ATAAPS REFRESHER TRAINING [REVISED VERSION - 10 AUG 03]

PURPOSE: Compliance with Internal Review Recommendation - Audit of Time and Attendance Reporting at HQ 

AUDIT RECOMMENDATION (A-1):  Conduct refresher training for timekeepers and certifiers to include a familiarization with applicable manuals and regulations.  Training should include the following problem areas:

APPLICABLE MANUALS AND REGULATIONS AND WEBSITES:  


http://www.dtic.mil/comptroller/fmr/08/index.html
 is DODFMR VOLUME 8

http://emss.dfas.mil/emss.htm is myPay [formerly E/MSS]

http://www.amc.army.mil/amc/rm/time.pdf is AMC Timekeeping Manual [under revision]

http://www.amc.army.mil/amc/rm/user/index.html is ATAAPS Q&D Guide [under revision]

https://dfas4dod.dfas.mil/systems/dcps/ is DCPS Homepage

https://www.abc.army.mil/ is ABC
https://chronos.tobyhanna.army.mil/ is ATAAPS Web Site 

http://www.opm.gov/forms/pdf_fill/opm71.pdf is OPM Form 71

· The requirement for certifiers to review time cards for validity and correctness when certifying time

 Certifying Time and Attendance [extracted from ATAAPS GUI HELP Screen]

      Note:  You may certify time and attendance only if you have been granted certifying authority and assigned as a primary or alternate certifier for a specific certification roster.

 If you have access to more than one UIC, the T&A roster you want to certify must be in the active UIC.  To change the active UIC, refer to Changing the Active UIC.

 To certify time and attendance:

      Step 1. Click the Certification link on the main menu.

      Step 2. Select the roster you want to certify.  Refer to Selecting a Roster for T&A Certification.

      Step 3. Select the pay period to certify.  Refer to Changing the Pay Period.

      Step 4. To view the Employee Certification - Labor Details, if desired, click on the book icon under the Detail column.

      Step 4a. Click the Back link to return to the Certification window.

      Step 5. Certify the T&A for the employees on the roster by placing a check mark in the certify box.  If the reported hours do not equal

      the scheduled hours, the certify box will be unavailable (grayed out).

      Step 6. Click the Save button to save the certifications. 

 See also:

   Displaying the Labor Summary 

   Selecting a Roster for T&A Certification 

   Displaying Extended Labor Attributes 

· The requirement to review supporting leave documents when certifying timecards


http://www.dtic.mil/comptroller/fmr/08/index.html
 - click "2," Read pp. 2-11 & 2-12.

· The requirement to electronically certify timecards at the end of each pay period


http://www.dtic.mil/comptroller/fmr/08/index.html
 - click "2," Read p. 2-12.

· A reminder to timekeepers and certifiers not to share passwords with others


http://www.dtic.mil/comptroller/fmr/08/index.html
 - click "2," Read p. 2-11.  The ATAAPS GUI password represents the "signature" of the individual to whom the ATAAPS Data Base Administrator issued the ATAAPS GUI password.  Another's use of someone's password is misrepresentation of the identity of the actual timekeeper and/or certifier and is expressly forbidden.

· The fiduciary duty of certifiers when certifying timecards


http://www.dtic.mil/comptroller/fmr/08/index.html
 - click "2," Read p. 2-11.  "The certification of time and attendance is an authorization for the expenditure of  Government funds.  The certifier must complete a DD Form 577 Signature Card as evidence of their responsibility as certifying official, subject to the provisions of DoDFMR VOL 5, Ch 33.

· The process for obtaining assistance when encountering difficulties with certification

https://chronos.tobyhanna.army.mil/ - Click certification; click help; otherwise contact:

Tammi Webb, Room 3E14, 617-3199 (ATAAPS System Administrator)

      Tom Speights, Room 3S44, 617-9261 (Deputy ATAAPS System Administrator)
      Jim Kerr, Room 3S44, 617-9255 (ATAAPS Functional Proponent)

      Bob Yakeley, Room 3S44, 617-9281 (ATAAPS Troubleshooter)
· The need to make prior arrangements with the alternate certifiers when the primary certifiers will be on leave or on travel

Bi weekly E-mails to all ATAAPS GUI timekeepers and certifiers prior to certification contain the statement, "If primary timekeepers and/or certifiers are unavailable to fulfill this responsibility, please arrange for alternate timekeepers/certifiers to complete the timekeeping/certification process.  It is important to achieve 100% T&A certification…"
· The prohibition against certification of one's own timecard 


http://www.dtic.mil/comptroller/fmr/08/index.html
 - click "2," Read p. 2-12.  The ATAAPS GUI actually prohibits certification of one's own time and attendance due to System Administrator control of  ATAAPS GUI Roster and  Team construction, access to which is restricted by ATAAPS GUI password.  ATAAPS GUI certifiers do not have access to the certification of their own time and attendance.  Otherwise, there is an internal control weakness.

· Retention of manually certified timecards


http://www.dtic.mil/comptroller/fmr/08/index.html
 - click "2," Read p. 2-15.  "..time and attendance reports and other supporting documents to be kept available for audit or for 6 years, whichever occurs first.

· The need to instruct timekeepers on how and when to take actions to remove separating employees from ATAAPS

Removal of separating employees from ATAAPS GUI is currently an ATAAPS GUI Systems Administrator function.  Timekeepers should report employees with no time, advising the ATAAPS GUI Systems Administrator , Ms. Tammi Webb, 617-3199, to remove the person's record from ATAAPS GUI.  FYI, the HQ AMC IRAC recommended G-1 "provide weekly notification to G-8 of all departing employees."  

· The need to instruct timekeepers on collecting military orders, court leave documents, and the like from employees and on forwarding these documents to the CSR expeditiously


http://www.dtic.mil/comptroller/fmr/08/index.html
 - click "5," Read pp. 5-17 to 5-25
=========================================================
Customer Service Representative (CSR) Responsibilities (attached document.pdf)
=======================================================

HELPFUL HINTS

 [PLEASE ALSO NOTE:  If you are preparing to move your G/Special Staff's T&A records to Ft. Belvoir, please prepare to move hard copy records associated with the Automated Time Attendance and Production System (ATAAPS).  Some ATAAPS records, including OPM Forms 71 (leave slips) contain Social Security Number (SSN) information not subject to digitization.]

NEW PROCEDURES:  
[image: image1.wmf]Summer Hire.doc

includes recently published procedures for Central Processing of Time & Attendance (T&A) for Summer Hires Assigned to HQ AMC and Retirement/departure from HQ AMC due to VERA/VSIP, routine retirement, etc.

SPECIAL NOTE FOR TIMEKEEPERS AND CERTIFIERS - Please advise the ATAAPS GUI System Administrator, Ms. Tammi Webb-Drinkard, 617-3199, or the alternate ATAAPS GUI System Administrator, Mr. Tom Speights,  617-9261, if your team/roster still contains personnel who have left your organization and for whom there is no time and attendance to be recorded.  It is essential that timekeepers and certifiers maintain perfect accuracy in their time and attendance reporting, particularly in anticipation of the upcoming retirements/realignments in the HQ AMC work force.  Thanks...         
[ADDRESSEES PLEASE NOTE:  THE BELOW E-MAIL CONTAINS IMPORTANT INSTRUCTIONS REGARDING ATAAPS PASSWORD CHANGE...PLEASE CHANGE YOUR PASSWORD IF INSTRUCTED TO DO SO - - PLEASE DO NOT ALLOW YOUR PASSWORD TO EXPIRE  - - PASSWORD EXPIRATION WILL JEOPARDIZE TIMELY ATAAPS TIMEKEEPING/CERTIFICATION.]  

SPECIAL NOTES FOR ALL TIMEKEEPERS AND CERTIFIERS: 

NOTE #1 - TO COMPLY WITH A RECENT INTERNAL REVIEW AUDIT COMPLIANCE (IRAC) RECOMMENDATION, PLEASE ADVISE THE EMPLOYEES FOR WHOM YOU REPORT/CERTIFY T&A IN ATAAPS AS FOLLOWS:  PERSONNEL SHOULD NOT DIRECTLY CONTACT THE HQ AMC ATAAPS CUSTOMER SERVICE REPRESENTATIVE (CSR).  ALL TIME & ATTENDANCE (T&A) RELATED ISSUES SHOULD GO THROUGH THE TIMEKEEPERS TO THE CSR.

NOTE #2 - TO COMPLY WITH A RECENT IRAC RECOMMENDATION REGARDING ESTABLISHMENT/TRAINING OF INDIVIDUALS FROM OTHER G-STAFFS TO SERVE AS (ATAAPS) SYSTEM ADMINISTRATORS OR GURUS , PLEASE NOMINATE AT LEAST 1 TIMEKEEPER FROM YOUR (G/SPECIALSTAFF) ORGANIZATION FOR CONSIDERATION AS SYSTEM ADMINISTRATOR/GURU.   [LEAD TIMEKEEPERS ARE PEGGY CREAMER (G-1), SUSAN BURKHARDT (G-3), DANA COLE (G-6). 

NOTE #3 - TO COMPLY WITH A RECENT IRAC RECOMMENDATION TO "PROVIDE SIGNATURE CARDS OF ALL CURRENT CERTIFIERS TO THE CSR," CERTIFIERS PLEASE COMPLETE THE ATTACHED DD FORM 577 AND RETURN ASAP TO THE UNDERSIGNED FOR SUBMISSION TO THE HQ AMC CSR.  LEGIBLE HANDWRITTEN REPLIES ARE PREFERABLE.  PLEASE CONTINUE TO PROVIDE UPDATED SIGNATURE CARDS AS CHANGES OCCUR.  THANK YOU TO THE SIGNIFICANT NUMBER OF CERTIFIERS WHO HAVE ALREADY RESPONDED TO THIS MANDATORY REQUIREMENT.  If you are a new ATAAPS cerifier, please ensure you complete the attached DD Form 577 and return to the undersigned ASAP.  Thanks...  
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ATTENTION ATAAPS TIMEKEEPERS AND CERTIFIERS:
Please Note:  ATAAPS access is password controlled.  Some addressees have already received notification of ATAAPS password expiration, including an opportunity to change their ATAAPS password.  The following attachments (please launch and scroll up) depict ATAAPS screen displays associated with changing an ATAAPS password.  IF YOU RECEIVE AN ATAAPS MESSAGE REQUESTING YOU TO CHANGE YOUR ATAAPS PASSWORD, PLEASE IMMEDIATELY DO SO.


[image: image3.wmf]PasswordChangeATA
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APSGUIhelp.do...

  In addition to the instructions in the screen displays, please adhere to the following protocol when changing your ATAAPS password:

1. Passwords (MUST START WITH A LETTER) should contain a minimum of 8 characters, including at least one
upper case alpha, one lower case alpha, one numeric and one special character (e.g., # , $ , or _ )

2. Please store your password in a place you alone know and can readily retrieve it should you forget it.

3. If there are three consecutive failed password attempts, your account is locked for 30 minutes.  You must change your ATAAPS password every 90 days.

4. If you forget or lose your ATAAPS password, please contact the HQ AMC ATAAPS System Administrator, Tammi Webb, 617-3199, as soon as possible to coordinate with our TYAD ATAAPS database administrators to create a new password.
If primary timekeepers and/or certifiers are unavailable to fulfill this responsibility, please arrange for alternate timekeepers/certifiers to complete the timekeeping/certification process.  It is important to achieve 100% T&A certification by NOON on the Monday following the end of the pay period.  Thank you for your cooperation in this regard.

step-by-step certification of time & attendance -  Please contact either Tammi Webb-Drinkard, 617-3199, Thomas Speights, 617-9261, or the James Kerr, 617-9255, if you encounter any difficulty completing T&A certification in ATAAPS for the pay period.  The goal is 100% T&A certification in ATAAPS by responsible certifiers NLT Noon, on the Monday following the end of the pay period.    
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 [please ignore hot links in attachments and follow the steps provided] 

HELPFUL HINTS:  There are a couple of policy and procedural issues which have surfaced since the HQ AMC 09 Mar 03 ATAAPS conversion.

Other Helpful Hints:
Summer Hires (procedure above) - hours recorded are either RG (Regular) or KA (LWOP) for the first pay period worked; G-1 retains management of Summer Hire Program and determination of eligibility for reported labor other than above.  

Retirement/departure from HQ AMC (procedure above) - please notify ATAAPS System Administrator, Ms. Tammi Webb-Drinkard, 617-3199, to ensure correct ATAAPS processing.

Press Release myPay - Please provide attached information to your employees.  
[image: image7.wmf]Press Release 

MyPay.doc

     

TIME & ATTENDANCE POLICY - http://www.dtic.mil/comptroller/fmr/  ALL HQ AMC timekeepers and supervisors should access the web site, click "8, Civilian Pay Policy and Procedures, Feb 2002", then click "2, Time and Attendance.  Please read this chapter to more fully understand the responsibilities you've undertaken by becoming a timekeeper or certifier.  Your responsibilities are executed by your use of the ATAAPS GUI time & attendance application.  Please refer any questions about the DoD policy to the undersigned.  

LEAVE DOCUMENTATION  - G-1 IS RESPONSIBLE FOR ISSUANCE OF GUIDANCE REGARDING PROCESSING OF LEAVE REQUESTS BY CIVILIAN EMPLOYEES; HOWEVER, DOCUMENTATION OF LEAVE IS PRESCRIBED ON OPM FORM 71, AVAILABLE AT THE FOLLOWING WEB SITE:

http://www.opm.gov/forms/pdf_fill/opm71.pdf
Documentation required for Court Leave - http://www.dtic.mil/comptroller/fmr/  ALL HQ AMC timekeepers and supervisors should access the web site, click "8, Civilian Pay Policy and Procedures, Feb 2002", then click "5, Leave."  Please read paragraph 0517, Court Leave, specifically paragraph 051712, which describes the specific circumstances warranting Court Leave, and the specific documentation required by the GAPG CSR to validate/process Court Leave.  PLEASE NOTE:  Absence of specific documentation for Court Leave may result in CSR conversion of the undocumented Court Leave to Annual Leave.  The GAPG CSR is currently reviewing HQ AMC time and attendance records submitted since Apr 03 to validate Court Leave.  If there are questions concerning the DoD policy, please contact the undersigned.  This review is one of many HQ AMC initiatives in process to more fully assure proper internal control of the HQ AMC Timekeeping System, ATAAPS GUI, and the civilian payroll policy it supports.  
HQ AMC has a new Customer Service Representative (CSR) team at Garrison Aberdeen Proving Ground (GAPG).  Ms Doreen Ney, DSN 298-0751, doreen.ney@usag.apg.army.mil is the primary CSR.  Ms. Deanna Sampson, deanna.sampson@usag.apg.army.mil has recently replaced Mr. Gerard Gulden, as the alternate CSR.  Doreen and Deanna replace Katherine Good and Melanie Peterson, both of whom served HQ AMC well. [Datafacsimile # at GAPG is DSN 298-0724 or CML 410.278.0724] 

Attention Timekeepers: for those civilians from your office who are currently deployed, but for whom you perform timekeeping, please use the following Type Hour: 

KG Military Furlough (Active Duty), do not use KA(LWOP).
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 (please launch and scroll up) further defines Type Hour as extracted from the ATAAPS hyperlink Type hr.

If the above Type hr issue applies to you, please correct this pay period's T&A ASAP, and, if necessary, process a corrected time card (see attachment below) for the previous pay period(s).
Family and Medical Leave Act of 1993/Family Friendly Leave Act - G-8 is coordinating with G-1 regarding data retention for such leave.  The ATAAPS recording process is depicted in the following 2 attachments:
[image: image9.wmf]FamilyLeaveCodes.doc
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Please launch the attachment(s) and scroll up.  It is important that timekeepers correctly code/record in ATAAPS, leave associated with the above laws.  The ATAAPS Help hyperlink contains information regarding leave classification/categorization in this regard.
Corrected Time Cards - Please use the attached form (CORRECTED TA.XLS) for manual corrections to T&A from a previous payperiod.  Please submit corrected timecards via datafacsimile [Datafacsimile # at GAPG is DSN 298-0724 or CML 410.278.0724] to the HQ AMC CSR, Doreen Ney or Deanna Sampson.  

Temporary Assignments - Ms. Elizabeth Phillips, CPAC, has advised that for those employees currently on and/or scheduled for 120 day assignments,

 "The employee's permanent organization should be the one doing the time card since the employee is only being detailed and not reassigned." 
1.  Effective 31Mar 03, for T&A recorded for 31 Mar 03 and beyond - Duty in Operations Center - USE Job Order Number (JONO) 3PIRQF.  Do not, repeat, do not use JONO 3P43TA after 30 Mar 03.  

2.  Night Differential - (Reference: DoD Financial Management Regulation (DODFMR) Volume 8, Civilian Pay Policy and Procedures) -

Paragraph 030303. Night and Shift Differential - GS Employees - "Under 5 U.S.C. 5545(a), night differential, at a rate of 10 percent of the hourly basic rate, is payable to employees for work between 6 P.M. and 6 A.M. if the regular tour of duty includes work during such hours...The hours worked must be part of the regular tour...Night differential is payable for overtime work between the hours of 6 P.M. and 6 A.M. if the overtime is regularly scheduled in advance of the administrative workweek."

To schedule a tour of duty which includes night differential, please E-mail the ATAAPS Systems Administrator, Tammi Webb-Drinkard, prior to the start of the pay period with the details of the scheduled tour, including the schedule for night differential.  

If the night differential pertains to a timeframe when the individual is working scheduled overtime, including compensatory time, the timekeeper need only record the actual premium hours and the associated night differential in the appropriate rows and on the particular day(s) earned.

Timekeepers must record night differential in accordance with the above policy, in the format depicted in the attachment (please launch and scroll up).  Record qualifying hours in the row marked NtDiff, under the appropriate day(s).  Don't forget to click Save after entering data to ensure proper T&A processing.  Thanks... 

General Helpful Hints:

ATAAPS Access - Please follow the instructions above to change your current ATAAPS password.  The ATAAPS URL is:

               https://chronos.tobyhanna.army.mil 

Once you've successfully logged in the ATAAPS, begin to access information pertinent to employees for whom you are the primary timekeeper/certifier.  This process might require your use of a "dropdown" listing to gain access, particularly if you are also an alternate timekeeper/certifier.  Please ensure that you are accessing the correct pay period. 

If there are personnel who are supposed to appear in your ATAAPS team/roster but do not, or if there are personnel who are not supposed to appear on your team/roster but do, please identify the discrepancy as soon as it becomes apparent.

If there are concerns regarding the means of either entering or certifying T&A, please identify the concerns as soon as they become apparent.

Reporting Problems:     

Tammi Webb-Drinkard, Room 3E10, 617-3199, is the ATAAPS System Administrator, the primary person to whom you should report ATAAPS problems.

Alternate ATAAPS System Administrator - Tom Speights, Room 3S44, 617-9261

ATAAPS Functional Proponent - Jim Kerr, Room 3S44, 617-9255

[Please note: Those addressees who have not attended ATAAPS training and completed the required DISA Form 41 (attached) for ATAAPS access, risk removal from ATAAPS as timekeeper/certifier.  Please contact the undersigned for additional information regarding ATAAPS access.]    

Jim

James A. Kerr, G-8

Functional Proponent

Automated Time Attendance and Production System 

Room  3S44, (703) 617-9255  
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