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Logging On to ITAS:

1. Double click on the Internet Explorer or Netscape icon on your desktop.  This will take you to your Home page.

2. Enter the following URL: www.psc.gov/hrs/itas
3. Under Time and Attendance click on

· Click on Production Employee/AO/Timekeeper icon to get your logon screen.

4. Enter your ITAS LAN ID* and Press the tab key – or click on the password field.

5. Enter your password and press the enter key – or click the OK button.

· The first time you log on to ITAS, you will be forced to change your password.  Change it to something you will remember.  The password is “case sensitive”, so be sure to notice whether you use upper or lower case.

· Once logged on, you will see the main menu.  You will have access only to those roles to which you have been assigned.

· Go to “Change Role”, click on Timekeeper.
*ITAS LAN ID is the first letter of your first name, the first and second letter of your last name and the last 5 digits of your social security number (SSN).  i.e. John Doe SSN:999-27-3364 – LAN ID = jdo73364.
Logging Off ITAS:


On the menu, click “Logout”.
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LOG ON AS AN ALTERNATE TIMEKEEPER

Alternate Timekeeper:

6. Double click on the Internet Explorer or Netscape icon on your desktop.  This will take you to your Home page.

7. Enter the following URL: www.psc.gov/hrs/itas
8. Under Time and Attendance click on

· Click on Production Employee/AO/Timekeeper icon to get your logon screen.

9. Enter your ITAS LAN ID and Press the tab key – or click on the password field.

10. Enter your password and press the enter key – or click the OK button.

· The first time you log on to ITAS, you will be forced to change your password.  Change it to something you will remember.  The password is “case sensitive”, so be sure to notice whether you use upper or lower case.

· Once logged on, you will see the main menu.  You will have access only to those roles to which you have been assigned.

· Go to “Change Role”, click on Timekeeper.

· From the menu Click on “Act as Alternate”.

· Click on drop down arrow to select name of person for whom you are the alternate; then click the OK button.

Logging Off ITAS:


On the menu, click “Logout”.
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 MODIFY AN EMPLOYEE PROFILE


The ITAS Coordinator and the Timekeeper can modify employee’s profile.

Modify Profile:  
To update information for existing employees.

1. From the Dashboard.

2. To select employee, click on the employee name or box beside employee name.

3. You will see first tab “Personal”.

4. From the Dashboard to modify information, click on box and one of the following:

· PERSONAL – Employee Name
· PAYROLL – Admin Code
· TOUR OF DUTY – Hours

· Access (Options) – Emp 
Note:  Clicking on the TAB (i.e. Personal, etc) at the top of the Dashboard will only change the order of employees name from descending to ascending order.

5. You must delete the old information before entering new information in a text box.  Click on the field where you want to delete information and tap the delete key until information is deleted.  Type in the new data or Highlight information in field and type new data.

6. Once you are in employee profile you can click on the tabs at top of the page to move from one screen to another.

7. Click on the OK button to accept changes.

8. You will see a confirmation screen…. click “OK”.  You also have the option at this time to click on the box if you do not want to see the confirmation screen each time you make a change for the rest of the session.
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Confirmation Screen
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CHANGE EMPLOYEE TOUR OF DUTY

The ITAS Coordinator and the Timekeeper can change the employee tour of duty.

Permanent Change:
Changes in an employee’s tour of duty can take effect in the current pay period or the next pay period.

1. From the Dashboard.

2. To select an employee, click on the box next to employee name and then scroll over to Tour of Duty Tab and click on tour hours.  OR you can click on employee’s name, which will take you to the “Personal” screen of the profile.  Then click on “Tour of Duty” tab.

3. Click on the Tour Type drop down arrow and click on the tour. Change the Tour Type and click “GO” to fill default values on the screen.
4. Click on the Term Type drop down arrow and click on the Term Type.  Press the TAB key.  If correct just TAB to next field.

5. Click on Tour Hours field.  If the tour hours are correct, press the TAB key.  If the tour hours are not correct, type over or change to new hours.  Press the TAB key.  .
6. Click on Next Tour of Duty Change drop down arrow and click on pay period effective date.  Press the TAB key.

7. For Title 38 Employees only, click on the Special Pay Rate field drop down arrow and click on Title 38.  Press the TAB key.
8. Shift field defaults to REG-Regular for Title 38 and FWS, click on drop down arrow and select appropriate shift.  Press the TAB key.

9. Distribution of Biweekly Basic Work Requirements, click on the appropriate day of the week and delete any hours that will no longer apply.  Type in the new start and end times and tour hours for that day. Always check start and end times every time you change employees work scheduled. Tour hours are not required for FLEXIBLE or VARIABLE work schedule.
10.   Click on the OK button to save your changes and you will be directed to the confirmation screen to complete the process.

11.   Click on the OK button on confirmation screen. 
12.   Click on the Dashboard to close profile.
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MODIFY EMPLOYEE TIMECARD

The ITAS Coordinator and the Timekeeper can modify employee timecard.

Modify Current Timecard Only:
ITAS automatically generates a timecard every pay period, so you only need to process exceptions.  Remember, leave is posted automatically by ITAS when the Approving Official has approved a request for leave.  You can process timecard change for the current pay period directly to the timecard or process changes for prior pay period via the Supplement procedures.

1. From the Dashboard to modify information.
2. To select an employee, click on the box next to employee name and then scroll over to Timecard Tab and click on “unapproved”.  OR you can click on employee’s name, which will take you to the “Personal” screen of the profile.  Then click on “Timecard”.
3. You will see a timecard for the selected employee, that displays their tour hours and any extra work hours or leave already recorded.

4. To modify hours worked, select a day and click on Leave or Hours Types.  Click the “+” to show more Leave or Hours Types.

· To add additional hours worked to timecard click on day and type in number of hours.

· Click on “OK” button to save and you will be directed to start/stop time’s screen. 

· Enter start and end time for hours worked on day highlighted in red.  Use military or AM/PM times.

· If needed, click the “More” button for extra start/stop lines.

· Click on “OK” button to save your changes and you will be directed to the confirmation screen to complete the process.  Click on the Ok button on confirmation screen.

5. To delete hours worked from an employee timecard, click on the hour type row you wish to delete. Click on day and highlight hours and delete hours.  Remember you must also delete the start/stop time.
6. You must also restore regular tour hours according to his/her work schedule for that day.  
7. Click on “OK” button to save your changes and you will be directed to the confirmation screen to complete the process.

8. Click on the OK button on confirmation screen.
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CHANGE EMPLOYEE ACCESS LEVEL

The ITAS Coordinator and the Timekeeper can change employee access levels.

Change Access:
To add or delete an employee’s authority to enter ITAS as Timekeeper, Approving Official or ITAS Coordinator.


Important:  If you are removing an employee’s authority to access ITAS as a Timekeeper or Approving Official, be sure to reassign all of their employees to another Timekeeper or Approving Official.  ITAS Coordinators can do this through Relationship tab on the dashboard.

1. From the Dashboard.

2. To select an employee, click on the box next to employee name and then scroll over to Access Tab and click on “Emp”.  OR you can click on employee’s name, which will take you to the “Personal” screen of the profile.  Then click on “Options”.
3. Click on the appropriate box(s) in access level to either enter or delete an employee as a Timekeeper, ITAS Coordinator or Approving Official.
· Reminder:  A 5 digit timekeeper Number is required for All Timekeepers.
4. Click on the OK button to save your changes and you will be directed to the confirmation screen to complete the process.

5. Click on the OK button on confirmation screen.
6. Click on the Dashboard to close profile.
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CHANGE EMPLOYEE PASSWORD

        The ITAS Coordinator and the Timekeeper can change employee passwords.

Change Passwords:
If employee forgets their ITAS password, you must reset or change the passwords.  When doing so, you should use the generic password “newuser” and advise the employee.  Once changed, the employee will be required to change it again to his/her choice when logging on to ITAS.
Reminder:
Password must be at least eight characters,  but no more than 10 in length and MUST contain three of the following four required elements: a capital letter, a lower case letter, a number and at least one Special character. 

1. From the Dashboard.

2. To select an employee, click on the box next to employee name and then scroll over to Personal Tab and click on employee name.  OR you can click on employee’s name, which will take you to the “Personal” screen of the profile.

3. Click on New Password.

4. Enter the employee’s new password in the “New Password” box and TAB to re-enter the new password to verify it.

5. Click on the OK button to save your changes and you will be directed to the confirmation screen to complete the process.

6. Click on the OK button on confirmation screen.

7. Click on the Dashboard to close profile.
8. Notify employee of the new password.
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SUBMITTING LEAVE REQUEST FOR ASSIGNED EMPLOYEES

   
 Rule: The ITAS Coordinator and the Timekeeper can process leave request for employees.

Process Leave Requests:
A request to use leave can be made for a past, current, or future pay periods.  Requests can be made for a full day, a partial day, and for multiple days, and multiple types of leave may be requested for the same day.

Delete Leave Requests:  
If it is for a future date, approved or unapproved, it may be removed by the ITAS Coordinator, Timekeeper, or Employee.

If the approved leave is in the current pay period, but the date has passed, only
Timekeeper or ITAS Coordinator may remove the leave.  If the pay period has

Passed, the Timekeeper or the ITAS Coordinator must remove the leave via a 

supplement (amendment).

Important:  If you are recording leave used under the Family Medical Leave Act (FMLA) or Family Friendly Leave Act (FFLA), be sure to click on the “+”for more leave types and then click on FMLA or Family Friendly Leave box then type in hours and remark from drop arrow when processing FMLA/FFLA leave request.  All leave requests must be saved and the employee’s Approving Official must approve all requests before it can be applied to the timecard.

Reminder:  Upon conversion to the new Defense Civilian Pay System (DCPS) before employee can use advanced sick leave, continuation of pay (COP),  time off awards and/or donated leave be sure that the HR Payroll Liaison has notified the Payroll Customer Service Team to establish the leave balance record in Defense Civilian Pay System.  Use of this type of leave prior to leave balance record being established in DCPS will caused a leave conversion by DCPS to annual, credit, comp time or LWOP. 

1. From the Dashboard to request leave.

2. To select an employee, click on the box next to SSN and employee name and then scroll over to Leave Request Tab and click on Request.  OR you can click on employee’s name, which will take you to the “Personal” screen of the profile.  Then click on “Leave Request” tab.

3. To request leave
INSTRUCTIONS:

i. To create a full day request:

· Click on Leave Request 

· Fill in the Start Date and End Date.

· Select a Leave Type and type in hours.  If the desired type is not shown or you want multiple types, click on ‘+’ More Types.  More Types denotes all leave types includes FFL, FMLA, and LWOP that is appropriate for that employee.

· Click the OK button.

· To create a partial day request:
· Click on Leave Request 
· Fill in the Start Date and End Date.

· Fill in the Start Time of your leave.

· Fill in either the End Time or # Hours; the other will be populated for you when you press the “GO” key.

· Select a Leave Type.  If your desired type is not shown, click on ‘+’ More Types to be directed to the other types of leave.

· Click the OK button.
· To Request leave for two or more types of leave on the same day:

· Click on Leave Request 

· Fill in the Start Date and End Date.

· Fill in the Start Time of your leave if partial day.

· Fill in either the End Time or # Hours; the other will be populated for you when you press the “GO” key if partial day. 

· Click on ‘+’ More 

· ITAS will open window in which you will click on the type of absence and enter number of hours you wish to apply to the first leave category.

· Click on the type of absence and enter number of hours of the type of leave you are requesting for the remaining hours.

· Continue until all hours are accounted for.

· Click on the OK button.

· To Request COP Leave
· Click on Leave Request 
· Fill in Start Date and End Date.  

· Click on ‘+’ More

· ITAS will open window in which you will click on the COP and enter the total number of DAYS not hours in the box.  .
· Click on the OK button.
· To Request Partial Day COP Leave
· Click on Request Leave
· Fill in the Start Date and End Date.

· Fill in the Start Time and End Time

· Click on “GO” ITAS will default hours 

· Click on ‘+’ More 

· Click on the COP and type in “1” equals a day of COP.  DO NOT TYPE IN HOURS.

· Click on the OK button.

· Once it is approved ITAS will post timecard with both types of leave in the hours requested but will subtract one full day of COP from COP balance.

· Separate COP leave request must be done for each pay period involved.  Cannot cross over pay periods.
ITAS automatically sends an email notification to the Approving Official of the pending leave request.  Leave Request will appear in the Approving Official’s Pending Leave Request window.  If the Approving Official then approves the leave the leave will be added to the employee’s timecard and email notification is sent to employee.

COP Leave
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4. Removing a Leave Request:
You may use this process to remove a leave request that has not yet been approved or is for a future date.  

· Click on Leave Request 

· Scroll down to “Existing request”.

· To select a leave request for deletion, check the box in Delete column

· Click ‘OK’
ITAS automatically send an email notification to the Approving Official that the leave has been deleted.
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To remove a leave request that has been approved:

● 
 Click on employee name.


      ●
 Click on Timecard


       ●
 Click on the leave to be remove and hit “Delete” key.

                  ●
  Click on regular hours and add back regular hours for that day.

                  ●
  Click “OK”  
  

ADD SEPARATION INFORMATION FOR EMPLOYEES

The ITAS Coordinator and Timekeeper can add separation information for employees.

Add Separation Information:
USE ONLY IF EMPLOYEE HAS SEPARATED FROM HHS or the GOVERNMENT.

1.   From the Dashboard.

2.  To select an employee, click on the box next to employee name and then scroll 

over to Payroll TAB and click on Admin Code.  OR you can click on employee name, which will take you to the “Personal” screen of the profile.  Then click on “Payroll” tab.

3. Click on the Separation Date field and enter a separation date.

Please Note:  Separation takes effect at the close of business (COB) on date of separation.  If you enter a separation date in the current pay period, ITAS will automatically remove the work or leave hours from the timecard for all the days after the separation date.

4. Click on the Remarks field drop down arrow and click on the appropriate remark.
5. Click on the OK button to save your changes and you will be directed to the confirmation screen to complete the process.

6. Click on the OK button on the confirmation screen.

7. Click on the Dashboard to close profile.
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VIEW EMPLOYEE TIMECARD FOR PRIOR PAY PERIOD


The ITAS Coordinator and Timekeeper can view timecard for prior pay periods.

Viewing Timecards:

1. From the Dashboard or the Timecard screen
2. Click on the down arrow key in the Pay Period box and click on the appropriate pay period.

3. Click on the GO button. 

4. To select an employee, click on the box next to employee name and then scroll over to Timecard Tab and click on approved.  OR you can click on employee’s name, which will take you to the “Personal” screen of the profile.  Then click on “Timecard” tab.

5. Timecard for pay period selected will be displayed.

6. To return to current pay period, click on the down arrow key in the Pay Period box and click on the appropriate pay period.

7. Click on the GO button
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SUPPLEMENTS (ALL AMENDMENTS)

The ITAS Coordinator and Timekeeper can process supplements.

Supplement Definitions:

Transmitted Supplement:
A supplement that has been entered into the system and transmitted through to payroll at Pay Period (PP) close.  AKA Posted Supplement.

Pending Supplement:
A supplement entered but not yet processed through PP close.  AKA Non-   posted Supplement.

Displayed Supplement:
The supplement as displayed in the table at the bottom of the new Timecard (TC) screen.

Actual Supplement:  The supplements as stored in individual rows in the database.

PROCESS

As coded, supplements are generated and applied to a Timecard (TC) by displaying the TC, typing over anything that needs to change, and clicking OK.  This takes the entire TC as displayed and creates any needed supplements to make the corrections.  This deals with the entire TC with the intention of eliminating the need for a daily detail screen.  It is also designed to take the responsibility of figuring out exact supplements off of the Timekeeper (TK) and allowing the system to do it.
Remember:  Leave must be requested and approved by Approving Official before it will post to timecard.  If you are changing one leave type for another i.e. sick for annual the timekeeper must first delete annual leave and put regular hours back on timecard before the sick leave can be requested.  

To add additional hours worked for a prior pay period:

1. From the Dashboard or Timecard screen.
2. Click on the down arrow key in the Pay Period box and click on the appropriate pay period.

3. Click on the GO button. 

4. To select an employee, click on the box next to employee name and then scroll over to Timecard Tab and click on approved.  OR you can click on employee’s name, which will take you to the “Personal” screen of the profile.  Then click on “Timecard” tab.

5. Timecard for pay period selected will be displayed.

6. Click on the day you would like to process the supplement for additional hours worked for a prior pay period.

7. Click on the desired category of hours or leave Types.  Click the “+” to show more leave or hours Types.

8. To add additional hours worked to timecard click on day and type of additional hours.  Type in number of hours worked.

9. Click on the OK button to save and you will be directed to start/stop time’s screen.

10.   Enter start and end time for hours worked on day highlighted in red.  Use military or AM/PM times.  If needed, click on “More” button for extra start/stop lines.

11.  Click on the “OK” button to save your changes and you will be directed to the confirmation screen to complete the process.

12.   Click on the OK button on confirmation screen.

13.   Scroll to bottom of timecard to view supplement.

14.   Click on Dashboard to close.

15.   Click on the down arrow key in the Pay Period box and click on the current pay period.

16.  Click on the GO button.

17.  Click on employee name and click on timecard
18.  Scroll to bottom of timecard to review supplement in current pay period.

19.  Click on Dashboard to close.
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Correcting Leave:
To charge leave that an employee used in a prior pay period, but didn’t report or previously request:

The employee, Timekeeper or ITAS Coordinator must process a leave request for the specified time.  Once the supervisor approves the leave, a supplement is automatically created during the current pay period.  No remarks are necessary.

1. From the Dashboard.

2. To select an employee, click on the box next to employee name and then scroll over to Leave Request Tab and click on Request.  OR you can click on employee’s name, which will take you to the “Personal” screen of the profile and click on Leave Request Tab.
3. Fill in the Start Date and End Date.
4. Select a Leave Type, or click on “+”  for all leave types (AL, SL, and LWOP,  FFL, FMLA, and Comp Time).
5. Click on the OK button.

To change sick leave charge in a prior pay period to annual leave (or vice-versa) OR to re-credit annual or sick leave reported as used but it was actually not used:

To re-credit the previously reported leave that was not used, the timekeeper or ITAS Coordinator must process a timecard modification.  Important:  Do this before processing a new leave request for same day.

1.   From the Dashboard.

2. Click on the down arrow key in the Pay Period box and click on the appropriate pay period.

3. Click on the GO button. 

4. To select an employee, click on the box next to employee name and then scroll over to Timecard Tab and click on approved.  OR you can click on employee’s name, which will take you to the “Personal” screen of the profile.  Then click on “Timecard” tab.

5. Timecard for pay period selected will be displayed.

6. Click on the hours you wish to re-credit and highlight hours then press the delete key.
7. Click on the regular hours and type in regular hours for leave not taken.  To change from one type leave to another process a leave request. 
8. Click on the OK button to save your changes and you will be directed to the confirmation screen to complete the process.

9. Click on the OK button on confirmation screen.

10. Scroll to bottom of timecard to view supplement.

11.  Click on Dashboard to close.

12.   Click on the down arrow key in the Pay Period box and click on the current pay period.

13.  Click on the GO button.

14.  Click on employee’s name and then click on Timecard Tab.

15.  Scroll to bottom of timecard to view supplement

LEAVE TRANSFER PROGRAMS (LTP)


Rule: ITAS Coordinator and Timekeeper can maintain the LTP.

Leave Transfer Program – covers employees participating in Voluntary Leave Transfer Program (VLTP) and HHS Emergency Leave Transfer Program (ELTP).  Currently the ELTP program is not accepting any more leave donations.

Reminder:  Upon conversion to the new Defense Civilian Pay System (DCPS) before employee can use advanced sick leave, continuation of pay (COP),  time off awards and/or donated leave be sure that the HR Payroll Liaison has notified the Payroll Customer Service Team to establish the leave balance record in Defense Civilian Pay System.  Use of this type of leave prior to leave balance record being established in DCPS will caused a leave conversion by DCPS to annual, credit, comp time or LWOP
LTP – Donations


1.  From the Dashboard to LTP


2.  Select “Employee”


3.  Scroll across until you see LTP Donate
             4.  Click on “Donate”

5.  Top portion of screen shows number of annual leave hours available for donation and
      the number of restored annual leave hours available.

6.   Click on arrow in “Name Reason Org” box to select employee name you wish to
      donate leave to.

7.   Click on arrow in “Hour Type” box and select hour type.

8.   Tab to “Hours” box and enter number of hours.

9.   Tab to “Date” box ITAS defaults to current date. Accept or change.

10.  Click “OK”
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LTP – Accounts

1.  From the Dashboard to LTP. 

2.  Select “Employee”

3.  Scroll across until you see LTP Accounts

4.  Click on “New”

5.  Bottom half of screen label “Accounts” is where you will enter information on the
     employee that has been approved to participate in VLTP.

6.  Click on the arrow in “Reason” box and select reason.

7.  Click on the arrow in “Emergency type” and select emergency type.

8.  Tab to Begin Date and enter date of emergency.

9.  End Date – enter date employee is to returns to duty full time.

9.  Click “OK”
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Leave Transfer Program (LTP)

Donor or Recipient from outside the Department – you must notify the ITAS Coordinator and have a profile in ITAS establish for this type of employee.  Once profile has been established then you can donate leave to them or for them using ITAS.  Proper paper work should be submitted to the employee’s employing agency.  Also information must be sent to HR Payroll Liaison in order for it to be credited to employee’s payroll record in Defense Civilian Payroll System prior to employee using the leave.
To Donate leave:

1. Click on LTP Donate tab.

2. Under Donations click on the down arrow key.

3. Select employee name/reason/org for which donation is for.

4. Tab to Hour Type – Click on down arrow box.

5. Select type of leave.

6. Tab to hours

7. Type in hours to be donated.

8. Click “OK”.
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To set up recipient’s account:

9. Click on LTP Accounts tab.

10. Under Accounts - Click on the down arrow key.

11. Select reason

12. Tab to Emergency Type – Click on down arrow box.

13. Select type of emergency.

14. Tab to begin date

15. Type in begin date.

16.  Click “OK”.
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Reminder:  Upon conversion to new Defense Civilian Pay System before employee can use donated leave be sure that the HR Payroll Liaison has notified the Payroll Customer Service Team to establish the LTP leave balance record in Defense Civilian Pay System.

REPORTS


Rule: The ITAS Coordinator and Timekeeper can prepare reports.

You may view and/or print any of the reports below:

· Alt Supervisor to Supervisor Relationship – Shows Supervisors assigned as Alternate to other Supervisors.

· Alt Timekeeper to Timekeeper Relationship - Shows Timekeepers assigned as Alternate to other Timekeepers.

· Approved Leave Report – Contains a list of all leave request by employees that have been approved by the Approving Official that are within you specified parameters.

· ALTR – Administrative Leave and Time Record – Contains online copy of the HHS 564 Administrative Leave and Time Record.  Do not use “all employees” when setting your parameters.  See special instructions for printing ALTR report on page 27.

· Balance Adjustment Report – Contains a list of all employees who’s leave balance have been adjusted manually. 
· FFLA Activity Report – Contains a list of all employees that used leave under the Family Friendly Leave Act.

· FMLA Activity Report – Contains a list of employees that used leave under the Family Medical Leave Act.

· Leave Request Report – Displays a list of all leave requests processed for selected pay period.

· Payslip Differences Report – Currently not available
· Payslips Difference Report (Spreadsheet) – Currently not available
· Pre-DFAS Payslip Mini Report – Currently not available
· Pre- DFAS Payslip Regular Report - Currently not available.
· Printable Timecard – Displays timecard for selected employees within you parameters.  You will need to do some setup procedures to have timecard print on one page. From tool bar click on View and select Text size – set to smallest.  Then go to File and Page Setup set left and right margins to .20 (2/10 inch) and Orientation to Portrait.
· Sign-in/Sign-Out Report – Contains a list of all employees and their sign-in and/or sign-out times for the parameters you enter.  Not Applicable for most of HHS.
· Supervisory to Alt Supervisor Relationship - Displays list of all employees and relationships between Approving Official/Alternate Approving official.
· Supervisory to Employees Relationship - Displays list of all employees and relationships between Approving Official/employee.
· Timecard Error Report – Displays a list of employees with discrepancies between their required tour of duty and the total number of hours on their timecard for current pay period.
· Timekeeper to Alt Timekeeper Relationship – Displays list of all employees and relationships between timekeeper and Alternate timekeeper.
· Timekeeper to Employee Relationship - Displays list of all employees and relationships between timekeeper/employee.
· Unapproved Timecard Report – Displays a list of employees who timecards have not been approved.
· VLTP Recipient Report – List of all employees that used, donated, or received VLTP within the parameters you set.
To view or print available on-line reports:

1. Click on Reports from menu bar.

2. Click on the drop drown arrow box and select your report type.

3. Select your parameters.

4. Click on OK button.

5. To print click on the printer icon on your toolbar except for ATLR report.

ALTR PRINT INSTURCTIONS

To print the ATLR, you need to access ITAS by using Internet Explorer 6.0 and your printer must handle LEGAL size paper.

To print:

· Display the ATLR Report to print

· Click File / Page Setup on the top menu bar to open the Page Setup dialog box

· Note existing settings before proceeding

· Change the Paper Size to Legal

· This will vary depending on your default, but there should be some variation of Legal available

· Change Source to Manual Feed paper

· Clear the Headers and Footers fields

· Click the Landscape radio button

· Clear all the Margin Size boxes

· The minimum values based on your printer will be filled in.  The left and right margins can be no larger than .20 (2/10) inches

· Click OK to save and close the dialog box

· Click Print from the Print Preview window or File 

· Check the printer and manually feed the legal size paper if called for

· Click on ‘on-line’ button on your printer

· ATLR should start to print

Remember that all printers are not a like.  You will need to check various things like default margin settings, fonts, etc.  Please check with your IT person for help with your printer.

[image: image32.png]A Reports - Microsoft Internet Explorer

ar e |

GBack v = - D [0 4| Quearch [lFavertes (3| By 5 =1 5]

Address [(€) htps: e hrs.psc.gov/5cripts/sa15APL dlfitasweb. cass/Reportsfindex. fsprFUNCTION=Reports

Vew Favories Tooks

r—
Julia C. Savoy

P Act as Alternate

» Dashboard

» Reports.

» Help
» Home
» Logout

Reports

Repor|
Paramaters

From
Relstionship
Employee

Pay Perods

approved Leave Report

[ATLR Report
[FFLa activty Report
[FMLa activty Report
lLeave Request Report
lPaysip Diferences Report
[Paysips ini Report
[Paysips Reguier Report
Printetie Tinecard
[Refationship Report

[Sign-vsign-Out Report

[orrmzos

Eioone
Rstart | Brcanurere wating
| & =

(2 [@ nternet

Finbox - Microsoft outook._| EEITAS Trekeeper Web c... [ Reports - Micrasoft Tn | 11271

R




[image: image33.png]A Reports - Microsoft Internet Explorer

ar e |

GBack v = - D [0 4| Quearch [lFavertes (3| By 5 =1 5]

Address [(€) htps: e hrs.psc.gov/5cripts/sa15APL dlfitasweb. cass/Reportsfindex. fsprFUNCTION=Reports

Vew Favories Tooks

r—
Julia C. Savoy

P Act as Alternate

» Dashboard

» Reports

» Help
» Home
» Logout

Reports

Repor|
Paramaters

From
Relstionship
Employee

Pay Perods

approved Leave Report

[FMLA Actvty Report
lLeave Request Report
lPaysip Diferences Report
[Paysips ini Report

[Paysips Reguier Report
Printetie Tinecard
[Refationship Report
[Sign-rsign-Out Report
[Timecerd Error Report
lUnapproved Timecard Report

[VLTP Recient Report

[orrmzos

Eioone
Rstart | Brcanurere wating
| & =

(2 [@ nternet

Finbox - Microsoft outook._| BETAS Trnekeeper Web c... [ Reports - Micrasoft In | 11281

R




[image: image34.png]EEIE

Fie Edt Vew Favorkes Took Help
GBack v = - D [0 4| Quearch [lFavertes (3| By 5 =1 5]

Ackiress [ ) htpsifjpyrice s psc. gov{5eripts{5aISAPLdltssweb.class/Reportsfindex.sp?PUNCTION

o b Jwe

r—
Julia C. Savoy
temate.
» Dashboard
» Reports

» Help
» Home
» Logout

Reports

Paramaters

From :[12282002 | To:[orrrizo0s
Retationshi :[Tinekeeper o Employee v]
Employe: [AlEmpoyess 7]
PayPeioss: [T2nam2 o mma 2002 ¥]

Eloone [ (B [ emet

start || BocanvwHERE wiai...| Blinbox -Microsoft . | 1745 Tinekecper ... |[&]Reports - Micro... 11356 At
| & = RY 08




PAGE  

36






