My List” button to save selection. 
	Adds employee to My Lists.

	Previous, Next
	Select Previous 10 or Next 10  at bottom right 
	To view additional list of employee names.

	Delete Employee
	Select the employee(s) names to remove.  Select the “Delete Selected” button.
	Removes employee from My Lists.

	My List
	
	Return to My List of employees

	Time Cards: People in Hierarchy
	
	Return to Manager Hierarchy of names.


Timekeepers maintain the employees they want to see on their My List.
The Time Cards: People in My List displays employees names previously added.  Additional employees can be added or removed from the Timekeeper’s My Lists.
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1.2.3 Timecards – Advanced Search

The Time Cards Advanced Search displays additional search criteria to find employees. 

Note - Must use all capital letters in name query below.
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To use Advanced Search:

  1. Enter search data for employee and select Go.
  2. If correct person is listed, check box left of employee’s name.

  3. Select Add To My List.

  4. My List will appear with selected employee’s name.

	Advance Search
	Instructions
	Comments

	Various Search criteria.
	Select criteria. Enter portion of name.  Select Go to display list of employees.
	Search by First, Last Name.  (Use All CAPS)

	Select Person
	Check box in front of name and select Add To My List
	To add employee name to My List

	Return to People in Hierarchy
	Select Return to People in Hierarchy.
	To return to My List without adding person


The advance search window allows extended criteria to find an employee.  

1.2.4 Create Timecard
To create a new timecard:

   1.  Go to Timekeeper’s My List.

   2.  Check box to left of employee’s name for whom you wish to create a new timecard. 

   3.  Select Action icon to right of employee’s name.

   4.  Select the Create Timecard button to enter a new timecard for the selected employee.
   5.  Enter data for timecard as instructed below.
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Scroll to right (bottom of window) to view the right side of the timecard.
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	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.
	

	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).

	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.


1.2.4.1 Review & Save Timecard
The user can select Review, then Save button at any time.  The system checks the rules to the timecard and displays warning messages at the top of the timecard.  
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If required, the Reason window allows entry of reason codes for Late or Changed Timecard line entries.  Select Continue button to proceed on the Review Window.
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.

Select Back button to return to the timecard if changes are required.  
Select the Complete Save Process button to save the timecard.
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The final Confirmation window displays showing the timecard information again with the message the timecard has been saved successfully.  Regular and Premium hour totals are displayed.  
Select the Return to Time Entry button to make changes to the current timecard or submit for approval.  
Additional options include, select Return to Recent Timecards to view the current employee list of Timecards or select the Return to Hierarchy button to return to add timecards for a different employee.
Note – Never use the Internet Explorer (IE) Back icon while creating a timecard.

Instead, use one of the 3 Return buttons above or the Back button on the timecard.

1.2.4.2 Submit Timecard  
Select Submit button to send your timecard to the employee supervisor for approval.
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Select the Back button to return to the Timecard entry to correct any error listed at the top of the timecard.  Select the Complete Submit Process button to continue.
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The timecard is automatically routed to the employee supervisor, who will receive an email to approve the timecard.  An email notification is sent to the employee when the timecard is approved.

Timekeeper selects Return to Hierarchy button to select the next employee.  
Select Return to Time Entry to return to the Timecard if needed.

1.2.5 Timecard Updates
Once an employee is selected in My List, select the Action Icon: Update or Detail (right side of employee name) to access Timecard information.  
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Recent timecards are displayed.  Status, Pay Period, and number of recorded hours are included.

	Timecards
	Instructions 
	Comments

	Status
	Displays Timecard status.
	Status: 1. Working = Saved at least once. 2. In process = Submitted for approval. 3. Approved =Approved by Manager 

	Period Starting, Period Ending
	Display Pay Period date.
	

	Update Icon
	Select Update Icon (Pencil) to make changes to a timecard.
	Any change to a previously submitted timecard or late timecard requires reason codes.

	Details Icon
	Select to view timecard details.  Select Return to Timecard to see recent timecards.
	

	Audit Date
	Displays a check if data has been changed after initial submit.
	


1.2.6 Timecard Error Messages

Timecard error messages and their meanings:
1. The following time entry rule has violated the period maximum (24 hr day maximum)   -  total hours cannot exceed 24 hours per 1 day

2. 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

3. 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

4. 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

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

6. Hrs - Invalid expenditure type and expenditure type class combination  -                  DCPS code has not been entered on time entry line
2 Print SDDC Timecard – Timekeeper/Supervisor
Navigate to Schedule Request: window by selecting Request Submit from the navigator menu.
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Enter Program Name “SDDC Timecard – Timekeeper/Supervisor” or select the Flashlight Icon to search for the name
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Use the Quick Select Icon next to the SDDC Timecard – Timekeeper/Supervisor”.  The system populates the selected Program Name for Step 1 of 7.  Select Next button to proceed to Steps 2 of 7.
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Note – Use all CAPS for employee name.

	Timecard Step 2 of 7
	Instructions 
	Comments

	Request: Parameters
	
	

	Pay Period End
	Enter date or select the Calendar Icon to select the payment period end date.

Format = DD-MMM-YYYY
	

	Employee Name
	Use the Flashlight Icon to search for employee name.  (Use all CAPS)
	Optional.  Used to print a timecard using employee’s name.

	Employee SSN
	Enter the Social Security Number.
Format = NNN-NN-NNNN


	Optional.  Used to select timecard using an employee’s social security number.

	Employees
	Use the Flashlight Icon to search for multiple timecards.  See diagram below.
	Optional. Used to print multiple Timecards.
Timekeepers can Quick Select Icon to print their entire MYLIST employees.

	Actions
	
	

	Cancel
	Select CANCEL button.
	Do not print. Return to menu.

	Back
	Select Back button.
	Back to Step 1 of 7

	Next
	Select Next button. 
	Proceed to Step 3 of 7
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Note - Timekeepers can select MYLIST to print all the timecards for a given Pay Period.  Supervisors can print One Level or All levels of the Supervisor Hierarchy for which they have the security access.  Select the Quick Select Icon or Select button to return to Step 2 of 7.
Select the Next button to proceed to Step 3 of 7.   Select pay period and employees.
Select the Next button to proceed to Step 4 of 7.   Select schedule name.
Select the Next button to proceed to Step 5 of 7.   Select recipients.
Select the Next button to proceed to Step 6 of 7.   Select printer.
Press the Submit button on Step 7 of 7 to send the print of the timecards to be processed.
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Select the OK button to proceed.
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	Requests
	Instructions 
	Comments

	Actions
	
	

	Refresh
	Select Refresh button to update Phase of request..
	Reports process at the server. 

	View
	Select the LOV to expand selections.
	Defaults to Last 24 hours. Selections include All, Completed, Pending, Running, or Search (additional criteria)

	Home
	Select to return to the menu
	

	Request Details
	
	

	Status
	 
	

	Name
	
	Display only.  Name of Request.

	Phase
	Status of request.

	Displays current status of Pending, Running, or Completed.  

	Request ID
	
	System assigned request number.

	Details
	Select the Detail Icon to view processing diagnostics.
	

	Output
	Select Output icon to view report.  
	The Timecard(s) displays in PDF format.  Once displayed the user can save or print using the PDF functions.  Here is one exception where IE Back is used to close the PDF file and return to OTL.

	Request ID
	
	


Users will normally select the Refresh button until the Phase displays Completed.  Select the Output Icon to view the Timecard(s) in PDF format.  Use the PDF functions to print and save.  
Select the IE Back button to return to OTL.

Note - Users can access previous requests selecting the menu Monitor / View Requests. 

3 Approve Timecard
Supervisors receive email notification from TFMS to approve an employee timecard.  
[image: image19.jpg]From;  TEMSM ***TEST/Training**** SDDC Financial System [tfmsm@tme.army.mi] Sent:  Sun 9/17/2006 6:54 PM
Toi  CHALLINOR, MARTHA

o

Subject: Acton Required; Timecard (03-5EP-06 to 16-5EP-06) for KRUTHERS, LINDA (85 hours)

From  KRUTHERS, LINDA Timecard Dates  03-SEP-2006 to 16-SEP-2006
To  CHALLINOR, MARTHA Description 88 total hours (8 premium hours, 0 non worked hours)
Sent  17-SEP-2006 18:54:32 OTL Approval D 20096447
Due  19-SEP-2006 18:54:32
D 320414

This notification s best viewed from the Notification Detail page.
Please access the online version of this notification




Login to TFMS and select Notifications from the navigator menu
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	Notifications
	Instructions 
	Comments

	Actions
	
	

	View
	Select LOV to alter the list of notifications.  Select Go button to change the view.
	Defaults to Open Notifications requiring a supervisors action.

	Open
	Select the line (check box next to the “From”) and the select the Open button.
	Alternative action is to  click on the Subject line to open directly.

	Reassign
	Do not use at this time


	 

	Vacation Rules
	Select Vacation Rules to enter an alternate approver for the supervisor.  See 4. Approver Vacation Rules.
	Required to be entered prior to submit of employee timecards.

	Worklist Access
	Do not use at this time.
	

	Home
	Select Home to return to Menu
	

	Items
	
	All TFMS notifications are displayed.  OTL and Requisitions.

	Select
	Check next to the From Name to select the line to approve.  Then select Open button.
	

	From
	Employee
	 

	Type
	Source of transaction
	OTL & Requisitions are included.

	Subject
	
	Click to open a line for approval.

	Sent
	
	Displays the date generated.

	Due
	
	Displays due date.  If no action the system will notify the next approver (approvers supervisor).
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Note Timecard daily comments are available to view.
	Timecard Approval
	Instructions 
	Comments

	Actions
	
	Note that the buttons are at the top and bottom of window.  

	Approve
	Select Approve.
	Enter a message to the employee in the Reponse section (bottom). 

	Reject
	Select Rejects to send back to preparer..
	Enter a message to the employee in the Reponse section (bottom).

	Reassign
	Do not use at this time


	 

	Request Information
	
	Enter a message to the employee in the Reponse section (bottom).  Email is sent to the employee.

	Return to Worklist
	Select to return without approving current timecard.
	


The employee receives an email with the results of the approver actions.
4 Approver Vacation Rules

Select Vacation Rules from the Notification window to enter an alternative approver.
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Select Item Type “OTL Workflows for Employees.  Select the Next button to continue with Step 2 of 3.
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Select Next button to continue with Step 3 of 3.
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Enter the values in the Start Date and End Date fields to specify the period that this rules should be active.  If you leave the Start Date blank, the rule is effective immediately.  If you leave the End Date blank, the rules is effective indefinitely.

In the Message field (optional), enter any text that you want to append to the notification when the rule is applied.  The comments appear in a special comments field.

Select the Flashlight Icon to enter the name of the person you want to delegate the approval authority too.  
Select Apply button to record the rule.

5 Approvals (History/Mass)
Navigate to the Approval (History/Mass) from the navigator menu to view historical timecard information or mass approve timecards for specified list of employees.
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Select Detail icon to view the timecard detail information.  Select Continue button to review the results of selections.
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Select Submit to apply the Mass Approval actions.  Select Back to return to the previous screen for modifications.
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