LOGON PROCEDURES FOR ATAAPS

Step 1.  Open browser (Internet Explorer 5.x or Netscape 4.x or higher).  NOTE:  Browser must be 128 bit encrypted.

Step 2.  The ATAAPS Web can be accessed from two locations.  On the HQ AMC Intranet Home Page, URL: http://www.amc.army.mil/amc/rm, click on “Click here if you are using an HTML 3.2 compatible browser,” click on "ATAAPS Refresher Training Document," scroll down to and click on ATAAPS GUI web site, https://chronos.tobyhanna.army.mil/. The other location is this page, accessible the same as above except click on ATAAPS Training Manual." 

This URL is available by all users provided they are connecting from a .mil address; i.e., you cannot log in from home using a local Internet Service Provider.  A Security Alert message will appear.  Click “Yes” and the ATAAPS privacy page is then displayed.
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Privacy Act Notice

Information contained within ATAAPS is collected under the authority
of Title 5, U8, Code and Title 31 U.S. Code for the purpose of reporting
sime and attendance data to the payroll system and labor information to the
accounting systems. As such, it contains personal information that should

be safeguarded in accordance with the provisions of the Privacy Act of 1074
(Public Law 93-579).

Do you agree to take precautions to safeguard the data?
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Step 3.  The following screen displays:

Click YES to continue.
Step 4.  Enter your Login Name and Password.  The Data Source field will automatically display ataaps - tyad.[image: image8.png]le Edt Yiew Go Communicator Help
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Timekeeping  Administration Utilities
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Step 5.  Click the Login button to access the system.  The ATAAPS Main Menu will appear.

LOGOFF PROCEDURES FOR ATAAPS

Click on Logout of ATAAPS Web at the bottom right corner of the screen.
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Enter New Password.

* Must be 8 to 30 positions,
* Must start with a letter
* Can contain these special characters(_, 5, #)
User Name:  KERR, JAMES A
UserId: jherr

Enter New Password:

Re-Enter New Password:

Ok| _cancel | Help
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The following screen will appear:
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Close your internet browser.

Changing Your Password

To change your password:

Step 1.  Click the Change Password link on the main menu, to go to the Change Password screen



Step 2.  Enter your new password, press the Tab key, and re-enter your new password to verify it; then click OK.  For security reasons, your password will be displayed as all asterisks (*).
Note:  Passwords must start with a letter and must be a minimum of 8 characters in length; they may include upper and lower case, numbers and special characters ($, # or _).

If the password is successfully changed, the following screen will appear.  Otherwise, the system will display an error message.


Certifying Time and Attendance

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.

To certify time and attendance:

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

Step 2.  Select the roster you want to certify. 

NOTE:  The primary certifier’s roster and all those the primary is alternate for will be listed.  This is a seven (7) position field consisting of the first position (constant P), next two (2) positions G/Special Staff; e.g., G1, SS, etc., and last four (4) positions as numerical sequencing of the G/Special Staff; e.g., PG80011, PG80012, etc.
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Step 3.  Select the pay period to certify.

NOTE:  If certifying at the end of the pay period, the current pay period will be displayed.  If certifying after the pay period has closed, you must change to the previous pay period either by selecting the desired pay period using the pay period drop-down, and then clicking the pay period button or by clicking on the previous/next links (the forward and back arrows next to the drop-down menu).
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Step 4.  To view the Employee Certification - Labor Details, if desired, click on the book icon under the Detail column.
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Step 4a.  The detailed record will be displayed for the employee selected.  Click the Back link to return to the Certification window.
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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).  The records must be corrected before the system will allow certification.
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Step 6.  Click the Save button to save the certifications. 
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Once the certification has been saved, the certification screen will reappear showing the certifier’s name in the Certifier Name field to the right of the records.

Step 7.  To make changes after the records are certified, the certifier must access the certification screen and uncheck the box next to that particular employee’s name and click the save button to save the change.  Then the timekeeper can make the necessary changes to that employee’s record.  That record must then be recertified and saved.  These changes can only be made during the certification "window," the Friday during the 2nd week of the pay period until Noon the following Monday.
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