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PROGRAM SUPPORT CENTER

File Edt View Favorites Tools Help

O O W@ G| P Yo @3 SELIE B Using Internet Explorer browser type in

Address | &] https:fitas.hhs.gov/ vIBe ks

5%:& ITAS Integrated Time and Attendance System g/’“’(:g URL: https : / / itas ( hhs 3 gOV/

Welcome to ITAS Click on the appropriate link for your

Please note Coordinators, Leave Approval officals, Time keepers and Employees b .
will all log into ITAS via the same links below. OPDI \/ El I I 1 AO I k
Please click on the appropriate ITAS instance for your OPDIV below to login. S O ee ]'me ee er' =

F, HRSA, PSC, SAMHSA, AHRO, DMAT, OIG, OPHS, AOA NDMS, ESS

NOTE: Only use the navigation buttons in
ITAS. Do not use the browser buttons
(such as the back arrow button) to
navigate in ITAS. The only browser button
compliable with ITAS is the “Printer”
button.

Department of Health and Human Services

Please contact the PSC's ITAS Help Desk at 301-504-3000 or HelpdeskESS@psc.hhs.gov if you should need any assistance.

&] Done S @ Intemet

Z @€ | (@ mbox-Mirosoft Out... | (@ Microsoft PowerPoint ... | 3 Human Resources-M... 3 Integrated Tine and ..
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PROGRAM SUPPORT CENTER

ITAS Logon Screen

a ogin - Microsoft Internet Explorer - .

224 As a new user Logon using your ITAS LOGIN ID and
@mj QO HAG P o @ -5 B S your generic password set by your ITAS

Address | & itas.hh oginjeeLogin.do vE)Go ks *

{éiﬁ ITAS Integrated Time and Attendance System ;’.\ 1 Coordlnator 1

Your ITAS LOGIN ID is the first letter of your first
name, the first and second letter of your last name

Log |

o and last 5 digits of your social security number.

o] i.e. John Doe, SSN:000-07-8999 = jdo78999

Password: |

Once you are logon the system will prompt you to
' enter a new password (eight to ten characters in

length).

m matn dra rp tmmH l ten ated‘rmea d Atte d

Authority - Section 5301 of Title 5 of the U.S. Code aut}

Current users Logon with you ITAS LOGIN ID and
*  password

COQQ00

‘mv <ty

Purposes and Uses - The i
attendance for
e used in and

&]Done
—_—— -
14 start c@YE 1® nbox - Microsoft Out. . rmMiCYCr;Dfl PowerPoint ... /2 ITAS Login - Microsof .,
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PROGRAM SUPPORT CENTER

Change Password

Qb e i The system will automatically prompt you to enter a

File Edt View Favortes Tools Help ’,'

Qu- O HEG Lo frooen @3- 3 8- B new password (eight to ten characters in length).

& ing.ltas.hhs.gov/dev2/CMSPR19jeeL oginLoginsubmil d b v Gn Links >

{%ﬁé ITAS Integrated Time and Attendance System \z» Pa SSW ord Rul es:

Password must be at least eight characters,
but no more than 10 in length and MUST
Change Password contain all four of the following four required
elements:
a capital letter,
B , a lower case letter,
a number and

at least one Special character.

Privacy Act Notice

General - This notice is provided pursuant to Public Law 93-579, Privacy
information

Act of 1974, 5, U.S.C. Section 552a, for individuals supplying

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

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

Purposes and Uses - The information entered into this data sy:

£s of the NIH Payroll System and documents daily time and
£l oone 3 @ ntemet

©) € |1 rbox-taosoftouk.. | (@ MerosoitPonerpoint... 7 ITAS Logi - Hiosef. ® ¢ sz

v
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PROGRAM SUPPORT C

ITAS MAIN MENU

2} Integrated Time and Attendance System - Microsoft Internet Explorer

J File Edit Views Fawvorites Tools Help
| <=Back ~ = - 2D 7t | ‘@ search  (EjFavorites C@History | 5~ S o =]

JAddresS l@ http: ffpyrite.hrs.psc.govfScriptsfSalsaPI.dllfitasweb.class/menu/MNewMain. jsp

INTEGRATED T IME AND
ATTENDANCE SYSTEM

~| @co ||Links >

Approving Official
Superl. Trainer

P Approve Leave
P Approve Timecards

P Approve For...
P Designate Alternates

R WELCOME TO

P Sign-in/Sign-out

P ITAS Messages

Change Role ==
P Employee

P Timekeeper
P Administrative Officer
P ITAS Administration

|4 Internet

M start || | &pcANYWHERE waiting...  |[&JIntegrated Time and ... [ElMicrosoft PowerPoint - [1... |

e ololo oo o
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MAIN

2 Integrated Time and Attendance System - Report Messages - Microsoft Internet Explorer

Menu

File Edt View Favorites Tools Help

Qsack Q- [X] B @ Pserh Foraors @) (2 o J B

ss (@] itas.hh:

::,:'.:’;:m e ITAS

» Request Leave
» Verify Timecard

trainingPR 1 dovact by v‘ Go

Integrated Time and Attendance System

»signin ITAS Messages

» Sign Out
» Donate Leave
» Personal
» Project Hours

» Reports
» myPay
» ITAS Messages

Change Role:
» Timekeeper
» Admin Officer

» About ITAS
» Help
» Log Out

Welcome to ITAS Angela Bassett. Current Date: 03/02/2011 01:42 PM

ITAS Notice:

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.

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

ITAS Technical Support Team, DECAICIT.

Privacy Act Notice

General - This notice is provided pursuant to Public/ Law 79, Pri
information as data input to NIH's Integrated Time and Attendance S

Authority - Section 5301 of Title 5 of the U.S. Code authori

Purposes and Uses - The inf
time and attendance for emplo
infarmation may be used in an

on entered into this data s

£J

'
"

ITAS Messages Appear Here

Links >

=8 “Visiting other websites while

in ITAS is not permitted.
Doing so will overlay and
close your ITAS session.
Reentry into ITAS will only be
permitted after Closing and
Re-opening your browser.”

Change Roles
» Click on Timekeeper

&] Done

Z @€ | @ mbox-McosoftOut.. | T thpr_tmg slides.pptl... 3 Integrated Time and ...

£\
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PROGRAM SUPPORT C

Timekeeper Menu

icrosoft Internet Explorer g

Integrated Time and Attendance System - Dashboard

File Edit View Favorites Tools Help

Qe - O [x] [B] (b Pseach Slpravones €@ 2+ L2 Ji 3

Address | @] itas.hh v B ks >

Timekeeper

e e Integrated Time and Attendance System AC t a S Alt e I'n at e

»Act as Alternate
» Dashboard Dashboard
» Reports

Change Role: Pay Period | 02/27/11-03A12/11 20118 v

» Employee

» Admin Officer
e Dashboard
» Log Out
Page10f1  ShowAll | <<FirstPage | 1 | LastPage>> A
T — o Dashboard is where you
O Arber, Lisa G Trainer, Super | HNA 80.0 06 EMP UnApproved
[ Black, Jackie Trainer, Super| HINA 08 EMP UnApproved o
[ castle, Rexanne Trainer, Super | HNA 80.0 08 AOTKIEMP UnApproved Wl]_l Conduct your
[ Crawford, Cindy Trainer, Super | 06 EMP NiA
[ Diit, Madhuri Trainer, Super | HNA £0.0 06 TKIEMP Un#pproved e o 09109 o
Sl S . T R tim ekeeper respon31b ilities.
[ Miller, Janet Trainer, Super | HINA 80.0 06 AOTKIEMP UnApproved
[ 0no, Yoko R Trainer, Super | A 0 06 EMP NiA
[J Rain, Man Trainer, Super | HNA25 80.0 04 EMP. UnApproved
[0 Rambo, John Trainet, Super | 0 06 EMP UnApproved
[ Smiley, Face A Trainer, Super | HNAS 80.0 08 EMP UnApproved
[ Summer, Donna Trainer, Super | HNA 0 0o EMP UnApproved
O Ty, Theresa Trainer, Super | HNA 80.0 04 EMP UnApproved Rep OrtS
M Zimhalist Darrvl Trainer Suner | HNA f na FMP NiA . ™
€ 2 @ Intemet

[ B thpr_trng_sides.ppt

CHOHOHOD
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PROGRAM SUPPORT C

A Integrated Time and Attendance System - Act As - Microsoft Internet Explorer

File Edit View Favorites Tools Help

esa(k - © ﬂ Lﬂ 7;\1 O search ¢ Favortes €2) - ‘774 JE 3

Address | &) ining.itas. hh iningPR19/: do

Angela Bassett

2 P
Timekeeper %% ITAS ‘ Integrated Time and Attendance System

» Act as Alternate
» Dashboard ACt AS

» Reports

Change Role: ActAs | Bassett Angela V‘

— Click on drop down arrow

» Admin Officer Pulliam, Michelle R
» About ITAS

iR Select timekeeper name
Instructions C]_iCk “OK”

Select another user from the list and click OK. The Dashboard will change to show that Official's employees.

Smith, Mabel
i RS

e OKchanges the current Official to the selected one.
* Resetclears out Act As user and displays Dashboard for the logged in user.
e Click on left navigation area to go to different screens

Backto top

Integrated Time and Attendance System

Division of Enterprise and Custom Applications

c rmation Technalogy accessibiity  Pluns R CIT
National I tes of Health

Department of Health and Human Services

S @ Internet

rosoft PowerPoi

DS"‘| 11/16/11 MANAGING THE BUSINESS OF GOVERNMENT
A
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DASHBOARD

3 Integrated Time and Attendance System - Dashboard - Microsoft Internet Explorer Q@
W

File Edit View Favortes Tools Help

@Back > d d A / ) Search \'/ E*Favorites & = J ﬁ ‘A“
2 Py dorrolo=tt v Bco ks

. +  employees.
Timekeeper {é% ITAS Integrated Time and Attendance System p y

Angela Bassett

Dashboard will list all of your

» Act as Alternate

) Dashboard Dashboard )
NEC S You will need to use the scroll

Change Role: PayPeriod| Q22711 1-03A211 20118 v

» Employee —
» Admin Officer

» About ITAS O Display non-HHS Search column: | Personal v for | ‘
) Help employees

YLog Out Page1of1  ShowAll | <<FirstPage | 1 | LastPage>> to the right Side Of Screen.

bars at the bottom of screen and

| | | | |
[ Arber, Lisa G, Trainer, Super | HNA 80.0 06 EMP UnApproved
[ Black, Jackie Trainer, Super | HNA 8 08 EMP UnApproved
[ Castle, Rexanne Trainer, Super | HNA 08 OITKIEMP UnAppraved
[ Crawford, Cindy Trainer, Super | HNA 06 EMP. NiA Clicking On the Tab Heading
[ Dixit, Madhuri Trainer, Super | HNA 80.0 06 TKIEMP UnAppraved
[ Lopez, Jennifer | Trainer, Super | HNADOD 80.0 04 EMP UnApproved X
[ willer, Janet Trainer, Suger | HhiA 800 06 OTKEMP  UnApproved 1 t 11 1 h th
[ ono, Yoko R Trainer, Super | HNA 80 08 EMP. NiA a Ong Op Wl On y C ange e
[ Rain, Man Trainer, Super | HNA25 04 EMP UnAppraved
[ Rambo, John Trainer, Super | HANOJ 80.0 06 EMP. UnAppraved Order Of employees name from

121 |
|”Q
=

[ Smiley, Face A Trainer, Super | HNAS 80.0 UnApproved
[ Summer, Danna Trainer, Super | HNA 80.0 00 EMP UnApproved a .
[ Iry, Theresa Trainer, Super | HINA 800 04 EMP. UnApproved descendlng to ascendlng Order.
I Zimbalist Darr Trainar Siner | HINA ann n FIP NiA v
< >
& S @ Internet
T @€ @ nbox-McrosoftOut.. | T thor_trng sidespptl.. R Integrated Time and .. @, ¢ usien
DS’ Y 116/1 MANAGING THE BUSINESS OF GOVERNMENT 9 C
TS\ o



PROGRAM SUPPORT

DASHBORD - Contlnued i

4 Integrated Time and Attendance System - Dashboard - Microsoft Internet Explorer

File Edt View Favorites Tools Help

@Back d ﬂ D Search \ ¢ Favorites @7 =) ﬁ “‘i
A

-g- > Using the scroll bar at bottom scroll look
[ gy== at all the different headings. Scroll back

to access an employee record.
Pay Period | Q227 1-03M211 20116 v

o — Click on one of your employee’s name
M | 1 | LastPage>> . 11 k h 1 P f. 1
! , — 1 1 , will take you to that employee Proiile

Trainer, Super|. HNA 80.0 Jil:} EMP UnApproved  Approved Donate New .

Trainer, Super | HNA 80.0 08 EMP UnApproved  Request Donate New Info rmatlon .

Trainer, Super |. HNA 80.0 08 AOTKIEMP UnApproved  Request Danate New

Trainer, Super | HNA 80.0 06 EMP NIA Request Donate New

Trainer, Super | HNA 80.0 06 TKIEMP UnApproved  Approved Donate CHEMO

Trainer, Super |. HNADOD 8 04 EMP UnApproved ~ Request Donate New

Trainer, Super |. HNA 08 AOTKIEMP UnApproved  Reguest Donate New

Trainer, Super |. HNA 06 EMP. JEN Request Donate EMERG

Trainer, Super|. HNA2S 04 EMP UnApproved ~ Request Danate PSYCH

Trainer, Super |. HANOJ 80.0 06 EMP UnApproved  Request Donate New

Trainer, Super|. HNAS 80.0 08 EMP. UnApproved  Reguest Donate New

Trainer, Super |. HNA 80.0 00 EMP UnApproved  Request Daonate CTS

Trainer, Super |. HNA 80.0 04 EMP UnApproved  Request Donate New

Trainer Giner | HIVA ann na FMP NiA Remipst Nnnate New o

< >
Ej itas.hh i . do?FUNCTION=LTPRLANID=FSM30483 nternet

—— -
istat £ @9 € (@ mboc-Moosoitou.. | Tbrtmg sidespptl.. A ntegrated Time and .

@@@@@@
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C
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PROGRAM SUPPORT CENTER

ITAS Profile

A Integrated Time and Attendance System - Personal - Microsoft Internet Explorer E]@
File Edit View Favortes Tools Help o
Qe - ) BEEKA O search ¢ Favortes %) W TRANE -

Address | ] https:jjtraining.itas.hhs.gov/dev2/trainingPR 19jpersonal. do?FUNCTION=Personalel ANID=DSUE5428

{éﬁ% ITAS Integrated Time and Attendance System

Timekeeper
Angela Bassett

» Act as Alternate
» Dashboard
» Reports

Emplo ee: Summer, Donna

Change Role:

» Employee

» Admin Officer

LANID: DSU65428

" Initial

S8N: 652365428

» About ITAS
» Help LastName |Summer

» Log Out A
gency
Code HHs v’*

SAC Code | HNA v}a

Leave
Approving | Trainer, Super | V’*
Official

I FirstName |Donna

Timekeeper | Bassett Angela Vi
Email
Adgress (DOnNa. Summer@ihs.hhs.gov
Retype
New
Password

New
Password

FLSA
Employee o

(oK J(Reset ]

& S @ Internet

['® tnbox - Microsoft Out... | T tkpr_trng_siides.ppt [... ® 3,6 1:59PM

74 start cE@OE

2} Integrated Time and ...

Profile information categories are Personal,
Payroll, Tour of Duty, Options Leave Request
and LTP.

This is the PERSONAL TAB which contain
each employees standard information.

Boxes with * beside them indicates that this
is mandatory information. ITAS will not let
you leave the profile until all mandatory
information is completed. Even though the
“Email Address" is not mandatory it should
be completed in order for employee to received
Emails concerning leave request.

This also where you will reset password when
requested by employee.

COQQ00

11/16/11

PSC
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PROGRAM SUPPORT CENTER

Profile - Payroll

2 Integrated Time and Attendance System - Payroll - Microsoft Internet Explorer [Z]@

File Edt View Favorites Tools Help

Q0 886 o e @35 0 LUBS PAYROLL TAB

8 ining.itas. hh v Beo ks
Timekeeper PN . .
Zé} ITAS Intec -ated Time and Attendance System

Angela Bassett

Dol oo s o " This information is required to assure

== employee will be paid correctly.
» About ITAS

»Log Out SAC Code @* 1
comor Boxes with * are mandatory.

AcctNo.

Enter On Dutv W’ Senvice Computation l. Separation Date

Date

Approving
Official: Trainer, Super

Timekeeper. Bassett, Angela
Pay Basis ‘ Annually v’*

Type | General Schedule v

Pay Plan| GS-General Schedule vk

YTW of Temporaty, Less than 90 days v =

Military
Status

‘Nung V}'

Remarks‘ ¥
Special FMLA []

€ ER

A —
istat £ @O € [ mbox-Moosoftou... | T tior tmg sidespptl.. 7 Integreted Time and .. @, 8 204PM
»‘““"'x
&
g
3
3
2
e
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PROGRAM SUPPORT CENTER

" Profile - Tour

2 Integrated Time and Attendance System - Tour Of Duty - Microsoft Internet Explorer Q@

Fie Edt View Favortes Tools Help ,','
@Back M) ﬂ ﬂ ;\ /7\‘Seavch \;“:/Fa*ntes {" " &g L ﬁ 3
ftas hhs Y dorrole=tin v‘(;a Links
e
-
» Reports (Personal Payroll [AEELLGQ Options ' Timecard | Teave Requests LTP|
Change Role:
» Employee
» Admin Officer
r Use to review tour of duty for the selected
:::;;mms PayPeriod | 02221 1-03012711 20116 v yor ot
» Log Out Tour Type | Compressed Work Schedu v —
Eam CreditHours [
Term Type | Full-Time v
TourHours |80.0 )*
Last Tour of Duty 200113
Change
Next Tour of Duty r L
Change 02/27/11-03/12011 2011/ v
Changes in
Future Tour of None
Duty
Special Pay Rate |None v shift | REG - Regular A
SickLeave O0 @4
AnnualLeave Q0 @4 Os OB~
Distribution of Biweekly Basic Work Requirements
Type Su | M Tu | W |Th F Sa |Su M |Tu|W Th F |Sa Total
Meal Break 0f0¥M¥M&¥&8O00 88800
(] Requiar \ |[100] 100 100] 100 || 100](100] 100] 100]] L v

S @ intemet
—— 7
iy start E@YE [@nbox-Moosoitow.. | T tior tmg sidesppt[.. 3 Integrated Time and ..

TOUR OF DUTY TAB
Information used to create timecard.
Boxes with * are mandatory.

To change tour type click on down arrow and
choose type. Then click on “GO” button.

Effective Pay Period - click on down arrow
and choose pay period in which effective.

Check Distribution of Biweekly Basic Work
Requirements to assure that employees’ tour is
correct. This is what is used to populate the
employee timecard each pay period.

suavie
S,

PSC 11/16/11 MANAGING THE BUSINESS OF GOVERNMENT 13 4 -/é
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Profile - Options

A Integrated Time and Attendance System - Options - Microsoft Internet Explorer

File Edit View Favories Tools Help u

Qe - © - [*] B (0 Pseweh Jorowes @) (- Jf B

Address | @] itas.hhe 19/options.do?role=tkn

v B

Timekeeper
Angela Bassett

{é:b% ITAS Integrated Tin 2and Attendance Svstem
Pt

» Actas Alternate
» Dashboard
» Reports

Employee: Lopez, Jennifer I.

Change Role:
» Employee

» Admin Officer
Access Level
» About ITAS

» Help
» Log Out

[ Leave Appraving Official
[ Timekeeper TK Number

[ Administrative Officer
ITAS Administration

Instructions

Clickthe check boxes to setthe employees access level. The TK number must be entered ifthe employee is a Timekeeper. Click OK or any
navigation to validate changes and update the database.

Required fields are marked with an *
Resetignores pending changes and re-displays the screen.
OK validates the entered information and updates the database if no errors are found

Fields in error are marked with . The error message atthe top ofthe page refers to the firstfield in error.
Click on tabs or left navigation area to go to different screens.

€ 8 Ilnt net
@€ | @ mbox-Mcrosoft out... | T thor_to sides.ppt[...

L
iJ start

4 Integrated Time and ...

*ﬁ’#@#@#

MANAGING THE BUSINESS OF GOVERNMENT

OPTIONS TAB

Sets access level for employees.
Only complete if employee is an
Approving Official, Timekeeper or
ITAS Coordinator (Administrative
Officer).

Set access as a timekeeper you
must also enter a 5 digit timekeeper
number.

N
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3
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PROGRAM SUPPORT C

TIMECARD TIMECARD TAB

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

File Edit View Favortes Tools Help o

Q- © BB G| P o @3- 6 - B
0 . | Tour hours and Regular hours should

FALLG> AiEliale

Employee: Lopez, Jennifer I.

» Dashboard

» Admin Officer

e e match. ITAS will automatically post
NIEETTaS pay Period| 022711-031211 2011/ v hO].ida.ys al’ld appI'OVCd leaVC.
» Help

» Employee
»Log Out SSN: 999-25-8000 SAC: HNADDD Abbr: DBA

Approved by: Transmitted On: Tour Hours: 80.0 Annual Leave Category: 04 PP: 201116
g 13 2
Click “+ Other” - to see more chooses.
Annual Leave 256.0 Credit Hours 0.0 Credit Hours Lost 0.0 Sick Leave 1020.0 FFLUsed 0.0
Restored AL 0.0 Comp Time 0.0 Projected Comp Time Lost 0.0 Adv Sick Leave 0.0 Donated YTD 0.0

Projected AL 88.0 Rel. Comp Time 0.0 Rel. Comp Time Charged 0.0 Use or Lose 104.0 VLTP Leave 0.0

4 b &« 2
su[w [T w [T [F [salsu|m[Tu|w[m[F (:lk OK t tt
e 02127 02126 |03101 |03/02 03103 |03/04 (03105 |03/06 (03/07 03408 (03/09 (03110 03111 uarwz Supps Total 1C lng a (0] o1 on y

Tour Hours 10.0 [10.0 | 10.0 | 10.0 10.0 [10.0 | 10.0 | 10.0 80.0 4 A
() [Reguiar | J[00][100]f108][100][ || [100][100][100][100 IRERCT updates 1nforma‘t10n.
() pwareoe ] | I I o0 oo
(] sickLeave | \ Il Il | 00 |00
[+] other  Q—

Total Base 00 |00 (100 100 100 100 00 |00 (100 100 100 100 00 |00 0.0 800 EXit Without Changes (a4 Click On
orneas T 0} L LI ) o0 oo
: “Dashboard”

Halirtay Pav | [ Il 1] [l nn lnn

S @ Internet
—
74 start 2@ € | ®mbox-MicrosoftOut... | T thpr_tmg_sidesppt[.. /3 Integrated Time and ... \ =S, 8 2220

CHOHQHHOD
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PROGRAM SUPPORT CENTER

Posting Extra Hours to Timecard

a Integrated Time and Attendance System - Timecards - Microsoft Internet Explorer Q@

File Edt View Favorites Tools Help ,',' P t o g 0 t g m C d g t H
O Back * () ﬂ @ ;\J /7“ Search \'j?" Favorites 63? - &3 " ﬁ j“ o s 1 n Ve r 1 e ’ re 1 o u rs
s [@ g asi S — e Co m p Tl me, € tc to Tl mec ard
Tour Hours 10.0 [ 10.0 [10.0 | 10.0 10.0 [10.0 (10,0 |10.0 80.0
(] Reguiar 100 100]100](100]| | |[10.0] 100 100] 100] 00 800

D Annual Leave

0 rtne 1 w«« Posting of hours worked in excess of 8

E]:::IrBase 00 | 00 100100100100 00 |00 |[10.0|[10.0 |10.0 |10.0 00 |00 | 00 |80.0 hours a day aS Overtime, Credit hours Or

»w  comp time.

D OT-Iregular Eamed H
Holiday Pay ‘ ‘

D Comp Time-Eamed

O - ‘ | Click on “+” Other for more types

Night Dif Il 00 00
T — i v Select day and type of hours worked

\

l

\
D OT-Substitute Hours 74_¥744H;774_I¥7 00 |00
D OT-Suffer&Permit H } 00 |00 Enter number Of hours
l
\
\
=

(] lom-Travel Eamed Il 00 |00
D OT-Training Earned I L H 00 |00 Cl, « K”
(] Retcomp-Eames Il 00 |00 1C]:< O
D Comp Time for Travel (CTT)-Eamed H 00 |00
[ |can Back Eamed | 00 (00| ™
>
S @ Internet
Z @Y€ |8 mnbox-MirosoftOut... | O tor tng sidesppt[. 3 Integrated Time and ... | l' 4y 2:26PM

{OHOC
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PROGRAM SUPPORT CENTER

Posting Extra Hours - Continued

“% Posting of Overtime, Comp Time,
Q- © W @G P oo @ (-1 JE 3

e @

oo 2 Credit Hours, etc - Continued

Timekeeper A .
{éﬁ ITAS Integrated Time and Attendance System

s —— B Type in individual start and end times to
» Reports (“Personal | Payroll | “Tour of Duty  "Options ' [Elreicd

e change. Use military or AM / PM times.

» Employee
» Admin Officer

Type: Comp Time- Pay Pay Period
» About ITAS Eamed Period: e Total 20
» Help

Hagou TR N TR N B B B B O T B B B If needed, click the “More” button for extra

02/27 | 02/28 | 03/01 | 03/02 | 03/03 | 03/04 | 03/05 | 03/06 | 03/07 | 03/08 | 03/09 | 03110 | 03111 | 0312

R’KI 0.0 0.0 20 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 Start/stop lines.
san| ) psoodll [ O L W T W [ ] )
S I I N

! ) I I I I I I I I I I ..
se [ L I L L ] .. Errors are indicated at the column

headings.

-

[ Timecard ][ Reset]

Click “OK”.

v

5 @ e You will see a confirmation screen.

i4 Start RO e |8 inbox - Microsoft Out... | T thpr_trng_sides.ppt [... /4 Integrated Time and ... \ =@, 5 228m

COQR00
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PROGRAM SUPPORT CENTER

Confirmation Screen

Fle Edt View Favortes Tooks Help i

Omi- O HEG Pwo e @ 35 68 LE 3 Screen appears after every change made
—— - to employee profile or timecard.

itas.hh: -confirm.do

Angela Bassett

| i Sumnrooms Click “OK” to confirm (save) your
» Reports “Personal | “Payroll "Tourof Duty Options ‘Timecard ‘Leave Requests 'LTP

Change Role: Changes LY

» Employee

Timekeeper ‘ %fé::? ITAS Integrated Time and Attendance System

» Admin Officer
» About ITAS

OR
» Log Out Press OK to accept changes or Cancel to reject changes.

Before clicking “OK”; you have the option
to turn off the confirmation screen by
we e mar @ ¢ Checking the box for duration of your
session.
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PROGRAM S

2 Integrated Time and Attendance System - Dashboard - Microsoft Internet Explorer @

Fle FEdt View Favortes Tools Help w

Qe - ) - [¥] [B] (B POsean Slpravomes @) (- L J 3 !
P I — = .5 ..»Select Pay Period

Click on “Select”

P
%ﬁ ITAS Integrated Time and Attendance System

Dashboard h

Pay Period [o227niganam 20118 v

Select Employee

O Erlgs‘l:vyelﬂsn-HHS Search colurnn: | Persanal I tor | @Employees O Contractors O Al Click on Timecard

SN personal 4| | | | | | : :
i Make adjustment and /or correction
ami £ Paula A HNA 80 o8 EMP Balances H
Aldyce, Earl Smythe, Eleanor HNA 80 08 LAO/EMP Balances t t d
Allen, Gail Calhoff, Gwen m HNA 80 08 AOTKIAEMP  Balances O lmecar .
Allen, Willie Pulliam, Michelle R HNA 80 08 EMP Balances
/ t Shipe: HINA 80 06 LAOIEMP Balances
Andersan, Drew VW Breeze, Summer HNA 80 08 EMP Balances Supplement data appears at bottom
Andersaon, Kathyn L Hawn, Goldie HNA 80 06 LAO/EMP Balances
Anderson, Paula Becket, Dillon N INA 80 08 EMP. Balances o
e .~ . = o of current timecard.
Antone, Della F Woman, Wonder W HNA 80 08 EMP Balances
Antone, J A Hegi, Ursula R HNA 80 EMP Bal
Appleton, John Waldermar, Jack HNA 80 08 AOTKIEMP Balances
Arher | isa Pulliam Michelle R HNA an na | AQIFMP Ralanres A4

S @ Internet

tegrated Time and ..
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PROGRAM SUPPORT

Fie Edit View Favorites Tools Help
@ Back - () \ﬂ \g ;\‘ /7 Search \;"/ Favortes %) B- & ! ﬁ ‘:“
ini 19]timecards/Timecardsaction,do?FUNCTION=Timecards 4 » s An * app e arS b e S ide date

3$E I IA) Integrated lime and Attendance System

Angela Bassett

e (st , , Supplement data appears at bottom of

) Reports
» New Employee

) New Contractor time Card .

» Organizations

Change Role:
Employee pay Perog | 02/13/11-02/26/11 20115 ]
) Timekeeper

Return to current pay period

SSN: 000-00-0160 SAC: HNA Abbr. 0D
Approved by. Bond, James Transmitted On: Tour Hours: 80.0 Annual Leave Category: 08 PP: 201115 2
At top of timecard screen change pay
Annual Leave 272.0 Credit Hours 0.0 Credit Hours Lost 0.0 Sick Leave 52.0 FFLUsed 0.0

Restored AL 0.0 Comp Time 0.0 Comp Time Lost0.0  Adv Sick Leave 0.0 Donated YTD 0.0 period dates to Current pay period.

Projected AL176.0  Rel. Comp Time 0.0 Rel. Comp Time Charged 0.0 Use or Lose 208.0 VLTP Leave 0.0

Su| M | Tu| W Th| F|[Sa S rNTu W *Th | *F ; Cl' k “S 1 t”
Tive 02113 02414 02115 (02116 0247 0218 (0219 |02/20 02021 (02122 02123 02124 02125 nm SuPps Total 1C on cleC

Tour Hours 100 [10.0 | 10.0 | 10.0 100 {100 [10.0 | 10.0 80.0
(J Regur [ |100]100]wofvoo]| |7 ][ o] 100](e0]e0]| | oo jseo
D AnnualLeave‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘ 00 |00

NN EREEREEREREERNENRENEEE
(+] otrer

TotalBase | 0.0 |10.0 | 10.0 100 100 |00 |00 |00 | 0.0 |10.0 100 100 100 |00 | 00 |80.0

€ 58 @ Internet =
istat. Z @Y€ [ (@ mboc-viaosoitour.. | thor tmg sidespptl.. 7 ntegreted Time and . [ @ g, 252PM
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PROGRAM SUPPORIT

Supplement continue -Supplement Data

a Integrated Time and Attendance System - Timecards - Microsoft Internet Explorer E]@
File Edit View Favorites Tools Help

Qe - O BREEKA ) search 57 Favories €2) -8 L 3
Ad &] ining.itas. hh: 19jtimecards/TimecardsAction.do?FUNCTION=Timecards v\ Go Links >
() reguar | |[100][100][100][100]| | || || |[100]100][100][100]] | 0o s00 ~

() annuarteae| [ ][] || ] [ 00 | 00

T ] 5 o R
Supplement data appears at bottom

of current timecard.

eamea LI | I | I 0o Joo
wonaypay [ [ [ ]| L IC I JC I 00 Joo

e mme T I I I I I I ] 0 [oo
Other
Click on “Dashboard” to return to

Supplements entered in the pay period : 2011/6

Supplement For | PP Affected Type Hours | Start Time | End Time | Date Processed By Whom .
02/22/2011 201145 Comp Time-Eamed 20 6:00PM 8:00PM 03/02i2011 Bassett, Angela your ]_]_St Of employees
0242372011 201115 Comp Time-Eamed 20 6:00PM 8:00PM 03/02i2011 Bassett, Angela
0272412011 201115 Comp Time-Eamed 20 6:00PM 8:00PM 03/02/2011 Bassett, Angela
02/25/2011 20115 Comp Time-Eamed 3.0 7:00PM 10:00PM 03/02/2011 Bassett, Angela
0212612011 201145 Comp Time-Earned 8.0 7:00AM 3:00PM 03/02/2011 Bassett, Angela

&l S @ Internet

ox - Microsoft Out... | T thpr_trng_slides.ppt[... 2 Integrated Time and ... =@, 255mM
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PROGRAM SUPPORT CENTER

Leave Request

Leave Request

a Integrated Time and Attendance System - Leave Requests - Microsoft Internet Explorer @@@
Fle Edt View Favortes Tools Help ,l,r

Qui- © X [& & Pswwsr frroons @ 2- 2 & JE B
{;&ITAS Integrated Time and Attendance System 2 =1 Sometlmes employee may be unable tO

o™ e, e enter their own leave request and you
» Reports “Personal | “Payroll Tour of Duty "Options 'Timecard I oI

Change Role:

may be requested to enter an employee

» Admin Officer
» About ITAS — B £nd Date )

ioron leave request for them.

For partial day leave only,
Selectthe Start Time and fill outthe Hours or select the Start and End times

Start Time v |00 ¥ @®am OPM

Hours ‘ OR  EndTime "‘ 00 ¥ ®amOPM Calculate Hours Leave request Works the Same aS if
New Request you where requesting your own

Leave type  Balance Hours Remark

Annual Leave  264.0 0 U‘ Projected:

Sick Leave wzuuﬂﬁm ].eave .
Comp Time 0.0 j

a

€ S ® Internet

Z @ € | inbox-Mcrosoft Out... 4§ Integrated Time and ... | (€] Microsoft PowerPaint ... ", > 7:00 AW
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PROGRAM SUPPORT CENTER

LTP-Donations

Leave Transfer Program — use for donations of

File Edt View Favorites Tools Help

Ou- O BB G Lo o @33 8- K B leave or to setup an employee under a voluntary
s 8 : - leave transfer program.

ining.itas.hhs ingPR19/ltp. dorole=tk

Timekeeper > .
{%B ITAS Integrated Time and Attendance System

Angela Bassett

» Act as Alternate

- ITAS indicates number of hours available for
e ' donation and hours already donated.

Change Role:
» Employee
» Admin Officer

Go to section “Donations” — click on down arrow

Donations
» About ITAS

» Help B T R P — Total donated AL hours © 0.0 and Select employee/reaSOn for WhOl’n you WiSh
»Log Out Available RAL hours for donation: 0.0 Total donated RAL hours: 0.0
Name Reason Org ‘HnuvsType .Huuvs Date to donate leave‘
Selecta Name Reason Org v | Selectan Hour Type v 03/03/2011
) 1 Tab to Hours Type — click on down arrow and
ccounts
) select type of hours.
eason Emergency Type Begin Date End Date
Selecta Reason v ‘Seleman Emergency Type ¥
Tab to hours — enter number of hours.
Date should default to day of request.
Instrictions C]iCk ‘OK’
& ) T 8 @ Internet

@Y€ | (®nbox-MaosoftOk.. 7 Inteqrated Trme and,.. | (8] Microsoft PowerPoint . ® ¢ 7o2am

11/16/11
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PROGRAM SUPPORT CENTER

LTP-New Account

A Integrated Time and Attendance System - LTP - Microsoft Internet Explorer

File Edit View Favorites Tools Help 0
eBack - & \1‘] @ () | g search . Favorites €‘l R~ < g‘ ﬁ 3
Address | &] b itas.hh: d iningPR19/ltp. do?role=tk

Timekeeper
Angela Bassett

i@ ITAS

Employee: Miller, Janet

Integrated Time and Attendance System

» Act as Alternate
» Dashboard
» Reports

Change Role:
» Employee
» Admin Officer

Donations
» About ITAS
» Help

» Log Out

Total donated AL hours : 0.0

Total donated RAL hours: 0.0

Hours Type Hours Date
0370372011

Available AL hours for donation :  264.0
Available RAL hours for donation: 0.0
Name Reason Org

Selecta Name Reason Org v || Selectan Hour Type v

Accounts 1 !

v || Selectan Emergency Type v N ‘

1

Reason Emergency Type Begin Date End Date

[Selec’laReason

Instrictions

&) S @ Internet

—
74 start Z @ €@ | inbox-Microsoft Out... ®2, 6 7028n

/3 Integrated Time and ... | (8] Microsoft PowerPaint ...

%
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Leave Transfer Program — use for donations
of leave and to setup an employee under a
voluntary leave transfer program.

Go to section “Accounts” — click on down
arrow and select reason.

Tab to Emergency Type — click on down
arrow and select type of emergency.

Tab to Begin Date — enter date of
emergency.

End Date — this should not be completed
until the employee has return to duty full
time.

Click ‘OK’
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PROGRAM SUPPORT CENTER

LTP New Account Added |

New Account has been established for
employee.

You will see reason, emergency type
and begin date. Also see column for
end date, Received, Used and
Available leave and close box.

Click on the box next to close which

will automatically update the end
field.

If you close the account by accident it
can be reopen by clicking on box next
to reopen field.

SO0
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Reports

Integrated Time and Attendance Systel

eports - Microsoft Internet Explorer

File Edit View Favortes Tools Help

Qe - ) \ﬂ @ D /'\‘Search DX

EEX

T
"

Favorites &%) 2 @A B

Ad

itas.hhs iningPR 19{report:

Angela Bassett

Timekeeper A .
zé} ITAS Integrated Time and Attendance System

» Act as Alternate

» Reports

Change Role:

» Employee

» Admin Officer Report| Alt Supervisor To Supervisor Relationship Report V‘

» About ITAS Parameters il rvisor To Sy i Report

Alt Timekeeper To Timekeeper Relationship Report

Approved Leave Report

Employee :|[ATLR Report

FFLA Activity Report

Pay Periods || FMLA Activity Report

Leave Calendar Report

Leave Request Report

Payslip Differences Report

Payslip Differences Report (Spreadsheet)

Pre-DFAS Payslips Mini Report

Pre-DFAS Payslips Regular Report

Premium Pay Report

Printable Timecard

Supervisor To Alt Supenvisor Relationship Report

Supervisor To Employees Relationship Report

| Timecard Error Report

Timekeeper to Alt Timekeeper Relationship Report

Timekeeper To Employees Relationship Report
Unapproved Timecard Report

OKvalidates t| UsefLose Report

Resetignore:

¢ VLTP Recipient Report
Click on left n‘mmm?grmm%mmW

Alt Supervisor To Supervisor Relationship Report.
Shows Supervisors assigned as Alternate to other Supervisors

From

Instructio

Selectthe req)
Ifneeded, usg
Note: Only apy

L\
Lis' 11/16/11

» Dashboard RepOI’tS 1

vIBe ks >

To:|03/12/2011 Select Report

uested report will open in a new browser window.
ored

Ind.

MANAGING THE BUSINESS OF GOVERNMENT

Click on drop down arrow
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PROGRAM SUPPORT

Reports continue

2 Integrated Time and Attendance System - Reports - Microsoft Internet Explorer Q@
Fle Edt View Favorites Tools Help w

Q- © - [x] [ @ O searen

Address @] jning.itas.hhs i 19)r

v B ks »

) "o
Timekeeper {%} ITAS Integrated Time and Attendance System

Angela Bassett

»Act as Alternate

» Dashboard RepOFtS

» Reports

Change Rr’e:

» Employee

»Admin O cer Report )
» About IT\S Parameters

PLAR From: [02/27/2011 | To:[03/12/2011
» Log Out .
Employee | AlEmployees  v]

Pay Periods 1| 02/27/11-03/12/11 20116 +

Instructions

Select the required report, fill in applicable parameters and click OK. The requested report will open in a new browser window.
If needed, use the browser print function to print the report.
Note: Only applicable parameters are used for each report. Others will be ignored

OK 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 different screens.

Alt Supervisor To Supervisor ip Report.
Shows Supervisors assigned as Alternate to other Supervisors

= ) Internet
3 Integrated Tme and ... | (8] Microsoft PowerPoint ... 1 @2, 6 7218

Z @€ | @ mbox-Mcrosoft OLt...

S"" 11/16/11 MANAGING THE BUSINESS OF GOVERNMENT

Set up Parameters
o Select Date Range

o Select Employee
o Select Pay Period
> Click “OK”

Note: For ATLR (Administrative
Time and Leave Record) report
do not select all employees
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Sample Report

Reports - Microsof nterne >

e Back ~ = lﬂ lg] 7;} /7\’ Search \Lijl/ Favorites Q‘:‘_? - L/’_ & 4J ﬁ .3

Addres: ovfdev2ftrainingPR 19freports.do?role=tkn

Timekeeper .gd‘»“% ‘ -
S I As Integrated Time and Attendance System

Super L. Trainer

> Act as Alternate
» Dashboard Re pDOrts
» Reports

Change Role: File Edit View Favorites Tools Help o
» Employee = . §
> Approving offcis [ S @ B €| O e - e =x-a=L8 3

» Admin Officer
» ITAS Administrati

| #&] https:/jtraining.itas.hhs.gov/dev2/trainingPR 19/reports/Reportsaction. do?FUNC TION=Reports vJ Go Links

=2 ATLR Report - Microsoft Internet Explorer Q@@

>>

> out ITAS

» Hel
> L:ngut A dmminidstrative Timme and Leave Record of Andrew, Paula a. for Leave Year 2011

SAC Code: HHS /HNS2 ADMINISTRATIVE TIME AND LEAVE RE:

NMame: Andrew, Paula a Social Security Number:

Tour: S0 hours Donated Leave Annual

Carried Owver:

zao
Leawve Period SUN |MON | TUE |WED | THU | FRI | SAT | SUN MON TUE wED THU | FRI | saT | ND | 0T | o RAL E u | BaL

1 Jan 2~ Jan 15 s zas

2 Jan 16 ~ Jan 29 HaL- = 252

] Jan 30 ~ Feb 12 s 258

4| Feb 13 ~ Feb 26 HaL- = 284

5| Feb27 ~ maraz laL - = s = | =270

& har 13 ~ hdar 26 =

7 Mar27 ~ Apro

S ) & [ @ 1nbox - Microsoft Out. .. Integrated Time and

DS"‘| 11/16/11 MANAGING THE BUSINESS OF GOVERNMENT
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PC

PROGRAM SUPPORT CENTER

HEILMEP

Contact your ITAS Coordinator.

http://www.psc. gov/ltas/document* @ @ @ @ @

DS MANAGING THE BUSINESS OF GOVERNMENT
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http://www.psc.gov/itas/documentation.html

