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PROGRAM SUPPORT CENTER

Log on to Time and Attendance

2 Integrated Time and Attendance System - Login Screen - Microsoft Internet Explorer EHE‘E|
’,l

Fie Edt Wew Favortes Tooks  Help

Using Internet Explorer browser type in

URL.: https://itas.hhs.gov/

OBatk - \ﬂ @ II\J /IV]EEarEh ‘\j}(Favnr\tes (5] - \; _J ﬂ ﬁ

adchess 48] https: ftas.hhs, Bao s

(=) ITAS Integrated Time and Attendance System

Welcome to ITAS Click on the approprate I'TAS instance for
Please note Coordinatars, Leave Approval officals, Time keepers and Employees your OPDIV tO login.

will all log into ITAS via the same links below.
Please click on the appropriate [TAS instance foryour OPDIY below o login.

ITAS for 05, ACF, HRGA PSC, GAMHEA, AHRG, DMAT, 0IG, OPHS, AQA NOMS, ESS
ITAS for CMS
ITAS for IHS

NOTE: Only use the navigation buttons 1n
s —————————— ITAS. Do not use the browser buttons
(such as back arrow button) to navigate in
I'TAS. The only browser button compliable
with I'TAS 1s the “Printer” button.

Inteqrated Time and Attndance System
Department of Health and Human Services

& 0one 5 8 Intemet

| @ Mocscit Powerpa: .. 3 Inteqrated Time and ...
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PROGRAM SUPPORT CENTER

Log In ID and Password

2 Integrated Time and Attendance System - Login Screen - Microsoft Internet Explorer EHE\E|
Fie Edt View Fawrtes Tooks Hep i

Qe - © ¥ [ | Pseact Frrmis @ (3 & g 3

Adiress ] https:jitas. Bea s ™

TAS Integrated Time and Attendance System

LogIn

Privacy Act Wofice | Security Notice

Privacy Act Notice

General - This notice is provided pursuant to Public Law 93-579, Privacy Act of 1974, 5, U.5.C. Section 552a, for individuals supplying
information as dsta input to NIH's Inteqrated Time and Attendance Systsm,

Authority - Section 5301 of Title 5 of the U.5, Code authorizes

collection of this information.

Iy reports to IRS; (5) L (5) R o orts to opr retirement
calou ports to OPH, the Treasury, uch reparts do not include
information by name or th d tfy ng number of characteristics. {See NIH 22, "NIH Payro \ISytm) v

&]Done El ]nte
Pl

CHHHI O

MANAGING THE BUSINESS OF GOVERNMENT

Logon using your I'TAS LLOGIN ID and generic
password as set by you I'TAS Coordinator.

Your ITAS LOGIN ID 1s the first letter of your
first name, the first and second letter of your last
name and the last five (5) digits of your social
security number. 1.e. John Doe, SSN:000-07-8999
=7d078999.

Once you are logon the system will prompt you to
enter a new password (si1x to ten characters n

length).

Current users Logon with you ITAS
LOGIN ID and password

/(.

11/14/2011



PROGRAM SUPPORT CENTER

Change Password

A g The system will automatically prompt you to enter a
"l

Fie Edt View Favorites Tools Help 5 ),
Q- O B G P 36 UHS new password (six to ten characters in length).

fefess ] betps, ovlder on=Subi Beo s ?

A

TAS Integrated Time and Attendance System

Password Rules:

You are required to change your [TAS password before proceeding.

Password must be at least eight characters, but no
Change Password more than 10 1n length and MUST contain all four of

the following required elements:

Current Pagsword l:l .
New Pagsword I:I a Caplta-l letter

ot | ] a lower case letter
a number and

at least one Special character.

General - This notice is provided pursuant to Public Law 93-579, Privacy Act of 1974, 5, U.5.C. Section 552a, for individuals supplying
information s dats input to NIH's Inteqrated Time and Attendance System.

Authority - Section 5301 of Title 5 of the .S, Code authorizes collection of this information,

. Use this option to change your password. Simply
s T follow the prompts.

MANAGING THE BUSINESS OF GOVERNMENT

Purposes and Uses - The information entered into this data system becomes a part of the NIH Payroll System and documents daily time and

£] Dore

11/14/2011
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PROGRAM SUPPORT CENTER

ITAS Main Menu

7 Integrated Time and Attendance System - Main Menu Screen - Windows Internet Explorer [BEE
@: v @ https hhs.gov, o8 (B4 x| |8y

File Edt View Favorites Tools Help

After you have successfully logged mto the

7 : »n . S o»
€ Integrated Time and Attendance System - Main Menu ... v B ) @ v Page~ Safety~ Tooks~ @~

— system, you will reach the Main Menu.
2 5 g, | RN

i It {%@ ITAS  integrated Time and Attendance System F—
» Approve Leave

» Approve Timecards

» Approve for...

» Designate Alternates

Note the options available for the approving
official on left side of the screen.

»Manage Projects

» Manage Project Staff
» Manage Staff Sched.
» Request Staff

» Release Staff

» Allocate Employees.

» Reports
» ITAS Messages

Change Role:

) Employee

» Timekeeper
»Admin Officer
»ITAS Administration

» About ITAS
»Help
»Log Out

@ Intermet v Bi0% -

e s 5 ' - B
14 start 7z ©) € |8 mbox-Mirosoft Out... | @ P:AITAS Documentation /2 Integrated Time and ... | €] Microsoft PowerPoint ...

,; e,

o=
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ie ITAS Integrated Time and Attendance System

\:I': Fovortes @) (3 ; - ﬁ 3

Approving Official

Super S.DBA_Helper

) Approve Leave
} Approve Timecards

} Approve for...
} Designate Alternates

TAS Messages

) Manage Projects -

 Manage Project Staff ‘Welcome to ITAS Super 3. DBA_Helper. Curent Date: 022472011 08:08 AM

 Manage StaffSched. ITAS Natice:

b Request Staff

) Release Staff Visiting other websites while in ITAS is not permitted. Doing 5o will overlay and close your ITAS session.
Reentryto ITAS will andy be permitted after closing and re-opening your browser.

» Allocate Er

N To prevent this from occurming, you must either close ITAS or open a new tab, and either type in the new URL, or select a link from your

favorites.

) Reports.

HITAS Messages Wery Bes! Repards,

Change Role: TAS Technicl Suppor Team, DECAICIT

) Employee

} Timekeeper

» Admin Officer
}ITAS Administration

Privacy Act Notice

General - This notice is provided pur for individuals supplying

information as data input to NIK's In

» About [TAS
) Help
}Log Out

lection of this information,

Authority - Saction 5301 of Title 5 of the LS. Cade autharizes ca

tom becames @ part of the K

Furpnses and Uses - The infor

ing daPactian=Subrit M En Links

)

[

MANAGING THE BUSINESS OF GOVERNMENT

Current I'TAS Messages will appear on the screen.

“Visiting other websites while in ITAS is not
permitted. Doing so will overlay and close your
ITAS session.

Reentry to ITAS will only be permitted after
closing and re-opening your browser.”

’, shviey
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PROGRAM SUPPORT CENTER

Approve Leave

A Integrated Time and Attendance System - Approve Leave - Microsoft Internet Explorer

Fle Edt Vew Favories Took Hep T

OBatk - © \ﬂ @ A /'\smh ‘i:{Favnv\tes )R- & _J ﬂ 3

nddress | ] s Hh d v B ks
= [

pr— 2011HD ‘ ITHEYIAUEU 1ITTIE dfIU ALETIUATICE JySUErT] 3

» Approve Leave

} Approve Timecards ApprOVE LeaVE
} Approve for...

» Designate Alternates

» Manage Projects

» Manage Project Staff
) Manage Staff Sched. .
) Request Staff Apy Dny Emplayes Dates) Start Time End Tirne Leave Ol Wamings
) Release Staff [0 01 Aabel, Tami 1042009 T GO0 ALED
 Allocate Employees  mEWITETTH 0009200-091102009(+ 7908 BODPH ALI00
» Reports [0 Armatrong, Louis 03/16/2008-031 T/ZDDE ALTE0  Leave hours cannot be mare than hours worked
Pz 010 Ayl Lot 01220000011252008(+ J7308  BO0PM  COP 1A
SITEL [ [ Basset, Angela o1TI008 TP L DVIARNING: Crice used, donated leave camnot be deleted
» Employee
» Timekeeper [ [ Bassett Angela 0110872008 ALSD
 Admin Officer 00 Beliman, Pati 020172008 BODAM  230PM ALGO Warning: Requestis for avanced leave.
} [TAS Administration
[ Brady, Morgan 02/28/2005 CRTA0 Cannot be approved. Leave request does not match againg

» About ITAS
) Help [0 O Brocket, Kristen 07022007 T30AM 3:30PM AL B0
} Log Out [0 O Brocket, Kristen M 07032007 TI0AM  330PM ALED

[0 O Brocket, Kristan M 1200672007 YLTP 1 0.0WARNING: Once used, donated leave cannothe deleted

[0 O Carperter Megan 057232005 SO0 100PM  CRTS0

] 0 Demo, Employes 080812008 BN 11:30AM AL3D

[ [ Dibartolomes, Carmen CO827/2010 Q008 1Z00PM AL3D

[ [J Employes Four, Imam  06/2812007 T30AM 430PM 0 ALGD

[ Merici, Angie 0B/06/2005 CRTA.0 Cannot be approved. Leave request does notmaich againg

i3

R Detal,do?BLANID=LARD00148R0) de=ALd: 008-03] 8 @ nteet

Select this option to review any/all pending leave
requests waiting for your approval.

You can approve individually or click “Set All
Approve” button to approve all pending leave request.

Leave request with WARNING messages cannot be
approved untl error 1s resolve.

Exception: Donated leave, Advanced Annual leave
and Intermittent employee messages.

Click “OK” to process.

Reminder: Please be sure to check for any new leave
request prior to end of pay period.

oletolelolo

DS"‘ MANAGING THE BUSINESS OF GOVERNMENT
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Address

8

Approving Official
James L. Bond

) Approve Leave

¥ Approve Timecards
»Approve for...

) Designate Alternates

»Manage Projects

) Manage Project Staff
¥ Manage Staff Sched.
) Request Staff
}Release Staff

¥ Allocate Employees

) Reports
ITAS Messages

Change Role:
»Employee
»Admin Officer

»About ITAS
FHelp
¥Log Out

a

s
A\

s hraiingFR1 pprovel savedction.do v @e s ?

5: ITAS Integrated Time and Attendance System ‘:’1-‘\ 7

Approve Leave

Na leave requests to approve
Number of leave requests approved: §

Instructions

Click individual check boxes to approve or deny reguests or use the Set All Approved or Set All Denied buttons to check all related boxes. Enter or
change comments as needed for each request,

For additional information click

Click +to show individual requests on multi-day requests,

Click Leave DTL links fo show leave request detail

Click Galto showthe Leave Calendar related to the request

Click Timecard to show the current Timecard. 3
Click Balances ta showthe Leave Balances,

Click Tourto show the Tour Infarmation

Click OK to process the approvals and/or denials and comment changes

Reguired fields are marked with *.

Resetignores thanges and re-displays the screen

OKvalidates changes and applies updates ifno errors are found

Fields in error are marked with | The errar message atthe top of the page refers to the firstfield in error. v

B @ Internet

4 Integrated Time a

MANAGING THE BUSINESS OF GOVERNMENT

Once you have approved/denied the leave
requests, you should reach this screen.

At this time I'TAS has automatically update the
employee timecard with all approved leave and
sent confirmation email notification to the
employee of your decision.

’, shviey
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PROGRAM SUPPORT CENTER

Approve Timmecards

2 Integrated Time and Attendance System - Approve Timecard - Microsoft Internet Explorer

This option 1s very important as 1t assures that employee will

Fe Edt tew Fewres Totk Hep »
Gu-0 BAG fumfrw @33 E-LES receive salary payment.
g tas b, iringPR1%zporovetinecard.o v B ”

ApproingOffc gréﬂ ITAS Integrated Time and Attendance System
Gyt

James L. Bond

— . Timely approval of timecards must be on or before the last
fuastmmanl PPiOve imecarc Friday of the pay period.

} Designate Altemates

) Manage Projects

» Manage Project Staff
»Manage Staff Sched. RGOS Hours Verfied? Btatushiew  Warning
» Request Staff (O @) Akte,Shelia  HOLSREGTI No 1
HRelaseStal O @ Anderson, DV HOLE REGTI N
} Allocate Employees

(O @ Anderson, Kathryn L HOL 8, REG 72 No

The Approve Timecards detaill window appears providing a
summary detail for each employee, OR you can click on

} Reports.

} ITAS Messages O ® Anderson,Paula  REGSD No X . . als : .
Core s “Timecard” to view individual employee timecard details.
» Employee al, B o
» Admin Officer () ® Beasartan, Rehecea HOLB, REGT1 No

© DaisBabara  HOLEREGTZN
O () Flower,Sping  HOLS,REGT1 No

A warning message will appear 1f there 1s error on timecard
or leave 1s pending for the employee. It1s important that
you pay attention to the warning messages and make sure all
timecards are corrected , leave approved and approved the

3 i timecard by the end of pay period.

COQR00

,u e,

O @ Hawn, Goldie HOLE,REGT1 No
() @ Haywood Ria  HOLBREGT2No
() Wiseman,Reba  HOLE REGT2No
() @ Wiaman, Wonder W HOLE,REG 72 No
(O @ ioods, TigerE HOLB,REGTZ o
(O ® Yablonow, Chiis  HOLS, REG 45 No

(@ oMokt R teystedTreand .| (8 Mirosokt Fovrfore .

PSC MANAGING THE BUSINESS OF GOVERNMENT 11/14/2011
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View Timecard

=

3

eﬁack - Q \ﬂ |§| .l\l /IV\JSearth ‘\_:":(Favnrites @ o :7 i - _J i

Adracs | ] https:}Jtraining.itas.hh

Approving Offical a I'-‘lrintdhle Timecard Report - Microsoft Internet Explorer : 1% Use tllis Option tOr reVieW tlle timecard

James L. Bond

v B ks ?

File

Edit  View Favorites Tools  Help i

» Approve Leave a — n o =
» Approve Timecards < 7 \ﬂ @ (1) ) search g Favortss §2) i@ @ _I ﬁ ﬁ
» Approve for...

prior to approval.

clivess ] hkpsiftraining. s s gov/devz/raningPR19 imesards, doPFLNCTION=Tmecards&TCCaler=approve_TCaLaniD=saL0 v | [ &0 Liks »

» Designate Alternates

Employee: Alkire, Shelli a A
» Manage Projects |
» Manage Project Staff
» Manage Staff Sched.
¥ Request Staff SAC HMNAZ Ahbr ODZO0
} Release Staff
¥ Allocate Employees

Approwed by Transmitted On: Tour Hours: 80.0 Annual Leave Category. 06 PP 2011/5
» Reports
}ITAS Messages
(i Annual Laave 3660 Cradit Hours 24 0 CraditHours Lost 0.0 SickLeave 5500 FFLUsed 0.0  apen
» Employee Restored AL1.0 Comp Time 31.0 Projected Comp Time Lost 0.0 Adv Sick Leave 0.0 Donated YTO 0.0 2 appn
» Admin Officer Projected AL 142.0  Rel. Comp Time 0.0 Rel. Comp Time Charged 0.0 Use or Lose 160.0 WLTP Leave 0.0
» About ITAS
» Hel Type Su M Tu | W | Th F Sa | Su 1] Tu W  Th F Sa Supps Tatal
P 0213 02/14|02/15 |02/16 02/17 [02/18 [02/19 0220 |02:21 0222 02123 02/24 02125 |02/26 !

¥ Log Out

Tour Howrs G0 | 80 |90 |50 a0 |90 a0 a0 8o 800

Regular 90 | 90 | 890 | 80 a0 | a0 | a0 |80 oo 710

Annual Leave 0o |00 |

Sick Leave 0o joo

Comp Time-Used 00 | oo

Rel Comp Time-Used 0.0 |00

Holiday Leave 9.0 00 |90

Total Base 00 00 80 |30 |90 |80 00 00 90 80 90 90|80 00|00 300 v v

&] Dore B @ meemet

MANAGING THE BUSINESS OF GOVERNMENT 11/14/2011
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File Edit Wiew  Favorites Tools Help

Qe - © - [¥] B €| O scoren

o i~
i

Approving Official
James L. Bond

» Approve Leave .

» Approve Timecards Approve Tlmeca rdS
» Approve for...

» Designate Alternates

» Manage Projects CEEE——
» Manage Project Staff Mumber oftimecards approved: 15
» Manage Staff Sched.
» Request Staff Apy Unapr Employee Hours Weriflied? Statusiview Warning
» Release Staff (=) - Alkire, Shelli a HOL 9, REG 71 Mo Approved
B i (el @ O Anderson, Drew HOL 8, REG 71 Mo Approver
» Reports ® * Anderson, Kathryn L HOL 8, REG 72 Mo Approved
Pl @ ®© Anderson, Paula REG &80 Mo Approvedd
Change Role: =) - Baggot, Dorathea REG 80 Mo Approved B
» Employee
» Admin Officer @ ®© Baykal, Barletta B REG &80 Mo Approvedd
» About ITAS =) - Beaverton, Rehecca HOL 9, REG 71 Mo Approved
» Help ® [ 2] Davis, Barbara HOL &8, REG 72 Mo Approved
» Log Out & o Flower, Spring HOL 9, REG 71 Mo Approved

@ ®© Hawen, Galdie HOL 8, REG 71 Mo Approvedd

O} . Haywood, Rita HOL 8, REG 72 Fo Approved

@ ®© wWiseman, Reba HOL &, REG 72 Mo Approvedd

O} . woman, YWonder i HOL 8, REG 72 Fo Approved

@ ®© woods, Tiger E HOL &, REG 72 Mo Approvedd

O} . Yablonowy, Chris HOL 5, REG 45 Fo Approved

At
&] =) & Internst

%
& %

B

g

g ./

£y

*,
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PROGRAM SUPPORT CENTER

Approve For....

2 Integrated Time and Attendance System - Approve for - Microsoft Internet Explorer EHE\E| 4 g

Rl U ki Ll - You will need to access this screen to act as

G- O M@G Pore S B3-5 € LI B i alternate for other Approving Official to approve
address @] iras ks itrainingPR1 d v o ik ”

ring O PR leave and/or ttmecards .
e | @ITAS = /

) Approve Leave

}Approve Timecards Approve for...

rouspee s [ Select the name of the Approving Official for

e whom you wish to approve for.

Integrated Time and Attendance System

¥ Manage Staff Sched.
) Request Staff

Newman Vn:k\

Official Two, Approving L.
) Release Staff (Official, Regional
} Allocate Employees [Williams, Phiylis A

srery Instructions Clle 5 OK”

ITAS Messages
Change Role: Select another user fram the list and click 0K

»Employee
» Admin Officer o OKchanges the current Official to the selected one,
+ Resetclears out Approve for user and displays the logged in user.

» About ITAS o Clickon et navigation areato go to different sereens The SCreen Will Change and you Should See in tOp

FHelp
¥ Log Out Batkiotop

left corner of screen you should see your name
s e BT @ (¢ “Acting As “ select approving official. i.e. Bond,
| James Acting As Newman, Vicki....you can now
R — perform duties of leave approval and timecard

A Integrated Time and .. Microsoft PowerFort ... ( il approval

‘i ARV ey,

o ALYy
<
~

MANAGING THE BUSINESS OF GOVERNMENT 11/14/2011 -/C
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Designate Alternates

3 Integrated Time and Attendance System - Designate Alternates - Microsoft Internet Explorer E\@I@
On- O BB 0|0 froee @33 8- BB Use this option to designate your alternates. You also

Address

a s d v Be s ”
f’::;ﬂ":ug:ﬁ‘ia' o) ITAS Integrated Time and Attendance System

have the option of allowing your alternates to receive

ITAS email notification pertaining to your employees.

» Approve Leave .

» Approve Timecards DESIgI’]ate AltemaTES
» Approve for...

» Designate Alternates

st Please have a minimum of three or more alternates

» Manage Staff Sched. Assign  Alternate LAOS Receive Email

frin R listed. Your designations may vary from pay period to
» Allocate Employees Amos, Janét
[ Amos, Jane [ .
Era B pay period.
Change Role: Anderson, Kathirn L
} Employee ¥l Bristow, Barbara [
» Admin Officer Cavanaugh, GraceM [ ! ) 1 i
e o Up to three approving officials can receive email on
bLog Out M av‘\s atbara ¥ 5 X o
i behalf of the primary approving official.
Many, Groutho T O
Mills, Joan 0
Newman, Vicki O o .
ouspes. D NOTE: Timekeepers do not have the option to
B . designate an alternate for you.

S @ nternet
. G Inteyated Time and .. '® " E@ 8

CHHOHOHOD

R
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PS\/ MANAGING THE BUSINESS OF GOVERNMENT 11/14/2011 -/C
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2 Integrated Time and Attendance System - Reports - Microsoft Internet Explorer EHE\E|

Fle Edt Vew Favortes Tools Help ,l

Q- () % [@) O Oseath Frromntes @ (I- ; RN+ § b e 4 8 k
R —— S5 e Use this option to view various reports available to

Approving Official

St "' . ITAS | integrated Time and Attendance System é 1 you as apprOVing OfﬁCial.

Newman, Vicki

» Approve Leave Reports G Printable Timecard

» Approve Timecards

} Approve for...

} Designate Alternates L4 I e ave Calendar
» Manage Projects
» Manage Project Staff Repun
» Manage Staff Sched. Paramaters Jo 8
» Request Staff : Amua\ Ho mmary by Project
» Release Staff 11 abar Distriaution by Employee
} Allocate Employees

* Premium Pay
.

Leave Calendar Report
» Reports Fay Periods !issing Labor Distribution
P ITAS Messages Premium Pay Report

Printable Timecard

Once you have selected your reports you will need
o to set up your parameters. Follow step by step on

» Admin Officer

» About ITAS
} Help
b Log Out

I'TAS screen 1n setting your parameters.

Instructions

Selectthe required report, fill in applicable parameters and click OK. The requested repart will apen in a nevw brows er wind o,
Ifneeded, use the browser print function o print the report.
Mote: Only applicable parameters are used for each report. Others will be ignored.

Click “OK” to process your request.

‘““lu,

C

0K validates the entered information and starts the report if no erars are found,
Resetignores the changes and re-displays the screen.
Click an left navigation area to go to different screens.

Actual Hours by Project
Shows Actual Employee/Project hours if any exist for project(s) v

B nternet

WALy
£° 4~

o
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Timecard Report

a Integrated Time and Attendance System - Reports - Microsoft Internet Explorer

File Edt View Favortes Tools Help o

Qe - O [¥] B @) Pt Frreomss @ (3~ 1 JE 3

Address |&] iras. b ainingPR 19l d v B s R $

— L rt parameters to r rintabl

?pp"’v'"gom('a' i ITAS Integrated Time and Attendance System e epO t pa ete S tO equeSt d p ta €
ames L. Bond st ) —

 Approve Leave tlmecar d )

¥ Approve Timecards REpOftS

 Approve for...

¥ Designate Alternates

F Manage Projects

» Manage Project Staff Report| Frintabole Timecard v

F Manage Staff Sched. Paramelers

» Request Staff

o From: (121372011 To: 0272672011 i
} Allocate Employees Ernplovee ;| Andersan, Drew . v

¥ Reports Pay Perinds | 02/13/11-02/26/11 2011/5  »

» [TAS Messages

Change Role:
FEmployee
» Admin Officer

¥ About ITAS
FHelp
¥ Log Out Instructions

Select the required report, fill in applicable parameters and click OK. The requested report will open in a new hrowser window.
Ifneeded, use the brawser print function to printthe repart
Mote: Only applicable parameters are used for each report. Others will be ignored.

0K validates the entered information and starts the report if no errors are found.
Resetignores the changes and re-displays the screen.
Click on left navigation area to go to diferent screens

Actual Hours by Project
Shows Actual Employee/Project hours if any exist for project({s)

& S @ Internet

[£3

P o MANAGING THE BUSINESS OF GOVERNMENT 11/14/2011
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Employee Timecard

@Ba[k @ |£| |§| ;‘J /r]Eearth ‘-:E(Favuntas ‘;t - g_ﬂ; _J ﬁ ﬁ

Address QJ hitps://training. ttas.hhs govidev2trainingPR19/laoreports do

This 1s results of your requested report for

Approving Official

James L. Bond A Printable Timecard Report - Microsoft Internet Explorer

File Edt View Favortes Tools  Hel - = '
—— o - ' employee timecard. You can review the
» Approve Timecards W </ Iﬂ Iﬂ ) 7 [ Favartes 2 T g A _I ﬁ 3 2 . o .
::)z;rgorft:’}{.l;ernates Address |§1hltps:fﬂtra\nlng‘|tas.hhs‘gnvﬂdevZ/tralmngPRlQﬂrepnrtsﬂREpnrtsAttlun.anUN[TION:Repnrls V| Go ks > Umecar d for pay perlod 1m Wthh you
Manage Projects - = X

:Ma“age Project Staff Timecard for Anderson, Drew W. 02/13/2011-02/26/2011 (5-2011) Selected 1n your parameterS.
» Manage Staff Sched. SAC HMNA Apbr 00
¥ Request Staff
» Release Staff i
+ Allocate Employees Appraved by Transtitied On: Tour Hours: 50.0 Annual Leave Cateory: 08 PP: 201115
» Reports
¥ ITAS Messages

Annual Leave 264.0 CreditHours 24.0 Credit Hours Lost 0.0 Sick Leawe 2182.0 FFLUsged 0.0
Change Role: Restored AL 1.0 CompTime 7.5  Projecled Comp Time Last 00 AdvSickLeave D0 Donaled YTD 0.0
Pz Projected AL 1840 Rel Gomp Time 0.0 Rel. Comp Time Charged 00 UseorLose 2080 WLTP Leave 0.0
¥ Admin Officer
» About ITAS Type Su | M | Tu|W | Th F |Sa Su| M Tu| W Th F Supps Tatal
¥ Help 02413 02714 [02/15 [02/16 [02/17 02118 02/19 02/20 02/21 02/22 02/23 02/24 |02/25 0226
¥ Log Out Tour Hours 9o |90 |90 | 80 | Ao g0 | 90 |90 | &0 80.0

Regular 90 | 90 |90 |90 90 90 |90 |80 oo (710

Annual Leave ooojoo -

Sick Leave oo 0o

Comp Time-Used an oo

Rel Comp Time-Used oo o0

Holiday Leave 9.0 an o 9a

Total Base 00 90 |90 |90 |90 90 00 0O 80 80 90 80 | 00|00 |00 8OO 3

@Done S @ Intermnet b

— —— -
'4 start TE®OE (@ tout.. |/ ItegatedTmeand .. | (@
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Leave Calendar

2 Integrated Time and Attendance System - Reports - Microsoft Internet Explorer

Fle Edt ‘iew Favorites Tools Help A
Qe - ©  [¥ B b Oseacth Jrrooies @ (- @ 3
Address |{8] itas. hh: ftrainingPR1 d v Gu Links >

Approving Official TAS Integrated Time and Attendance System

James L. Bond

} Approve Leave

» Approve Timecards
» Approve for...

} Designate Alternates

Reports

» Manage Projects

» Manage Project Staff
» Manage Staff Sched.
» Request Staff

» Release Staff

} Allocate Employees

» Reports Pay Periods ;| 02/1311-02/26/11 20118

» ITAS Messages

Change Role:

» Admin Officer

» About ITAS

} Help

» Log Out Instructions

Report| Leave Calendar Report v

Parameters

o |

Selectthe required repart fill in applicable parameters and click OK The requested repor will open in & new browser window.
Ifneeded, use the browser print function to print the repart.
Note: Only applicable parameters are used for each report. Others will be ignored,

OK validates the entered information and starts the repart if no errars are found
Resetignores the changes and re-displays the screen
Click on left navigation area to go to different sereens.

Actual Hours by Project
Shows Actual Employee/Project hours if any exist for projectis)
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iistat @O E [@n

GO0

MANAGING THE BUSINESS OF GOVERNMENT

Select this report to view your leave calendar.
Set parameters and click “OK”

Shows month calendar with employees absences
due to Holidays, leaves and AWS days off.

Sample on next shide.
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“2l Leave Calendar Report - Microsoft Internet Explorer

File Edit WView Fawvorites Tools Help y
1 1 . ) <M i = = 5
e, > ] % = “w) | ) Search 5 Favorites £ e = iﬁ .“i
Address | &) htkps:/ftraining itas.hhs. govidew2/trainingPR L 9freports Reparksaction. do PFUMC TION=—Reports - =2 Limks ™

Time and Attendance System
Leave Calendar Report
Leave Calendar Report for Tuesday 2/1/2011 to Monday 2/28/2011

Current Date: Feb 24 2011 1:36PM
Generated for Supervisor: Bond., James L{OD )

February 2011

Andersan, Faula Auns

Beaveran, Rebecca AWS

=] 7 =) =] 10 11 1z
Anderson, Faula 2a0s Hawn, Goldie AWWS
Andearson, Drews U S000sS
Flomer Spring &W0WS

13 19 15 A6 17 RE= 19
Adkire, Shelli a A0S Andersan, Faula Aurs

Beaverton, Rebecca Au0sS

z0 zZ1 zz =3 =2 =5 z8
Washingtons Birthday Hawn, Goldie A0S
Anderson, Paula AwWs Anderson, Drews Wi A0S

Flower, Spring AUS

27 ZE

Adkire, Shelli a A0S
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Change Role

a Integrated Time and Attendance System - Main Menu Screen - Microsoft Internet Explorer @@@

Fie Edt View Favorites Tooks Help W

Qe - J B @ Psaer Foraes @ 2+ & [ B
Add X

Approving Official
James L. Bond

) Approve Leave

) Approve Timecards
» Approve for...

» Designate Alternates

»Manage Projects

» Manage Project Staff
» Manage Staff Sched.
» Request Staff

» Release Staff

» Allocate Employees
»Reports.

PITAS Messages
Change Role:

» Employee

» Admin Officer

» About ITAS

»Help

» Log Out
i

Accessibily Plugns ucr[ {i@‘}% _\/@

and Human Services

[ mboc-Miarosoft .. | (& MerosoftPowerpoint .. Integrated Time and .

)

[
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This option will allow you to change your role
without logging out of I'T'AS.

Use this option to change your role to that of
“Employee”
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Contact your I'TAS Coordinator
or I 1mekeeper.
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