Initial ITAS Tasks 

For Administrative Officers and Timekeepers

The following tasks are necessary to establish employee profiles in the ITAS system in preparation for using the ITAS system.  Some employee information will be pre-loaded into ITAS from the personnel system.  The remaining information may be obtained from TAIMS and information maintained by the organization, e.g. current supervisors.

Administrative Officers

1. Designate which employees in their organization are Timekeepers, Alternate Timekeepers, Administrative Officers, Leave Approving Officials, Alternative Leave Approving Officials.  This is accomplished by checking the appropriate category on the Employee Profile Screen, ITAS Security tab.

2. Administrative Officers will perform this function on a ongoing basis for new employees to the organization, as well as delete employees who leave.

Timekeepers

1. Complete an Employee Profile Worksheet for each employee in preparation for entering the information into ITAS.  The Worksheet contains information that is not pre-loaded into ITAS.  Information needed on the Worksheet may be obtained from TAIMS as well as information maintained by the organization.

2. Enter information from the Worksheet into ITAS on the Employee Profile Screen.  The Timekeeper will also designate the Timekeeper, Alternate Timekeeper, Leave Approving Official, and Alternate Leave Approving Official for each employee from a pull-down list of Timekeepers and Leave Approving Officials established by the Administrative Officer.

