LABOR RELATIONS

UNITED STATES
’ POSTAL SERVICE

December 20, 2023

Mr. lvan Butts

President

National Association of Postal Supervisors
1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear lvan:

As a matter of general interest, the Postal Service is revising TACS training for supervisors with
the following online courses.

e (6313 TACS Refresher
e 6316 TACS Transition from Lead Clerk to Supervisor (onfine)
e 6339 TACS for Supervisor (online)

The courses consist of multiple modules which include activities, videos, and scripts.

These courses will be uploaded into HERO for the target audience (Supervisors) to take as a
replacement for of the instructor-led courses. The enclosed compact disc contains the referenced
training materials.

Please contact Bruce Nicholson at extension 7773 if you have any questions concerning this
matter.

Sincerely,
Bruce A. Nicholson

Manager
Labor Relations Policy Administration

Enclosure

475 L'ENFANT PLAZA SW
WAasHINGTON, DC 20260-4101
WWW,USPS.COM
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TACS Refresher Course
Module 1: Clock Ring Editor

TIME AND ATTENDANCE
COLLECTION SYSTEM (TACS)
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rwwcommodations and Support

If you require an accommodation for completing this online
course at the area or district level, please contact your
Manager, Employee Development. If you are using a screen
reader to navigate the course, select the HELP button to view
slide navigation and screen reader information.

If you have questions conceming the computer you are using
to take this course, contact your local IT Helpdesk or
1-800-USPSHELP. For learning portal issues, please contact
your local Manager, Employee Development.

For area or district employees, contact your local Employee
Development office for support. Select the HELP button to find
your local office on the District/Area web pages. If they are
unable to resolve your issue, they will escalate the issue to Tier
2. When contacting them, please provide your EIN, course
name and/or number, and a brief explanation of

the issue.

For Headquarters/Headguarters field employees, select the
HELP button to submit a ServiceMow ticket.

The HELP page also includes instructions on how to clear your

cache if you are experiencing bookmarking or completion
trouble. To resume the course, please select Return.

Help page on Blue

Course Resources
PS Form 1723 Quick Reference Guide
PS Form 1723 Screen Print Examples
PS Form 1723 Overview Video
LTATS Entry Module

HEBR Stand Up Talk and Placard

TACS Reports
References:

Employee Labor Manual (ELM)
Handbook F-2| Time and Attendance



http://about.usps.com/manuals/elm/html/welcome.htm
https://blue.usps.gov/cpim/ftp/hand/f21.pdf
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User Information

To optimize your learning experience, retain course progress, and receive course credit:

Use Google Chrome.

Do not minimize the course window.
Avoid multitasking.

Remain active in the course.

L N

If you are going to be inactive for longer than 10 minutes, exit the course by selecting the X in the
upper-right corner of the browser window.

When you are ready to resume, relaunch the course from the learning portal and it will continue
from the last slide viewed.

Should you have trouble completing a module or course, please confirm you have visited all slides
by viewing the TOC.

I — "
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The postal policy and federal law (Fair Labor Standards Act or FLSA) states that if an
employee’s clock rings generate workhours and the time was worked, the time must be paid.

Managers and Supervisors are responsible for authorizing/certifying the time of subordinate
employees to ensure that it is accurate and in accordance with postal policies, national
contracts, and federal law. Timely action by all timekeepers helps to avoid costly and
preventable payroll adjustments.

References:

Employee Labor Manual (ELM)
Handbook F-21 Time and Attendance



http://about.usps.com/manuals/elm/html/welcome.htm
https://blue.usps.gov/cpim/ftp/hand/f21.pdf

What Should You Do?

The following slides
present scenarios about
using the Clock Ring
Editor. After reading the
scenario, choose the
selection that represents
what you should do.




What Should You Do? 1 of 4

After reviewing the Clock Ring Error Report, Manager Tyrone
Christopher identified several employees with missing clock rings and
invalid operation numbers. These rings will need to be added or
changed to accurately reflect the employee’s time. Which of the
following is true!?

A. [f a clock ring is added, deleted, or changed in any way, a signed PS
Form 1260/1261 is not required.

B. Ifaclock ring is added, deleted, or changed in any way, a signed PS
Form 1723/3189 is required.

C. Ifaclock ring is added, deleted, or changed in any way, a signed PS
Form 1260/1261 is required.




What Should You Do? 2 of 4

Unfortunately, Mailhandler Tom Yellowstone had a
recent death in his immediate family. Tom has
exhausted his 80 hours of Sick Leave Dependent
Care (SLDC) for the year. He requested 40 hours of
sick leave bereavement code 056-14. Which of the
following is true!?

a. Tom may use up to 5 workdays of leave for bereavement.
b. Tom may use up to 3 workdays of leave for bereavement.

c. Tom is not entitled to any bereavement leave.




What Should You Do? 3 of 4

CCA Cara Blue works at the Cherry Blossom Station, which is a 100-
man year office. Cara worked 53 hours through Thursday. Cara’s

Supervisor scheduled her to work Friday for a parcel run. She was sent
home after one hour's work. Cara’s workhours will reflect as a clock ring
error on Friday. Which of the following is true?

a. Cara’s Supervisor should enter Leave Without Pay (LWOP) code 06(
for one hour.

b. Cara’s Supervisor should enter disallow code 092 for one hour.

c. Cara’s Supervisor should enter guarantee time code 062 for one hour}




What Should You Do? 4 of 4

New PSE Gary Ruby did not receive his timecard badge to swipe
his clock rings for his first week of training. Which report is the
best to run for identifying noncareer employees missing time.
Which of the following is true!?

a. Gary’s Supervisor should run the Daily Hours Report to validate
leave and workhours for all noncareer employees.

b. Gary’s Supervisor should run the Missing Time Report to validate
leave and workhours for all noncareer employees.

c. Gary’s Supervisor should run the Clock Ring Error Report to
validate leave and workhours for all noncareer employees.
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Daily Reports

The

* Clock Ring Error

* Missing Time

Daily Hours

OT-Missing 091 Transaction
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Navigating and Correcting Time in the Clock Ring Editor

The Clock Ring Editor provides users with up to the minute information about employees’
time and allows users to make changes to employee records easily, quickly, and to monitor
employees’ clock rings. Identifying and correcting clock ring errors daily ensures that
employees are paid properly and on time.

Manual Entry of
Clock Rings &
Documentation

Navigating Tools Clearing Errors

Ring Messages * Bereavement
Correct Week * Guarantee Time
Pre-Process * Training

Hint Text

PS Form 1260
PS Form1261
PS Form 3971




Ring Messages

me Reports Switch Help Window

(F) Fatal
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(W) Warning
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.Video 3

User ID:  GROO0Y
Restricted USPS T8A Information Date. e
LOS ANGELES-110 Tome: OBOPM
Clock Ring Error Report Page: !
Weekly
Error Level : Skip Warnings
F M Base Base Exempt Sched Sched
Employee 10 Empioyee Last Name S0 VA RSC Code 8T ET Schedule Lunch
20011809 BLUE c 844 Qo N 08.00 1450 SSMTWTF 020
Date Time Transaction Amount Message(s) OperlU Route InputAuth Date Time Delete Auth Date Time
02117 02.00 BEGSN TOUR Has 0108 needs 0062 731000 002022 GROO2257 024 2000 00.00
0217 10.08 END OF TOUR (WMssng OT Transacton 72000 002022 ©R002257 0224 2000 00.00
Q0074040 BROWN L R 1o P N 0200 1800 SSMTW- 100
Date Time Transaction Amount Message(s) OperlU Route InputAuth. Date Time Delete Auth. Date Time
Time Missing For Satrday 2012-08-1-1 00.00 to 1800
QOOTEOTT YELLOWSTONE T 120 1] N 0700 1550 ~-MTWTF 050
Date Time Transaction Amount Message(s) OpeelU Route InputAwuth. Date Time Delete Auth. Date Time
0218 0700 SICK LEAVE 800 (Fleave Over Weekly Max 000000 000000 GROO22ET O 2000 0000
CRNT 0T 00 SICK LEAVE 200 (FLeawe Over Wieakly Max 000000 0O0000 OR0QX287 O 2000 oo
Sub-Unit Totals:
Total Employess in Fatal Error: 3
Employees in Fatal Erroe

M;_er_#;_'_ﬂﬁr_mohl@_#x_

Fimance Number Totals (Per Selection)
Total Employees in Fatal Ervor: 3
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System Employee Site Time Reports Switch Help Window
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.Video 5

UNITED STATES
POSTAL SERVICE & bl el
Report:  TAC120R7 v4.004 -(20) Restricted USPS T&A Information G e
YIPPWK: 2012051 0S ANGELES. 110 e
Fin. #: 90-0110 Daily Hours Report Page: 1
YrPPWk: 2012-05-1 Weekly Summary
Sub Unit: 004
F M
Employees IDs Employee Last Name o o RSC D/A LDC OperilU Level Exempt
90011809 BLUE C Qo 844 2100 7220-00 01 N
Base SAT  D43-00: 00148 052-00:011.48 053-00: 002.00
Base MON 043-00: 00146 052-00:011.46 053-00: 002.00
Base TUE 043-00: 00165 052-00:01165 053-00: 00200 054-00: 000.15
Base WED 043-00: 00099 052-00:010.99 053-00: 002.00
Base THU  052-00: 00905 053-00: 001.05
Base FRI 052-00: 00108 053-00:001.08 059-59: 00092 063-00: 000.92
Totals © 043.00: 005,58 (52.00: 055.71 053.00: 010.13 054.00: 000.15 059.59: 000.92
063-00: 000.92
90074040 BROWN L R PO 110 4500 3550-00 06 N
Base SUN 052-00: 00800 072-00:008.00
Base MON  052-00: 008 .00
Base TUE  052-00: 003.00
Base WED 052-00: 003.00
Totals : 052-00: 032.00 072-00: 008.00

81-3

1400

90075077 YELLOWSTONE T Mo 120 1700  00S0-00 04 N
Base MON  D56-14: D08.00
Base TUE  056-14: 008.00
Base WED 056-14:008.00
Totals : 056-14: 024.00
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System Employee Site Time Reports Switch Help Window
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.Video 7

/ ‘ w UseriD:  GE00O1
Report: TACE00OR1 v4.004 - (20) Restricted USPS T&A Information Date: 0224112
YrPPwWk:  2012-05-1 ) 3 . Time: 08:00 PM
Fin. #: 20-0110 Clock Ring Error Report Page: 1
Weekly
Sub-Unit: 004
Error Level : Skip Warnings
F N Base Base Sched Sched
Employee ID ~ Empioyee Last Name 1 1 DA RSC _Code ET__ Schedule Lunch
20011209 BLUE c a4 0 N 1450 SSMTWTF 050
Date Time Transaction Amount Message(s) Opsr/LU Route InputAuth. Date Time Delete Auth. Date Time

0217 09.00 BEGIN TOUR

Has 01.08 needs 00.62

7310-00 002022 ON002257 0224 20.00

0217 10,08 END OF TOUR (WiMssing OT Transaction 722000 002022 OR002287

20074040 BROWN L R 10 PO N 1800 SSMTW- 100

Date Time Transaction Amount Message(s) Oper/LU Route InputAuth. Date Time Delete Auth. Date Time
Time Missing For Saturday 2012-05-1-1 0900 to 1800

20075077 YELLOWSTONE T 120 Mo N 1350 -—MTWTF 050

Date Time Transaction

02118 07.00 SICK LEAVE
02117 07.00 SICK LEAVE

Sub-Unit Totals:
Total Employees in Fatal Error:

Saturday Sunday Monday

Oper/LU Route InputAuth. Date Time Delete Auth. Date Time

3

0020-00 000000 Q9002257
00S0-00 000000 ©8002257 02724 2000

Employees in Fatal Error

T Nednesday _Thursd Erid

1 0 0

0 0
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Knowledge
Check
Instructions

Select Start to begin.

Now that you have learned the proper process for identifying,
recording, and correcting clock ring errors, test your knowledge
of what you have learned in this module.

Select the correct answer and select the submit button. You
have three attempts to get each knowledge check question
correct.

Good Luck!

Start

25




Knowledge Check 1 of 5

Which reports are recommended to run daily to assist you in your efforts
of ensuring employees are paid accurately and timely every pay period?

Select the best answer.
A. Missing Time.

Daily Hours.

Clock Ring Error.
Missing 091 Transaction.

A, B, C,and D.

m g O ®




Knowledge Check 2 of 5

What handy tool is used to view the outcome of any edits users make in the
Clock Ring Editor prior to saving?

Select the best answer.

A. Job Assignment Button.
B. Pre-Process Button.

C. P/L Error Feature.

D. Hint Text Feature.




Knowledge Check 3 of 5

There are two types of Ring messages in the Clock Ring Editor. What is the
difference between (F) Fatal errors and (W) Warning messages!?

Select all that apply.

A. (F) Fatal errors prevent employees from being paid, while (W) Warning messages can be
informational or require action.

B. (F) Fatal errors are displayed in red, and (W) Warning messages are displayed green or yellow.

C. (F) Fatal errors disappear when the error is corrected, but most (W) Warning messages do not
disappear.

D. A,B,and C.




Knowledge Check 4 of 5

Where in the Clock Ring Editor Module can you find the Hint Text?

Select the best answer.

A. Top Left Corner.

B. Top Right Corner.

C. Bottom Left Corner.
D. Bottom Right Corner.




Knowledge Check 5 of 5

What parameters should you use to capture
clock ring errors for the entire week for all
employees assigned to your area of responsibility?

Select the best answer.

A. Select a single finance number and pay location.
B. Select a single finance number only.
C. Select a single pay location only.
D.Set parameters to all your finance numbers
and pay locations.




Summary

Documentation
&

Retention

Utilizing Clock
Ring Editor
Features

Summary

The Office of

Inspector General

(OIG) Audits
Timekeeping
Records

Process for
Clearing Clock
Ring Errors

Policy for
Clearing Clock
Ring Errors

Run and
Review
Reports

Changing clock rings without
appropriate cause and
documentation can lead to
corrective action up to and
including removal from USPS.
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Resources

T&A
Compliance

TACS Help

Desk Team

Contact List

Timekeeping
Compliance

Web page: TACS Help Desk Toolkit Web link: Time & Attendance
Hours: 6:00am - 6:00pm CT, Mon — Fri
Email: TACS@usps.gov
Phone: 1.855.411.8227

Compliance Team Contact List

Web link: Timekeeping Toolkit



https://blue.usps.gov/accounting/tacshelpdesk/
mailto:TACS@usps.gov
https://blue.usps.gov/tacs/tacs_coordinator.htm
https://blue.usps.gov/tacs/tacs_coordinator.htm
https://blue.usps.gov/accounting/Timekeeping/timekeepingtoolkit.htm

33
Module 1 Completion

You have completed Module |: Clock Ring Editor.

Please return to the learning portal and review Module 2 through 6 to complete the
Time and Attendance Collection System (TACS) Refresher training.

Close this window by selecting Exit or by pressing <Alt> + <F4>.
NOTE: Should the module not show as complete in the learning portal, please view the

TOC to confirm you visited all slides. If any of the slides are missing a checkmark, please
revisit the slide(s) and the module will complete.
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TACS Refresher Course
Module 2: Disallowed Time

TIME AND ATTENDANCE
COLLECTION SYSTEM (TACS)
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rwwcommodations and Support

If you require an accommodation for completing this online
course at the area or district level, please contact your
Manager, Employee Development. If you are using a screen
reader to navigate the course, select the HELP button to view
slide navigation and screen reader information.

If you have questions conceming the computer you are using
to take this course, contact your local IT Helpdesk or
1-800-USPSHELP. For learning portal issues, please contact
your local Manager, Employee Development.

For area or district employees, contact your local Employee
Development office for support. Select the HELP button to find
your local office on the District/Area web pages. If they are
unable to resolve your issue, they will escalate the issue to Tier
2. When contacting them, please provide your EIN, course
name and/or number, and a brief explanation of

the issue.

For Headquarters/Headguarters field employees, select the
HELP button to submit a ServiceMow ticket.

The HELP page also includes instructions on how to clear your

cache if you are experiencing bookmarking or completion
trouble. To resume the course, please select Return.

Help page on Blue

v

v

v

Course Resources
PS Form 1723 Quick Reference Guide
PS Form 1723 Screen Print Examples
PS Form 1723 Overview Video
LTATS Entry Module
HEBR Stand Up Talk and Placard

TACS Reports

Employee Labor Manual (ELM)
Handbook F-21 Time and Attendance

F-401 Supervisor's Guide to Scheduling
and Premium Pay



http://about.usps.com/manuals/elm/html/welcome.htm
https://blue.usps.gov/cpim/ftp/hand/f21.pdf
https://blue.usps.gov/cpim/ftp/hand/f401.pdf
https://blue.usps.gov/cpim/ftp/hand/f401.pdf

Navigation

Navigation Instructions

Previous
slide

Audio on/foff

Closed
Captions

@[ [« e [oc e

Slide $5v_currel
of 52

Accommodations,
troubleshooting, &
COUrse resources

MNext
slide




User Information

[ S e [roc e

Slide $Sv_curres
of 52

User Information

To optimize your learning experience, retain course progress, and receive course credit:

Use Google Chrome.

Do not minimize the course window.
Avoid multitasking.

Remain active in the course.

L N

If you are going to be inactive for longer than 10 minutes, exit the course by selecting the X in the
upper-right corner of the browser window.

When you are ready to resume, relaunch the course from the learning portal and it will continue
from the last slide viewed.

Should you have trouble completing a module or course, please confirm you have visited all slides
by viewing the TOC.

I — "
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Process
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Policy

Process

Reports




.1
Requirements Needed to Disallow Time

Supervisors are responsible for authorizing and certifying the time of
subordinate employees to ensure that it is accurate and in accordance with postal
policies, national contracts, and federal law (Fair Labor Standards Act or FLSA).

POLICY

O0O000

Disallowed time is created when an employee’s clock rings are adjusted, resulting in
workhours being reduced.

Documentation
Personal Employee PS Form 1017-A,

Knowledge Notification Time Disallowance

Record




Postal Policy and Federal Law

Postal policy and federal law states that if an
employee’s clock rings generate workhours and the
time was worked, the time must be paid.

Under the Fair Labor Standards Act (FLSA), all time
worked, whether or not it was authorized ahead of
time by the Supervisor, must be paid. Additionally,
the policy requires you have personal knowledge or
reason to believe that the time was not worked in
order to disallow it.

References:
Employee Labor Manual (ELM) 432.7

Handbook F-2| Time and Attendance 146.25|
F-401 Supervisor's Guide to Scheduling and Premium

Pay 5.K.1



http://about.usps.com/manuals/elm/html/welcome.htm
https://blue.usps.gov/cpim/ftp/hand/f21.pdf
https://blue.usps.gov/cpim/ftp/hand/f401.pdf
https://blue.usps.gov/cpim/ftp/hand/f401.pdf

What Should You Do?

The following slides present
scenarios about disallowing
time. After reading the
scenario, choose the selection
that represents what you
should do.




What Should You Do? 1 of 5

Marianne Hemming was observed entering the locker room for her
authorized wash-up time at 1542. Since Marianne was planning to go
directly to happy hour from work, she wanted to make sure she
changed out of uniform. Marianne did not swipe her End Tour until

1600. No work was performed between 1550 and 1600. Which of
the following is true?

a. You can Ignore the extended wash-up time since you have
personal knowledge.

b. The employee's time can be disallowed since the Supervisor has
personal knowledge of the employee extending their authorized
wash-up time.

c. The employee's time cannot be disallowed even though you have
personal knowledge.




What Should You Do? 2 of 5

You observed Charlie Tytka and Angelet Bosley standing at the
timeclock around 0675 discussing their weekend activities. They
reported to their designated work areas at 0700.While
performing timekeeping duties at the end of the day, you
noticed both employees clocked in at 0675.This activity
resulted in both employees incurring overtime.

Which of the following is true!?

a. No time can be disallowed.
b. Only Charlie's time can be disallowed.

c. |5 minutes can be disallowed for both Charlie and Angelet.




What Should You Do? 3 of 5

City Carrier Zana Carvey rushed in the building and immediately
clocked out to make sure she had her basic clock rings for the day. She
went to the PM Supervisor in a panic, stating,“l just clocked out. If |
went over, just disallow my time to fix it. I'm not worried about being
paid the extra time. | was stuck behind a passing train. The AM
Supervisor told me | needed an 8-hour day. | don't want to be in
trouble or get anyone else in trouble.” Which of the following is true!?

a. lime in excess of 8 workhours can be disallowed since the
employee gave you permission to adjust her clock ring.

b. Time in excess of 8 workhours can be disallowed because the
morning Supervisor provided timekeeping instructions.

c. The employee was performing postal work.The Supervisor
CANNOT disallow time in this situation.




What Should You Do? 4 of 5

Susan Special reached for her timecard on the rack to Begin Tour at
0200. She always keeps it in a “special” location.VWhat she did not realize
was the new PSE Michelle Bueller placed her timecard in Susan’s slot.
Michelle began her tour at 0700 and used her correct timecard to clock
in. This resulted in Michelle having two Begin Tours and Susan with no
Begin Tour. During lunch, Susan checked her virtual timecard and noticed
she was missing her Begin Tour. She immediately notified the Supervisor.
After pulling the Clock Ring Error Report, the Supervisor verified
Michelle had two begin tours and Susan was missing her begin

tour. Which of the following is true?

a. You can disallow Michelle's first Begin Tour clock ring.
b. You can disallow Michelle’s second Begin Tour clock ring.
c. You can disallow Susan's Begin Tour clock ring.




What Should You Do? 5 of 5

Retail associate Cheryl Airbus was scheduled to work ten hours. She
went over her authorized overtime due to a lengthy transaction at the
end of the day, resulting in penalty overtime. Supervisor, Monica Toothe
previously instructed Cheryl,“Under no circumstance can you incur
penalty overtime. Make sure to call for backup to avoid penalty
overtime.” Cheryl ignored these instructions since this was her favorite
customer. Which of the following is true!?

a. Supervisor Monica can change Cheryl’s End Tour to eliminate POT.

b. Supervisor Monica gave Cheryl clear instructions not to work
penalty overtime, but time can be disallowed if PS Form 1017-A is
completed.

c. The employee was performing postal work. The Supervisor
CANNOT disallow time in this situation.




Process to Disallow Time

Process
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Error lIdentified
as Two Begin
Tours

(Code 010)
on
July 12th,

Name (Last, First, MI) EIN (8 digits) Pay Loc.
Rodgers, Donnatella 98765432 003
Date Ring Type OPN-LU Route Finance No. Time
MM/DDAYYYY) (BT, OL, I, MV, ET} (6 digits) (6 digits) (E digits) HraM100's
OTl 12 |2022 BT ?|'2|2|0|0|0 |1|2|0|2|0 0| ‘1I 2|3|4|5 0|7|5|0
| | I R I I I | T N | [
| | | I | I | 11 1 | L 1 |
| | | I | [ | 1 1 | | |
I R I I T R R [ | 1
| | | I | I | 11 1 | L 1 |
isor N Prin C :
s Tootha Delete BY at 0202
Supervisor Signaturc & Date 1017-Areason code 95:
. Incorrect Timecard used
TMenica Tecthe 01122022 Discussion 07-13-2022

PS Form 1260, July 2012, (Page 1 of 2) PSN 7530-01-000-9268

NON-EER CARD

System Employee Site Time Reports Switch Help Window

yloyee ID 98765432 Rodgers, Donnatella

5
A




System Employee Site Time Reports Switch Help Window

98765432 Rodgers, Donnatella

oo 50- 1500

06.50 - 15.00

* Deleting BT
Created Ring

Messages.
00000

o~

0 0 [12 [12020
2022 0 12020

0

0

e 1017 MSG Button
[lluminated.

2022 00000
2022 00000

b [ [PoT
* Ability to Access

1017 Module.
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Populating an Open
|017-A Disallow Record

2022 012345 003 98765432

012345 003 98765432  |Rodgers, Donnatellal 07/12/2022) 07/13/2022 § 95 f| Wrong Timecard Useq | &

|
| | |

Enter Date Notified.

Locate/Enter
CO rrect COde. Unauthorized early begin tour ring - no work performed before beginning ...
i nautharized late end tour ring - no work performed after end of tour.
a9z LInauthorized short lunch rings - no work performed during official lunch p...
Enter Remarks 93 Mo lunch clock rings input - no work performed during official lunch period.

] 4 rrornecus da Jock ring 34 i -time not warked.
95 Erromeous badge card used - time not worked| -
aG Reserved for future use.
a7 Inauthorized early begin tour ring and an unauthorized late end tour ring -...
93 nautharized short lunch rings and an unauthorized late end tour ring - no...

L+

Find DK Cancel




The PS Form 1017 Module

* Openson 1017-A

Disallow Tab.
2022 012345 005 98765432
Prepopulated from
Clock Ring Editor
Transaction.
012345 005 | 98765432 |Rodgers, Donnatella| 07/12/2022 |

* After Employee
Discussion, Enter
Remaining Data. |




Recording PS Form 1017-A When Discussion Occurs After TACS Closeout

Access the PS
Form 1017
Module Using the
Time Drop-Down
Menu.

To Identify
Incomplete
Disallowed Time
Occurrences,
Enter Applicable
Finance Number
and Pay Location.

1314 Entry...
1314A Entry...

Usel LTATS Enfry...
Mainten: pp\yk Holds...

Modu

Clock Ring Reports...
PS Form 1017 Reporis...
Timecard Eniry Reporis...
PPWk Reporis...
LTATS Reports...

Report Q RTACS Reports...
Modure

Clock Ring Editor
Module

Clock Ring
Reports Module
Clock Ring
Reports Module




Use Open Radio

Button
to Show All
202 01245
Unresolved
Disallowed Time
Occurrences.
Once the 01245  |003 | 09234567 Manane Hemming (011132022
Transaction is 0125|003 | 09234567 | CradeTyia 0122022
012345 003 09234578 Angelet Bosiey 0710672022
Sav.ed, t.he Entry 01245 (003 | 09434587 [ Zana Caney 06202022
. 012345 09456723 Chenyl Airbus 06302022
Will Disappear.
012345 003 09456755 Susan Special 2712022
A|| Open 012345 003 | 09456799 | Michete Bueter |06r182022

Occurrences

Must Be

Addressed.




Process

Reports




United States Postal Service - Restricted Information - (11) Server Name - mep242 - O

System Employee Site MlgEMReports  Switch

Clock Ring Editor...
P3S Form 1017 Module...

Help Window

Timecard Entry...
1314 Entry...
1314A Entry...

Clock Ring
Editor Module

Report Queue
Module

Maintenan LTATS Entry... nance
PPWk Holds...

Finding Reports

Clock Ring Reports...
PS Form 1017 Reports...
Timecard Entry Reporis...
PPWk Reporis...

LTATS Reports... Module
RTACS Repors...

Clock Ring
Reports Module

Report Queue...

User Reports...
Valid Codes Reports..
Badge Repors...

Finance Reports...

Schedule Reports...

Active Operation Reports...
Miscellaneous Site Reports...
Employee Reports...

Clock Ring Reports..

Access
|017-A Reports

Clock Ring
Editor Module

Report Queue
Module

Time Menu

PS Form 1017 Reports...
R M Timecard Entry Reports...
Badge
e P o rts e n u PPWK Reports... Maintenance
LTATS Reports... Module
RTACS Repors...

AdjustPay Reports...

® Show Employee IDs
Hide Employee IDs

PPWk Holds
Module




|| United States Postal Service - Restricted Information - (11) Server Name - mep2432 - 0
System Employee Site Time Reports Switch Help Window

1017-A Disallow
Reports

Parameters

Report by
Finance Number
Finance Unit

Pay Location
YrPPW
Leave Year
Employee
Selection




System Employee Site Time Reports 3Switch Help Window

s

Report Queue Module

SUDECHpUons

1017-A Disallow 0732022 20:00:00 07/13/2022 20:00:00 |Complete u
All Finance Numbers; All Finance Units; YrPPWk =2022152 Finance Level Break; All Employees; 1017-A Unreselved; Output. PL

1017-A Disallow 07M 32022 20:00:00 0FH 32022 20:00:00 Running I

All Finance Numbers, All Finance Units; % rPPWk =2022152 Finance Level Break; All Employees, 1017-4 Summary, Output; PDF

* Check Report
Statu S 1017-A Dizallow 07/43/2022 20:;00:00 |07M3/2022 20:00:00 |Complete
y All Finance Numbers; All Finance Units; YrPPWk =2022152 Finance Level Break; All Employees; 1017-A Detail; Outy

1017-A Dizallo 07M 32022 20:00:00 20:00:00 E d
* Select Report. salow 0711312022 nqusue
All Finance Mumbers; All Employees; 1017-A PS Form; Output: PDF

* View/Print Report.




1017-A Unresolved Disallowed Time Report

All unresolved
disallowed time
records listed on

this report must be
addressed and
properly recorded.

Report: TACSS0R2 wé.

YiPPWk: 2022-15-2
Fin.#: 12-3456

Ee
003

User ID: R46JBC

Restricted USPS T&A Information Date: 07/12/2022
Toy Box PO Time: 11:40 AM
Unresolved Disallowed Time Report Page: 1

Sub-Unit: 0000
Employee 1D Last Name First Name
98765432 Rodgers Donnatella

Total Employees in Sub-Unit (Per Selection):
Total Employees in Finance (Per Selection):

SupervisorManager Signature:

MI Transaction Date TA Day

071272022

Total Clock Time | Disallowed Time
2022-15-2 11.30 01.30

Supv’s Initials




1017-A Time Disallowance Summary Report

User 1D: R4E6JBC
Summary Restricted USPS T&A Information Date: 07/12/2022
YiPPWk: 2022-15-2 Toy Box PO Time: 0659PM
Of Fin.#: 12-3456 Time Disallowance Report Page: 1
Sub-Unit , ,
Sub-Unit Totals of Employees (Per Selection ):
and Sub-Unit Totals of Disallowed Time (Per Selection ): 01.30
Finance Number Totals of Employees (Per Selection ): 1

Finance Number

Finance Number Totals of Disallowed Time(Per Selection ):  01.30

1968 P g P Fom 1A o e L L P M S i PR om o,




1017-A Time Disallowance Detail Report
B fosiad sevice s

User ID: R46JBC
TACBS0R3 v4.003 Restricted USPS T&A Information Date: 071122022
YePPWk: 2022-15-2 Toy Box PO Time:  06:59 PM
. Fin. #: 12-3456 Time Disallowance Report Page: 1
Provides All T —
i — EMPLOYEE RING REPLACEMENT RING —
Disallowed — o N e
T £i Employee ID Last Name First Mame MI RSC Level D/A LDC Schedule [Stan End |Ring Date = Time | Auth. [Ring  Date Time IEIJ:' Time
ransaction 98765432 Rodgers Donnatella g7 o2 134 2100 S-TWTF pP7s0 1600 010 07.70 1234567 | 010 07/12/2022 |09.00 J012345¢7  01.30
Information b)l EIN 01234567  DATE 07/12/2022 TIME 09.00 NTS
Employee.
Sub.Unit Totals of Employees (Per Selection ): 1
Sub-Unit Totals of Disallowed Time (Per Selection ): 01.30
Finance Number Totals of Employees [Per Selection ): 1

Finance Number Totals of Disallowed Time(Per Selection ): 01,30




Empicyee 1D Mo Empicyes Name

e St Postol Sevce 98765432 |Rodgers, Donnatella

PS Form 1017-A, Time, ™77
Disallowance Record

Hemuiy

071222 15 2| 4 [1.30] 0130 WD |oma2z 95 | Wrong Tmecard Used

Complete in Its entirety.

Remarks Should Include:

Reason for disallowance.

Comments employee
provides.

Management’s
knowledge of the
incident.

PS Form 101 T-A, Octobar 1988 (1182 Edlon Usabs)

As of December 2022, there is an indefinite retention period for all PS Forms related to
timekeeping.
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Knowledge
Check
Instructions

Select Start to begin.

Now that you have learned how to identify disallowed time
situations, the process to record and run the necessary reports,
and proper completion of PS Form 1017A, test your knowledge
of what you have learned in this module.

Select the correct answer and select the submit button. You have
three attempts to get each knowledge check question correct.

Good Luck!

Start




Knowledge Check 1 of 6

Under the Fair Labor Standards Act (FLSA), all time worked, whether or
not it was authorized ahead of time by the Supervisor

a. Must be disallowed.
b. Must be documented on a |017-B, Unauthorized OT Record.

c. Must be paid.




Knowledge Check 2 of 6

Which requirements are needed to disallow time?
Select the best answer.

A. Employee permission.

B. Personal knowledge or reason to believe that the time was not worked.
C. Employee notification.

D. Proper documentation (PS Form 1017-A).

E. Selections B, C,and D.




Knowledge Check 3 of 6

Where can you locate the policy for disallowed time?

A. Employee Labor Manual (ELM).
B. Domestic Mail Manual (DMM).
C. Handbook F-21,Time and Attendance.

D. Handbook F-401, Supervisor's Guide to Scheduling and Premium Pay.
E. Selections A, C,and D.




Knowledge Check 4 of 6
Who is authorized to disallow an employee's time?

A. Lead Clerk.

B. The Employee.

C. The Supervisor/Manager.

D. The Attendance Control Officer.




Knowledge Check 5 of 6

Disallowed time is created when an employee’s clock rings are adjusted,
resulting in workhours being
a. Disallowed.

b. Increased.
c. Recorded in OT Admin.

d. Reduced.




Knowledge Check 6 of 6

Which report reflects unresolved disallowed time!?

A. Clock Ring Error Report.

B. Missing Time Report.

C. Unauthorized Overtime Report.
D. Unresolved Disallowed Report.




Summary

Hard Copy PS

Form 1017-A

MUST Be Kept
on File

Run and
REVE
Disallowed
Time Reports

Summary

The Office of
Inspector
General (OIG)
Audits
Timekeeping
records

Process for

Recording

Disallowed
Time

Disallowance
Policy

ldentify
Disallowed
Time
Situations

Changing clock rings without
appropriate cause and proper
documentation can lead to
corrective action up to and
including removal from USPS.



Helpful Resources

Timekeeping L &.A
TACS Help Compliance Compliance
Desk Toolkit Team
DO Contact List
Web page: TACS Help Desk Web link: Timekeeping Toolkit Web link: Time & Attendance
Hours: 6:00am - 6:00pm CT, Mon — Fri Compliance Team Contact List

Email: TACS@usps.gov
Phone: 1.855.411.8227



https://blue.usps.gov/accounting/tacshelpdesk/
mailto:TACS@usps.gov
https://blue.usps.gov/tacs/tacs_coordinator.htm
https://blue.usps.gov/tacs/tacs_coordinator.htm
https://blue.usps.gov/accounting/Timekeeping/timekeepingtoolkit.htm

Module 2 Completion

You have completed Module 2: Disallowed Time.

Please return to the learning portal and review Module 3 through 6 to complete the
Time and Attendance Collection System (TACS) Refresher training.

Close this window by selecting Exit or by pressing <Alt> + <F4>.
NOTE: Should the module not show as complete in the learning portal, please view the

TOC to confirm you visited all slides. If any of the slides are missing a checkmark, please
revisit the slide(s) and the module will complete.
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TACS Refresher Course
Module 3: Overtime Authorization

TIME AND ATTENDANCE
COLLECTION SYSTEM (TACS)

11§ <> | cc | Toc J HELP JCONTINUE




Help

E

[Click Box (100x100) |

rwwcommodations and Support

If you require an accommodation for completing this online
course at the area or district level, please contact your
Manager, Employee Development. If you are using a screen
reader to navigate the course, select the HELP button to view
slide navigation and screen reader information.

If you have questions conceming the computer you are using
to take this course, contact your local IT Helpdesk or
1-800-USPSHELP. For learning portal issues, please contact
your local Manager, Employee Development.

For area or district employees, contact your local Employee
Development office for support. Select the HELP button to find
your local office on the District/Area web pages. If they are
unable to resolve your issue, they will escalate the issue to Tier
2. When contacting them, please provide your EIN, course
name and/or number, and a brief explanation of

the issue.

For Headquarters/Headguarters field employees, select the
HELP button to submit a ServiceMow ticket.

The HELP page also includes instructions on how to clear your

cache if you are experiencing bookmarking or completion
trouble. To resume the course, please select Return.

Help page on Blue

Course Resources
PS Form 1723 Quick Reference Guide

PS Form 1723 Screen Print Examples

PS Form 1723 Overview Video

References:

Employee Labor Manual (ELM)

Time and Attendance Handbook
Supervisor’s Guide to Scheduling and
Premium Pay

National Agreements between USPS
and Labor Organizations



https://about.usps.com/manuals/elm/elmc6.pdf
https://blue.usps.gov/cpim/
https://blue.usps.gov/cpim/

Navigation

Navigation Instructions

Previous
slide

Audio on/foff

Closed
Captions

@[ [« e [oc e

Slide $5v_currel
of 52

Accommodations,
troubleshooting, &
COUrse resources

MNext
slide




User Information

[ S e [roc e

Slide $Sv_curres
of 52

User Information

To optimize your learning experience, retain course progress, and receive course credit:

Use Google Chrome.

Do not minimize the course window.
Avoid multitasking.

Remain active in the course.

L N

If you are going to be inactive for longer than 10 minutes, exit the course by selecting the X in the
upper-right corner of the browser window.

When you are ready to resume, relaunch the course from the learning portal and it will continue
from the last slide viewed.

Should you have trouble completing a module or course, please confirm you have visited all slides
by viewing the TOC.

I — "




Objectives

Reports

Process




Policy

Process




References:

Employee Labor Manual ELM

The postal policy and federal law (Fair Labor Standards Act or FLSA) states that if an
employee’s clock rings generate workhours and the time was worked, the time must be
paid.

Managers and Supervisors are responsible for authorizing/certifying the time of subordinate
employees to ensure that it is accurate and in accordance with postal policies, national
contracts, and federal law. Timely action by all timekeepers helps to avoid costly and
preventable payroll adjustments.

Time and Attendance Handbook F-21
Supervisor’s Guide to Scheduling and Premium Pay F-401
National Agreements between USPS and Labor Organizations



https://about.usps.com/manuals/elm/elmc6.pdf
https://blue.usps.gov/cpim/ftp/hand/f21/
https://blue.usps.gov/cpim/ftp/hand/f401.pdf
https://blue.usps.gov/cpim/

What Should You Do?

The following slides
present scenarios about
overtime authorizations.
After reading the scenario,
choose the selection that
represents what you
should do.




What Should You Do? 1 of 4

Marianne Hemming clocked in ten minutes prior to her
scheduled Begin Tour and clocked out one hour after her
scheduled End Tour. Which of the following is true?

a. Enter one Code 091 Overtime Transaction at the Begin Tour
for total hours worked.

b. Enter one Code 091 Overtime Transaction at the End Tour
for total hours worked.

c. Enter each Code 091 Overtime Transaction where and when
the employee works in an overtime status. This will require two
overtime transactions.




What Should You Do? 2 of 4

Regular clerk, Michelle Bueller, requested and was approved in
advance for one hour of sick leave starting at her scheduled Begin
Tour. She was then required to work one hour past her scheduled
End Tour. Which of the following is true?

a. Michelle cannot have overtime and leave in the same day.

b. Since Michelle was approved for leave during her regular
schedule, any hours worked outside of and in addition to her
regular schedule becomes overtime hours.

c. Michelle’s Supervisor should remove the sick leave to avoid
overtime.




What Should You Do? 3 of 4

Mailhandler Susan Special was instructed by her Supervisor
to have an eight-hour day. However, Susan continued to
move empty equipment and went into an overtime status.
Which of the following is true!?

a. Susan's overtime must be paid.

b. Susan’s Supervisor should change the End Tour to eight
hours to avoid overtime and record it on PS Form 1260.
c. Since Susan worked and is entitled to the overtime, the
Supervisor should take no action.




What Should You Do? 4 of 4

Supervisor, Mark Emerald, is short-staffed, so he enters four one-
hour code 091 overtime transactions in advance for every carrier
in the office. Which of the following is true!?

a. To save time supervisor, Mark Emerald, should enter four one-
hour overtime authorizations for all employees daily.

b. Supervisor, Mark Emerald, should enter overtime authorizations
based on earned workhour/workload.

c. Supervisor, Mark Emerald, should not enter any overtime
authorization since the employees will be paid anyway.




Reports

Process
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Overtime Reports

* Missing 091 Transaction.

* Unscheduled Overtime (OT)
(Record on 1017-B).

e Qvertime/Leave.




Accessing Overtime Reports

System Employee Site Time Reports Switch Help Window

Systemn Employee Site Time gRGELLiemiSwitch Help Windo

IS Clock Ring Reports Module we
TAC800R0

Report Queue...

Llser Reports...
Yalid Codes Reports...

Clk Rng... l Miss Ti... l OT Alr

Badge Reports...

Finance Reports...

Schedule Reports...

Active Operation Reports..
Miscellaneous Site Reports..
Employee Reports...

Clock Ring Reports.

Finance Numbers
(AN

CLst |00 -
—
|5

Cange | o)

['5 Clock Ring Reports Module v4.012 - (20) %]
TACS00R0 Clock Ring Reports Module I formation
Clk Rng... Miss Ti.. | OT Alrt | OT/Leave | Raw Rn.. | Tour Dev | Rng Dis.. | Self Adj]| OT Trans | SDO Ove.. | Manual ... | P51260

l l l \
Fina Numbers Finance Units Locations Clear
AN = All LAl Find
I List - ™ List o I List o =
[ [ | Add
- - - [_)Elﬂ‘tﬂ'
" Range | - | " Range - " Range - Output as
[+ POF
YrPPW(Online & Archive) Week Period " HIML
[+ Single i+ Entire Week { Tue Page Breaks I CsV
2012-05-1 " saturday | Wedpfesday = Finance Level
* Range [ Sunday " Thfrsday " Finance/Sub-Unit
| | o Monday -
Report by [ PFC_Option Summary Rpt Queue
' Missing 091 Transaction (+ ‘List [ Percent/Total .
" Unscheduled OT SHLssrLs
(Record on 1017B)
Close
Help




Missing 091 Transaction Report

POSTAL SERVICE » userto:  Ganooz
Report: TACB00RS v4.004 - (20) Restricted USPS TE&A Information D
Time: 02:00 PM
YrPPWk:  2012-05-1 LOS ANGELES-140
. . . Page: 1
Fin. #: ap-0140 issimg 091 Transaction Report
Weekly
Sublimnit: oo4
F M Base Base Base Sched Sched
Employee ID Employee Last Name | | DA LDC Ciper. Route BT ET Schedule Lunch
B00e5483 SPECIAL b 12-0 1700 100-00 0ooooo 2250 07.00 |SEM-TF 0.50
| |
Sun Basze MO-04 052 0825 bsa _ppzs] 054 0700 Oy2 08.00
2012-05-1-2 (212} BT 22.50 oL 02.50 IL D3.00 ET 07.25
Sub-Unit Totals of Employees (Per Selection): 1
Sub-Unit Totals of Missing 091 Trans (Per Selection) : 043 00.00
053 00.25
0025
Fimance Mumber Totals of Employees (Per Selection): 1
Fimamce Mumber Totals of Missing 031 Trans (Per Selection) : 043 00.00
053 00.25
0025




Unscheduled 091 Transaction Report

POSTAL SERVICE » user i caouc:
. . Date: o2r24M2
Report: TACEOIOR2b +4.002 - (20 Restricted USPS TE&A Information
Time: 08:00 FM
YrPPWk: 2012-05-1 LOS AMGELES-110
Fin. #: 20-0110 Unscheduled 031 Transaction Report Page: 1
Weekly
SubUmnit: oo
F M Base Base Base Sched Sched
Employee ID Employee Last Mame 1 | DA LD Oper. Route BT ET Schedule Lunch
20071087 HEMMING M 13-4 2100 722000 000001 07.00 15.50 | S-MTW-F 0.50
Mon Basa Q0-01 052 08 10 053 0110
2012-05-1-3 (213) BT O45.20 ET 16.50 nsched 081 Trans{at |05.20 for 00.10
Sub-Unit Totals of Employees (Per Selection): 1
Sub-Unit Totals of Unsched 031 Trans (Per Selection) : 043 00.00
053 0010
0o.10
Finance Number Totals of Employees (Per Selection): 1
Fimance Mumber Totals of Unsched 081 Trans (Per Selection) : 043 oo.oo
053 oo.10
0010

This report is MOT a substitute for the PS5 Form 1017-B. All 'wunauthorized” overtime must be recorded on PS Form 1017-B. Unauthorized overtime is time
that an employee, without prior authorization from a supervisor, works in excess of the scheduled tour.

(11} <>} cc J voc § HELP JCONTINUE




OT/Leave Report

UNITED STATES

UserlD: GRO0D2

SICK LEAVE-REGULAR at 13.00 for 01.00 Hundreths

POSTAL SERVICE w
Report:  TACBDOR4 v4.002 - (20) Restricted USPS T&A Information Date: 022412
Time: 08:00 PM
YrPPWk:  2012-05-1 LOS ANGELES-110
Fin# 000110 Overtime and Leave Report Page: 1
Weekly
Sub-Unit: 004
F M Base Base Base Sched Sched
Employee ID  Employee Last Mame | | DA LDC Oper. Route BT ET Schedule  Lunch
80071087 HEMMING M 134 2100 722000 0OODOY  O700 1550 SMTW-F 050
Base Q0-01 SAT | 04300 02.00 05500 D4.00 05300 02.00 05200 08.00
BT 07.00 ET 15.50 OT Authorized  04.00
ANNUAL LEAVE-REGULAR at 07.00 for 08.00 Hundreths
80074037 BUELLER M 11-0 4500 355000 0OODOD 1400 2250 SSMTW- 050
Base PO-08 MON | 05200 08.00 05800 01.00 05400 05.00 05300 01.00 |
OL 18.00 BT 15.00 IL 18.50 ET 2350 OT Authorized 01.00

11 ] <o ] cc ] voc JuceJconngel




Process

Process




Entering Overtime Transactions and Documentation

Enter 091 Approved OT-
Transactions in TACS Supporting
Clock Ring Editor Documentation PS
When OT Admin is Form 1261
Unavailable. PS Form 3996.

Scheduled OT
Transactions Should

Be Entered in OT
Admin, if Available.




Entering the Overtime Transactions in the Clock Ring Editor

TACB00F0 Clock Ring Editor Module e
Clock Rings ]
Employee ID: 50035483  |SPECIAL, SUSAN Pay Loc: 004 Clear
e ShowRings  Ring Coloring WKy Sched: [SSIi—TF Find
C AN “ ON | Daily Sched: |22 50-07.00 |
" 2012052 = Active ~ OFF w
[ Future DA J LDC: 120 1700 Delete
Transaction Finance RSC Time Amt T&A Fred
Code MM/DD/YYYY HH.hh Number Unit Suffix LviOper LU Route HH.hh §  Ring Msgs Day Day TZ Change
Jo10| o2 [10]2012 |22 [50 [s0-0110 foo00|u [o [0 [o100[00 00000 [oo Joo| | 1 | Jestf - Job Asgn
12| [oz[ripoizfosfoo| | [ o£| | [ooo00 oo [ou| [cmonschesueanafr | [csT uplicate
l0s5 [00 Jo2 |11 [2012 Jos Joo | Jwlofoa] | fooooo for fs0v | AR -
lloao] oz |11 [2012 |22]50 |20-0110 [oooo|m [o [os [o1o0|oo [ooooo [oo Joo| | Iz ] lest M
o1z Joz [12 [201z [0z [50 [ ImJofos] | [ooooofoofoo| | 2| [cst PIL Err
[013 [ [oz [12 [2012 [03 [oo [s0-0110 [oooo[m [0 [oa [o100[o0 [ooooo Joo [oo [ = [ [csa =
]EI‘E‘1 00 |02 |12 (2012 |07 |00 K |0 |04 o0oooo |00 |25 I 2 CS RMS
llo14 02 112 12012 107 |25 M _l0 104 20000 100 100 MiitonScheduled End 112 csi] ! g
[010] oz [12[2012 [22 |40 [s0-0110 [oooo[m [o [o4 [0100 00 [ooooo Joo [oo| [(wiNonScheduled Begir|3 | csT AUy dsg
[091 [00 Joz [12 [2012 22 [s0 | Iwlofoa] T Tooooo [0 foov | 3 | cst PS 1260
012 | oz [13 2012 [0z [s0 | Iojoaf | Jooooo foo foo| | j3 | lest
013] o2 [13[2012 [03 [00 [30-0140 0000 [ [o o4 [o100 o0 [o0o0 [oo oo | 3 [ [cst save
Avoid Fatal Errors by BB oz [13]2012 07 [25 | Iwfofoa] | Tfooooo foo oo [owmonscheduied End1fs | esT - | =
Entering 091 Transactions at [2012-05-1 : 02/11/2012 thru 0211772012 i | >

the Time the Employee

Actually Starts the Overtime




Entering Multiple Overtime Transactions on the Same Day

Overtime Generated

0.10 Prior to
Scheduled BT
.00 After Schedule
ET

Two OT 091
Transactions Required

Document
Nonscheduled (N)
Scheduled (Y)

Charge OT Hours to
Correct:

* Finance #

« LDC

* Operation

90071087  |HEMMING, MARIANNE o0s |
07.00 - 15.50

010 02 |13 |2012 |06 |90 [90-0110 |(0000|Q |0 (01 |7220|00 |0O001 |00 00| |(W)NonScheduled Begir|3 CST
011 02 |13 [2012 |05 |00 [S0-0110 [OCOC0|Q |0 |01 [F210[00 [CO001 |00 |00 3 CST
011 02 113 12012 116 |25 (50-0110 (000013 10 {01 |7230 (00 {00001

014 l_l_l_l_l_l_l—l_l_l_l_l_l_l_l_l_l_lmrl_l_
2 2 506 7260 0 e e -

| i

LU

WWWW@




Requirements for Entering Overtime As Unscheduled

TACS00F0 Clock Ring Editor Module Tl
Employee Clock Rings |
Worked Employee ID: 30071037 |HEMMING, MARIANNE Pay Loc:  |004 Clear |
Edit Week )
. Show Rings Ring Coloring Wkly Sched: |S-MTW-F ll
Overtime = 2012-05-1 - g ;
) ! s ﬂ_ ON Daily Sched: |u?_uu-15.5u Add |
Without Prior * Active ¢ OFF ot Proo
" Future DA/ LDC: 134 |2100 Delete |
A roval . Transaction Finance RSC Time Amt T&A Fred -
PP Code MMDDYYYYHH.ih Number (g x| 2 ﬂl
JE| loz [11[2012 o7 [oo [s0-0110 [o You have recorded OT as Unscheduled - meaning OT — Job Asgn
055 100 (02 |11 2012 [07 (00 was warked by the employee without prior approval from Duplicate |
011 02 |11 |2012 |08 |00 |20-0110 |0 a Supenvisor. Select OK AMD then add REQUIRED
011 oz [11[z012 [15 [25 [eo-0110 [o comments. ﬂl
091 [00 (02 [11 [2012 [15 [48 PIL Err |
. . 014] o2 [11 2012 [15 [s0 | e
Entries ReqU|red o10| [0z [13 2012 [06 [20 [s0-0110 [oooo]a Jo [o1 [7220]00 [oooo1 [oo [oo] |(wiNonScheduled Begir[3 | |CS E—l
1]00 [02 |13 |2012 [06 [0 Qo o1 00000 |00 |10 N |(W)1017B Comments Ne|3 | ST ml
* 091 Transaction CST pS1260 |
with (N) 100 [02 [13 [2012 [15 [0 a [o [o1 ooooo [01 [oo [y 3 [ cst
[011] foz [13[2012 |18 |25 [e0-0110 [ooooa [o [o1 [7220]o0 [oooo1 foo Joo| | [3T Jest save |
[o1a] Joz[13[2012[16 50| [ fafofot| [ oooot oo foo] [owinonsScheduedEnd il [ Jest - | - |
e |017-B =
Comments [2012-05-1 : 0211172012 thru 0211712012 - | >> |
Help |

(11} <>} cc J voc § HELP JCONTINUE




PS Form 1017 Module Entries

Management is
Required to
BINGIN

Unauthorized OT
with Employee.

80071087 HEMMING, MARIANME

a—
—
—
—
—
—
—
—
—

Record Date
Notified and
Remarks
Regarding OT
Occurrence.

i

Hard Copy PS Form 1017-B, Unauthorized Overtime Record
Must Be Printed and Kept on File Locally.
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Consequences of Blanket OT Authorizations

TACB03IFO
Pre-Process Data T&A Data

Saturday 021112 Q[0 [o1 00 N | -
90071097 Monday 02-13-12 Ja | Jo | Jo1 | Jos2 | Joo 9.10 N
90071097 Monday 021312 [Ja  Jo | Jor Josz Joo 110 N
90071087 Tuesday  |Joz-1412 Ja Jo  Jo1  Josz2 | Joo 800 N
90071097 Wednesday |02-1512 Ja Jo | Jo1 | [osz [Joo 790 N
90071097 Wednesday |02-15-12 Ja Jo | Jo1 | [oss |Jos 0
90071097 Friday 021712 Ja | Jo | Jor Jos2 | oo~ soo v [
N [ |

Costly Overpayment of

Premium Hours

TACB00F0 Clock Ring Editor Module N
Clock Rings |
Employee ID: /20071097  |HEMMING, MARIANNE PayLoc:  |004 Clear
Edit Week .
P Show Rings Ring Coloring Wkly Sched: IS-MTW-F Find
¥ 2012-05-1
 2012-05-2 ”o oN | Daily Sched: [07.00- 1550 | Add
r Q9. L DA/LDC: | | -
Future 134 2100 ) Delete
Transaction Finance RSC Time Amt T&A Fred cha
Code MM/DDIYYYYHH.hh Number Unit Suffix LviOper LU Route HH.hh S Ring Msgs Day Day TZ nge
10| 102 [11 2012 |07 00 [90-0110 (000010 |0 |01 [7220|00 |00001 |00 |00 1] Job Asgn
00 (02 |11 2012 |07 |00 @ [0 |07 00000 108 |00 | 1 1 &(cs1 Duplicate
11| oz [11 2012 oz [oo [so-0110 Jooon|a Jo [o1 [7210]00 [ooo041 [oo [oo 1
b1 [ [02 [11 [2012 [15 [25 [so-0110 [oooo[a [o [o1 [7220 [oo0 [oooot [oo [oo 1 ﬂl
1 |oo |0z [11 [2012 |15 [49 a o |o 00000 |04 |00 v 1 W¥lcs1 PIL Err |
= eRMS |
p10| [0z [13 2012 |08 [s0 [90-0110 [ooon|a [o [o1 [7220]00 Joonod Joo oo | [owinonscheduled Begir|3 | [cs1 —
011 [0z [13[2012 [os [oo [s0-0110 [oooo]a [o o1 [7210[00 [oooo+ Joo [oo 3 [ [cs1 1017 MSG
011 [0z [13[2012[16 [25 [s0-0110 [ooon[a [o [01 [7220[00 [oooo1 [oo [oo 3 [ Jest PS 1260
014 [0z [13[2012 16 [50 afo [o1 pooot [oo [oo [ [pamissing o7 Transac[3 [ [csT
o10| [0z [14 2012 [06 [a0 [so-0110 [oooo [a [ [o1 [7220 |00 [oooo+ [oo [oo [ [ahenScheduled Begit|s | [csT Save |
[E¥E [ [0z [14 [2012 [os [oo [s0-0110 [oooo[a [o [o1 [7210/00 [ooo0 [oo [oo s [Cles) - Close
[2012-05-1 - 0211172012 thru 0211712012 == | > |
Help I
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Overtime and Leave Warranted

TACS00F0 Clock Ring Editor Module

Clock Rings |

Employee ID:[50074037  |BUELLER, MICHELLE Payloc:  |oo¢ Clear
E:_“:::::_‘ SI:qarw Rings Ring Coloring Wkly Sched: |SSNTW-. Find
- 2012052 A oo Daily Scheds [14.00 22 50 Add
" Eulure Qi i DAILDC: 110 4500 S
Transaction Finance RSC Time Amt T&A Fred E_hﬂnne

Code MMDDYYYYHH.hh Number Unit Suffix LviOper LU Route HH.hh 5 Ring Msgs Day Day TZ i

lp1a] o2 [11[2012[20s0 | | [P Jofos[ [ [ooo0o [oo oo | [owiNonScheauled Ena [t [ [csT -] Job Asgn

Joss [oo o2 [11 [2012 [20s0 | [ [plofos[ | [ooooo o1 [s0fv | [1] [est Duplicate
010" [02 [12 [2012 [14 o0 [0-0110 o000 [P [0 [0 [3550 oo [o000o [0 [oo [ | 2" [esi
e LT e T TP g lo12] [0z [12[2012 18 oo | [~ [P [o"fos[ [ [oo000 [oo [oo[ | 2] [est _precrec |
' [013[ " [o2 [12 [2012 18 [50 [s0-0110 [oooa [P 0" [oe [3s50 o0 [ooo0o [oo oo [ | 2] [est PIL Exr
TAC803F0 Clock Ring Pre-Process Module lﬁl— 02 [12 2012 |22 [s0 FFE [ Tooooo Elﬁ B 5 —IE e
Pre-Process Data T&A Data — = 056 Joo [o2 |13 2012 |13 Joo P o |os o000 [o1 [oo | 3| | —|'
Employee ID Dayof Week Date RSC Suffix Lvi Code Code . Quantity Exempt 010| oz [13]2012 |15 oo Jso-0110 [oooo]e [0 [os 355000 [ooooo Joo [oo 3| [est| AUl ass
[90074037  [Sunday 021211z [P [o o6 [054 oo | 400 N -] Jor2[ [0z [13[2012 18 oo | [ [P [0 fos [ [oo000 [oa [oo[ | B[ [est PS 1260
90074037 Sunds 021212 P BNO_BN06 072 0O 800 [n 013 [02 [13[2012 [18 [0 [90-0110 [ooco[p fo [0 [3550 o0 [oooco Joo oo 3 [ [est
90074037 |monday  HJoz-13-12 [e tJo fos fos2 oo s.oof Jn__ 09100 |02 13 [2012 22 |50 P [0 |06 [ooooo [o1 Joo [ 3] kst save
90074037 [Monday fo2-1312 [Jp [ o | Jos | fos3 | oo /] 1000 [N ™ o i - =
soir i Mool B B lool— —<oolin 014] [02]13]2012]23]50 P o fos 00000 |00 [00] [(W)NonScheduled End1[3 | [esT -] Close
90074037 Monda 02-13-12 _|P 0 06 0S6 00 1.00 IN_
2012-05-1 : 0211172012 thru 02172012 << b
[90072037 [Tuesday Jo2-14-12 [Jp ' Jo | Jos 'Josz |Joo || 790 N I — —I—I
[90074037 [Tuesday  Jo2-14-12 Jp ' Jo | Jos |Joss [foo | 395 v -




Kn OWl ed g e Now that you have learned the process for entering 091 transactions and the importance of
Ch eCk being diligent with time entries, test your knowledge of what you have learned in this module.

Instructions Select the correct answer and select the submit button. You have three attempts to get each
knowledge check question correct.

Select Start to begin.
Good Luck!

Start




Knowledge Check 1 or 3

Overtime that will be paid and was deemed as unauthorized should be
documented on what form!?
Select the best answer.

A. PS Form 1017-A, Time Disallowance Record.

B. PS Form 1017-B, Unauthorized Overtime Record.

C. PS Form 1723, Assignment Order.

D. PS Form 3971, Request for or Notification of Absence.




Knowledge Check 2 or 3

This is one of the Big Four Reports that should be run daily.
Select the best answer.

Tour Deviations.

Manual Transactions.
Missing 091 Transactions.
None of the above.

oN®»




Knowledge Check 3 of 3

Documentation that is used to support approved code 091 overtime transactions are:
Select all that apply.

PS Form 3972, Absence Analysis.

PS Form 3996, Carrier Auxiliary Control.
PS Form 1261, Non-EBR Report.
Selections B and C.

oN®»




Summary

Summary.

Hard copy PS

Form 1017-B

must be kept
on file.

The Office of
Inspector General
(e][€);
audits timekeeping
records.

Documentation.

Code 091
Transactions.

Reports.

Intentional misappropriation of
premium hours can lead to
corrective action up to and

including removal from the USPS.
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Helpful Resources

TACS Help
Desk

Web page: TACS Help Desk

Hours: 6:00am - 6:00pm CT, Mon — Fri
Email: TACS@usps.gov

Phone: 1.855.411.8227

Timekeeping
Compliance

Toolkit

Web link: Timekeeping Toolkit

T&A
Compliance

Team
Contact List

Web link: Time & Attendance
Compliance Team Contact List



https://blue.usps.gov/accounting/tacshelpdesk/
mailto:TACS@usps.gov
https://blue.usps.gov/tacs/tacs_coordinator.htm
https://blue.usps.gov/tacs/tacs_coordinator.htm
https://blue.usps.gov/accounting/Timekeeping/timekeepingtoolkit.htm

Module 3 Completion -_

You have completed Module 3: Overtime Authorization.

Please return to the learning portal and review Module 4 through 6 to complete the
Time and Attendance Collection System (TACS) Refresher training.

Close this window by selecting Exit or by pressing <Alt> + <F4>.
NOTE: Should the module not show as complete in the learning portal, please view the

TOC to confirm you visited all slides. If any of the slides are missing a checkmark, please
revisit the slide(s) and the module will complete.



= L bbb

TACS Refresher Course
Module 4: PS Form 1723, Assignment Order

TIME AND ATTENDANCE
COLLECTION SYSTEM (TACS)
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Help

E

[Click Box (100x100) |

rwcommodations and Support

If you require an accommodation for completing this online
course at the area or district level, please contact your
Manager, Employee Development. If you are using a screen
reader to navigate the course, select the HELFP button to view
slide navigation and screen reader information.

If you have guestions conceming the computer you are using
to take this course, contact your local IT Helpdesk or
1-800-USPSHELP. For leaming portal issues, please contact
your local Manager, Employee Development.

For area or district employees, contact your local Employee
Development office for support. Select the HELP button to find
your local office on the District/Area web pages. If they are
unable to resolve your issue, they will escalate the issue to Tier
2. When contacting them, please provide your EIN, course
name and/or number, and a brief explanation of

the issue.

For Headquarters/Headquarters field employees, select the
HELP button to submit a ServiceNow ticket.

The HELP page also includes instructions on how to clear your

cache if you are experiencing bookmarking or completion
trouble. To resume the course, please select Return.

Help page on Blue

Course Resources
PS Form 1723 Quick Reference Guide

PS Form 1723 Screen Print Examples

PS Form 1723 Overview Video

Employee Labor Manual (ELM)
Time and Attendance Handbook F-21




Navigation

Navigation Instructions

Previous
slide

Audio on/foff

Closed
Captions

@[ [« e [oc e

Slide $5v_currel
of 52

Accommodations,
troubleshooting, &
COUrse resources

MNext
slide




User Information

[ S e [roc e

Slide $Sv_curres
of 52

User Information

To optimize your learning experience, retain course progress, and receive course credit:

Use Google Chrome.

Do not minimize the course window.
Avoid multitasking.

Remain active in the course.

L N

If you are going to be inactive for longer than 10 minutes, exit the course by selecting the X in the
upper-right corner of the browser window.

When you are ready to resume, relaunch the course from the learning portal and it will continue
from the last slide viewed.

Should you have trouble completing a module or course, please confirm you have visited all slides
by viewing the TOC.

I — "




Objectives

Process &
Documentation




Policy

Policy

Process &
Documentation




Conditions Requiring a PS Form 1723, Assignment Order

Postal policy requires PS Form 1723, Assignment Order, to be completed to record management-
directed assignments.

Bargaining Unit Employee — Notification must be made by Wednesday of week preceding change
(notification not required for clerk craft if detailed to a nonbargaining position).

Nonbargaining Employee — Provide 4 days notice.

Retention —As of December 2022, there is an indefinite retention period for all PS Forms related
to timekeeping.

Temporary .
Assignment Temporarily

Ot Uhas Scheduled Hours Assigned to

Official Job and/or Another Facility

Description, Days Off and

Including Higher Training
Ll Assignments




References:
Employee Labor Manual (ELM)
Time and Attendance Handbook F-21


http://about.usps.com/manuals/elm/html/welcome.htm

What Should You Do?

The following slides
present scenarios that
may or may not require a
PS Form 1723,
Assignment Order. After
reading the scenario,
choose the selection that
represents what you
should do.




What Should You Do? 1 of 4

Cherry Armbroise requested to change her
nonscheduled days from Monday/Tuesday to Saturday/Sunday for the
holiday week. Which of the following is true!?

a. The employee requested the change of schedule for personal
convenience, which requires a PS Form 1723.

b.The employee requested the change of schedule for personal
convenience, which requires a PS Form 3189.

c. No form is needed.




What Should You Do? 2 of 4

Manager Michael Michelle notified mail processing clerk Angela Moses on
Wednesday of the prior service week that she would be temporarily detailed
into the vacant higher-level lead clerk position. Her current hours are 0800-1650
and will be changed to 0400-1250.Which of the following is true!?

a. PS Form 1723 must be completed to record management-directed
assignment changes and pay the out of schedule (OQOS) premium.

b. PS Form 3189 must be completed to record management-directed
assignment changes and pay the out of schedule (OOS) premium.

c. PS Form 3971 must be completed to record management-directed
assignment changes and pay the out of schedule (OOS) premium.




What Should You Do? 3 of 4

City Carrier Leah Liu is scheduled to attend three days of driver
training at the training academy. Leah’s assigned schedule is
0700 to 1600. Training is scheduled from 0800 to 1650.Which

of the following is true?

a. A PS Form 3971, Request For or Notification of Absence, is
completed to record management-directed assignment changes.
b. A PS Form 1723, assignment order, is completed to record
management-directed assignment changes.

c. No form is needed to attend training academy.




What Should You Do? 4 of 4

TinaVan Garden will be detailed to a higher-level Supervisor,
Distribution Operations position.This assignment will cover
weekends only. Which of the following is true!?

a. Intermittent higher-level assignments require code 090,
higher-level authorization.

b. Intermittent higher-level assighments require code 091,
overtime authorization.

c. Intermittent higher-level assignments require code 093, no
lunch punch.




Process and Documentation

Process &
Documentation




Three Ways to Enter PS Form 1723 Information in TACS

PS Form 1723
Module

Email PS Form
1723 to TACS
Help Desk for
Partial-VWeek
Assignments

Manual Entry of
Code 090 Higher-
Level

Authorization




Video

4| United States Postal Service - Restricted Information - (20) Server Name - meq1878
System Employee Site Time Reports Switch Help Window




Manual Entry - Code 090, Higher-Level Authorization

ngher_LeveI S0074038 MOSES, ANGELA 110

.. SEMTW—
Authorization
_ 04.00 - 12.50
Required for e
Partial-VWeek
Details 010| [0z |18 2012 [04 |00 [20-0110 [oooo P [o os 00 oo 1] Jest
012[ oz 18201210 oo | ooooo [oo [oo 1] Jest
013 Joz |1 11u|u-u-u-u|_|_|_|241u 00000 oo [oo 1 [ Jest
.l--ll.-l-lll—ll-

Add oia|_ iz izl [ giapn

Date

Time

Level EiE
Duration of e
Higher-Level

Detail

G141 41080 2 2 8

90-0110 J0000]P |0 |06 |241000 Jooooo Jo0 Joo| |

A separate code 090 is required for each detail day.
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Kn OWI ed 9 e Now, let’s test your knowledge of what you have learned in this module.
Check
Instructions

Select the correct answer and select the Submit button. You have three attempts to get each
knowledge check question correct.

Select Start to begin. Good Luck!

Start




Knowledge Check 1 of 4

When is the PS Form 1723, Assignment Order, required?

Select the best answer.

A. Higher-level assighments.

B. Tardiness.

C. Temporary assignments to perform duties other than those in an
employee’s official job description.

D. Training.

E. Selections A, C,and D.




Knowledge Check 2 of 4

Where can you access the PS Form 1723 Module!

A. TACS Employee drop-down menu.
B. TACS Reports drop-down menu.
C. TACS System drop-down menu.
D. TACS Time drop-down menu.




Knowledge Check 3 of 4

Manually entered higher-level authorizations are processed in the
Clock Ring Editor with which authorization code!?

A. Code 090 — Higher-Level Authorization.
B. Code 091 — OT Authorization.

C. Code 092 — Disallow Guarantee Time.
D. None of the above.




Knowledge Check 4 of 4

Which button in the PS Form 1723 Module is used to submit the temporary job assignment for
management-directed changes of schedule of a full week or more?

Save button.
Print button.
Create JA button.
Clear button.

°o 0w »




Summary

Summary

Policy for PS

Form 1723,

Assignment
Order

PS Form 1723
Security
&
Retention

The Office of
Inspector General
(OIG) Audits
Timekeeping
Records

Identify
Situations That
Require PS
Form 1723

Code 090
Higher-Level
Authorization
Requirement
Management-directed temporary job

Process for assignments, regardless of the time
Completing PS frame, require a signed PS Form 1723,

Form 1723 .
Assignment Order.
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Resources

T&A

TACS Help Compliance

Desk

Team
Contact List

Timekeeping
Compliance

Toolkit

Web link: Time & Attendance

Web page: TACS Help Desk . .
Compliance Team Contact List

TACS Help Desk Home Page-Forms ~
Hours: 6:00am - 6:00pm CT,Mon — Fri ~ Web link: Timekeeping Toolkit
Email: TACS@usps.gov
Phone: 1.855.411.8227



https://blue.usps.gov/accounting/tacshelpdesk/
https://blue.usps.gov/accounting/tacshelpdesk/
mailto:TACS@usps.gov
https://blue.usps.gov/tacs/tacs_coordinator.htm
https://blue.usps.gov/tacs/tacs_coordinator.htm
https://blue.usps.gov/accounting/Timekeeping/timekeepingtoolkit.htm

Module 4 Completion

You have completed Module 4: PS Form 1723, Assignment Order.

Please return to the learning portal and review Modules 5 and 6 to complete the Time
and Attendance Collection System (TACS) Refresher training.

Close this window by selecting Exit or by pressing <Alt> + <F4>.
NOTE: Should the module not show as complete in the learning portal, please view the

TOC to confirm you visited all slides. If any of the slides are missing a checkmark, please
revisit the slide(s), and the module will complete.
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TACS Refresher Course
Module 5: Out-of-Schedule (OOS) Premium

TIME AND ATTENDANCE
COLLECTION SYSTEM (TACS)

&




Help

E

[Click Box (100x100) |

rwwcommodations and Support

If you require an accommodation for completing this online
course at the area or district level, please contact your
Manager, Employee Development. If you are using a screen
reader to navigate the course, select the HELP button to view
slide navigation and screen reader information.

If you have questions conceming the computer you are using
to take this course, contact your local IT Helpdesk or
1-800-USPSHELP. For learning portal issues, please contact
your local Manager, Employee Development.

For area or district employees, contact your local Employee
Development office for support. Select the HELP button to find
your local office on the District/Area web pages. If they are
unable to resolve your issue, they will escalate the issue to Tier
2. When contacting them, please provide your EIN, course
name and/or number, and a brief explanation of

the issue.

For Headquarters/Headguarters field employees, select the
HELP button to submit a ServiceMow ticket.

The HELP page also includes instructions on how to clear your

cache if you are experiencing bookmarking or completion
trouble. To resume the course, please select Return.

Help page on Blue

Course Resources

Employee Labor Manual (ELM)

Time and Attendance Handbook F-21
Supervisor’s Guide to Scheduling and
Premium Pay F-401

USPS & National Bargaining Unit
Agreements



http://about.usps.com/manuals/elm/html/welcome.htm
https://blue.usps.gov/cpim/ftp/hand/f21.pdf
https://blue.usps.gov/cpim/ftp/hand/f401.pdf
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User Information

To optimize your learning experience, retain course progress, and receive course credit:

Use Google Chrome.

Do not minimize the course window.
Avoid multitasking.

Remain active in the course.

L N

If you are going to be inactive for longer than 10 minutes, exit the course by selecting the X in the
upper-right corner of the browser window.

When you are ready to resume, relaunch the course from the learning portal and it will continue
from the last slide viewed.

Should you have trouble completing a module or course, please confirm you have visited all slides
by viewing the TOC.
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Objectives

Process

Reports




Policy

Process




Policy Components

Out-of-schedule (OOS) premium is paid to eligible full-time bargaining unit employees for time
worked outside of, and instead of, their regularly scheduled workday or workweek when
working on a temporary schedule at the request of management.

Employees can be eligible for more than one premium. However, payment of more than one
premium for the same hours worked would, in some cases, violate the pyramiding provision of
the National Agreements and postal policy.

Notification Documentation




Policy

POLICY

Notification Requirement

@ Employees must be notified by Wednesday of the preceding service week.

OO0

@ Work can be limited to the hours of the revised schedule.

Noncompliance of Notification Requirement

@ Employees are entitled to work their regular schedules.

@ Any hours worked in addition to an employee’s regular schedule are paid at
150% of the employee’s basic hourly rate.

Documentation
@ PS Form 1723, Assignment Order, required.




Exceptions

- PoLIcy

O00n.

under the following conditions:

@ Training

@ Employee-Request Schedule
Changes PS Form 3189

@ |ntermittent Leave Requests

@ Tardiness

@5elect Detail Assignments and
Ad Hoc Positions

Employees are not entitled to out-of-schedule premium

@Bids
@Relief Pool Assignments
@ Holidays/Designated Holidays

@Light Duty/Limited Duty
Assignments

@ Nonscheduled Days

(11} <>} cc J voc § HELP JCONTINUE




References

A

Employee Labor Manual (ELM)

Time and Attendance Handbook F-21

Supervisor’s Guide to Scheduling and Premium Pay F-401
USPS & National Bargaining Unit Agreements

USPS &
National

Bargaining
Unit
Agreements



http://about.usps.com/manuals/elm/html/welcome.htm
https://blue.usps.gov/cpim/ftp/hand/f21.pdf
https://blue.usps.gov/cpim/ftp/hand/f401.pdf

What Should You Do?

The following slides
present scenarios that
may or may not warrant
out-of-schedule premium.
After reading the scenario,
choose the selection that
represents what you
should do.

‘\"I
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What Should You Do? 1 of 5

Marianne Hemming is a regular city carrier assigned to Route 10.
Her assigned schedule is 0700-1550. Supervisor Monica Toothe
informed Marianne on Wednesday of the previous week that she
would be assigned to Route 05 instead of her regular Route 10.
Marianne worked Route 05 during her regular scheduled time of
0700-1550.

Which of the following is true!?

a. Since Marianne worked a different route, the out-of-schedule
(OOS) premium should be paid.

b. Marianne worked her normal scheduled workhours.The out-
of-schedule (OOS) premium cannot be paid.

c. Marianne worked her normal scheduled workhours. Out-of-
schedule (OOS) premium should be paid.




What Should You Do? 2 of 5

Electronic Technician Charlie Tytka attended Certification
Training in Norman, OK. He was given notification a month in
advance. His regular workhours are 2000-0450 with Monday
and Tuesday as his nonscheduled days. His schedule was
changed to 0800-1650 with Saturday and Sunday as his
nonscheduled days to accommodate the required classroom
training.

Which of the following is true?

a. Employees attending a recognized training session are not
entitled to OOS premium.

b. An employee attending a recognized training session is
entitled to OOS premium only for the hours changed and not
days off.

c. The employee is only entitled to OOS premium on their
scheduled days off.




What Should You Do? 3 of 5

Automotive Technician Zana Carvey, whose regular workhours are
0800-1650, was notified by her Supervisor the Wednesday prior to
the service week to work a temporary schedule from 0600- [450.
Zana worked the eight-hour temporary schedule.

Which of the following is true!?

a. Zanais not entitled to out-of-schedule (OOS) premium.
b. Zana is entitled to eight hours of out-of-schedule (OQOS)
premium.

c. Zana is entitled to two hours of out-of-schedule (OOS)
premium.




What Should You Do? 4 of 5

Mailhandler Susan Special, whose regular workhours are 0800-
1650, was notified by her Supervisor the Wednesday prior to the
service week to work a temporary schedule from 0600-1450.
Prior to her end of tour, Susan was notified to work an additional

two hours from 1450-1650.

Which of the following is true!?

a. Susan is not entitled to two hours of out-of-schedule (OOY)
premium. She is only entitled to two hours of overtime due to
the compounding of premium pay rule.

b. Susan is only entitled to eight hours of overtime.

c. Susan is entitled to two hours of out-of-schedule (OQOS)
premium.




What Should You Do? 5 of 5

Donnatella Rodgers was properly notified prior to the service week
of a temporary schedule change. Her regular nonscheduled days off
will be changed from Saturday/VWednesday to Saturday/Sunday.

On Friday, Supervisor Monica realized she no longer needed Donnatella
to work on Wednesday and rescinded the schedule change.

Which of the following is true?

a. Temporary changes in schedule cannot be rescinded at any time. Out —
of-schedule (OOS) premium must be paid.

b.Temporary changes in schedule can be rescinded at any time up to the
day before the schedule change without incurring out-of-schedule liability.

c. Donnatella must be paid out -of-schedule (OOS) premium through a
grievance procedure.




Process

Process

Reports




Record Employee Notification on PS Form 1723, Assignment Order
o T TACS 20 | Assignment Orderl

Instructions - (Please Provide a Copy to the Employee)

Purpose Complete this form to record management-directed assignment changes involving:
a. Temporary assignments to perform duties other than those in employee's official job description, including
higher level and training assignments.
b. Scheduled hours andfor days off when schedule change is not posted.
Frequency Form is valid up to & months (180 days). A new form is required for assignments exceeding 180 days, or subject

|#| United States Postal Service - Restricted Information - (20) Server Name - meq1877 o local management discretion.
System [SuEEENSite Time Reports Switch Help Window Approvals Assignments and changes must be approved by immediate supervisor or the manager. (If assignment is expected

ﬁUSPS Badge Maintenance... s ction v4.005 to exceed 1 year, approval is required from area vice president or officer.)
loyee Maintenance... Signatures If employee is unable to sign the form, the supervisor must indicate how the employee was nofified in the employee
Home Module iRalkadahaaaml212ils of notification are to be provided in the form's Justification for Detail Assignment Box.

Current Assignment

Position Title

MICHELLE BUELLER MAIL PROCESSING CLERK

Home Installation Employee ID
EmpW¥gyee Reports...
Y P Template 852110 85274037
Maintenance Maintenance oyee Official Tour Scheduled Days O

Begin Tour End Tour 2250
Lunch Cut Lunch Retum [ 18.50
S/A 0 rate 2

[ saturday [ Monday [ Wednesday [X] Friday SchiD : 21
[ sunday [ Tuesday [X] Thursday Rot Wk : 1

Pay Location FLSA O Exempt
[X] MNonexempt

Position FLSA Worksheet (If temporary assignment includes

) ) [ Friday
hours outside of (paid) FLSA work week, enter FLSA
Sawsm Employee Site Time Reports Switch Help Wi MAIL PROCESSING CLERK work week and str?d c}opyh;o FLSA coondinator) X saturday
S RemilizeMadue . 013 220) a Des/AdiCode [ LDC OPERLU Rats Schedus Tevel Pay Location FISA Exemplio
TAC510F0 PS Form 1723 Module 2 - 110 1800 2390.00 . 05 10 Monexempt Position
Prior 17238 |PS Form 1723 Oves Kho
T Location {Give exact worksite, if route, give number) Employee Type
Employse D: | (LastFirstiv): | | M ] Bargaining Unit Employee - Notify by Wednesday of wesk preceding
Start End _ cex | ARIZONA-110 change (Mot required for clerk craft if detailed to a nonbargaining
YrPPWk  YrPPWk Find DDsmon]
vrePwk | viPPwk | DIA | Rsc | sumix | Lvi | g D | J X BT [ Nenbargaining Unit Employee - Provide 4 days notice
— I r Finance Mumber zeneral Ledger Number Higher Level Authorization Method
. 852110 [ Aute Higher Level [ Daily Authorization
— Change ] ted fravel are al i O Temporary Job Assignment [ Timecard 1230-C
: print ‘ Scheduled Days Off
_cancel 1723 | 0150 [ saturday [ Monday [] Wednesday [X] Friday SchiD : 21
— Emal 150 [ sunday [ Tuesday [(X] Thursday Rot Wk : 1

Create JA

tart Date for RSCEor'Vto  Date (MMIDDIYYYY)
or V' Higher Level (S days
er assignment start date)

it Start Date _ 02182012 | pocionment End Date __ 02/24/2012

d

View

[Jam X P | Time 250 O am X Pm
sove | : Date (MDD YY)
=l close MONICA TOOTHE 0271272012
Employes Signature Date (MMDOMNYYY) | Justification for Detail Assignment
<« >
I D2M5/2012 Cover wacation. 00S premium.

Date Employee Was Notified
(MM/DDMN Y YY) 021512012




Access Employee Maintenance Module to Activate the OOS Indicator

| & | United States Postal Service - Restricted Information - (20) Server Name - megl877

Syste Employee Site Time Reports Switch Help Window

Busps B

l{:[ PS Form 1723 Module...

PS Form 3189 Module... |

Badge Reponts...
Employee Reports...

Home Module

System Employee Site Time

Once in the Module:
Select Daily Schd (JDS/JOS)
Tab.

Verify J/A Type Code.
Verify Effective Date.

Change to Diff Wk/JA, if
Applicable.

Select OOS Radio Buttons
for Correct Days.

Select Save.

ports Switch Help Window

.

Sum: [40.00

DS Hours I40.00 Base Hours I40.00

Work Schedule Rule Hours: |4CI.CICI

EiiEmployree Maintenance Module v4.020 x|
. 24-Feb-2012
TAC500F0 Employee"Maintenance Module Restricted Information
Employee | Job AsgniWKly (JAWAS) | Daily Varied Schd (JVS)| Daily Schd (.JDs.'JOS)ﬂ Prior Assignments | Leave Information |
. MName
Employee ID: [35274037 ! |BUELLER IMCHELLE | Clear
| Job Assignment Type Code: |5 | Effective Start Date: [2012-05-2 | Eind
Out-Of-Schedule Premium will be Add
(Multiple Job Assignments for this YrPPWK.) auto-calculated for hours worked =
outside of the schedule displayed Delete
below for the day(s) the OO0S Indicator >
is checked on the BaseJA Daily Diff WkIJA
Wrk Sched Rule Duty Assignment Schedule displayed on the left.
X-REF
BaseJA Dajly Schedule (JDS) 00S Premium Schedule (JOS) S
Sun Prem EMP Dates
BT ET BL LD SDQJ00S Hol Pay Act Orig BT ET BL LD sDO
SATURDAY (1400 |2250 [[18.00 (0050 T §r g ~ I1 ¥ I
SUNDAY 14.00 (2250 1800 0050 O g F v I
MONDAY 14.00 (2250 |18.00 0050 T g7 B 0 T T I
TUESDAY |[14.00 (2250 |18.00 [j0050 T g0 F 0 I I I I
WEDNESDAY 14.00 (2250 |18.00 0050 T g o I I [ I
THURSDAY |[14.00 (2250 |18.00 0050 M~ g0 K1 0 T [ I
FRIDAY 14.00 (2250 [|18.00 0050 MO g7 K MO I
Save

Sum: I Close

r

Help

(11} <>} cc J voc § HELP JCONTINUE




Out-of-Schedule Premium Autocalculated

System Employee Site Time Reports Switch Help Window

ﬁEmponee Maintenance Module v4.020 X
: 24-Feb-2012
TAC500F0 Employee Maintenance Module Rest?icteu Information
Employee \ Job AsgniWkly (JAJJAS]\ Daily Varied Schd (JVS) Daily Schd (JDSIJOS) ‘ Prior Assignments Leave Information
. Name
Employee ID: [85274037 AT BUELLER IMICHELLE | Clear
Job Assignment Type Code: |5 Effective Start Date: |2012-05-2 Find
i Out-Of-Schedule Premium will be Add
Base Hours Dlspla.y (Multiple Job Assignments for this YrPPWK.) auto-calculated for hours worked —
Under OOS Premium outside of the schedule displayed Delete
Schedule (JOS) below for the day(s) the 00S Indicator :
is checked on the BaseJA Daily Diff WkiJA I
Wrk Sched Rule Duty Assignment Schedule displayed on the left.
TACS Autocalculates Lty
OOS Hours Worked BaseJA Daily Schedule (JDS) 00S Premium Schedule (JOS) EMP Dates
. Sun Prem = " |
Outside of the Schedule BT ET BL LD SDO|0OS|Hol Pay Act Orig BT ET BL LD SDO
Displayed SATURDAY (1400 2250 [18.00 Joos0 Cf & | &~ I 1400 [2250 [1800 0050 @ I
SUNDAY (1400 [2250 [18.00 Joos0 CF & | &~ 1400 [2250 [1800 0050 @ I
Select Diff Wk/JA to Verify MONDAY  [1400 [2250 [18.00 J0050 L/ I |~ &~ I 1 14.00 | {2250 ({1800 {0050 = I
Temporary Assignment TUESDAY 1400 [2250 {1800 Joos0 © |~ | &~ 1 14.00 | {2250 ({1800 [ {0050 = I
WEDNESDAY 1400 [2250 1800 |0050 I | |r & 1400 [2250 [1800 0050 @ I
THURSDAY {1400 [2250 1800 jo050 & |r |r & 1400 [2250 [1800 | j0050 @ W
FRIDAY  [1400 [2250 |1800 |0050  fr |ri ~ 1 I 1400 | {2250 ({1800 [ fo050 =
Save
Sum: |40.00 Sum: |40.00 Close
DS Hours |40.00 Base Hours |40.00 Work Schedule Rule Hours: |40.00
Help

| 11} <> cc | 1oc J HELP JCONTINUE




Temporary Job Assignments

System Employee Site Time Reports Switch Help Window

EEmponee Maintenance Module v4.020 x|
. 24-Feb-2012
TAC500F0 Employee Maintenance Module Restﬁcted information
Employee | Job AsgnWkly (JNJAS)' Daily Varied Schd (JVS) Daily Schd (JDSIJOS) | Prior Assignments Leave Information
) Py— Name
Employee ID: |35274037 y “HFirsHMI]:IBUELLER IMICHELLE | Clear
Job Assignment Type Code: [T Effective Start Date: |2012-05-2 Eind
i Add
Properly APPIY|ng (OON (Multiple Job Assignments for this YrPPWK.) This schedule is display only. =
Indicator: Delete
Changes to this schedule may only _
.y be made on the Daily Schd (JDSIJOS) Diff WkIJA
Prevent§ the Pyramiding T T T —
of Premium Pay. X-REF
TempJA Daily Schedule (JDS) 00§ Premium Schedule (JOS) EMP Dates
. Sun Prem P
Pays OOS According to BT ET BL LD SDO|00OS Hol Pay Act Orig BT ET BL LD SDO
Bargaining Unit. SATURDAY] 17.00 0150 [21.00 joos0 [ |~ I W ¥ ¥ 1400 [2250 [18.00 [0050 T
Agreements and Postal SUNDAY ||17.00 {0150 [21.00 0050 [ | I b ¥ 14.00 [2250 [1800 |0050 I
Policy. MONDAY |/17.00 {0150 [21.00 o050 © | &~ W I I 1400 [2250 [18.00 [0050 T
TUESDAY | (1700 0150 |21.00 foos0 I ¥ I &~ I [ 1400 [2250 [18.00 |0050 T
WEDNESDAY17.00 0150 [21.00 0050 I |~ I W~ I [ 1400 [2250 [18.00 |0050 T
THURSDAY] (1700 0150 2100 |oos0 & fr I &~ I I 1400 [2250 [18.00 [0050 W
FRIDAY 17.00 {0150 {2100 foos0 & | T M T 1400 [2250 [18.00 [0050 W
Save
Sum: 4000 Sum: 4000 Close
DS Hours |4IZI.00 Base Hours |4CI.OCI Work Schedule Rule Hours: |4IZI.00
Help

(11} <>} cc J voc § HELP JCONTINUE




Verifying the New Temporary Assignment and OOS Premium Hours

Clock Ring Editor Module

TAC800F0 Clock Ring Editor Module e 20 tion

Clock Rings ‘
System Employee ‘Iime Reports Switch Help Window Employee ID85274037  |BUELLER, MICHELLE PayLoc: |10 Clear
SUSPS Time and Atter| Clock Ring Editor... E?;:‘:::': Show Rings Ring Coloring Wkly Sched: |SSMTW-- F-ind
TAC005F0 PS Eorm 1017 Module... Home Module - 2012.05.2 CAl . “ ON Daily Sched: |17 000150 e
 Active * OFF A
" Future DA/LDC: 110 |1800 Delat
elete
Transaction Finance RSC Time Amt T&A Fred =
Code MMIDDIYYYY HH.hh Number Unit Suffix Lvl Oper LU Route HH.hh S Ring Msgs Day Day TZ Change
. 10| o2 [18 [2012[17 [00 [85-2110 [0000 [P [0 [06 [2320 |00 [ooo0o [oo oo | | [ Jest = Job A
Base Assignment o2l [oae iz fio| | [P0 oo| | [ooooo o ol | e e
1400-2250 013 [62 s /2012 1 J60 652110 2000 P [0 [0 2320 00 100000 foo oo || i fest _Dupleste
o[ [o2feforzforio| | [P lofos| | looooo foo oo | [ fest
o102 [18 [2012 17 [o0 [e=2110 [a000 P [o [0 [2320 00 ooooo oo oo || p [ [ost e
12 oz freporzrfoo| [ [P fofos| | [ooouo oo oo | p [ JesT :
TemPOFal”)’ 013 02 [19 [2012 21 [50 [85-2110 0000 [P [0 [06 [2320 |00 [o0000 [o0 [oo || P [ [est _eRMS |
Assignment 12 [ o2 oo feov2 o feo| [ [P fo fos| [ Jooooo foo o | 2 lest 1 rorwse
Ioto [ oz [20 2072 7 o0 [es-2170 [oogo e [0 [0 [z520 o0 [00000 [od oo~ [wionschectied Begin [ [ [cST s 1260
1700-0150 [012[ [0z 2o 201221 o[ [ [F'[o fo6[ [ [ooooo foofoo | o [ lest
[o132["[02 [20 [2012 [21 [50 [es-2110 [o00a [P [o” [0 [2320 oo [o00a [o0 [oo | 3 [ [est Save
s loz[zifaorzfotfso [ [ [ fofos| [ Jooooo foo [oo| ~[venschedieaEnaTls [ [esT
2012-05-2: 02/18/2012 thru 02/24/2012 << >>
Help

| 11} <> cc | 1oc J HELP JCONTINUE




OOS Weekly Totals and Calculation of Premium Pay

System Employee Site Time Reports Switch Help Window
5 TAC803 Pre Proc v4.002

° 3 Hours 073 Pre-Process Data T&A Data

Saturday & Sunday

FLSA
Employee ID Day of Week Date RSCSuffix Lvl Aogr aeason Quantity Exempt
Base Assignment 85274037  |Saturday [02-18-12 [P [0  fo6 [052 oo 800 N = Weekly
1400-2250 85274037 Saturday  J02-1812 [P | [0 | Jos [fosa oo 700 |N Totals
. 85274037 Saturda 021812 P _Jo__Jos Jo72 oo 5.00 |IN 052 3712218
OQOS Premium 85274037 Saturday 021812 [P L]0 | J0o5  Jo73 | JoO 3.00 | N 054: 29.72
Hours 2250-0150 85274037 Sunday 021212 P (o " Jos fos2 oo 800 |N 055: 02.78
5 072 85274037 Sunday 02-19-12 P o [ Jos | fosa oo 7.00 N 05T 08.00
ours 85274037 Sunday 021912 [P | J0 | |06 [ Jo72 | oo 500 |V 056. 08.00
[55274037 Sunday 021912 (P L1006 LJ073 |00 300N | -] 072.10.00
072 09.00
Transaction Finance RSC Time T&A Fred
Pyramiding Code Date Time NumberUnitSuffix LviOperLU Route Amt S Ring Msgs Day Day TZ
o foroT Jo2-18-12 [17.00 85-2110 [0000 [P |0 |06 [2320 |00 |00000 1| [cs1=
Provision for2 [ [o218-12 2100 P [0 [o6 00000 1| [cs
. fo13] o2-18-12 [21.50 85-2110 [oovaP o [o6 [2320 o0 Jooooo 1] est -]
Sunday Premium
014 [ [02-19.12 fo1.50 P o [06 00000 1| [est
Hours Reduced By 010 |02-19-12 |17.00 85-2110 (0000 |P [0 |06 2320 |00 |00000 2| lest
OOS Hours Worked for2| [o2-19-12 [21.00 P 0 |06 00000 2f [cST
fo13 | [o2-19-12 [21.50 85-2110 o000 [P [0 [06 [2320 o0 [ooooo 2| est
3 Hours OOS fo1a [ [02-20-12 Jo150 P o los 00000 2| [est Close |
Premium 010| [oz-2012 [17.00 [85-2110 [ovoo [P [0 [0s [2320 [oo [ooooo [ [wyNonscheduie[s | [csT -
012[ [oz-20112 [21.00 | P Jo [os 00000 | | 3| fest .|

OOS Calculations Can Affect Other Premiums

(11} <>} cc J voc § HELP JCONTINUE




OOS Calculations and Holiday Hours Codes

Monday H0||day System Employee Site Time Reports Switch Help Window
ETACB03 Pre Proc v4.002
. Pre-Process Data T&A Data
FLSA
No OOS Premium Employee ID Day of Week Date RSCSuffix Lvl Hogrsacason Quantity Exempt
Hours Paid 85274037 Sunday 021912 [P _fo fos o3 oo 300 (N2 Weekly
85274037  |Monday  [02-2012 [P |0 |06 |052 |00 8.00f N IECICCR
. 85274037 Monday 022012 [P o [ Jos Jos4a Joo asof [N 052: 3722 =
Full Day of Holiday 552 59 7
. 55274037 Monday 022012 [P | Jo | 06 057 | Joo 5000 [N - 29.
Leave and Holiday 585274037 Monday 022012 [P [ Jo | fos [foss | [oo g.0of [N 055: 02.78
Work Paid 852714031 Tuesday 02-21-12 P 0 ]06 | ]052 | |00 8.00 |N 057 08.00
85274037 Tuesday 022112 [P o fos [fos4 oo 7.00 [N 058 0800
55274037 Tuesday 02-21-12 P __Jo _Jos [fo7a oo 300 N <] 072 10.00
073 09.00
TU eSda)’ Transaction Finance RSC Time T&A Frecd
Code Date Time NumberUnitSuffix LviOperLU Route Amt S Ring Msgs Day Day TZ
3 Hours OOS Paid 014 | [02-20-12 [01.50 P o |os 00000 2 [ est
Base Assi 010] [02-20-12 [17.00 |85-2110 [oooo [P [o os |2320 [oo [oooon (W)NonSchedulef3 | [csT|
ase Assignment 01z| [oz-z0-12 [21.00 | P o [os 00000 3 [ [est |
1400-2250 013 [o2-20-12 [21.50 [852110 0000 [P o [os [2320 [oo [ooooo 3 | [cst
T Assi 014 [o221-12 [01.50 P Jo [os 00000 (W)NonSchedulel | [cs
emp Assignment 010 ]02-21-12 |17.00 852110 0000 P |0 |06 [2320 |00 J00000 ] [CS
|700-0150 012 [02:21-12 [21.00 P [0 [o6 00000 4 [ [cs]
013 | [02-21-12 [2150 85-2110 [oooo [P [0 [os [2320 |00 [0o000 4 [ [cst
OOS Hours . Close
014 [ [02-22-12 [01 50 P [0 [o6 00000 4 [ [cs
2250-0150 010 |02-22.12 |[17.00 852110 |0000 [P |0 |06 |2320 00 00000 5| JCST| «|




OQOS Calculations and Leave Hours Codes

System Employee Site Time Reports Switch Help Window

. %5 TAC803 Pre Proc v4.002
Base Assighnment
Pre-Process Data T&A Data
|4OO 2250 HoursReason FLSA
= Employee ID Day of Week Date RSCSuffix Lvl code Code Quantity Exempt
85274037 Monday 022012 P o [os Jos7 oo go0 N2l Weekly
T 85274037 Monday 022012 [P Jo | Jos Joss | Joo 500 [N Totals
emporary = — 052 37222
85274037 Tuesday 0221-12 [P Jo  Jos [Jos2 | Joo 800 [N
Assignment 85274037 Tuesday 022112 [P Jo | fos Jos4  Joo 700 [N 054. 29.72
85274037 Tuesday 022112 [P [ o Jos ‘Jora Joo 300 [N 055: 02.78
| 700-0150 85274037 Wednesday ||02-22-12 [P~ Jo | Jos | Jos2 oo 522 N 057: 08.00
85274037 Wednesday | [0222-12 [P Jo | Jos fos4 oo 422 |n 058: 08.00
85274037 |Wednesday [02-22-12 [P _[o___Jo6 055 |10 278 IN_|- 072 10.00
073: 09.00
Transaction Finance RSC Time T&A Frcd
Code Date Time NumberUnitSuffix LviOperLU Route Amt S Ring Msgs Day Day TZ
Wednesday 012| [02-20-12 |21.00 | P o Jos 00000 3 | [est=d
013| [02-20-12 [21.50 [85-2110 [oooo [P [o 08 [2320 |00 [oooo0 3 [ [cst
No OOS Premium 014 [02-21-12 Jo1.50 | P o [os 00000 (W)NonSchedulez | [cs1 ~
. 010 | |02-21-12 |17.00 85-2110 |oooo [P |0 |06 [2320 oo |ooooo la [ est
Hours Paid
012 | |o2-21-12 [21.00 P o |08 00000 4 [ [csT
Hours Worked 013 | |02-21-12 2150 85-2110 |0000 [P |0 |06 |2320 |00 |00000 4 | |csT
1700-2222 014 | |o2-22-12 |o150 P o |08 00000 4 [ [csT
010 | [02.22.12 1700 852110 [0000 [P |0 [06 [2320 [00 (00000 51 CS] Close |
Annual Leave Hours 014 | |02-22-12 [22.22 P 0 |06 00000 (W)NonSchedule|s | |CS] -
2222-0100 055 [10 [02-22-12 [22.22 P o [os 00000 |02.78 [N 5 [ [es] =

Avoid Entering Manual OOS Code 073 Transactions in the Clock Ring Editor

(11} <>} cc J voc § HELP JCONTINUE
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Process
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Hours Type Inquiry Report

Verify Out-of-Schedule Hours for a Specific Time Frame

System Employee Site Time Reports Switch Help Window

[ x|
II' United States Postal Service - Restricted Information - (20) Server Narne - meq1876
System Employee Site Time JZCll &l Switch Help Window ’
" Report Queue... | T
User Reports...
Valid Codes Reports...
Badge Reports...

Finance Reports...
| Schedule Reports...

Report
Parameters

»
.

Finance Number
Pay Locations g C g
ey C— | ———
Hours Code Selection , ,

Output as

11 | <> ] cc ] voc JucieJconmnuel




Report Queue Display

* Check Report
Status

* Select Report

* View/Print Report

System Employee Site Time Reports Switch Help Window

Subscriptions

Hours Type Inquiry 02/24/2012 20:00:00 02/24/2012 20:00:00 Complete
Finance Number=852110; All Pay Locations; YrPPWk = 2012051; Entire Week; All Employees; Hours Code =073; Output:




Hours Type Inquiry Report

Time Frame
Totals

* Employee
= Finance Unit
" Report

- UNITED STATES
POSTAL SERVICE
Report:  TAC120R3 v4.003
YIPPWk: 2012052

Restricted USPS T&A Information

ARIZONA-110

Fin. #: 85-2110 Hours Type Inquiry Report

UserID: G85201
Date: 02/24/12
Time: 08:00 PM

Page: 1
Sub-Unit: 110 Weekly
YrPPWEK: 2012-05-2

Selection:  Hours Code Description
073 OUT OF SCHEDULE PREMIUM
073
Employee ID Employee Last Mame Fl I VA RSC Hours
85274037 BUELLER M 11-0 PO 9.00
Summary
Total T&A Hours 9.00
Total Borrowea oo
- - —
l Total Finance Unit ID 9.00
Total # of Employees with code 073 = 1

Report Total T&A Hours
Repaort Total # of Employees with code 073

9.00




Kn OWl ed g e Now that you have learned the proper usage of out-of-schedule premium, the process to record it, how to
run the necessary reports, and how to properly complete PS Form 1723, let’s test your knowledge of what

Ch ecC k you have learned in this module.
Instructions

Select the correct answer and select the Submit button. You have three attempts to get each knowledge
check question correct.

Select Start to begin.
Good Luck!

Start




Knowledge Check 1 of 7

Out-of-schedule premium (OQY) is paid for hours worked
Select the best answer.

A. In addition to an eligible employee’s regular schedule.

B. Outside of and in addition to an eligible employee's regular schedule.
C. Outside of, and instead of, an eligible employee’s regular schedule.

D. When there is no regular schedule.




Knowledge Check 2 of 7

Who is authorized to receive out-of-schedule premium!?
Select the best answer.

A. Full-time bargaining Unit employees.
B. Nonbargaining EAS employees.
C. Noncareer employees.

D. Only employees on higher-level assignments.
E. All the above.




Knowledge Check 3 of 7

Notice of a temporary schedule change must be given to
a bargaining unit employee by
Select the best answer.

A. Monday of the preceding service week.
B. Tuesday of the preceding service week.

C.Thursday of the preceding service week.
D.Wednesday of the preceding service week.




Knowledge Check 4 of 7

Which form is required to document temporary schedule changes
initiated by management that include out-of-schedule premium.

PS Form 1017-A.
PS Form 1017-B.
PS Form [26]1.
PS Form 1723.

0N ®»




Knowledge Check 5 of 7

What is the preferred method for activating OOS premium payment!?
Select the best answer.

A. Checking the OOS indicator in the TACS Employee Maintenance
JDS/JOS Module.

B. Entering a code 073 transaction in the TACS Clock Ring Editor.

C. Processing a PS Form 2240, Payroll Adjustment.

D. None of the above.




Knowledge Check 6 of 7

Which code do you look for in Pre-Process to check for out-
of-schedule premium pay!?

Select the best answer.

A. 043
B. 053
C.073
D.093
E. All the above




Knowledge Check 7 of 7

Where can you access the Hours Type Inquiry Report?
Select the best answer.

A. TACS Employee drop-down menu

B. TACS LTATS Entry Module

C. TACS Reports drop-down menu: Schedule Reports
D. TACS Timecard Entry Module

E. TACS Time drop-down menu




Summary

Hard Copy
PS Form
1723 MUST
Be Kept On
File.

Run and
Review the
Hours Type

Inquiry

Report.

Summary

The Office of
Inspector

General (OIG)

Audits
Timekeeping
Records.

Process for
Recording
Out-of-
Schedule
Premium.

Out-of-
Schedule
Premium

Policy.

Identify Out-
of-Schedule
Premium
Situations.

Intentional improper
payment of premium hours
can lead to corrective
action up to and including
removal from USPS.

(11} <>} cc J voc § HELP JCONTINUE




Helpful Resources

TACS Help
Desk

el

Web page: TACS Help Desk

Hours: 6:00am - 6:00pm CT, Mon — Fri
Email: TACS@usps.gov
Phone: 1.855.411.8227

Timekeeping
Compliance

Toolkit
‘

Web link: Timekeeping Toolkit

T&A
Compliance

Team
Contact List

»

Web link: Time & Attendance
Compliance Team Contact List

51 | <> ]| cc || roc Jrerr Joonmmue


https://blue.usps.gov/accounting/tacshelpdesk/
mailto:TACS@usps.gov
https://blue.usps.gov/tacs/tacs_coordinator.htm
https://blue.usps.gov/tacs/tacs_coordinator.htm
https://blue.usps.gov/accounting/Timekeeping/timekeepingtoolkit.htm

Module 5 Completion -_

You have completed Module 5: Out-of-Schedule (OOS) Premium

Please return to the learning portal and review Module 6 to complete the
Time and Attendance Collection System (TACS) Refresher training.

Close this window by selecting Exit or by pressing <Alt> + <F4>.
NOTE: Should the module not show as complete in the learning portal, please view the

TOC to confirm you visited all slides. If any of the slides are missing a checkmark, please
revisit the slide(s), and the module will complete.



L bbb

TACS Refresher Course

Module 6: Assessment

TIME AND ATTENDANCE
COLLECTION SYSTEM (TACS)




Help

E

[Click Box (100x100) |

rwwcommodations and Support

If you require an accommodation for completing this online
course at the area or district level, please contact your
Manager, Employee Development. If you are using a screen
reader to navigate the course, select the HELP button to view
slide navigation and screen reader information.

If you have questions conceming the computer you are using
to take this course, contact your local IT Helpdesk or
1-800-USPSHELP. For learning portal issues, please contact
your local Manager, Employee Development.

For area or district employees, contact your local Employee
Development office for support. Select the HELP button to find
your local office on the District/Area web pages. If they are
unable to resolve your issue, they will escalate the issue to Tier
2. When contacting them, please provide your EIN, course
name and/or number, and a brief explanation of

the issue.

For Headquarters/Headguarters field employees, select the
HELP button to submit a ServiceMow ticket.

The HELP page also includes instructions on how to clear your

cache if you are experiencing bookmarking or completion
trouble. To resume the course, please select Return.

Help page on Blue

Course Resources




Navigation

Navigation Instructions

Previous
slide

Audio on/foff

Closed
Captions

@[ [« e [oc e

Slide $5v_currel
of 52

Accommodations,
troubleshooting, &
COUrse resources

MNext
slide




User Information

User Information

[ S e [roc e

Slide $5v_curre
of 52

To optimize your learning experience, retain course progress, and receive course credit:

Use Google Chrome.

Do not minimize the course window.
Avoid multitasking.

Remain active in the course.

L N

If you are going to be inactive for longer than 10 minutes, exit the course by selecting the X in the
upper-right corner of the browser window.

When you are ready to resume, relaunch the course from the learning portal and it will continue
from the last slide viewed.

Should you have trouble completing a module or course, please confirm you have visited all slides
by viewing the TOC.

0




Question 1 of 10

Which reports are recommended to be run daily to assist you in your
efforts to ensure employees are paid accurately and timely every pay period.

Select the best answer.
A. Missing Time.

Daily Hours.
Clock Ring Error.

Missing 091 Transaction.

m g O ®

All of the above.



Question 2 of 10

What handy tool is used to view the outcome of any edits users make in the
Clock Ring Editor prior to saving?

Select the best answer.

A. Job Assignment Button.
B. Pre-Process Button.
C. P/L Error Feature.

D. Hint Text Feature.



Question 3 of 10

There are two types of Ring messages in the Clock Ring Editor. What is the
difference between (F) Fatal errors and (W) Warning messages!?

Select the best answer.

A. (F) Fatal errors prevent employees from being paid, while (W) Warning messages can be
informational or require action.

B. (F) Fatal errors are displayed in red, and (W) Warning messages are displayed in green or yellow.

C. (F) Fatal errors disappear when the error is corrected, but most (W) Warning messages do not
disappear.

D. All of the above.



Question 4 of 10

Under the Fair Labor Standards Act (FLSA), all time worked, whether or
not it was authorized ahead of time by the Supervisor,

a. Must be disallowed.
b. Must be documented on a 1017-B, Unauthorized OT Record.

c. Must be paid.




Question 5 of 10

Which requirement is NOT needed to disallow time?
Select the best answer.

A. Employee permission.

B. Personal knowledge or reason to believe that the time was not worked.
C. Employee notification.

D. Proper documentation (PS Form 1017-A).



Question 6 of 10

Where can you locate the policy for disallowed time?

Employee Labor Manual (ELM).

Domestic Mail Manual (DMM).

Handbook F-21, Time and Attendance.

Handbook F-401, Supervisor’'s Guide to Scheduling and Premium Pay.
. Selections A, C, and D.

o0 w®p

m



Question 7 of 10

Overtime that will be paid but was deemed as unauthorized should be
documented on what form!?
Select the best answer.

A. PS Form 1017-A, Time Disallowance Record.

B. PS Form 1017-B, Unauthorized Overtime Record.

C. PS Form 1723, Assignment Order.

D. PS Form 3971, Request for or Notification of Absence.

11



Question 8 of 10

Documentation used to support approved code 091 overtime transactions are:
Select all that apply.

PS Forms 3972, Absence Analysis.

PS Forms 3996, Carrier Auxiliary Control.
PS Forms 1261, Non-EBR Report.
Selections B and C.

OnOwz>



Question 9 of 10

When is the PS Form 1723, Assignment Order, required?

Select all that apply.

A. Higher Level assignments.

B. Tardiness.

C. Temporary assignments to perform duties other than those in an
employee’s official job description.

D. Training.

Selections A, C, and D.

m



Question 10 of 10

What is the preferred method for activating OOS premium payment?
Select the best answer.

A. Checking the OOS indicator in the TACS Employee Maintenance
JDS/JOS Module.

B. Entering code 073 transactions in the TACS Clock Ring Editor.

C. Processing a PS Form 2240, Payroll Adjustment.

D. None of the above.



Course Completion

You have completed Module 6: Assessment.

You have now completed the
Time and Attendance Collection System (TACS) Refresher training.

Close this window by selecting Exit or by pressing <Alt> + <F4>.
NOTE: Should the module not show as complete in the learning portal, please view the

TOC to confirm you visited all slides. If any of the slides are missing a checkmark, please
revisit the slide(s) and the module will complete.
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Help

E

[Click Box (100x100) |

rwwcommodations and Support

If you require an accommodation for completing this online
course at the area or district level, please contact your
Manager, Employee Development. If you are using a screen
reader to navigate the course, select the HELP button to view
slide navigation and screen reader information.

If you have questions conceming the computer you are using
to take this course, contact your local IT Helpdesk or
1-800-USPSHELP. For learning portal issues, please contact
your local Manager, Employee Development.

For area or district employees, contact your local Employee
Development office for support. Select the HELP button to find
your local office on the District/Area web pages. If they are
unable to resolve your issue, they will escalate the issue to Tier
2. When contacting them, please provide your EIN, course
name and/or number, and a brief explanation of

the issue.

For Headquarters/Headguarters field employees, select the
HELP button to submit a ServiceMow ticket.

The HELP page also includes instructions on how to clear your

cache if you are experiencing bookmarking or completion
trouble. To resume the course, please select Return.

Help page on Blue

Course Resources
PS Form 1723 Quick Reference Guide
PS Form 1723 Screen Print Examples

PS Form 1723 Overview Video

LTATS Entry Module

- Reference LTATS Entry at
https://blue.usps.qgov/accounting/ta
cshelpdesk/tacstraining/LTATSEntr
yModule.pdf

- TACS and The Hyper Electronic
Badge Reader (HEBR) Appendix

- TACS User Guide



https://blue.usps.gov/accounting/tacshelpdesk/tacstraining/LTATSEntryModule.pdf
https://blue.usps.gov/accounting/tacshelpdesk/tacstraining/LTATSEntryModule.pdf
https://blue.usps.gov/accounting/tacshelpdesk/tacstraining/LTATSEntryModule.pdf
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User Information

To optimize your learning experience, retain course progress, and receive course credit:

Use Google Chrome.

Do not minimize the course window.
Avoid multitasking.

Remain active in the course.

L N

If you are going to be inactive for longer than 10 minutes, exit the course by selecting the X in the
upper-right corner of the browser window.

When you are ready to resume, relaunch the course from the learning portal and it will continue
from the last slide viewed.

Should you have trouble completing a module or course, please confirm you have visited all slides
by viewing the TOC.

I — "




Module Objectives
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ABOUT TACS

Collects &
Calculates Time
for Payroll System

to Pay Employees )

Role Based
Application

User Role
Determines
Functions
Accessed

UEEIACS Supervisor Training




Timekeeping References — Policy Net

S
S

Employee and Labor Relations Manual
(ELM)

Handbook F-21, Time and Attendance

Handbook F-401, Supervisor's Guide to
Scheduling and Premium Pay

Employee Responsibilities

Timekeeping Policies & Procedures

Guidelines for Supervisors
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Badge Maintenance Module

Switch Help Window

° S e I e Ct Employee Maintenance...
PS Form 1723 Module...
Em ployee PS Form 3189 Module... S .
Badge Reports...
d ro p - d own Employee Reports...

menu.

Badge LTATS Reports

Ma nance Module
ule

inte
Maodi

- Select Badge
Maintenance.




Badge Request

Capabillity:
- Request badges.

- Review badge history.

- View active and
deactivated badge
Information.

- Determine employee
badge type and
sequence number.




Badge Types

Badge Types:
Type 1 — Permanent Regular Badge (Employee).

Type 2 — Permanent Authorizer Badge (Supervisor).

Select each tile to learn more p’

Reasons for Badge Request: UNITED STATES
‘ POSTAL SERVICE
New hire. e 1 02-95

Lost badge.

Replacement badge.

Duplicate badge.




Employee Maintenance Module

Switch Help Window

° S e I eCt Employee Maintenance...
PS Form 1723 Module...
Em ployee PSFom 3180 Module.. cronerm Report aueue eowi Reports
Employee Reports...
menu.
- Select - -
Employee
Maintenance.




Employee Identification Number (EIN)

|2 United States Postal Service - Restricted Information

System Employee Site Time Reports Swiich Help Window
[15 Employee Maintenance Module v4.014

TAC500F0 Employee Maintenance Module e ——
Employee | Job AsgnWKly (JAUAS) | Daiy Varied Schd (JVS) | Daily Schd (JDSUOS) | Prior Assi | Leave i
Employee ID: [SES208Y WAmE [0\ eps FTR o011 [P Clear
(LastiFirst/MI):
Find
Start Pay Period:| 15591-18-1 | A ic Higher Level Indi Add
Start Date: " Borrowed Employee Indicator Delete
Employee Status:|4 [ACTIVE EMPLOYEE Diff WkIJA
City Time Collection: * Clock (" Time Card
_swe |
_ glose_ |
e |

Information is updated daily,
except Sundays.

All tabs and buttons not
available for use appear
greyed out.

Type in the employee
identification number (EIN)
and push <Enter> or <Tab>
on your keyboard.

Search by name using the F-9
function key or use <AIlt> F or
the Find button to obtain a list
of employees.




Employee Maintenance Module — Employee Tab

|£| United States Postal Service - Restricted Information

[15 Employee Maintenance Module v4.014

Start Pay Period _I
* Indicates the year/pay period during
which the employee started in the Postal
Service.

System Employee Site Time Reports Swiich Help Window

1>

TAC500F0 Employee Maintenance Module o
Employee | Job Asgn/Wkly [JAIIAS) | Daily Varied Schd (JVS] | Daily Schd (JDS/JOS) | Prior Allignmentll Leave Information
Name
Employee ID: CLERKS FTR Clear
— foccro:7 il (LastFirsth):|
Find
Start Pay Period:| 15591-18-1 " Automatic Higher Level Indicator Add
Start Date: " Borrowed Employee Indicator Delete
Employee Status:|4 [ACTIVE EMPLOYEE Diff WkIJA
City Time Collection: (* Clock (" Time Card
__save |
Close
Help

Start Date I

* Provides the actual date of hire,. This is
useful when determining seniority and is
downloaded form the mainframe.

Employee Status I

* Indicates if the employee is (A)ctive,
(P)ending, or (T)erminated.

Automatic Higher-level Indicator I

* Must be checked for the employee to be
paid higher level automatically when
using certain operation numbers, if they
are the correct DA Code and LDC.

City Time Collection I

» Denotes whether the employee is in a
clock (HEBR) or timecard office

(11} <>} cc J voc § HELP JCONTINUE



14
Employee Maintenance Module — Job Asgn/Wkly (JA/JAS) Tab

Job Assignment (JA) Type Code
= B - Base Assignment

| 4| United States Postal Service - Restricted Infermation

System Employee Site Time Reports Switch Help Window

= T - Temporary Assignment B Emlore sarancs i 014 x

] TACS500FD Employee Maintenance Module Restriciod information
L] R - R u I’a| ASSlg nment Emplojee  Job AsgnWKly (JALIAS) | Dl Varied Schd (1) | Daily Schd (105140S) | Prior Assignments | Leave Information |
| Prrpp— Name R Cl
Employee ID: 05674037 MWHMM”JCLERKS FTR Jo01-1 P &l

Find
lJA Type Code:|p I FLSA Exempt: il FLSA Pay Calc Codes| T

H Start YrPPWhk:|2012-05-2 Emp Type: Rural Emp Type: I_
Indicator Boxes cnaverm]——

Finance Noz|o5-5110 Mixed Service Code: |_ Type EM

|

Delete

1l

Des Act: m Finance Ilnﬂ:llm Route: M I_ I_ I™ VarEASInd Diff Wk/JA
D 126 1 Clock RSCIS“"“:IP_ID_ MLM"E Tour HOUTS:I_ " Daily Varied Schd
Po Level: IDT LDC: 1100 Work Week Type: Is_ [~ FTFlex
Source:| Oper / LU:|3050 W Base Hours:|<0.00 [ WTET

u Auto LunCh DS Hours:|40.00 ¥ _Leave Allowed

Work Schedule Rule Hours: [20.00

Weekly Schedule (JAS)
u 1261 T/C Schedule Rotating Begin End : Begin  Lunch Schedule

1D Week Tour Tour Lunch Duration Type

. Var EAS Indicator et — — [ — [
. Daily Varied Schd e e ot

. FT Flex
. NTFT

= Leave Allowed

y

lose




Employee Maintenance Module — Daily Varied Schedule (JVS) Tab

Modified schedule.

Could be different each day.

B 012-05-2

Based on employee’s permanent

21 1 09.00 §18.00 13.00 j§o100 §°

assignment.
Can you find the variance in 7T o O
the schedule to the right? TOH T £ T

14.00 |18.00 5 E v
14.00 |18.00 J1850 2250 v

The employee’s In Lunch and End
Tour schedule changed: e

IL from 18.50 to 19.00.

ET from 22.50 to 23.00.




Employee Maintenance Module — Daily Schedule (JDS/JOS) Tab

System Employee Site Time Reports Switch Help Window
[ Employee Maintenance Module v4.016 X

TAC500F0 Employee Malntenance Module dIREIR

Employes | Job AsgnWkly (JAUAS) | Daily Varied Scil (JVS) Dally Schd (DSNOS) | Prior Assignments | Leave Information |

Employee ID: 55374073 ) ‘,[,N:"l;;. [cLERKS FTIR [o37-1 PP s

Job Assignment Type Cnde:lﬁ_ Effective Start Date:|2012-05-2 Eind
Qut.OF-Schedule Premium will be Add
: : . e |
- View the active Job Daily Schedule e |

below for the day(s) the 00S Indicat :

e DaiI; - D Wi |
(J D S) — B aS e 0 r Te m p 0 r ary Wrk Sched Rule Duty Assignment Schedule fisplayed on the left.

BaseJA Daily Schedule (JDS)

00S Premium Schedule (JOS)

Sun Prem

BT ET BL LD SDOOOS Hol Pay Act Orig | BT ET BL LD SDO

I saturoay 1200 20 [1eo0 oo [F R b E [ [l E
- Activate the Out-Of-Schedule Susey [ o s FIEEEER L T FF
- - monDaY  [i200 Jzzs0 e oo T CEELE L E [ O
(OOS) Pl’emlum Ind|Cat0r TUESDAY [i200 2260 800 [ooso ° OO LR El E [ [ [ ] ¢
WEDNESDAY 100 2250 {800 fooso = CL iR Elr [ [ I ] r
THuRspaY [1s00 2250 [0 fooso B O RECL O [ I | ¢

FRIDAY 100 2o feadloc W ChE mLCi e T I C o

lave

Sum:lm Sum:l_ Close

DS Hours|40 00 Base Hours|40.00 Work Schedule Rule Hours: [40.00
Help




Employee Maintenance Module — Prior Assignment Tab

Any prior assignments employee has

held are Ilsted here. System Employee Site Time Reports Switch Help Window
[ Employee Maintenance Module v4.016 x
TACS00F0 Employee Maintenance Module xR ‘
. . . Employee | Job AsgniWkly (JAIUAS) | Daily Varied Schd (1VS) | Daily Schd (JDSIOS)  Prior Assig | Leave jon |
DlSpIayS a runnlﬂg hIStOry Of Emplwee&D;W |LasuFi:;:;:|CLERKs FIR [os7-1 P Clear
employee’s base and temporary job g T e P —'
o foe b e e e e e e e
assignments. — | A
| L8 8 8 8 8 8 8 N :: || I'Diff WkiJB
[ EEEEENEENNE - =B
| e e B e e e e e P e D | I- |
- B represents Base or PS Form 50 N B B B N N BN BN BN B < EN
. [ [N N N N W N IR
Assignments. N B B B N NN BN BB . EN
. A ————t—
N BN -
- T represents temporary or PS Form - EEEEEEEEN N
L L fj B i L BT Close
1723 assignments. — - —
- Help

“cc | Toc | ueLPconmmue]




Employee Maintenance Module — Leave Information Tab

*Leave balances displayed are
current from close of the prior
pay period.

System Employee Site Time Reports Switch Help Window

1 Employee Maintenance Module v4.016 X
LIS IRl Updates occur on Thursdays after TACS00F0 Employee Malnenance Node uiman
the C|Ose Of the Pay PeriOd and Employes | Job AsgnWily (JAIAS)| Dly Varied Scid (V)| Daily Schd (DSIU0S) | Prior Assignments  Leave Information |
include Processed Payro” Employee s 55374073 ‘LQWF"?;"A':;\CLERKSFTR 71 F e
adj U Stme ntS. Hours Used FMLA Creditable Hours w
Balances {Leave Year) (Last 26 PP's) Wounded Warrior Add
Annual:| 80.00) Annual:| WorkHours:[[— PliorYrBaIance:’—UU Delete
'Leave balances update Sicks|  80.00 Sick:| Mil Leave (067): Balance Hours: 16.00 | Difit WKIJA
5 d . I f I . Advanced Sick 00/ Military: 00 Mil LWOP (042): Hours Used: 88.00
Immediate y after leave entries are Miltarz] 00 LWOP: Total Creditable Hrs: End Date:| 2012-12-28
made including future entries. dnses| @ s
FMLA:
*eRMS balances do not reflect
eRMS < .
payroll adjusted leave and must be
Save
corrected manually. f‘m
*Donated and Military leave —

balances are not displayed.




Navigating to LTATS Entry Module

| £ United States Postal Service - Restricted Information

tem Employee SneBepons Switch Help Window I

Sys
lock Ring Editor

TACO005F0

x|
PS Form 1017 Module
E Home Module %.".Fw°mmmz
Timecard Entry...
1314 Entry
1314AEntry
User blate Clock Ring Report Queue
Maimenul LTATS Entry nance Editor Module Module
Module oowik Holds
Clock Ring Reports....
PS Form 1017 Reports
Timecard Entry Reports
Employet PPWk Reports... byee Badge Clock Ring
Maintenan LTATS Reports... |Module Maintenance Reports Module
Module RTACS Reports Module
Finance Finance PPWk Reports PPWk Holds
Maintenance Reports Module Module Module
Module

<> § cc || Toc J HELP JCONTINUE



Transferring Hours — LTATS Entry Module

System Employee Site Time Reports Switch Help Window

Use the LTATS
Entry Module Allows manual
as a last resort entry for current

to transfer hours and previous pay
between Finance periods
Numbers

‘ UEEIACS Lead Clerk to Supervisor Training



Module 2 Summary

In this module, you learned how to obtain an employee badge
using the Badge Maintenance module, navigate the Employee
Maintenance module to review employee Information and
activate the OOS Indicator, where to view employee leave
balances and usage, and how to transfer work and training
hours using the LTATS Entry Module if all other avenues have
been exhausted.

E




Knowled ge Now, test your knowledge of what you have learned in this

Check module.
Instructions

Select the correct answer and select the submit button.
You have three attempts to get each knowledge check
guestion correct.

Good Luck!

Select Start to begin.

Start




Knowledge Check 1 of 3

Which is NOT a valid reason for ordering a Time Badge?

Select the best answer.

A. Duplicate (Works in multiple offices. Sequence number remains the same).

B. Conversion (Non-Career Employee converted to Career Employee. Sequence number remains the
same).

c. Lost (Badge cannot be found. Sequence number will change).

D. Replacement (Defective badge. Sequence number remains the same).




Knowledge Check 2 of 3

Where do you activate the Out-of-Schedule (OOS) Premium Indicator?
Select the best answer.

A. Employee Maintenance Module — Daily Schedule Tab.
B. Job Daily Schedule (JDS) — Base or Temporary

c. PS Form 1723 Module.

D. Ps Form 3189 Module.




Knowledge Check 3 of 3

What is the preferred method for employees to transfer work hours?
Select the best answer.

A. Modify the finance number field in the Clock ring Editor.

B. Use the Enterprise Resource Management System.

C. Use the Transfer feature and HEBR and swipe the badge
correctly.

D. Use the LTATS module in TACS.




Module 1 Completion

You have completed Module I: Policy and Procedures

Please return to the learning portal and review Module 2 complete the Time and
Attendance Collection System (TACS) Lead Clerk to Supervisor training.

Close this window by selecting Exit or by pressing <Alt> + <F4>.
NOTE: Should the module not show as complete in the learning portal, please view the

TOC to confirm you visited all slides. If any of the slides are missing a checkmark, please
revisit the slide(s) and the module will complete.
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Help
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[Click Box (100x100) |

rwwcommodations and Support

If you require an accommodation for completing this online
course at the area or district level, please contact your
Manager, Employee Development. If you are using a screen
reader to navigate the course, select the HELP button to view
slide navigation and screen reader information.

If you have questions conceming the computer you are using
to take this course, contact your local IT Helpdesk or
1-800-USPSHELP. For learning portal issues, please contact
your local Manager, Employee Development.

For area or district employees, contact your local Employee
Development office for support. Select the HELP button to find
your local office on the District/Area web pages. If they are
unable to resolve your issue, they will escalate the issue to Tier
2. When contacting them, please provide your EIN, course
name and/or number, and a brief explanation of

the issue.

For Headquarters/Headguarters field employees, select the
HELP button to submit a ServiceMow ticket.

The HELP page also includes instructions on how to clear your

cache if you are experiencing bookmarking or completion
trouble. To resume the course, please select Return.

Help page on Blue

Course Resources
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User Information

User Information
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Slide $5v_curre
of 52

To optimize your learning experience, retain course progress, and receive course credit:

Use Google Chrome.

Do not minimize the course window.
Avoid multitasking.

Remain active in the course.

L N

If you are going to be inactive for longer than 10 minutes, exit the course by selecting the X in the
upper-right corner of the browser window.

When you are ready to resume, relaunch the course from the learning portal and it will continue
from the last slide viewed.

Should you have trouble completing a module or course, please confirm you have visited all slides
by viewing the TOC.

0




Knowledge Check 1 of 4

Which is NOT a valid reason for ordering a Time Badge?

Select the best answer.

A. Duplicate (Works in multiple offices. Sequence number remains the same).

Conversion (Non-Career Employee converted to Career Employee. Sequence number remains the
same).

C. Lost (Badge cannot be found. Sequence number will change).

D. Replacement (Defective badge. Sequence number remains the same).



Knowledge Check 2 of 3

Where do you activate the Out-of-Schedule (OOS) Premium Indicator?
Select the best answer.

A. Employee Maintenance Module — Daily Schedule Tab.
B. Job Daily Schedule (JDS) — Base or Temporary

C. PS Form 1723 Module.

D. Ps Form 3189 Module.



Knowledge Check 3 of 3

What is the preferred method for employees to transfer work hours?
Select the best answer.

A. Modify the finance number field in the Clock ring Editor.

B. Use the Enterprise Resource Management System.

C. Use the Transfer feature and HEBR and swipe the badge
correctly.

D. Use the LTATS module in TACS.



Course Completion

You have completed Module 2: Assessment.

You have now completed the
Time and Attendance Collection System (TACS) Lead Clerk to Supervisor training.

Close this window by selecting Exit or by pressing <Alt> + <F4>.
NOTE: Should the module not show as complete in the learning portal, please view the

TOC to confirm you visited all slides. If any of the slides are missing a checkmark, please
revisit the slide(s) and the module will complete.
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Slide 1 - Welcome
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TACS Supervisor Training
Module 1: Logging In and Navigating in TACS

TIME AND ATTENDANCE
COLLECTION SYSTEM

Slide notes

Welcome to the Time and Attendance Collection System (TACS) Supervisor Training Course, Module 1, Logging In and Navigating in TACS.

Page 1 of 30
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Slide 2 - Help

Accommodations and Support Course Resources

If you require an accommodation for completing this online
course at the area or district level, please contact your PS Form 1723 Quick Reference Guide
Manager, Employee Development. If you are using a screen

reader to navigate the course, select the HELP button to view

slide navigation and screen reader information. PS Form 1723 Screen Print Examples
If you have questions concerning the computer you are using
to take this course, contact your local IT Helpdesk or PS Form 1723 Overview Video

1-800-USPSHELP. For learning portal issues, please contact
your local Manager, Employee Development.

LTATS Entry Module
For area or district employees, contact your local Employee
Development office for support. Select the HELP button to find
your local office on the District/Area web pages. If they are HEBR Stand Up Talk and Placard
unable to resolve your issue, they will escalate the issue to Tier
2. When contacting them, please provide your EIN, course

name and/or number, and a brief explanation of TACS Reports

the issue.

For Headquarters/Headquarters field employees, select the Work and Leave Transaction/
HELP button to submit a ServiceNow ticket. Reason Code

The HELP page also includes instructions on how to clear your
cache if you are experiencing bookmarking or completion
trouble. To resume the course, please select Return.

Slide notes

Page 2 of 30
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Slide 3 - Navigation Instructions
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slide
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Audio
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Play/pause

Closed
Captions

Replay
slide
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Accommodations,
troubleshooting, &
course resources

Table of
Contents

Next
slide

Slide notes
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User Information

To optimize your learning experience, retain course progress, and receive course credit:

+ Use Google Chrome.

+ Do not minimize the course window.
+ Avoid multitasking.

+ Remain active in the course.

If you are going to be inactive for longer than 10 minutes, exit the course by selecting the X in the
upper-right corner of the browser window.

When you are ready to resume, relaunch the course from the learning portal and it will continue from
the last slide viewed.

Should you have trouble completing a module or course, please confirm you have visited all slides by
viewing the TOC.

Slide notes

Page 4 of 30
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Slide 5 - Introduction to Time and Attendance Collection System

] ] > | O] ccroche]

Introduction to Time and Attendance Collection System

Slide 0 of 29

Slide notes

The Postal Service is one of the nation’s largest employers.

Every two weeks, Eagan Payroll processes payroll checks for over six hundred thousand employees.

TACS is the web-based application that collects and calculates time for Payroll to pay all employees accurately and timely.
The most common system users and those who benefit the most from this application are postmasters, supervisors,
managers, lead clerks, timekeepers, and support personnel.

Access to TACS is restricted.

TACS contains Personally Identifiable Information (PII).

An ACE ID and password are required.

Page 5 of 30
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Slide 6 - Timekeeping References — PolicyNet

Timekeeping References — PolicyNet

Employee and Labor Relations Manual (ELM), Chapters 4 and 5

* Pay Administration and Leave Policies.

Whenever you have a question regarding timekeeping policies, refer to these
Timekeeping References located on PolicyNet:

Handbook F-21, Time and Attendance

» Timekeeping policies and procedures.

I Handbook F-401, Supervisor’s Guide to Scheduling and
Premium Pay.

» Guidelines for supervisors.

As of December 2022, there is an indefinite retention period for all PS Forms related to timekeeping.

(] 15 Jo]ccroclep|

Slide SSv_currerf|
of 29

Slide notes

This course is designed to provide basic information on how to navigate in TACS.

It is not a timekeeping policy course.

Whenever you have a question regarding timekeeping policies, refer to these Timekeeping References located on PolicyNet:

Employee and Labor Relations Manual (ELM), Chapters 4 and 5, which outline pay administration and leave Policies,

Handbook F-21, Time and Attendance, which details timekeeping policies and procedures,

and Handbook F-401, Supervisor’s Guide to Scheduling and Premium Pay, which provides guidelines for supervisors.

As of December 2022, PS Forms addressed in this course are under indefinite litigation hold.

Therefore, all payroll forms must be locally retained until further notice.

Page 6 of 30
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Overall Course Objectives i ]9 o fec Joclee

Slide SSv_currer]
of 29

Log in and navigate within the TACS Application.

Identify and utilize essential TACS Modules to ensure
proper recording of workhours.

Verify and/or correct employee workhours to ensure
correct payment, the first time, every time.

Slide notes

This course is comprised of eight modules, each with its own set of objectives, knowledge checks, and activities.
Upon completion of this course, you should be able to log in and navigate within the TACS application,

identify and utilize essential TACS modules to ensure proper recording of work hours,

and verify and correct employee workhours to ensure correct payment, the first time, every time.
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Slide 8 - Module 1 Objectives
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Module 1 Objectives

By the end of this module, you should be able to:

Access the TACS Home Page.

Log in to TACS.

Navigate through the System, Help, and Window drop-down menus.

Slide notes
We will start with the Module 1 Objectives.
By the end of this module, you should be able to

access the TACS Home Page, log in to TACS, and navigate through the System, Help, and Window drop-down menus.
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Slide 9 - Accessing TACS
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o TACS %) ¢ Q

biites B hws-thuewspsoo.. Y Adobe - Criinzeve..  [J AdoveComeciCe. [ ASTOMember Cent. [ AlOhowepace [B ATDVidsotiateas.. [ ATOWethBileen. [ 3asictasksid

Blue United States Postal Service [ - ot
LogOn | Saauch | LieElue | Hefp | USPS com FrOm the Bluepage) type

Home | MyWork | MyLife  Inside USPS Tuesday, Aol 25, 2023 TACS In the address bar'

I Essential Iinks. I | Link J i &
[ Postal Pulse All Departments/Functions : .
USPSwats s btk Select Essential Links and
OTAdmin Board of Governors

Perdormance Evaluaton System (FES,

Sompkr ks | | Postmerer Gemera scroll down to locate TACS.

Daputy Postmaster Genaral

Phone directory
PolcyNet
Pastage Due Calztsol

Posta ulletin
Cnief Informaton Office

Sayocssing pErr——— Do not create or use
= | teBlue Commerce and Business Salutions shor‘tcuts or favor[tes to
it access TACS.

Posta Communicaty ' Teolbox

.

Pe
[
P
Pe

attempt o gak access fo your

Post 5 oft porsonl data
Purcha ng Shared Serv cos Canier Support '

Zaalils

Watch to isam more.

<+

RALRR Corperate Communications
Renxte imstructens
RIS Customer and Markating
Safsty resources
s Finance
o Profile (SSP password)

Service Now [ENENItse 0 soTware) Human Resources
SESHed (Samo Oderrg)
Singe Poceage Lockup (SPLU) Legal
& 2 Moverts
S Sa'sty Momrents Log;“:s

. Procassing and Distribution
Trave! and Relacation Retall and Delivery Operztions
USPS Tioce Somplence
Uty Managemart System (LUS) Us Postal Inspection Service

Faaturad topics

Slide notes
To access TACS, access the Bluepage and type TACS in the address bar.

Alternatively, you may select Essential Links on the upper left side of the Bluepage home screen and scroll down to the bottom of the list to locate
TACS.

Do not use shortcuts or favorites to access TACS.
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Slide 10 - Accessing TACS (cont.)

Accessing TACS (cont.) ] 11 ] 5] ] cc Jroc]weie]
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UNITED STATES

Blue United States Postal Service POSTAL SERVICE

Search | LiteBlue | Help | USPS.cum

Time and Attendance Collection System @

JACS Home
-/- start TAGS
- ® TACS Help Desx
—27 e vs Form 1723 ATTENTION ATTENTION ATTENTION ATTENTION

o EFEL 2021
References

o COVID 19
References

TACS/eRMS PRD Unix Weekly Patching will be 04/28 - Friday from
03:30am-08:00am (CST).
If users have connected to TACS/eRMS server that is getting patched, will
get disconnected. Users can re-login without any error.

-

Contact Info

s Contact Us/Report

Problam
® TACS Training If you need assistance with ARIS and TACS access, please click on
= Need Access to TACS? ‘Need Access to TACS?' on the left side of the screen and select the
. gg;g:f;g? appropriate quick reference file for assistance
® AdjustPay

® eRME Home Page
® TACS HEER Page

® Timekeaping S0R's

Forgal your password? Use e web-Uased aPasswordResel Lo resel your passwort

= virtual Timacard Experiencing Froblems? Click this fink Lo visw TACS Problem Reporting Procedures

Restricted Information

WARNING! FOR OFFICTAL HSF ONLY
Contact Us

Slide notes

The TACS home page contains many helpful links.

We will only focus on three main links: Start TACS, TACS Help Desk, and TACS Document and Contact Information.
Start TACS routes you to the TACS Login screen.

This is the link you will use to access the application.

TACS Help Desk provides links to step-by-step resources for various TACS modules.

TACS Documents and Contact Info routes you to the Time and Attendance Compliance Specialist web page.

There you will find a contact list and other helpful links.

Special Payroll messages are on the TACS home page.

Links bulleted in red could change at any time to reflect special timekeeping programs, such as COVID-19.
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Slide 11 - Logging In to TACS

Logging In to TACS ] | 5] ]ceroc]wer]
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E Orade Fusion Middlewa 5 | X
« Enter your ACE ID, Password,
and Database.

+ Select Connect or press <Enter>.

ACEID: |
ACE Password: |

Database: |

Unsuccessful attempts will require an
ePassword Reset.

Slide notes
To log in, enter your ACE ID, password, and database and select the Connect button or press <Enter> on your keyboard.

Six unsuccessful attempts to log in will require you to use ePassword Reset to unlock or change your password.
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Slide 12 - Important — TACS Warning Information

Important - TACS Warning Information @l ] Ol foc froclhee
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[ UsPs Computer System Security

United States Postal Service Computer System
WARNING!
FOR OFFICIAL USE ONLY ...

[This is a US Government computer system and is intended for official and other authorized use only. Unauthorized
access or use of the system may subject violators to administrative action, civil, and/or criminal prosecution under the
US Criminal Code (Title 18 USC 1030).

JAllinfo on this computer system may be monitored, intercepted, recorded, read, copied, or captured and disclosed by
and to authorized personnel for official purposes, including criminal prosecution. You have no expectations of privacy
regarding monitoring of this system

|Any authorized or unauthorized use of this computer system signifies consent to and compliance with Postal Service
policies and their terms

|l | agree with these conditions il I do not agree with these conditions

Slide notes

TACS users have no expectation of privacy.

Use of the TACS application signifies your consent to and compliance with postal policies.
Any entries or deletions made in the system can be tracked using your ACE ID.

To continue, you must agree with the TACS warning statement.
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Slide 13 - Navigating in TACS

L o) L) Toc | HELP |
Navigating in TACS KL L el 58 1
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lwg, United States Postal Service - Restricted Information
%stem Er_nployeelsne ‘_nmelgeponsl Switch Help y‘jmdowl
USPS Time and Attendance Callection v4.003 x|
+ 8 Drop-Down Menus.
TAC05F0 Home Module s P
« Shortcut Buttons on the
St e e s g Home Module screen.
* Employee, Time, and
Reports drop-down menus
Reps:::::;ule Rep:::r::dule Mm:::::nce LTALS;:T: " used the mOS'[
Module
Slide notes

There are two preferred ways to navigate in TACS:
using the eight drop-down menus or the shortcut buttons on the Home Module screen.
Most of your time will be spent in the Employee, Time, and Reports drop-down menus.

Each of these drop-down menus will be covered in later modules, so we will begin by reviewing the other areas where you will have access.
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Slide 14 - System Menu - Exiting TACS

System Menu - Exiting TACS

Template Maintenance...
User Maintenance...

Uger Reports...
-/E)_dt

@ Are you sure you wantto exit the application?

[ 1] 5 [ 0] Joc]es)

Slide SSv_curre

+ Select Exit under the
System menu.

+ Select Yes to exit TACS.

Slide notes
The Exit feature can be found under the System Menu.

This is the appropriate way of exiting TACS.

You must select Yes to continue your exit of the system.
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Slide 15 - Help Menu
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Help Menu

* Provides information on
available topics.

=), Contents

+ Organized by Topic Name.
mm) Display Error

« Keyword Search Available. m), Show Keys...
mm) Button Short Cuts...
mm) Ahout TACS...
-I/Ca!endar

Slide notes

Use the Help Menu as your first recourse to find an answer to a TACS question.

The Help Menu provides information on available topics, is organized by topic name, and allows the ability to search by keyword.
When you select Help, a drop-down appears with the following selections:

Contents, Display Error, Show Keys, Button Short Cuts, About TACS, and Calendar.

Help is a performance support system.

Its sole purpose is to help you do your job.
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Slide 16 - Help Menu - Contents
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Help Menu - Contents

of 29
S Contents | Index | > |
Display Error
sy Contents
RS hog e The Time and Attendance Collection System (TACS) application Help contains
About TACS...
Calendar For more information, click on the Help Topics below:
Overview
* Provides information on baiododia
available topics.
Main Menu
+ Organized by topic name. Help
Advanced Help Topics
« Keyword search available. -
For Help on Help, Press <F1>.

Slide notes
Contents provides information on all available topics and is arranged in order by topic name.

You can also search by keyword or topic.
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Slide 17 - Help Menu - Show Keys and Button Short Cut Keys

@ 0] 5] oo [rc]oes
Help Menu - Show Keys and Button Short Cut Keys
Slide $Sv_currer}
of 29
|rumtlnn |Key
SNSRIONaRD: 1 G Button Name Short-Cut
Cjear i-:]ﬂﬁk FT Itlear lA._I
cortrts F :
Commit Ctilvg Iﬁnd IAl“‘
Display Error (Count Query F12 [Add lAI-a
Delete Record CtrisUp
Show KQYS Display Error ShieCleE 'Ddde lA"d
[Duplicate Field Shi+F5
Bunon Shon CUtS"' Duplicate Record ShiteF & IChange IAI‘h
B Ctive
About TACS... Enter Query Fil Izwe lil's
Execute Query ClieF11 lose R-c
Calendar Funcion 0 SNYCHIF10 ] - I
Function 1 ShieCileF1 IHelp lAI-p
Function 2 Shifl+ClrieF2
Funcion 3 SHvCI1eF3 Puplicate [Att-u
Function 4 ShitsCirleF 4 I
ool Calc [ar]
. . Function § ShifleClrleF 5
Two lists of keyboard shortcuts: Fumions Sntoctiere [preproc [at-0
Function7 Shit+CirteF7
Funetion & Shile G IJob Assgn IAlt-g
nsert Recard ClilvDawr
* Show Keys. teiohes o JAdd CANCEL [at-n
List ofValues f9
List Tab Pages F2 IChenge -CANCEL IM-ﬁ
« Button Shortcuts. - = INext Emp [Atn
et Primary Key Shitee7 IConv Table IAlt-o
Ned St of Records ShineFg
Previous Field Shit+Tab IRLH lAl-u
Print Chilsp :
Return Retum ID'" WWKIA lAl'W
Strll Dawn PageDown IAdd Al Fin lAI-n
Seroll Up PageUp
Show Keys Cti+K IForce Save IAI-V
Updata Record Ctivy m
Ce—

Slide notes
Two lists of keyboard shortcuts are located within the TACS Help drop-down menu.
They are Show Keys and Button Shortcuts.

Show Keys and Button Short Cuts provide a list of keystrokes for those who prefer those methods over the mouse.
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Slide 18 - Help Menu - About TACS

Help Menu - About TACS

m

Contents

Display Error
Show Keys...
Button Short Cuts...

About TACS...
Calendar

+ Displays the current user and
the version of TACS.

i 15 Jo]cefrocfep]
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Window

5 About TACS v4.002 - 20) x|

UNITED STATES
B POSTAL SERVICE

! 1 Time & Attendance Collection System (TACS)
.
VERSION 4.001
% Current User:

oK

Slide notes

About TACS displays the current user and the version of TACS.
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Slide 19 - Help Menu - Calendar

Help Menu - Calendar

m

Contents

Display Error
Show Keys...
Button Short Cuts...

About TACS...

[ Catendar |

+ Displays past, current, and
future months and years.

+ Colors reflect breaks between
pay periods.

+ Provides information for the
specific date selected.

[ 1] 5 [ 0] [oc]es)
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Select a date.

|8 Postal Calendar v21003

« <l February 2023

15 16| 17 | 18

19|20 29 | 22 | 23 | 24

BRI ..

Help | info

e}

1% Data Information %
Tucsday - Fobruary 7, 2023

TADaY 2023.04-24 |

. ; payPeriodYr 2025 |
Information displays. g endERESE Ty

Week 2
Day 4
Fiscal Year 2r2;
Postal Quarter 7 |
AP (¢
FY Week 20 |
FYDay 137 |

Hop | Closv |

Slide notes

When selected, a calendar appears in a new window that displays past, current, and future months and years.

Colors reflect breaks between pay periods.

If you select a specific date and then the Info button, a new window provides additional information relative to that specific date.
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Slide 20 - Additional Tools
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Additional Tools

of 29
Hint Text is found on the left-side Pop-Up Error Window appears as you attempt
bottom bar and assists you in to perform the following actions for clock rings
completing your work. or data that contain invalid entries:
You are not allowed to update here. * Save. Stop X
‘ Recor 11 . Add. €3 Invalid Employee ID or EIN.
. ' OK
Examples: Modify.
* Input.
* “You are not allowed to update here.”
* “Invalid Punch Date/Time.”
+ “Enter a valid Local Unit.”

Slide notes

Hint Text and Pop-Up Error Windows are additional tools to help you.

Hint Text is displayed automatically on the left side of the bottom bar when the application detects that you have removed
a required field or are attempting to update a locked field that cannot be modified.

A Pop-Up Error Window appears as you attempt to perform save, add, modify, or input actions for clock rings or data that contain invalid entries.
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Slide 21 - Window Menu
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Window Menu
Slide SSv_currer]
of 29
+ Maximum of 6 TACS Modules Cascade
open at the same time. Tile Horizontally
Tile Yertically
+ Ability to toggle between open
screens. 1 USPS Time and Attendance Collection ¥2.008
2 Clock Ring Editor Module v2.021
+ Most recently viewed module is 3 Employee Maintenance Module ¥2.016
designated by a black dot on 4 Employee Reports Module ¥2.008
the left. 5 Clock Ring Reports Module v2.006
W) o) 6 Schedule Reports Module v2.005

Slide notes

You may have as many as six TACS modules open at the same time and use the Window menu to toggle back and forth between the open screens.
The module currently being used displays a black dot to the left.

In this example, the user is in the Schedule Reports Module.

Toggle between modules displayed on the Window drop-down to keep the modules you want to use open while accessing a different module.
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Slide 22 - Knowledge Check Instructions
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Knowledge Check Instructions

Now, test your knowledge of what you have learned in this module.

Select the correct answer and click the submit button. You have three attempts to
get each knowledge check question correct.

Good Luck!

Slide notes
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Slide 23 - Knowledge Check 1 of 6

|
Knowledge Check 1 of 6

TACS data is considered sensitive. Which response below is not true?

Select the best answer.

A. Every effort must be made to safeguard TACS access and information.
B. TACS access is restricted.

C. TACS contains Personally Identifiable Information (PII).

O O O O

D. User ID and password are not required.

Slide notes

Slide SSv_currel
of 29
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Slide 24 - Knowledge Check 2 of 6

Knowledge Check 2 of 6 aLL

Slide $Sv_curre
of 29

The TACS home page contains many helpful links. Which link would be your first recourse to
resolve a problem with the Time and Attendance Collection System?

Select the best answer.

O A.ACS Training Database.
O B. Start TACS.
O C.TACS Help Desk.

QO D. TACS Document and Contact Info.

Slide notes
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Slide 25 - Knowledge Check 3 of 6

Knowledge Check 3 of 6 .

Slide $Sv_curre
of 29

Which choice below is one of the preferred ways to navigate in TACS?

Select the best answer.

A. Tab between menus.
B. Use shortcut keys.

C. Use the 8 drop-down menus on the Home Module screen.

O O O O

D. Use your mouse to select the module you want to open.

Slide notes
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Slide 26 - Knowledge Check 4 of 6

Knowledge Check 4 of 6 -

Slide $5v_curre
of 29

What is the maximum number of TACS Modules that can be open at the same time?

Select the best answer.

O A.3.
O B.4.
O c.s.
O D.s.

Slide notes
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Slide 27 - Knowledge Check 5 of 6
Knowledge Check S of 6

From which drop-down menu in TACS can you access the postal calendar?

Select the best answer.

A. Employee.
B. Help.

C. System.

O O O O

D. Time.

Slide notes

(il

Slide $Sv_currel
of 29
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Slide 28 - Knowledge Check 6 of 6

Knowledge Check 6 of 6 o

Slide SSv_currel
of 29

Where can you find the Additional Tool “Hint Text”?

Select the best answer.

A. Bottom bar on the left of the screen.
B. Bottom bar on the right of the screen.

C. Top bar on the left of the screen.

O O O O

D. Top bar on the right of the screen.

Slide notes
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Slide 29 - Summary
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Summary

In this module, you learned how to:

Access the TACS Home Page.

Log in to TACS.

Navigate through the System, Help, and Window drop-down menus.

Slide notes

In this module, you learned how to access the TACS Home Page, log in to TACS, and navigate through the System, Help, and Window drop-down
menus.
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Slide 30 - Module 1 Completion
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Module 1 Completion

You have completed Module 1: Logging In and Navigating in TACS.

Please return to the learning portal and review Modules 2 through 8 to complete the
Time and Attendance Collection System (TACS) Supervisor training.

Close this window by selecting Exit or by pressing <Alt+F4>.
NOTE: Should the module not show as complete in the learning portal,

please view the TOC to confirm you visited all slides. If any of the slides are missing
a checkmark, please revisit the slide(s) and the module will complete.

EXIT

Slide notes
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Slide 1 - Welcome

O @ ¢F
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.

P i

TACS Supervisor Training
Module 2: The Employee Menu

TIME AND ATTENDANCE
COLLECTION SYSTEM

Slide notes

Welcome to the Time and Attendance Collection System (TACS) Supervisor Training Course, Module 2, The Employee Menu.
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Slide 2 - Help

Accommodations and Support Course Resources

If you require an accommodation for completing this online
course at the area or district level, please contact your PS Form 1723 Quick Reference Guide
Manager, Employee Development. If you are using a screen

reader to navigate the course, select the HELP button to view

slide navigation and screen reader information. PS Form 1723 Screen Print Examples
If you have questions concerning the computer you are using
to take this course, contact your local IT Helpdesk or PS Form 1723 Overview Video

1-800-USPSHELP. For learning portal issues, please contact
your local Manager, Employee Development.

LTATS Entry Module
For area or district employees, contact your local Employee
Development office for support. Select the HELP button to find
your local office on the District/Area web pages. If they are HEBR Stand Up Talk and Placard
unable to resolve your issue, they will escalate the issue to Tier
2. When contacting them, please provide your EIN, course

name and/or number, and a brief explanation of TACS Reports

the issue.

For Headquarters/Headquarters field employees, select the Work and Leave Transaction/
HELP button to submit a ServiceNow ticket. Reason Code

The HELP page also includes instructions on how to clear your
cache if you are experiencing bookmarking or completion
trouble. To resume the course, please select Return.

Slide notes
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Previous
slide

Navigation Instructions

Audio
on/off

Play/pause

Closed
Captions

Replay
slide
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Accommodations,
troubleshooting, &
course resources

Table of
Contents

Next
slide

Slide notes
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Slide 4 - User Information
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User Information

To optimize your learning experience, retain course progress, and receive course credit:

+ Use Google Chrome.

+ Do not minimize the course window.
+ Avoid multitasking.

+ Remain active in the course.

If you are going to be inactive for longer than 10 minutes, exit the course by selecting the X in the
upper-right corner of the browser window.

When you are ready to resume, relaunch the course from the learning portal and it will continue from
the last slide viewed.

Should you have trouble completing a module or course, please confirm you have visited all slides by
viewing the TOC.

Slide notes
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Slide 5 - Module 2 Objectives
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of 49
Obtain a time badge for an employee.
“)] Navigate in the Employee Maintenance Module.
o] Activate the Out-of-Schedule (OOS) Premium Indicator.
Indicator —
& ' View employee leave balances and usage.
Y -

Create PS Form 1723, Assignment Order.

Create PS Form 3189, Request for Temporary Schedule Change for

Personal Convenience.

Slide notes
Upon completion of this module, you should be able to obtain an employee time badge, navigate the Employee Maintenance Module,
activate the Out-of-Schedule Premium Indicator, view employee leave balances and usage, create a PS Form 1723, Assignment Order,

and create a PS Form 3189, Request for Temporary Schedule Change for Personal Convenience.
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Slide 6 - Badge Maintenance Module

Badge Maintenance Module
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+ Select Badge
Maintenance.

of 49
) United States Postal Service - Restricted Information
: Syste joyee | Site_Time Reports Switch Help Wind
+ In this module and s 5
: Employee Maintenance...
upcoming mOdUIeS’ TACO PS Form 1723 Module... :mzlsmmm
you will be asked to :Sdﬁﬂf: 313:5'“‘“"'%-- Select Badge
. adge Reports... i
select various ieiein Maintenance.
. Grov v Rin, {1l PPWK
buttons and options eportsMotls Edtor Mot e Vosds
on the screen.
Y SeIeCt Employee Schedule Finance Badge LTATS Reports
dl’Op-dOWﬂ menu Reports Module Reports Module Ma::v:::ce Module

Slide notes

In this module and upcoming modules, you will be asked to select various buttons and options on the screen.

To obtain a time badge for an employee, you will access the Badge Maintenance Module.

To access this module, select the Employee drop-down menu and select Badge Maintenance.

Page 6 of 54




Adobe Captivate Wednesday, December 20, 2023

Slide 7 - Badge Request Tab
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Badge Request Tab
Slide SSv_curre
- tem Employee Ste Time Reports Switch Help Window
Capability: Badg Mantenance Hodue v 002
TACO50F0 Badge Maintenance Module Eiihian

e Request badges. Create ] Badge History |I"mp|oy1-o"iﬂor WWI

" : Employee Indicative Data
+ Review badge history. I el B
« View active and deactivated . S

(Permanent Regular Badge) (Permanent Authorizer Badge) End Badgo

badge information.

Sequence No.: Sequence No.: [

+ Determine employee badge type
and sequence number.

Slide notes

In the Badge Request tab, you can request badges, review badge history, view active and deactivated badge information,
and determine employee badge type and sequence number.

The finance number field allows the badge to be sent to where the badge may be needed.

If no finance number is entered, the badge is sent to the employee’s Form 50 office.

Page 7 of 54



Adobe Captivate Wednesday, December 20, 2023

Slide 8 - Types of Badges
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Types of Badges

Badge Types: Reasons for Badge Requests:

* Type 1 — Career and Noncareer Balueaman [t e
Badge (Employee). Lost badge badge badge

* Type 2 — Authorizer Badge
(Supervisor).

Select each tile to learn more. Once all are
selected, the Next button will appear. m

On Screen Text
New Hire

Duplicate badges may also be requested. Duplicates may be needed for an employee who works in multiple facilities every
day. Duplicate badges allow for a badge to be placed in a rack in every office they work.

Lost Badge

If a badge is requested due to loss, the original badge is deactivated, and the next sequential number is assigned to the new
badge. If the old badge is found, it should be destroyed. It will not record any time for the employee.

Replacement Badge

You can request a replacement badge if a badge is damaged and no longer works. The sequence number will remain the
same. The damaged badge should be destroyed.

Duplicate Badge

Duplicate badges may also be requested. Duplicates may be needed for an employee who works in multiple facilities every
day. Duplicate badges allow for a badge to be placed in a rack in every office they work.
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Slide notes

There are two types of badges.

Type 1 is the Employee Badge.

This badge is used to record employee time at the Hyper Electronic Badge Reader, or HEBR, otherwise known as the time clock.
Type 2 is the Supervisor or Authorizer Badge.

This type of badge can be used at the HEBR to authorize overtime, restart the HEBR, or to record the supervisor’s clock rings.
Badge requests must meet one of the four reason criteria: new hire, lost badge, replacement badge, or a duplicate badge.

Select each tile to learn more.
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Slide 9 - Accessing the Employee Maintenance Module

Accessing the Employee Maintenance Module

[ 1] 5 [ 0] [oc]es)

Slide SSv_currer]
of 49

« Select Employee

6| United States Postal Service - Restricted Information

systen[[Eqplayee] Ste Time Reports Switch Help Window

Badge Maintenance...

c
Employee Maintenance...

X

24-Feb-2023

TACU PS Form 1723 Module... Home Module Restricted Information
drop-down menu. [ PS Eorm 3189 Mocle...
e i Select Employee
mployee Reports... H
y,.,.."i...,, Mamtenance' eport Queue PPWk Reports
+ Select Employee Reports Madule €OToT WG Module Module
Maintenance.
Schedule Finance Badge LTATS Reports
Reports Module Reports Module Maintenance Module
Module
Slide notes

The second item on the Employee Menu is the Employee Maintenance Module.

To access the Employee Maintenance Module, select the Employee drop-down menu and select Employee Maintenance.
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Slide 10 - Employee Maintenance Module

TAC500F0

System Employes Site Time Reporis Switch Help \Window
5 Emplayea Maintenance Madule v4.023 - (10)

Employee Maintenance Module

Employee Maintenance Module

[ 1] 5 [ 0] [oc]es)

Slide $Sv_currer]
of 49

5 + Contains information for each

Restricted Information

Employae | Jb Asgniialy (OAASI] BallyVarlee Sehd (Vi sty et (0siasi | pricr assignments | Leave ntormation |

Rid | Employee in TACS.

Stari Pay Feriod

Start Datx [

Gity Time Collsction

: Name
Enploneh; (LastistM) l

" Automatic Higher Level Indicator
'l Borrowad Employea Indicator

EniIOVAN SIRIR 4 |CTIVC EVPLOVCE

Glock 7 Time Card

Clear

[ o
Add
[ oo | + The Employee Maintenance

Lo | Module has six tabs.

+ Updated daily, except Sunday.

Save

Close

Help

Slide notes

The Employee Maintenance Module contains information for each employee in TACS.

The data in this module is updated daily (except Sundays) by the HR-to-TACS process and is housed under the following six tabs:

Employee, Job Assignment or Weekly Schedule (JA/JAS), Daily Varied Schedule (JVS),

Daily Schedule (JDS/JOS), Prior Assignments , and Leave Information.
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Slide 11 - Employee Tab

] 0 15 [ o [rocler]

Slide S5v_currer
of 49

Employee Tab

Start Pay Period

* Indicates the year/pay period during which
Systerl EmoiCYee SRT TIME REDOMS SwWilch HElp Wirgow the employea started in the Posial ib.
| B Errplaye s Mainterancs Madule v 114 X Sanvice.

TACSCOFD Employee Maintenance Module E‘uﬁtud Infrrmaticn
Empioyes

i) United Ststes Posta] Service - Restricted Information

Start Date

muumnuma[ Daily Warice Schd (WG | Daiy MUII.'-’JDSI' Pl‘hl'.ilﬂilrﬂ‘m| Leavs Informaticn

e [ [] gear | + Provides the actual date cf hire. This is
' - uselul when delermining senionly and is

] #
Start Pay Period: | ™ ruomatic kigner Lever ncicazar | ek dewnloaded from the mainframe.
start Bete: [ T Borrowed Emplovee Indicator Ll ste —
Employee Slalus
I [rmployes Sfalu:rl I DFT WL .

* Indicales il the employes is (A)clive,
{P)ending, ar (T)erminated.

| ity Timne Collection: & Ciock [ Yime Card |

Automatic Higher Level Indicator

» Must be checked for the employee to be
paid higher level autaomatically whan using
certain cperation numoers, if they are the
corract DA Gode and LDC

= Denotes whetharthe employeeis in a
clock (HEER] or timecard office.

Select each tile to learn more. Once all are
selected, the Next button will appear. m
—

Slide notes

The Employee Maintenance Module opens defaulted to the Employee tab, and all tabs and buttons not available for use will appear greyed out.

To pull up an employee’s record, you may simply type in the employee identification number (EIN) and select <Enter> or <Tab> on your keyboard.
If you do not have the EIN, you may search by name using the <F9 > function key, <Alt>+<F>, or the Find button to obtain a list of employees.

In this example ,we will enter the employee ID to populate the employee’s name and other fields.

We will demonstrate the Find feature in Modules 3 & 4.

Select each tile to learn more about the fields on the Employee tab.
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Slide 12 - Job Asgn/Wkly (JA/JAS) Tab

Job Asgn/WKly (JA/JAS) Tab il 15 o fee Juclwap

Slide SSv_currer]

of 49
Job Assignment (JA) Type Code:
s %) United States Postal Service - Restncted Information
$ B & Base ASSIQnment System Employee Site Time Reporis Switth Help Window
3 [ Emplovee Maintenance Module v4 014 x|
* T - Temporary ASSIQnment TAC500F0 Employee Maintenance Module zm:womm |
« R-Rural Assignment Employee IMMM(JAMA?)IMII',VWM Schd (V)| Dally Schd D80S | Prior Assignments | Leave Information |
Employoe k| 05574037 :Iwhj:'h:;|‘- ERKS FTR Toor o e |
- ma |
. FLSA Py Cale Codes| Add
Indicator Boxes: RuratEmpTyse:] e |
C Mixed Serviee Code:| Type EN e 2
0 oo l11.0 f Var EAS Ind Dift WkiJA
* 1261 Clock RSCAsatmel |0 Pay Location: 10 17" Ually Varied Send
PoLevet[i: m’_T_b_ | 1ET fiex
+ Auto Lunch e e =TT
Work Schedule Rule Huu's.F
« 1261 T/C e
2 Scheduis Rotating  Geoin End  Begin  Lunch Schedule
) We Tour our Jaratien  Type
* Var EAS Indicator g [ o TGl s e
) ) Holiday(tody[ [ [ ([ [ [
» Daily Varied Schd it e |
Typo Wl Mo Wi Description M
+ FT Flex R N R
__tep_|
+ NTFT
* Leave Allowed m
Slide notes

Under the Job Assignment (JA)/Weekly (WKIly) Schedule tab, you can view all information associated
with the employee’s Job Assignment, whether it is their Base (Form 50 Assignment),

a Temporary (PS Forms 1723, Assignment Form, or 3189, Request for Temporary Schedule Change for Personal Convenience) Assignment, or a Rural
Assignment.

In the column on the right, there are several indicator boxes that only authorized users can update.

Indicator boxes are checked to add automatic or other functions.

For example, when 1261 Clock is checked, it will automatically generate the four basic clock rings.

When Auto Lunch is checked, it will automatically generate lunch rings, based on the employee’s schedule for scheduled workdays provided
the employee has a begin tour for the day.

When Leave Allowed is checked, leave for the employee can be entered in the Clock Ring Editor without being routed to eRMS to enter leave.
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However, eRMS is the primary application for entering all leave.
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Slide 13 - Daily Varied Schedule (JVS) Tab

+ Modified schedule.
+ Could be different each day.

+ Based on employee’s
permanent assignment.

Can you find the variance in the
schedule to the right?

The employee’s In Lunch and End
Tour schedule changed:

Daily Varied Schedule (JVS) Tab

[ 1] 5 [ 0] [oc]es)

Slide SSv_currer]
of 49

[ Employee Maintenance Module v4.014
TAC500F0 Employee Maintenance Module

Name *
(Last/FirstMI):

Job Assignment Type Codo: & |

Schedule Rotating Begin ~ End  Begin Lunch Schedule
ID  Wesk Tour Tour Lunch Duration Type

Employee ID;

Primary:

BT oL L ET sDO
SATURDAY 1400 | 18.00 | 18.50 | 2250 |

SUNDAY 14.00 | 18.00 | 18.50 | 2250 | Sum:

MONDAY 14.00 | 18.00 | 18.50 | 2250 | Base Hours:

TUESDAY |14.oo 18.00 | 19.00 23.oo| ‘ DS Hours:

WEDNESDAY 14,00 | 18.00 |19.00 | 23.00 | | ScheduleRule Hours:

Restricted Information

Employee Job Asgn/Wly (JAIJAS) DailySchd(JDSUOS) Prior Assignments ‘ Leave Information

Effective Start Date: 2023-05-2

3

Delete

L

Ditf WkiJA

IL from 18.50 to 19.00. THURSDAY 1400 |18.00 | 18.50 | 2250 | v
FROAY 1400 | 1800 | 1850 | 2260 | ¥\ i
ET from 22.50 to 23.00. Wik Sched WK Tot Close
Type Rule  No Wks  Description
HR Schedule: "~ - v | on ow o TR,
Help
Slide notes

The Daily Varied Schedule (JVS) tab displays if the employee has a modified schedule.

The schedule could be different each day and is based on the employee’s permanent assignment.

This information reflects a modified schedule that may be different on each day of the week based on the employee’s permanent assignment.

Can you find the variance in the schedule to the right?

The employee’s In Lunch and End Tour schedule changed:

In Lunch from 18.50 to 19.00 and

End Tour from 22.50 to 23.00.
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Slide 14 - Daily Schedule (JDS/JOS) Tab

) O ) T0C m
Daily Schedule (JDS/JOS) Tab KL L el 58 1
Slide SSv_currer]
of 49
Pystem Employee Sie Time Reporis Swikch Help Window J
I Employee Martenance Module v4.016 x
" . . 24Feb-2023
* View the active Job Daily Jacms e e Thecn B Resticed nformation
Schedule (JDS) — Base Employee | Job AsgnMily [JAUAS) | Dl Varie! 5110 uvslnuumwsmsﬂlmmnmu | Loave nfometion |
Employes (02551740 NL'\':I-)[ KS FTR 10371 P Clesn
or Temporary Assignment Type Coda r Eflective Siar Ot 2023052 Find
, G LT
* Activate the Out-Of-Schedule S 5
: . below for the uy(s]lneoos.lndlcamr Diff WA
(OOS) Premium Indicator. ;;;‘;;;}m::;f:;' Ll
W l G pre | | QQSPremivm Schedyle LOS)
Al L0_SD000S i Pay et Org | BT ET BL 1D 500
smmnv[_ Wl_ﬂ~rr e s
sy 100 [2200 freoo roso CRCRCEFERECEIN W N N B
MONDAY | oo CRERFRELI Rl 0 0 0 B
TUESOAY | e fos CRCRCAFRCRCRNT N N @
WEDNESDAY 1400 [2250 1600 [2050 [ LT F \ EEENE
mssone [ [z [ [ FRPRE 0RO P
oAt o [z [t o ERCRCRERC Rl
Save
Stm: [_ Samz ‘-_ Close
D8 Hours|+0 0 BaseHows[000 | Work Schudule Role Hourssf-2 00
Help
Slide notes

Users can view the active daily schedule, whether the Base or a Temporary Assignment,

and activate the Out-of-Schedule Premium Indicator in the Daily Schedule (JDS/JOS) tab.

To change the Base schedule to a Temporary schedule requires either PS Form 3189 or PS Form 1723.

If an employee is entitled to the OOS premium, check the OOS Indicator on the Base JA Daily Schedule, and Out-of-Schedule Premium will be

autocalculated for hours worked outside of the daily schedule and displayed on the OOS Premium Schedule (JOS).
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Slide 15 - Prior Assignments Tab

: g NI L)) TOC | HELP
Prior Assignments Tab L L 20
Slide $Sv_currer]
of 49
- g System Employee Site Time Reports Switch Help Window
* Any prior assignments i .
employee has held are TACS00F0 Employee Maintenance Module okuii I
listed here. Emlree | b AWy UALAS 11 Vs 5 (11 Dl Sc 0suos]_Proc g Loav ornatin |
tm;\luym}&ﬂ:[T (LBU;':;":; I"'::"’-i“ TR g 374 = Cieat
- ‘ ” e : " : H.[;sn Eind
+ Displays a running history E[Jib e & s‘ﬁ r%—[f ;E[i CW finance Ut [_pfi A I; 0
: Z P @0 B0 Hos Erioo Soso §ss3its Moow Wit § I Dlote
:)f employe.e ; bas.e and t [E — P - F F F = ; = F : [,: —
emporary job assignments. [ ‘ P S|
kb g e
S
* B represents Base or PS Form | [ [ | | —i— 0 B
; = EEEEN N HE : =
50 Assignments. e
= . -
EEEEmEIEEEEEEES B
° | B
T represents Tgmporary or PS - B | .
Form 1723 assignments. o O A
N I A -
= I -
B | 8 § N ¥ N §F 0§ —
SR Ip

Slide notes

The Prior Assignments tab displays a running history of all assignments, whether they are Base or Temporary.
If the employee had any temporary job assignments, they would be listed with a “T” in the Job column.

B is for Base or PS Form 50 Assignments.

T is for temporary or PS Form 1723 assignments.
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Slide 16 - Leave Information Tab

: il cc [rocveLp)
Leave Information Tab
Slide SSv_currer]
of 49
'Leﬁve balances dlsplayed are Bystem Employee Ste Time Reporls Switch Help Window
current from close of the prior e S ’
pay period. TAC500F0 Employee Maintenance Module Restricted Information
*Updates occur on Thursdays Employee | Job AsgnWkly (NUAS) | Daily Variad Sciid (1V5)| Daily Schd (DSWOS) | Prior Assignments I Leave Information jl
after the close of the pay period Emplojeain|<77:07 L EEER a7 \ Cloar
and include processed payroll : =
adjustments. Hours Used FMLA Creditable Hours
Balances (Leave Year) (Last 26 PP's) Wounded Warrior Al ‘
Annuak| 800 Annual Work Hours: | Prior Yi Balance:| 00 1| Dol
L bal d Siek 80.00 Sick Mil Leave (067} Balonce Hours:| 16 00 | AR
.
kave bisfices NEAE AdvancedSick] 00 Ml 00 wilwop s Housslsed:| 5600
|mmed|ately after leave entries are F wwor:| | TowlCrediabletie] Endlale) 20121225
made, including future entries. St of soel
*eRMS balances do not reflect i)
payroll-adjusted leave and must be
corrected manually.
s Save
*Donated and Military leave CT]
balances are not displayed.
Help
>

Slide notes

Leave balances in TACS are downloaded from the payroll system on the Eagan mainframe each Thursday.

The Leave Information tab displays the leave available to each employee.

eRMS balances update immediately after leave entries are made, including future entries.

TACS balances are only current from the close of the prior pay period.

They are only updated on the Thursday after the close of a pay period and include processed payroll adjustments.

Donated Leave and Military Leave are only shown in TACS.

They will not be reflected in eRMS.

The Leave Information tab concludes instruction on the Employee Maintenance Module.

We will now move to the next item under the Employee drop-down menu: PS Form 1723 Module.
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Slide 17 - PS Form 1723 Module

PS Form 1723 Module ST O fcc froclies

Slide SSv_currer]

of 49
Frequency
| % United States Postal Service - Restricted Information + The length of time a form can be issued to be valid.
Sstem Stte Time Reports 2wiich b « Form is valid up to 180 days. A new form is required for
[ USP! Badge Maintenance..  Bctionv4.008 assignments exceeding 180 days.
TACO Employee Maintenance...

PS Form 1723 Module... —
Approvals

PS Form 3189 Module...

» List who can approve assignment orders.

. + Manager/supervisor instructing the employee to work the new
View, create, or cancel PS Form 1723, directed assignment is responsible for ensuring a fully complete

Assignment Order, using the Employee PS Form 1723 is generated.
drop-down menu and selecting PS Form

« Lists what signatures are required for a valid PS Form 1723.

Assignment Order policy can be found in the + Supervisor and employee are required to sign the PS Form 1723.

Employee Labor Relations Manual. + If the employee is unable to sign, the supervisor must indicate
how the employee was notified in the Justification for Detail
block and enter the notification date in the Employee Signature

Date block.

Slide notes
By selecting the PS Form 1723 Module from the Employee drop-down menu, TACS users can view, create, and/or cancel a PS Form 1723.

Although the 1723 Module is one of the newer features in TACS, the policy regarding frequency, approvals, and signatures required for this form has
not changed.

Frequency is the length of time a form can be issued to be valid.
The form is valid up to 180 days.

A new form is required for assignments exceeding 180 days.
Approvals list who can approve assignment orders.

The manager or supervisor instructing the employee to work the new directed assignment is responsible for ensuring a fully complete PS Form 1723 is
generated.

This is created by the loaning or borrowing manager or supervisor.

Signatures list the required signatures for a valid PS Form 1723.
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The manager or supervisor and the employee are required to sign the PS Form 1723.
If the employee is unable to sign, the supervisor must indicate how the employee was notified in the Justification for Detail block

and enter the notification date in the Employee Signature Date block.
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Slide 18 - Create Temporary Assignment Scenario

[ 1] 5 [ 0] [oc]es)

Slide SSv_currer]
of 49

Create Temporary Assignment Scenario

Customer Service Supervisor, EIN 90076025,
will be on leave for two weeks starting Saturday,
2/11/2023 and ending Friday, 2/24/2023.

On the Wednesday prior (2/08/2023), supervisor
Manny Ger notifies Full-Time Regular (FTR) City
Carrier, EIN 90071097, that they will be taking on
a New Directed Assignment to cover the
supervisor during this absence.

Slide notes

In the next few slides, we are going to walk through the steps to create a temporary assignment for the carrier in this scenario.

Here is the background for the scenario.

Customer Service Supervisor, EIN 90076025, will be on leave for two weeks starting Saturday, 2/11/2023 and ending Friday, 2/24/2023.
On the Wednesday prior (2/08/2023), supervisor Manny Ger notifies Full-Time Regular (FTR) City Carrier, EIN 90071097,

that they are taking on a New Directed Assignment to cover the supervisor during this absence.
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Slide 19 - Start TACS

[ 1] 5 [ 0] Joc]es)

Slide SSv_curre

Start TACS

Blue United States Postal Service Foicrich

Search | LteBlue = Hzlp | USPS.com

select Start TACS. B
TACS.

d Attendance Collection System O

. ;; o ,: pn NTION ATTENTION ATTENTION ATTENTION
. EFEL 2021

::\/L;:I:; TACS/eRMS PRD Unix Weekly Patching will be 04/28 - Friday from
* References 03:30am-08:00am (CST).

» 1455 Locumen: & If users have connected to TACS/eRMS server that is getting patched, will
L get disconnected. Users can re-login without any error.

« tontact Us/Report

Problem
® TGS Training If you need assistance with ARIS and TACS access, please click on
sneadaccessionacy  'Need Access to TACS?' on the left side of the screen and select the
= Foruot TAGR appropriate quick reference file for assistance.

= AdjuslPay
® eRM3S Home Pags

&
® Timekeeping SOP's :

Fuorgel your pas: d ePasswordResel Lo resel your password

= \lrtual Timacard Experiencing Problems? Click Wis fink Lo view TACS Problem Reporling Provedures,
Restricted Information
W Gl FO £
U5, am an r off 2% o

Contact Us

Slide notes
Before we can create the PS Form 1723, we must log in to TACS.

From the TACS Home Page, select Start TACS.
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Slide 20 - Logging In

[ 1] 5 [ 0] Joc]es)

Slide SSv_curre

Logging In

Enter ACE ID, ACE Password,
and TACS Database name.

NOTE: Use the TACS database for [Stogon
the Area where you are
geographically located.

ACE ID: | uSp5ac

ACE Password: | eeceeeccccscccss
Database: | TACSXX

Select Connect, or press <Enter>

on your keyboard. | Connect Cancel

Slide notes
You will enter your six-digit alphanumeric ACE ID, ACE Password, and the TACS Database.
Note: Use the TACS database for the Area where you are geographically located.

Select Connect, or press <Enter> on your Keyboard.
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Slide 21 - Warning Message

Warning Message

Read the Warning Message, then
select "l agree with these conditions"
when you are ready to proceed.

[ 1] 5 [ 0] Joc]es)

Slide SSv_curre

5 UsPS Computer System Securiy

United States Postal Service Computer System
WARNING!
FOR OFFICIAL USE ONLY ...

fThis is a US Government computer system and is intended for official and other authorized use only. Unauthorized
faccess or use of the system may subject violators to administrative action, civil, and/or criminal prosecution under the
US Criminal Code (Title 18 USC 1030).

{Allinfo on this computer system may be monitored, intercepted, recorded, read, copied, or captured and disciosed by
{and to authorized personnel for official purposes, including criminal p ion. You have no ions of privacy
regarding monitoring of this system.

{Any authorized or unauthorized use of this computer system signifies consent to and compliance with Postal Service
policies and their terms.

| agree with these conditions i | do not agree with these conditions

Select “T agree with
these conditions.”

Slide notes

Read the warning message, then select “I agree with these conditions” when you are ready to proceed.
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Slide 22 - JavaScript

JavaScript

« Select “Run” on the JavaScript
pop-up.

«
“E)

P =
$ Java

Starting TACS 12c...

Connected to eagnmnmep242e...

Do you want to run this application?
Name:  TACS-eRMS
2| Publisher: USPS Code Signing 2022 SHA?
Location:  hitps://tacs usps.qov
This application will run with urrestricted access which may put your
computer and personal information at risk. Run this application only if you
trust the location and publisher above,

["JDo not show this again for apps from the publisher and location above

v More Information Carxel

([ 1] 5 [0 [oc]oes)

Slide SSv_currer]
of 49

Slide notes

When the JavaScript pop-up appears, select “Run.”
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Slide 23 - Accessing the 1723 Module

Accessing the 1723 Module

Select the drop-down for
Employee and select PS
Form 1723 Module.

[ 1] 5 [ 0] Joc]es)

&/ United States Postal Service - Restricted Information

‘S)sleSiIe Time Reports Switch Help Window

Slide $Sv_curre

[5use g“ff "‘a:‘;e’."‘”t ... icion v4.003
mployee Maintenance...
24-Feb-2023
TACQ PS Form 1723 Module... Home Module Restricted
P$ Eorm 3189 Mociule...
Badge Reports...
Employee Reports... select PS Form
L 172 3 M Od | eport Queue PPWk Reports
Reports Module ule. Module Module
Schedule Finance Badge LTATS Reports
Reports Module Reports Module Maintenance Module
Module

Slide notes

Once in TACS, we want to select the drop-down for Employee and select PS Form 1723 Module.
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Slide 24 - Employee ID (EID) Part 1

O ) T0C HELP
Employee ID (EID) Part 1 KL L el 58 1
Slide SSv_curre
System Epployee Site Time Reports Switch Help Window
55 Form 1723 Moaie vé 014- (20)
Enter the Employee ID (EID) TACS10FD PS Form 1723 Module Reabcted fermation
and select <Enter> to search for pro 12 | <o 117 -
Employee 10] | | [ [Reset
the employee. i (LastFrsuM: s =
ViPPWK Y fing |
YrPPWK | Y1 Suffix| Lvl | Hire Fin? Detalled Position Process Comments Add I
| ‘ 1 | r
lSeIect <Enter>.| | [ |
| o | Leses
| ’7 [ Print
h Can:elﬂ!)l
I
[ | [ [ Create JA
e e
I ( I I
T _se |
| { L 11 [ Close
_teb |
Slide notes

This brings us to the history screen where we will enter the Employee 1D as 90071097 and select <Enter> to populate the employee name and prior 1723
fields.
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Slide 25 - Employee ID (EID) Part 2

Employee ID (EID) Part 2

The Find feature is also available,
but we will be using the EIN to
populate fields in this activity.

[ 1] 5 [ 0] Joc]es)

Slide SSv_curre

System Epployee Site Time Reports Switch Help Window

B P Fom 1723 Mosule vt 014 20)
TAC510F0

PS Form 1723 Module

24-Feb-2023

Restrictad Information
Prior 17238 ' P Form 1173
Employee 105200710 ]| -
= ::omsr (Lastirathae| CLERKS IR [001-1 [P [Resetsort -
YPPWK  YrPPWK I find
yrpewk | YrpPwi | DA | RSC| Suffix| Lvi| ire Fin | Detalled Position Process Comments Aol
I I | r
[ ( 00 1| [ |
o | g
I ’i [ Print
h Can:elﬂ!)l
{ ; { { Email
[ | [ [ Create JA
——— =
| [ T |
T el
[ I [ Close
__tep |

&

Slide notes

The Find feature is also available, but we will be using the EIN to populate fields in this activity.
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Slide 26 - Employee ID (EID) Part 3

[ 1] 5 [ 0] Joc]es)

Slide SSv_curre

Employee ID (EID) Part 3

System Epployee Site Time Reports Switch Help Window
% PS Form 1723 Module vé 014 - (20)

The history of any prior PS Forms TACS10FD PS Form 1723 Module Restrcted nformation

1723 is listed. prior 1723, | rorm 173
Employee 10:[2007 1037 Name [~ ECKSFTR 0011 71
Clear

Select Add to begin a new PS i fod |
Form 1723. ' : '

[ select Add.
Email ’
Create JA
View

Save

AN EENNNEN

Slide notes
When the employee is located, the history of any prior PS Forms 1723 will be listed here.
There are no prior PS Forms 1723 for this employee.

Select Add to begin a new PS Form 1723.
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Slide 27 - 1723 Entries

1723 Entries

Scenario:

Customer Service
Supervisor, EIN
90076025, will be on
leave for two weeks
starting Saturday,
2/11/2023 and ending
Friday, 2/24/2023.

Full-Time Regular
(FTR) City Carrier,
EIN 90071097, was
notified on 2/08/2023
that they will be taking
on a New Directed
Assignment to cover
the supervisor during
this absence.

[ PS Form 1723 Module v4.014 - (20)

[ 1] 5 [ 0] Joc]es)

Slide SSv_curre

TAC510F0 PS Form 1723 Module B iR
Prior 17235 PSForm 1723 |
"Employee 1D Tast First M mnm_m
[90071097 yamez|CTY CARRER FTR f001-1 {0 Jcarne
nsc Emp Sch M Clear |
Hire Fng 12 wePLFLSAD Wk T oL Find
00110 rrﬁé—[—?ﬁ'ﬁrr_rw v Nz s Joroo 1100 fr1so ff1ss0 ICCI
buty Fing 12 Aad |
""""" RSCEorVioEorv
New Position Title Time msttm
SUPV CUSTOMER SERVICE inmums I 14.00 & 250 Change
Hire Finé  TZ 0PN LU Sufﬁx mTypu I | et |
50-0110 [ET_[U_-I_OTWI_I_ f17 Is Joso r—[_ f‘a_o—l'e_o—rs—s—'liz_? oooo Variable Sch | cancel 1722
Fin# TZ
woris [ e
: Pending AutoClock Auto  FLSA Exempt
Jetho 5 Ming ic onexemp! Create JA
Any Town USA - 110 AutoHIL  Daily Auth o |
Te
Justification for Detail I (This button NOT for Variable Schedule!) Notified Date
] —
2 I I el |

Slide notes

Once you select the employee, the screen will autopopulate with the employee’s Name and Form 50 position information.

Next, enter EID 90076025 for the Supervisor that the City Carrier is replacing in the Employee Covered field.

Once you hit <Enter>, the system autopopulates the information for the new assignment based on the Supervisor’s Form 50.

There are still a few fields that require manual input:

Start Date, 2/11/2023;

End Date, 2/24/2023;

Higher Level Authorization Method, Temporary JA checked;

Auto Clock Rings checked;

Supervisor Name, Manny Ger;

Supervisor Signature Date, 02/11/2023;
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Employee Notified Date, 02/08/2023;

and Employee Signature Date, 02/11/2023.
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. . (@[5 [o]cc]roc] v
Enter Assignment Information
Slide SSv_curre
3PS Form 1723 Module v4.014 - (20) X
TAC510F0 PS Form 1723 Module b emaion l
Prior 17235 PSForm 1723 |
Select Save. — — — [! e
(90071097 | yames ICTY CARRERFTR {001-1 0 |CARRER
RSC Emp sch M Clear
1z Suffix Lyl Type PIL FLSA ID Wk Route Find |
00110 ITF—{TFTIITI'T'I"I_H: N F'T' 11.00 I“ 00001 i
Emp New Directed Assignment McimmontMnd RSCEorvtoEorv
Covered New Position Title StartDate  Time HIL Start Date
|o0078025  |SUPV CUSTOMER SERVICE Inznmozs_j 14.00 ]owmnsz 2250 Change |
RSC Emp
Hire Fint T2 LDC OPN LU Suffix Lyl Type et |
ooarin-Tor Joso oo Joso oo Je o 7 15 o1z o o sz oo | s e
[__mum 2 Emall |
Bo.0110 o1 Pending AutoClock Auto  FLSA Exempt S
Location HIL Auth Method FormS)  fings  Lunch toNonexempt Create JA
Any Town USA- 110 AutoHiL  DaityAuth | [~ v L
B E Supervisor Name  Supv Signature Date
TempJA  1200C | fyanny Ger 1021112023
v [ Employee
Justification for Detail | (This button NOT for Variable Schedulel) Notified Date
Activate Auto Clock Rings, m
ignature Date
vl oat12023
Select Save.
Slide notes

Once your entries are complete, select Save.
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. @[ 1] 5] 0 ]cc [
Print PS Form 1723
Slide SSv_curre
5 PS Form 1723 Module v4.014 - (20)
TAC510F0 PS Form 1723 Module
; Prior 1723s PSFormiml
Then select Print. e - —— [! .
{s0071057 . |CITY CARRER FTR {001-1 0 |CARRER (CIT
- Rsc Emp Sch Rot _ Gerr_|
The 1723 will be Hire Finé T2 DA OPN LU Suffix TypePII.FL D Wk BT OL IL ET Route Find
90-0110 l_[_f_[_,[_rr_lT[_w v l2 s Joroo ff11.00 ff1150 frsso foooor ——I
sent to the Report | outy#ing I_'g Add
90-0110 JCT
Queue for
g Emp New Directed Assignment Assignment Start/End llSCEothoEorv
retrieval. Covered New Position Title StartDate  Time EndDate HIL Start Date
00076025 [SUPV CUSTOMER SERVICE Iozm/zosz 1600 | fo2r24r2023 | | zzso [ Change
1 T -
Hirefin¥ TZ DA LDC OPN LU Suffix Lvi Type PIL n Wk
500110 et Joso f1000 fozs0 Joo [fe Jo Ji7 [s Joso 1z J1 FTE'[?TFE'IE? ooo Variable Sch Can
Duty Finé TZ
900110 Jor Pending AutoClock Auto  FLSA Exempt = L
i HIL Auth Method Form50  Rings  Lunch toNonexempt
Any Town USA- 110 AutoHIL  DaityAuth | [~ v B T S
o Bt . » Soosviiir e nwﬁw&"m Select Print.
79"[1945 "1[{“ [IMANNY GER 021112023
v Employee
Justification for Detail | (This button NOT for Variable Schedule!) Notified Date L’
Activate Auto Clock Rings. - gﬁm —W;]
Signature Date
vl 02023 Help
Slide notes

Then select Print.

The 1723 will be sent to the Report Queue for retrieval.
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. G O ) T0C HELP
Enter Assignment Information Cont. mn..mw.ss
1de Syv_currel
P3PS Form 1723 Module v4.014 - (20)
TAC510F0 PS Form 1723 Module B iR
Prior 1723s S Form 1723
zeled %Kbon tthed Employee ID Iu:t First Ml Position Title
eport Submitte [a0071097 |cTY CARRER FTR [001-1 Q |casRe
po;) up o RSC Emp Sch M L’
-up. tiire Fing  TZ Suffix Lvl Type PIL FLSA ID Wk BT u. Find
50-0110 r—[——rﬁ_[—j[t__r—{—r_r—[_— 22 = Joroo fr1.00 1150 150 [ocoos [
Duty Fing TZ _ add_|
90-0110 E
gmp  NewDirected Assignmen Report Submitied Bl
Covered New Positio nll.swtm
|o0078025  |SUPV CUSTOMER SERVICE ( ’ Report Submitted. Check Report Queue Change |
Hire Finé T2 LDC OPN LU Route [ erint_|
50-0110 [—[—‘rao_l_zsﬂ— 00000 | Variable Sch s 4723
@ . e
Auto Clock_ Auto FLSA Exempt
Location HIL Auth Method Form50  Rings  Lunch tolonlg_umpt Create JA
Any Town USA- 110 AutoHlL  Daily Auth v I N
B pervisor Name  Supv Signature Date ﬂj
Tevrr_np.lA R 10211112023
V. Employee I
Justification for Detail | (This button NOT for Variable Notified Date ine
Activate Auto Clock Rings, m L’
Signature Date
| oaiiz02 et |
Slide notes

The Report Submitted pop-up displays.

Select OK.
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Select Report Q ] 1[5 ]]ccfroclher
p Slide $Sv_curre
E United States Postal Service - Restricted Information - (20) Server Name - meq1875
System Employee Site Time
5 PS Form 1723 Module v4.014 JR:C TS (TS
Select the Reports s s
drOp-dOWl'] menu. T Psrormtml Valid Codes Reports..
Employee ID | Badge Reporis...
90071097 | pames {CTY CARR Financa Reperts...
Schedule Reports...
Then select Report T cchodeRe; |
———= = —=—— = Adive Operation Reports... B
Queue soavo Jor B fouofiz Lo 2 Joroo
2 Duty Finé T2 Miscellaneous Site Reports Add
90-0110 JCT Employee Repuils...
z KRi .
gmp NewDirectedAssig C1ock Ring Reports |ssignment StartEnd EEEE N
Covered Newp PSFom 1017Repors.. Time EndDate  Time H/L StartDate
90076025  |SUPV CUSTOMERSE  Timecard Entry Reports... 23_] 14.00 2/24/2023J 2250 Change
PPWK Reports... Rot =
HireFing TZ DA LOC O \'oooo Wk BT OL L ET Route et |
[s0-0110 fct Jos-0 [1000 Jo28 b |1 [16.00 J13.00 [18.50 [2250 00000 | [Variable Sch Canccl1723|
Duty Finé 7Z RTACS Repotts... —_—
50-0110 [CT AdjustPay Reports At Ao Email
Location * Show Emplojee IDs 5 Form50  Rings  Lunch toNonexempt Create JA
Any Town USA - 100 ) W v o N I
Hide Employee IDs Supervisor Name  Supv Sigr Date View.
TG?N* '2[3_“ [MANNY GER 024112023
ks Employee save
Justification for Detail | (This button NOT for Variable Schedule!) Notified Date _swe_|
Activate Auto Clock Rings 21082023 _ Close |
Signature Date
0271112023 Help |
Slide notes

To access the Report Queue, select the Reports drop-down menu.

Then select Report Queue.
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[ 1] 5 [ 0] Joc]es)

Slide SSv_curre

Report Queue Module

System Employee Site Time Reports Switch Help Window

%5 Report Queue Module v4.008 - (10)
TACO07F0 Report Queue Module B ersaion ’
Once the status shows
Report Queue | Subscriptions |
Complete, select View to Report Name Start DatelTime End Date/Time Status o
|Ps Form 1723 | 07121202317:23:66 | 0712202023 17:23:66 IComplete I—
open the document. '
Subscript: |
| Adjustment Type [ omnns210257 | 0721202321028 fCompiete Delete
EFlrancg Number = 057092 058454 020068; All User Id; Trans by PFC or Finance Output PDF
Subscript: |
{Trans Deai 0212023210231 | 0712023210233 {Completa
!Hr'an:e Number = 05 1092 058454 020068, All User Id, All Employee id Cutput PDF
Subscript: |
[Trans Detal 0202023131035 | 0202023131037  [Complete
!AH Finance Numbers; Usar id = kOSW0; All Employee Id Output POF
Subscript: |
[Trans Detai | 0702023130726 | 0720202130728 fComplete
|Nl Finance Numbers; User id = jabkjd. All Employee 1d Output PDF il
Subscript: |
[Trsns Detsil | 0720002312238 | 07202023 112241 [Complete
!All Finance Numbers, User id = k05wi0, All Employes Id Qutpus PDF

Subscript: |

Select View.

Slide notes

Highlight your document and select View to open.
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Slide 33 - Completing a PS Form 1723

[ 1] 5 [ 0] [oc]es)

Slide SSv_currer]
f 49

Completing a PS Form 1723

=Y UMTED STATES .
 POSTAL SERVICE TACS 20 Assignment Order
Instructions - (Please Provide a Copy to the Employee)

Furpose  Comoiete this fonm 1 1CCIE MANIGAMENT GNECIeT ALENMET Sharges invohing:
a. Temporary assignments 1o perform duties other fhan those in employee’s oFicial job descrption including
highe- leval and raining assignents
B, 56ha0.IRd hours 3ncier days off when sThaduss change s Not pOsted
Frequency Formis vabd Up 10 © mantng (180 aye) A dew fom iz requinad for aesigments exoesding 150 days, o subject

The printed PS Form 1723 must be v

Rpprovahs Assigerents snd changes munst b apprive by imried abe supecrace o b manger. (I sssgrmee is expected
10 60004 1 yedr, 3pSOval & required For red Vice Dresident or ofiodr. |

Signed by bOth the manager Or Signatures If emcloyse i unasie b2 8ign the foem. the 3upervisor must ncicale Sow the emoicyes was rotifec i1 the empiopee

sigrature space. Deisils of noiFcston ave 1o se provided in the form's Justfizafion for Detal Assignment Sou

supervisor and the employee prior to Cornot Jas o ST

selecting the Create JA button. - e
. ol — |t AP RDA
+ Ensure all parties sign the form oot [T Lt [T | @y Oy @iy Rt 5
DevAciCode [LOC PR Rate SFedle Tevel Fay Locator TR O Ewayp:

and file it locally. W | e o 5 | el

New Directed Assignment

s e ey T
SUPY CUSTOMER SERVICES wury outsae of (ped) wor -l
+ Return to the PS 1723 Module sl e e Sk B e

Neraxampt Posicn

and select the Create JA button. w—‘mt—ﬁm e Lo e

) Bargsiving Uit Employee - oty by Wedrusday o weeh preceiog

Any Town USA - 110 change (ol ocqa lo cledh ot ¢ Cotabed 0 3 conbagaiing
- praton)
[0 Nonbargaining Unit Empioyee - Provde 4 days nctce
France Number AN 00 NIRRT M e ARSI 0N MO
£00110 0 Avks Higime Luwed
J Bescxiaad il s aw authurmd () e guraey Job Assigaenst
Eclonts Asghic ToF T Ui OF
Bpntor [T | tdlow [ZW Dsonrsy [E monsay Oweomsdar Densay sonw : 12

RuWL 1

Lumch Ou [T30C Lanen Rowm [T850 Dsuncay [ Tussday O thurscay

3 Zon Jawr RECEQ VD Dat (uwoOTY
T (o V biger Leved s

ot _ M0 [y Eew|ime 20 [ Tew | A et sa e

AssgnmentSon Oam _ 21 Ausigawent Eng Date -

Spervaor lome (Pre) Supaniscr Sgaatre Taw MIDSTTYY|
MANNY Gk Manab Gor

Tk (MMDUITYTV] | J2Z83%n for Detd Azzignment
Actae de Ciot Ange

EMioyce Sraue
0011 Cty Carsinn FIR

“Bn Erpoyes Was Noifed -
(MMDDYYYY) &

5] !mw!u Sepimoes 01 -:n‘gw.'.muee m
==

Slide notes
The printed PS Form 1723 must be signed by both the manager or supervisor and the employee prior to selecting the Create JA button.
Ensure all parties sign the form and file it locally.

Return to the PS Form 1723 Module and select the Create JA button.
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Slide 34 - Create Job Assighment (JA)

Create Job Assignment (JA) (] 1[5 ]0]cefrocfuee]

Slide $Sv_currer|
of 49

From the PS S
Form 1723 m-m Lo |

Module, select
Create JA. :mmmnmmummamwmmm l

mmmrm -

mmmumammmmnmmmm-
s Jo

Any Town USA - 110

Activate Auto Clock Rings.

Slide notes

From the PS Form 1723 Module, select Create JA.
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Slide 35 - Create Job Assignment (JA) Cont.

Create Job Assignment (JA) Cont.

[ 1] 5 [ 0] [oc]es)

Select OK to certify
a signed copy is
filed locally.

Note: Only users with
the Supervisor Role in
TACS can select the
Create JA button to
create the Temporary
Job Assignment that
will reflect
automatically in the
Employee
Maintenance Module.

Slide $Sv_currer]

MFIII Tz
500110 |[cT

Emp
Covered
|s0076025

|SUPV CUSTOMER SER

HireFink TZ D/A LDC OPN LU Suffix Lvl Type PIL FLSA ID Wk

oo Jor T Jes o [ Jo o v Jo e o B foron Jiso Jiso Jorn

New Directed Assign Créate Temp JA
NewPo: »°

of 49
[ PS Form 1723 Module v4.014 - (20) ]
TACS10F0 PS Form 1723 Module it D
Prior 17235 S Form 1723 |
Employee 1D Last First  MI Position Title
30071087 | yames ICTY CARRERFTR {001-1 [0 [carrer cm
RSC  Emp Sch Rot

5-' EorVtoEorV
Auto Creation of Temporaty Job Assighment has been /L Start Date
submitied. By Clicking OK; | cetify a signed PS Form

WireFint TZ DA LDC OPN 1723Is onflle locally
900110 ot Jos0 1000 [s280
Duty Finé 7Z
watto for Auto Clock AUt FLSA Exempt
Location HIL Auth Method Form50  Rings  Lunch toNonexempt
Any Town USA - 110 AutoHIL  Daily Auth u v r IT
I [ [ Supervisor Name  Supv Signature Date
TempJA R 02/1112023
v ' Select OK. I Employee
Justification for Detail ] (This button NOT for Variable Sch Notified Date
; : 1 0210812023
Activate Auto Clock Rings. a —
j Signature Date
y 021112023

Change
_ b |

0 Variable Sch Cancel 1723

Email

Create JA

Save
_ lose_|

Help

Slide notes

The Create JA pop-up displays.

Selecting OK certifies that a signed PS Form 1723 is on file locally.

Select OK.

Note: Only users with the Supervisor Role in TACS can select the Create JA button to create the Temporary Job Assignment

that will reflect automatically in the Employee Maintenance Module.
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Employee Maintenance

+ Select Employee
drop-down menu.

Validating Temporary Job Assignment in

E United States Postal Service - Restricted Information -

System Site Time Reports Switch Help Window

BPSF( Badge Maintenance. .
TACS Empnloyee Maintenance

=== Pg Form 1723 Module..
Prior 1

T G o
= - Maintenance.

[ 1] 5 [ 0] [oc]es)

Slide SSv_currer]
of 49

(20) Server Name - meq1875

Employ Bagge Repors .. t I First [!] Position Title
900710 ™ 001-1 o [caRreR (T
« Select Employee Eiiens it e s _ Clear_|
. HireFing 7Z DA LDC LU Suffix Lvi Type PIL FLSA 1D Wk find |
Maintenance. If_wl_l_l—l_l—l_l_l_l_{w_l_I_I_I»T[_l_l_lT
Duty Fin¥ TZ Add I
gmp  New Directed Assignment mmmwm nscmvmmv
Covered New Position Titie StartDate  Time HIL Start Date
00076025 [SUPV CUSTOMER SERVICE woznwzoza_j 1400 |oz/24/2023_| 2250 Change |
RSC  Emp
Hire Finé 12 DIA OPN LU Suffix Lvi Type PIL u) Wk Route et
90-0110 |CT I'—ITW!_ e Jo I_I—I'_I_I—ITIB_OIFETS' 00000 | Variable Sch Cancel 1723
Duty Fin# T2
90-0110 |cT Pending AutoClock Auto FLSA Exempt M
Location HIL Auth Method Form50  Rings Lunch toNonexempt C(emeJAI
Any Town USA - 110 AutolinDallyAuth || [ 3 u v view |
I I~ Supervisor Name  Supv Signature Date z
TempJA  1230C | [yanny GER 02/11/2023
v w Employee e
Justification for Detail | (This button NOT for Variable Schedule!) Notified Date
. 2108/2023 Close |
Activate Auto Clock Rings. - Employee
j Signature Date
vl 21112023 Help |
Slide notes

To validate successful completion of the job assignment, return to the Employee Maintenance Module.
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Enter Employee ID

Enter Employee ID and select
<Enter> or select the Find button to
locate the employee and populate
the employee information.

Validating Temporary Job Assignment -

[ 1] 5 [ 0] [oc]es)

Slide SSv_currer]

of 49
| &2/ United States Postal Service - Restricted Information
System Emplovee Site Time Reports Switch Help Window
|
. [l3Emplojee Maintenance Module v4 014 x
| 2Fab20
| TAC500F0 Employee Maintenance Module Restricted Information
Employes | Job AsguMkly (ALIAS) | Dl Varicd <11 (1V5) | ity Sch (4081308 Prior Assignments | Leave Information |
Name — Claa
Employce 10| 90071097 lel’-vu\'{hI I | -
=]
I Automatic Higher Lavai Indicator Add
Select <Enter>.
™ Borrowed Employee Indicator ] chs(c |
Employes Statis:| | DiFF WA
City Time Collection: & Clack " Time Card
| =
| Close
__tep_|
- ol

Slide notes

Enter Employee ID and select <Enter> or select the Find button to locate the employee and populate the employee information.

We will use the Employee ID field.

Select <Enter>.
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Slide 38 - Validating Temporary Job Assignment - Enter Employee ID Cont.

i 4 S | ) | cc | Toc| HELP
Validating Temporary Job Assignment - mn...w.ss-
- - 1 N A 4 ide S5v_currer|
£nter eEmployee 1L Cont. of 49

| United States Postal Service - Restricted Information
System Employee Site Time Reports Swilch Help Window
Now select the Job Asgn/Wkly :
(JAJJAS) tab. |
8 |
Select the Job Asgn/WkI
(JA/JAS)At:g. !
Slide notes

Now select the Job Asgn/Wkly (JA/JAS) tab.
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Slide 39 - Validate in the Job Asign/Wkly (JA/JAS) Tab

Validate in the Job Asign/Wkly (JA/JAS) Tab mmmsur

of 49
= United States Postal Service - Restricted Information
System Employee Site Time Reports Switch Help Window
Validate successful completion of EY Employes Mainienance Madule v3.022 B
: : : TACS00F0 Employee Maintenance Module e 52333 J
the job assignment in the Job St e
i Empm/le l.lobAsignIWkly(.lAlJAS)I Dally Varied Schd (JVS) Dawsenu(msuosy\ FnuAssignmems | Leave Information |
ASlgn/Wkly (JA/JAS) tab. Employee lD‘l9W7|097 I City Carrier FTR [ 001 -1 [Q Clear
: (LastFirstMI): _]
End |
[N FLSA Pay Calc Code:| | 1V 1261
Start YrPPWK: 2023.05-1 ¢ Rural Emp Type:| | [ AutoLunch Add
End YrPPWK: ZB}OHZ Finance Nu: 900110 Mixed Service Code;| | Type EM [ varEASInd Delete
Des Act: 00 Finance Unit:| 0000 Route: 0000 | [ Daily Varied Schd |
RSC:(C | Pay Location:| 000 TourHours:| [V CRELeave Diff WKIJA
PO Level: 17 Lpc:[ 7000 Work Week Type: S | [ Frfiex T
Souree (751123 | Oper/LU:{923 (00 | Base Hours:| 40.00, [ NaE Lo )
DS Hours: | 0.00
Work Schedule Rule Hours:| 77|
Weekly Schedule (JAS)
scnedule Rotanng Begin  End  Begin Lunch Schedule
Tour Tour Lunch Duration
Primary: | 12 | 14.00 | 2250 | 1800 | 00.50
Holiday (10/4):| [ | [ | I
WrK Sched Wk Tot
Type  Rule No Wks Description
HR Schedule: "~ o7006034 1 [ 1 [ TH-WI-ANYAN
Help |
g

Slide notes

On the employee’s Job Asign/Wkly (JA/JAS) tab, use the Diff WK/JA button to locate the correct Start YrPPWK with a JA Type Code: T.

Verify the information with the printed 1723.
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[ 1] 5 [ 0] [oc]es)

Slide SSv_currer]

Create Job Assignment

of 49
System Employee Site Time Reports Switch Help Window
[ PS Form 1723 Module v4.014 - (20) x|
TACS10F0 PS Form 1723 Module B
prior 723 | ps rorm 172 |
Employee ID: 90071097 (mm"f"M“:lcnYCARRlERFrR [001-1 [a mm]

Email

e |
Create JA
L vew_|

View

|
I
|
[
|
|
|
I
[
I
|
[
I
|

) o )
Help

Slide notes

Return to the PS Form 1723 Module history screen and select the correct assignment.

Then select the right double caret.

The User IDs of the creator of the 1723 and the submitter of the Temporary JA and the date the Temporary JA was submitted will be displayed.

Select “Close” to exit the 1723 Module.
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PS Form 1723 L] oo fce foclker

Slide SSv_curre

ottt TACS 20 Assignment Order

Instructions - (Please Provide a Copy to the Employee)

Furpose  Comolett this form % FOCAT MANIGEMENT GECies JS4RAME EhAFQES INVONing:
a. Temporary assignments 1o perform duties other fhan those in employee’s oFicial job descrption including
hgher leval and raining assignments
B. $6RG0.IR0 hours 3Gior days o When SThaca Change if N0t poRtad.
Frequency Form is val Up 10 © mMOnins (180 0aye) A New form iz requined for ass.gments excesding 130 days, or sudject
10 1031 M3nagEmant dis07cbor

Rpprovahs Assigrenents and changes must be apprved by imrned:ate supecvsce on te manager. (I sssgrmen is expected
10 60004 1 yedr, 3pSOval & required For red Vice Dresident or ofiodr. |

For guidance on how to navigate the PS Form
1723 MOdUIe’ refer to the QUICk Reference Signatures If emgloyee is Unasie b2 8ign the fam. the Supenvisor must incicate “ow the emaizyes was rotifec i the employee
2 o . sigrature space. Details of nodFeaton ave to Se provided in the fom's Just#ization for Detall Assignment Bax
Guide, Screen Print examples, and Overview

To (Nama) Feston The
o - 001-1 CITY CARRIER FTR CARRIGR (CITY)
Video links on the Help page. S -
w0 W07 %7
EAcioyee Ol Tour SONGaRC Days U
Sognour [0~ | EdTowr [AH0 DOsowrsay Cmonsay O wesnessoy O #reay s : 22
Lochut TR | Lonfoun [T | @ Sundsy O Tssyy [ Trurcay Rt 5
DeRciCoe |00 I [Faie STedis o PayLocaien TR O Exeupr
Contact the TACS Help Desk if additional O O A O et
guidance is needed. PR R e R e D0
Deict Cooe | L6 [+ 4 =11) Nale Sdwile Lot Fay Localen FLUA Eveenpt i
o %0 won |t " 0 "’l:"y":”’%““,_
LOSI00 [ave €Dt wotsie, ¥ rOute, gve numDen ENpOfRe D¢

) Bargsiving Uit Employee - oty by Wedrusday o weeh preceiog

Ay Town USA - 110 chiange (Nok gt for it crah £ Cotaled 3 ronbargaiing
praton)
[ Nonbarganing Unit Cmployee - Provide 4 days nctee
France Numeer TN TR | MGh e AGrmon WEnod
£00110 0 Avks Higime Luwed 0 Dy Authrization
) Assoxiand i sagumrsan i aihuriomd (8] Toorguraey kb Assignt 0 Taman 12306
Enciors Agnie ToF Teheadc Doy OF
Gignfowr [TI00__ | endlew DOsowrsay Emoncay Diwsanssaar Clrnsay seniw: 12
Loehout [TB0E ] Lonen R [ B30 Dsencay [ Tssday O Thursaay i 4

SanJan o RECECI VD Dot (uwowmnTY)
Eor V Highe Levd (Sdaps
Ao acsigmwd sl L)

e % O @awfime _ 2% 0w 3w e
Spervao tame (o) Supaniscr Sgaatre Tow MIDSAYYY|
MANNY GEX Manay Gor

Nshtld 1
Tt (MMIDUITY YY) | J2z8h280n for Detsd Azzignment

EmMioyce Sraure

0011 Cety Cominn FIR | (0GR |Mevmssmcmanon
"D Brpowe Was Noted - =

(MMDDYYYY) 2082023

R e T R T

Slide notes
For additional information on how to navigate the PS Form 1723 Module and enter 1723 information for different scenarios,
refer to the Quick Reference Guide, Screen Print examples, and Overview Video links on the Help page.

Contact the TACS Help Desk if additional guidance is needed.
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Slide 42 - PS Form 3189 Module
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{#] United States Postal Service - Restricted Information

Request for Temporary Schedule Change for
system [EN00 Ste Tme Repots Switch H q porary g

PR 5acc Hainenance..  (RERONG Personal Convenience policy can be found in
ACo) EPlojee Maintenance. the Employee Labor Relations Manual.

. P8 Form 1723 Module...

e D g -
PS Form 3189, Request for Temporary Schedule Po———
Change for Personal Convenience, can be Aot st e e 1 ) 7 A O o
created and canceled by using the Employee = =
drop-down menu and selecting the PS Form e ————— e ——— ——
3160 odule f——-————

—— — v '

Valid Form Requires Three Signatures:

+ Requesting employee.

+ Union official in corresponding
bargaining craft.

« Employee’s supervisor or manager.

Slide notes
Now let’s take a look at the PS Form 3189 Module.

From the Employee Menu, you will select the PS Form 3189 Module to view, create or cancel PS 3189, Request for Temporary Schedule Change for
Personal Convenience.

As with the PS Form 1723, the policy regarding the use of PS Form 3189 has not changed.

To be valid, PS Form 3189 must be signed by the requesting employee, a union official in the corresponding bargaining craft, and the employee’s
supervisor or manager.

This form can have many variations of a requested change of schedule,

from a change of Begin Tour for one day to a change for multiple days in the week, including a change of scheduled days off.
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The PS Form 3189 module can be used
to view, create, and cancel a PS Form
3189-E, Request for Temporary

UNITED STATES Request for Temporary Schedule Change
POSTAL SBIVRE for Personal Convenience for EAS Employees

For my own personal convenience, |

Schedule Change for Personal Py i s i et o ory e el e ) o
Convenience for EAS Employees. ::.,,.W E—— m”'“'“ P—
;fM;.mCMMzC'% neaded) - - ;;mnl‘;ai dmb@ﬁoﬁm‘!‘d@‘ I -
= Sun Br o L ET Sun 87 o8 L ET
It is used by EAS employees to S R — o —
request a temporary schedule L
change for personal convenience. s\
\uwwr‘n:?ﬁ'zx‘wmtewnm\mi*ahem(‘ad!c!"epmﬂc‘ rpanng teschaduling premium for hous workid outsae of and
Valid Form Requires Two Signatures: oo Pt e
+ Requesting Employee. e

« Employee’s Supervisor/Manager.

The PS Form 3189 Quick
Reference Guide and Overview
Video are found on the TACS Help
Desk website.

Slide notes
Similarly, there is the ability to view, create, and cancel a PS Form 3189-E, Request for Temporary Schedule Change for
Personal Convenience for EAS Employees, in the PS Form 3189 Module.

PS Form 3189-E is used by nonbargaining employees to request a temporary schedule change for personal convenience and does not require the union

official’s signature.

The PS Form 3189 and PS Form 3189-E Quick Reference Guides and Overview Video can be found on the TACS Help Desk website.
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Knowledge Check Instructions

Now, test your knowledge of what you have learned in this module.

Select the correct answer and click the submit button. You have three attempts to
get each knowledge check question correct.

Good Luck!

Slide notes
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Knowledge Check 1 of 4 =
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Which is NOT a valid reason for ordering a Time Badge?

Select the best answer.

O A. Duplicate (Works in multiple offices. Sequence number remains the same).

O B. Conversion (Non-Career Employee converted to Career Employee.
Sequence number remains the same).

O C. Lost (Badge cannot be found. Sequence number will change).

O D. Replacement (Defective badge. Sequence number remains the same).

Slide notes
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Knowledge Check 2 of 4 -
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Where do you activate the Out-of-Schedule (OOS) Premium Indicator?

Select the best answer.

A. Employee Maintenance Module — Daily Schedule (JDS/JOS) tab.
B. Prior Assignment tab.

C.PS Form 1723 Module.

O O O O

D. PS Form 3189 Module.

Slide notes
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Knowledge Check 3 of 4 » —
of] 4{(3; SSv_curr
Which document is required when a manager or supervisor instructs an employee to work a

new directed assignment?

Select the best answer.

A. PS Form 50, Notification of Personnel Action.
B. PS Form 1723, Assignment Order.

C. PS Form 3189, Request for a Temporary Schedule Change for Personal Convenience.

O O O O

D. PS Form 3971, Request for or Notification of Absence.

Slide notes
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Knowledge Check 4 of 4 il
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Whose signatures are required for a valid PS Form 3189, Request for Temporary Schedule
Change for Personal Convenience?

Select the best answer.

A. Union official and employee’s supervisor or manager.
B. Facility Manager and union official.

C. Facility Manager and employee’s supervisor or manager.

O O O O

D. Union official, requesting employee, and employee’s supervisor or manager.

Slide notes
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Employee Maint. Out-of-Schedule

Premium
Indicator E

\/

In this module, you learned how to obtain an employee badge using the
Badge Maintenance Module, navigate the Employee Maintenance Module to
review employee information and activate the OOS Indicator, use the PS
Form 1723 Module to create a management-directed PS Form 1723,
Temporary Assignment, document, and locate the PS Form 3189 Module to
create a personally requested temporary assignment.

Temporary Change

<)

Slide notes

In this module, you learned how to obtain an employee badge using the Badge Maintenance Module,

navigate the Employee Maintenance Module to review employee information and activate the OOS Indicator,

use the PS Form 1723 Module to create a management-directed PS Form 1723, Temporary Assignment, document,

and locate the PS Form 3189 Module to create a personally requested temporary assignment.
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Module 2 Completion

You have completed Module 2: The Employee Menu.

Please return to the learning portal and review Modules 3 through 8 to complete the
Time and Attendance Collection System (TACS) Supervisor training.

Close this window by selecting Exit or by pressing <Alt+F4>.
NOTE: Should the module not show as complete in the learning portal,

please view the TOC to confirm you visited all slides. If any of the slides are missing
a checkmark, please revisit the slide(s) and the module will complete.

EXIT

Slide notes
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(i 5 o[ ee o]

.

P i

TACS Supervisor Training
Module 3: The Big Four (Reports)

TIME AND ATTENDANCE
COLLECTION SYSTEM

Slide notes

Welcome to the Time and Attendance Collection System (TACS) Supervisor Training Course, Module 3, The Big Four (Reports).
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Slide 2 - Help

Accommodations and Support Course Resources

If you require an accommodation for completing this online
course at the area or district level, please contact your PS Form 1723 Quick Reference Guide
Manager, Employee Development. If you are using a screen

reader to navigate the course, select the HELP button to view

slide navigation and screen reader information. PS Form 1723 Screen Print Examples
If you have questions concerning the computer you are using
to take this course, contact your local IT Helpdesk or PS Form 1723 Overview Video

1-800-USPSHELP. For learning portal issues, please contact
your local Manager, Employee Development.

LTATS Entry Module
For area or district employees, contact your local Employee
Development office for support. Select the HELP button to find
your local office on the District/Area web pages. If they are HEBR Stand Up Talk and Placard
unable to resolve your issue, they will escalate the issue to Tier
2. When contacting them, please provide your EIN, course

name and/or number, and a brief explanation of TACS Reports

the issue.

For Headquarters/Headquarters field employees, select the Work and Leave Transaction/
HELP button to submit a ServiceNow ticket. Reason Code

The HELP page also includes instructions on how to clear your
cache if you are experiencing bookmarking or completion
trouble. To resume the course, please select Return.

Slide notes
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Closed
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Accommodations,
troubleshooting, &
course resources

Table of
Contents

Next
slide

Slide notes
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User Information

To optimize your learning experience, retain course progress, and receive course credit:

+ Use Google Chrome.

+ Do not minimize the course window.
+ Avoid multitasking.

+ Remain active in the course.

If you are going to be inactive for longer than 10 minutes, exit the course by selecting the X in the
upper-right corner of the browser window.

When you are ready to resume, relaunch the course from the learning portal and it will continue from
the last slide viewed.

Should you have trouble completing a module or course, please confirm you have visited all slides by
viewing the TOC.

Slide notes
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Module 3 Objectives [l i 15 L Jcc froc]wee!
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Identify the Big Four Reports and their importance.

Set parameters to run reports.

Locate where to view and print reports.

=S

Define how to use the reports to identify and correct employee’s time.

Slide notes
In this module, you will learn what are the Big Four reports and their importance, how to set parameters to run reports,

where to view and print reports, and how to use the reports to identify and correct employees’ time.

Page 5 of 30



Adobe Captivate Wednesday, December 20, 2023

Slide 6 - TACS Reports
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TACS reports assist us in our efforts to
ensure employees are paid accurately
and timely every pay period.

They help to avoid costly and
preventable payroll adjustments as well
as ensure that various workhour reports
for the prior day are accurately reflected.

The Big Four:
+ Clock Ring Error Report.
+ Missing Time Report.
+ Missing 091 Transaction Report.

+ Daily Hours Report.

Slide notes

TACS reports contain a variety of information to assist us in our efforts to ensure employees are paid accurately and timely every pay period.
Running and acting on the appropriate reports helps to avoid costly and preventable payroll adjustments.

It also ensures that various workhour reports for the prior day are accurately reflected.

The Big Four Reports include the Clock Ring Error Report, Missing Time Report, Missing 091 Transaction Report, and the Daily Hours Report.
Ensure that you run and use these reports every day to identify and correct employees’ time.

All other reports and their descriptions can be found in the TACS Reports Job Aid on the Help page.
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TACS Reports Menu

+ Select Reports to view
the drop-down menu.

+ Select Clock Ring
Reports to begin.

| ] 5 ffccfrocfeee]
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System Lmployee Site Lime Beports Swieh Help Windew
2 Clock Ring Raports Modt Report Quecs. l‘J
24-Feb-2023
TACB0ORO Uszr Rerorts.., 3 Reports Module Restricted
- Vaid Codes Reporls . :
|CI¢d1 Ring... | MissTi.. | € Basge Ropods... }Rng Dis.. | SelfAdj | Tour Dov;o'rmnsl s0 cwe..AI Manual... | F$1260
Finance Numbers Einance Reporla. 2 Units. Pay Locations Clear [
“ al Schedule Reports. . Al Find l
€ List Acive Dperation Reporls. *  List I g o
Miscellanecus Site Raports... J | Add__J
£ Range - |} Clock Ring Reports... e -  Range | | Output as
PS Fom: 1017 Reponts... f pDF
YrPPW(Online & Archive Timecard Entry Reports...  reriog  HTML
© Single EPWK Reparts... ) Tuesday Page Breaks O osv
m—: LTATS Reports. . " Wednesday 7 Finance Level
£ Range RTACS Repars... ) Thursday € FinancefSub-Unit
[_ _[_ AdjustPay Repors. . Friday
b i RptQueue
B opien ction Summary
@ Lo ! Detailed Reporting ® §kip Wamings 1 Totals Only Subscribe
N * ki i * $kip N ~) Report Tatals
") Minimal Reporfing i o)
] Arsa/Region Parcent (Total
Close
Help [

Slide notes

All TACS Reports can be found by selecting the Reports drop-down menu. Select Reports.

Then select Clock Ring Reports to begin identifying the Big Four Reports.
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Slide 8 - TACS Report Parameters

ol ED) TOC m
TACS Report Parameters A o
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of 28
. Flnance Number System Employee Site lime Keports Switch Help \Window
74 Clock Ring Reports Moduls v4.012 - (10 X
TAC800R0 Clock Ring Reports Module ﬁt:nﬁ%iﬂzlﬁfonnallon |
. Pay Location. ClockRing... | Miss Ti.. | oTAIR \om.gm|mwnn0. \ HngDis...l self Adj Tourbev}onrans!someﬂ.! Manual.. | P§1260
Iﬂnmnuumbnnl , ?n;lrlco Units IP'ayLocmions I
2 . m
+ YIPPWK. o - cw 0 B TR
[— B - - e
) Copange [ 1| Crange [ =[ | CRamge [ [ | pr—
« Default Settings: “ por
YiPPW(Online & Archive} Stop xl ) HIML
« Week Period © single Cannot mix Open Week and Archive data on same Cesv
’ A Rm[“‘ :’e'““ report. Data prior to 2022-13{1 has been archived.
| i) K
» Page Breaks. o]
P Etror Level Selection Summary Rpt Queue
» Error Level Selection. N I ey I—IM
e ' Skip Deleted Rings " SKip Non-Scheduled BT/ET /| Report Totals
« Summary. : =
Help |
= Output.
Slide notes

Data in TACS must be filtered so that reports generated include only the information needed.

For each report you run, you must set parameters or filters.

Let’s look at the basic parameters required for the Big Four Reports.

Finance Number is an assigned six-digit number that identifies an installation.

Pay Location is an assigned three-digit number.

Both finance number and pay location have three radio button options that allow you to filter by all for which you have access,
a list of specific finance numbers, or pay locations, or a range of finance numbers or pay locations.

For the Year/Pay Period/Week field, you may choose a single week or a range of weeks.

The Find button, or <Alt> + <F>, allows you to enter a date, and TACS provides the pay period.

Remember, open and closed weeks cannot be run together.
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If you try to do so, you will receive a pop-up error window stating that you cannot mix open and archived data on the same report.

Remaining items, such as Week Period, Page Breaks, Error Level Selection, Summary, and Output, should be left at the default settings of Entire Week,
Finance Level, Skip Warnings, Report Totals, and PDF.

Run a separate report using the List option to capture new or unassigned employees in your finance number.

Even though you have several options, it is recommended that you select All Finance Numbers and All Pay Locations to ensure you do not miss any

employees.

Once you have made your selections, choose the appropriate output: PDF (portable document format), HTML (web format), or CSV (Excel format).
Whatever output type you select remains your default until another selection is made.

Then, select the Report Queue button to view the report.
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Report DISplay. System Emoloyee Site Time Beports Swich Help Wincow
[ Repont Queue Moduje v&.003 x|
24-Feo2020
* Report Name. TACHTFY Report Queue Modulo A |
Report Queue | cubscictions |
+ Start and End Times. ogart e me  enaowerme Retrosh
Employee Listin DZ245L023 20:00:00 RRARIES 20 004C
Finance Number = 313110; Pay Location = 110; YIPPWK = 2023051, All Employees; Surl by Employee KJ; Finance Lev
+ Status. suvscrpe: |
[oasy Hours | vozaroes 20000 | ooaeezs 200000 fcompiete I——,"I
|~'nancc Number « 312110; Pay Location « 110; YPPWk = 2025041, Entire Week: All Employees: Output: POF; Finance Level Bre
Subscript: |
{o7 Trans | oz oo | ez 2000 foompee
[Fnance Namber = 913110; Pay Location = 110; YtPPWK = 2020051; Ente Week: Finance Leve Brsok Ouput: POF
Subscript: |
|issing Time | omamnza2e00m | owsemns 200000  compite
[Finance Number = 013110; Pay Location = 110; YrPPWE = 2024081; Entire Week: Finence Leve Brsak Ouput: POF
Subscript: I
Yiew I
[Cocc Ring Friors 0224023 20:00:00 | 02eARID 200000 [Complete
|¥nanc-: Number = 913110; Pay Location = 110; YrPPWE = 2€23061; Entire Week; Skp Warnings; Firenca Leval Srask Outpet: P
Subscript; | _gesun |
[ ] I [ Cos
I :
Subscript: | v
~ e |

Slide notes

Selecting the Report Queue button brings you to the Report Queue Module.

This module contains a list of all reports you ran in various Report Modules in the current week.

Instead of reports displaying immediately, you must view reports from the Report Queue Module.

From here, you may View, Delete, and Re-Run reports.

The last report you ran is always listed at the top.

On each row, the name of the Report and its parameters are displayed along with the date and time the report was started and completed.

The last column lists the status of the report as it runs.
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Slide 10 - The Report Queue Part 2
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sysiom Employec Stz Time Reports Switth Help Window
Select each tile to learn more about Bbepet Homs Mol 8 El
2Fab-2023
TACO07F0 Report Queue Module Restricted Information
the status of a report. Once all are ‘
h Repormnmel Subscription ‘
selected, the Next button will appear. =
Report Name Start DateTime End DateiTime Status Refresh
Clack Rirg Error 0242023 123243 Enquausd -
Pacfonmanca Clustar Seda = (106 VIPRWA = 21205 Fnfite sk, Skip Waminge: Firanca | susl Reeak, Qi PDF
Enqueued Complete subscrpt ]
Ziack Ring Errcr 02242025 12:32:48 Runring B
' &l Tinece Nurbers; AllFinanze Unis; YrPPUk = 2012051 Zries Wee; Skip Warnings; Finarce Lavel Beac; dufput PCT
Subscript:
Clock Ry Eno 0224223 123248 Conplele
Pariorance Cluster Zode = COB; Y-PRA = 2012051 Cnire Waek: Skie Viamings; Mnence Leve: Dresk: O.tput 20T
Subseript:
Subscript:
View
Subscript: Re-Run
[ | Cluse
Subscript: i
Help |

On Screen Text:

Enqueued — Indicates that the report has been submitted. After clicking the Refresh button, the message should change to
“Running” or “Complete.”

Running — Indicates that the report is processing and will soon complete. After clicking the Refresh button,
possibly several times, this message should change to “Complete.”

Complete — Indicates the report has finished, and you may view the report by clicking the View button or double-
clicking on the report name row.

Slide notes

Audio:
Select each tile to learn more about the status of a report.
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The Report Queue Part 3 nf i ] O 1o celroclhee)
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of 28
Select each button to learn its Sstem Egoloee Sie Tme Bepors Swich g Wincon
i Repont Cusue Module 4,008 x
function. Once all are selected Bes: -
! 2A4-Feo20Rd
h N . | TACOCTFO Report Queue Module Restrictad information
the Next button will appear. e
Report Name Start DatelTime End Date/Time Status Refresh
[Employee Listing | oz 200000 | 02242023 20 000¢  JComplete 4|
[Finance Number = 313110; Pay Location = 110; YrPPWK = 2023051, All Employees; Surt by Employee I; Finance Ley
subseript: |
lJ“r Hours [ 022472023 20:00:00 I L D22412023 20 00:(C I&"ﬂ:*:‘
[Finance Namber = 312110; Pay Location « 110; YPPWL = 2025051, Entire Week: AllEmployees; Outout: PDF; Finance Level Bre
Subscript: |
{oT Trans | v 0w | vzauags 200000 foorpee
[=nance Number = 913110; Pay Location = 110; YrPPWk = 2023051; Entrre Week; Finence Leve! Braok Ouiput: POF
Subscript: |
|issing Time | omarza 2000 | ewrenms 200000 complete
[Fnance Number = 213110; Pay Location = 110; YrPPWE = 2023051; Ente Week; Finonce Leve Break Ouiput: POF
Subscript: [
ook Ring Frors 0224003 20:00:00 | 02eARID 20000 Complete m
|=nance Number = 913110; Pay Location = 110; YrPPWE = 2€23081; Entire Week; Skp Warnings; Fingnos Leval Break Outpet: P
Subscript: | Re-Run
[ I | | Close
[ —
Subscript | vl
i Heip

On Screen Text:

Refresh — Updates the queue with the report’s latest status. Once Report Queue is open, the only way to update the
status of your reports is to use the Refresh Button. Updates to the Report Queue occur about every 9-10 seconds.

Delete — Deletes the report from the Report Queue.
View — Displays a Completed report.

Re-Run — Executes the selected report again using the same parameters that were used initially. This original report
will remain, and the new “Re-Run” report will be listed at the top, inclusive of up-to-the-minute data.

Close - Closes the Report Queue.

Help — Provides online help for the current module.

Audio: Slide notes

Now, select each button to learn its function.
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The Report Queue Part 4

Generated reports are automatically
deleted after seven calendar days.

If you run the same reports every
day during a week, run each report
initially within the respective Reports
Module by setting parameters.

Then, from the Report Queue, you
can run by highlighting the report
and selecting the Re-Run button.
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System Employee Site Time Reports Swich Helg Wincow

P4 Repont Cusue Module v4,003 x|
24-Fe 2020
TACO0TFO Report Queue Module Restrictad information |
Report Queue | Subscriptions
Report Name. me Statue Refresh
[Employes Listing | oz 200000 | 02242023 20 000¢  JComplete 4|
[Finance Number = 313110; Pay Location = 110; Y1PPWK = 2025051, All Employees; Surt by Employee K; Finance Lev
subseript: |
[aty Hours | oxmoes 20000 | ooazezs 200000 feompie _oete |
|fmmoc Namber = 312110; Pay Location « 110; YPPWk = 2025041, Entire Week; All Employees; Output: POF; Finance Level Bre
subscript: |
';’T Trans l (2202023 20:00:00 I 02241053 20:.00:00 ICOH’FNI'
[Fnance Number = 313110; Pay Location = 110; YrPPWE = 2020051; Entre Week; Fnance Leve Brook Ouiput: POF
Subscript: |
|issing Time | omarza 2000 | ewrenms 200000 complete
{Fnance Number = 013110; Pay Location = 110; YrPPWE = 2023081; Entre Week; Finonce Leve Break Ouiput: POF
Subscript: |
Yiew I
Cioce R Errors I R W i e By e
[Finance Number = 913110; Pay Location = 110; YPPWk = 2€20061; Entire Week; Skp Warnings; Fingnca Leval Sreak Outpet
s | e
[ | ] | Close
[
Subscript: | vl
T e |

Slide notes

The reports you generate are automatically deleted after seven calendar days.

If you run the same reports every day during a week, run each report initially within the respective Reports Module by setting parameters.

Thereafter, from the Report Queue, you can run by highlighting the report and selecting the Re-Run button.

Using this method will generate reports using the same parameters you initially selected.

Once a new week has opened, run reports from each of the respective Report Modules, updating the pay period and/or week parameter.
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System Employee Site Time Reports Switch Help Window
+ Is an option on report parameters | [TeMaesMaior @ ¥
P portp TACHORO Clock Ring Reports Module A wtomton |
screens. CRngEr | Miss Time| OT At | OTlLeave| RawRngErr Tour Dev| Rng Disallow| Self Adj | OTTrans| SDO Overtime | Manual Trans| PS1260 |
. . ) Finance Numbers Fimences Units Pay Lecations Clear
* Are listed on the Subscription tab . T mr D me Brs
in the Report Queue Module. _J }_j _J o J|
" Range | © Range | * Range . e
« Can create reports for current YiEFW(Onine & Archive) Week Period rm_
service week or previous st o it e st Leg
. -~ Sul " Thursi C
service week. e el e s
PFC_Option Error Level Selection Summary
~ st * Detalled Reporting ~  Skip Warrings "~ Totals Only Retdue .|
[ © Skip Deleted Rings  ~ Skip Non-Scheduled BTIET  © Report Totals Subscribs
* Minimal Reporting I~ Percent/Totsl ! o
AreaRegion PercentTotsl Ron
Close
b |
Slide notes

You have the option to autogenerate TACS reports by creating a subscription for a selected report.
Identify report parameters and select the Subscribe button to complete your subscription parameters.
The Subscriptions tab in the Report Queue Module displays the reports to which you have subscribed.
A report subscription can be created to generate reports for the current service week (or Pay Period)
or the previous service week (or Pay Period).

Information on how to set up a subscription can be found on the TACS Help Desk website.
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The “Big Four” Reports - The First Three L ) e il
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i TACB00R0 User Reports.- Reparts Modul 20-FeD-2023 |
» Clock Ring Error Report. Vi CodsRopors St OO festicediviomsice
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* Missing 091 Transaction Report. | pehcuize Bssors 5 = Delee
e — B
FS Fonm JUT 7 Kaports.
) poF
YPPW(Online 8 Archive | mec EXLY RO sgrigy Cia
£ Single Epmi evorsis £ Tuesday Fage Breaks ey
[Zezost KIATS Rapors: " Wednosdtay © Finance Level
£ Range RIACE Reparts " Thursday © FinanceiSub-Unit

[— f_ AdjusPay Reports. " Friday
i 7_.... ssammcolCh Rpt Queue
 PFC Option iotion Summary

| Detailed Reporting # SKip Wamings Tolals Only Subscribe
_ Skip Deleted Rings *) Skip Non-Scheduled BTIET '~ Repart Talals

\ inimal Reporling ParcentTotal Rin
AreaiReglon Percent Total
Close
Help

=

¥ List

Slide notes
Now that we have learned how to set general report parameters, let’s run our Big Four Reports.
Three of the Big Four Reports are located under the Clock Ring Reports Module: the Clock Ring Error Report, Missing Time Report,

and the OT, or Overtime, Transaction Report, also known as the Missing 091 Transaction Report.
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The Clock Ring Error (CRE) Report Lt o 0 B

Slide SSv_currer]

of 28
System owhoyee Ste Lime [Reparts Switch Help Windew
+ Reports Module defaults to Clock £ Clock Ring Reports Modi Report Queus.. x]
Rlng Error Report. TACBOORO 5::;::::;;“” zports Module ‘ %tﬁm%z,‘:'“amaﬂm J
'clcckking.u Miss Ti.. | C b g Dis... \ Self Adj [Tourow;mmmjsomg..\ Menual... | P$1260
. . Finance Numbers Finance Reports. . its Pay Locations Glef
* Run first, daily. EM ey SoteceRepars —- e [
; - ‘ Actve Operation Reports... [— ‘ y [_ { _Qdd_‘
» Resolve clock ring errors before S - Beionpinliiiid - U W T
running any other reports. R E=Lrrr—
YrPPW(Gnline & Archive cr§ 1017 Reports... d
 Single -Enl')'?epoﬂ& Thesdiay Page Bresks
[ < ” (mzs.m PPWK deports... Wednesday 7 Finance Level
* Always run report by “Entire Week. ke sk sy  Finameblnt
[ - rmcs 5 !
« Once set, parameters remain IR — e
el y ) PEC.Optin B x L
set for Missing Time and OT ol Ergloyes T | | 3.'..;3;: ;u:;.,-}
: 1 Ninimal Reparting o R |
Transaction Reports. betampronion |~
Help
Slide notes

When the Clock Ring Report is selected from the Reports drop-down menu, the system automatically defaults to the first tab, which is the Clock Ring
Error Report.

This report must be run first for review and resolution of clock ring errors.

Do not run any other reports until clock ring errors and missing time are corrected.

Viewing any workhour reports without doing this first will not reflect any hours for employees that are in fatal error or missing time.
Although an option within the Clock Ring Error Report Module is to run the report for a single day, always run the report by the Entire Week.
This ensures that all employees who have clock ring errors, regardless of the day, appear on the report.

Use default selections for Page Breaks, Error Level Selection, Summary, and Output.

If you run the first three reports back-to-back, the parameters you set for the Clock Ring Error Report are available for the Missing Time Report and the
OT Transaction Report.
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5 UNI ST/
* Review “Message” column for B postacservice vwro: o
Report:  TACBOOR! v 003 Restricted USPS TAA Information Date: (2124123
fatal errors. YOPPWK: 2003051 SOUTH FLORIDA-115 Time:  0B:00 PM
Fin.#: 330115 Clock Ring Error Report Page: 1
. Weekly
+ Correct errors you can easily s 500
Error Level : Skip Warnings.
correct. F M Bae Base Exempt Sched Sched
EmployeelD  Employee Last Name | | DA RSC Code 8T ET  Schedule  Lunch
nonuy CITY CARRIER FTR e ? T W W SMIWF ﬁ
* Rerun report to check for desired Dote Time Transaction Amoun] Wes5ag8(3) OperiLU_ Route INpUutAuth. Date Time Oelete Auth. Date Time
0211 0700 BEGIN TOUR Has 06.00 needs 0200 722000 000001 0000 0000
effect. 0211 03,00 OPERATION MOVE (FINo! Ful Day On Clock 721000 000001 0000 0000
0211 1350 END OF TOUR {F)Not Full Day On Clock 722000 000001 00.00 0000
0213 07,00 BEGIN TOUR FaldEmr 722000 000001 0000 0000
0213 07.05 BEGIN TOUR {F)0uphcate Begn Tour 722000 000001 0000 0000
(213 09,00 OPERATION MOVE Fatai Enoe 721000 000001 0000 0000
0213 1525 OPERATION MOVE Fotal Enor 722000 000001 0000 0000
0213 1550 END OF TOUR Fatai Efroe 722000 000001 0000 0000
0214 0590 BEGINTOUR (WiNonScheduled Begn Towr 722000 000001 0000 0000
ERATION MOVE (FiOperaton Tumes OF 002000 000001 0000 0000
25 OPERATION MOVE Fatal Eroe 722000 000001 0000 0000
0214 1558 END OF TOUR Fatal Ermoe 722000 000001 0000 0000
@5 07,05 BEGIN TOUR Has 07,90 needs 0010 722000 000001 0000 0000
0215 03,00 OPERATION MOVE {FINot Full Day On Clock 721000 000001 0000 0000
(215 1525 OPERATION MOVE {F)Not Full Day On Clock 722000 000001 0000 0000
Q215 1545 END OF TOUR (FINot Full Day On Clock 722000 000001 0000 0000
0217 0700 BEGIN TOUR Fatal Emor 722000 000001 0000 0000
ot ERATION MOVE Fatal Emor 721000 000001 0000 0000
0217 1525 CPERATION MOVE (FILU Tumed O 122099 000001 0000 0000
O
Slide notes

Now that we have learned how to set parameters for the Clock Ring Error Report, let’s review the results.
The Clock Ring Error Report is a listing of Employees with clock ring errors.

Review the Message column for fatal errors.

Here you will find a description of the specific error that requires correction.

After you have determined what is needed, correct all errors that do not require additional information.
Then, rerun the report to ensure your corrections had the desired effect.

In this example, the employee has multiple errors on multiple days.

Review and correct clock ring errors every day, at the beginning and at the end of your tour.

This process helps to prevent unnecessary payroll adjustments.
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4 System Employee Site Time Reports Switch Help Window
* Located in second tab under I Clock Ring Reports Module vé.013 - (1) A
Clock Ring Reports. TACBOORO Clock Ring Reports Module e emeion
Clk HngErI Miss Time I OT At ‘ OTlLelvelRmRngEvrl TuurDev‘ Rng Disallow Self Adj }OT Tuns|SDO Oveﬂime\mnunl Tum{ PS1260 ‘
. Run Second’ dally Finance Numbers Finance Units Pay Locations Clear
Al <Al CAll
 List = “ List ]_;] © List {—j IS
# . . . . ﬁ ’7 i Add
Review and resolve missing time. —3 —4 — —
" Range = " Range ’_ 2 " Range [_ 2 ‘r— Outputas
« Captures data only for career  poF
Io ccs v:::(ommwmum . v\:l«:k P-fv: i  HTML
em 3 © Single - * Entire Week Tue Page Breaks ¢
p y 1:.3?.1_“;, ~ Saturday " Wednesday w?:cr:: Level -
rRange " Sunday " Thursday " Finance/Sub-Unit
I; . ~ Monday " Friday
 Subscrbe |
Run
Close
Help ‘

Slide notes

The Missing Time Report works hand in hand with the Clock Ring Error Report.

It can be found under the 2nd tab in the Clock Ring Reports Module and should be the 2nd Report reviewed and addressed.

Both the Clock Ring Error Report and the Missing Time Report help you to gain a more complete picture of time corrections needed for your unit.
Always run by entire week.

This ensures that all career employees who have missing time, regardless of the day, appear on the report.

Missing time for noncareer employees can be identified on the Daily Hours Report.
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Error Messages:
UNITEDSTATES
* Less Than 8 Hours Posted. = M sEs. e
Report: TACB00R2 v4.003 Restricted USPS TAA Information Date: 0224023
» No Time Posted. YIPPWK:  2022-05-1 SOUTH FLORIDA-115 Tme:  0800PM
Fin, #: 330115 Missing Time Report Page: 2
g s Weekly
nit:
Possible Causes: Fu sea sema
Employee D E Last Name l L S ﬂ LoC Oper.  Route _81‘ E1y  Schedule Lunch
307112 - 0 Q Base 2100 722000 000007 c:- SMTWF 0%
o MISSIng Leave lLES\Smmemms.luc.w Dady Crosstoot AMROT 600
. -NUYWWJNFNLWJV Daty Crossioot Amount 000
NO Time Posted For Tuessay - m:: Crosstoot Amount 000
LESS Than 8 Hrs For Wednesday Daty Crosstoot Amount 1%
+ Nonscheduled Day Changes. N Tme Posid PPy Oy st A om
3071124 CITY CARREER FTR 0 Q BJ‘A 2100 722000 000008 0700 1550 SMIWF 050
. ESS T 8 For Sa y -~ Daty C A 600
« Schedule Incorrect in Employee N ToeFokaFotbny 0oty Coshot ot o
3 NO Time Posted For Tuesaay Daity Crossioot Amount 000
&5 For We y - y 79
Maintenance Module. O T rkifa ey 0w Gt et e
307125 CITY CARRIER FTR 0 QO Base 2100 722000 000009 Q700 1550 SMTW.F 050
% n LESS Than 8 Hrs For Saturday - Daty Crossioot A 600
Shows M|Ss|ng Time for MO Tee Poste o onday -~ Dady Crossioot Amoort 000
NO Time Posted For Tuesday - Dty Crossfool Amount 000
following D/A Codes: NOTmePoswiFutoy O s 0
301126 CITY CARRIER FTR 0 Q Base 2100 722000 000010 Q700 1550 SMTW.F 0%
* 0XX Pl e
NO Time Posted For Tuesday Dady Crossfoot Amount 000
. 1X x LESS Than 8 Hrs For Wednesday - Daity Crosstoot Amount 1%
. NC Time Posted For Friday Dady Crossioot Amount 000
¢ 2XX
¢ 3XX 1|
=
Slide notes

Employees on the Missing Time Report are missing time for all or part of a scheduled day.

This could be caused by missing leave, nonscheduled-day changes, or the employee’s schedule could be incorrect

in the Employee Maintenance Module. Remember, only career employees with Designation Activity Codes beginning

with 0, 1, 2, or 3 are shown. Missing time for noncareer employees only appears on the Daily Hours Report.

Although there are four daily reports, do not run the last two of the Big Four or any other reports

until you have corrected the clock ring errors and addressed missing time.

Any workhour reports will exclude employee’s rings that are in fatal error.
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of 28
- Located |n OT Trans tab System Employee Site Time Reports Swich Help Wincow
75 Clock Ring Reporls Module v4.008 X
* Run after clock ring errors and T ooy R e Restncted nformaton
miSSing time are addressed (Clock Ring... | MissTi.. | OTAW | OTiLeave |RawRn.. | RngDis.. | Selfad) 1roun-|;‘otmm|ioov.._!u.mu* | pst2s0
’ Finance Numbers Finance Units Pay Locations c_[oa_l__l
A . A o Ca . —qu
« Valuable tool for controlling Cu [ i [(:J Sl
' [ [ = [ Dol |
overtime. A . mem + mm =
= pOF
+ Select “Report by” Missing 091 ST Dl —— Sirg
Transaction. e Clas. Oniea St
[_ l,_ " Monday ' Friday
- Report by [ PFC_Option  Summary Rpt Queue
(¢ Missing 091 Transaction 0 List [ Percent/Total Subscribe
s ::::o':ld :nu:o?;a) Run
Close
_ten |

Slide notes

Our third report is the Missing 091 Transaction Report.

It can also be found under the Clock Ring Reports Module using the OT Trans tab further to the right of the screen.
As previously mentioned, it should only be run after the clock ring errors and missing time are addressed.

This report can be a valuable tool to Supervisors and Managers in controlling overtime in their units.

The basic parameters will be the same as the Clock Ring Error and Missing Time Reports.

However, there is a new field at the bottom of the screen titled “Report by.”

You will leave Report by defaulted to Missing 091 Transactions.
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= Day.
» Finance number.

» Pay location.

« List of employees missing or
showing inadequate 091
transactions for:

» 053 - Overtime.
» 043 - Penalty Overtime.

Missing 091 Transaction Report Cont.
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UNITEDSTATES
B posaL service «
Report: TACB00RS vé 003
3 2023-05-2
Fin.#: 330110

Restricted USPS T&A Information

SOUTH FLORIDA 110
Missing 091 Transaction Report

UseriD:  G33001
Date: 02024123
Time:  0800PM
Page: 1

Employee 1D Employee Last Name

Monday

F M Base Base
1

Base Sched  Sched
| DA LDC Oper.  Route BT ET

- 3071087

Schedule  Lunch

- 10071008

CITY CARRIER FTR 0 G 134 2100 72000 000001 0700 1550 S-MTW-F 050
Mon ase Q0-01 9 057 0800 058 0800
2023-05-2-3 (220)| BT 0700 ET 155

CITY CARRIER FTR 0 Q 134 n 72000 000002 0700 1550 SMTW.F 050

Mon Base Q0-01
2023.05-2-3 (2/20]

052 0809

053 (T%Y 057 0800 058 0800
BT 0700 ET 1550

- 01108

- Wm0

3071101

- wni

CITY CARRIER FTR 0 C 134 2100 72000 000003 0700 1550 SMTW.F 050
Mon Base Q0-01 052 0809 053 0009 057 0800 059 0800
2028-05-23 (220] BT 0700 ET 15%

CITY CARRIER FTR 0 G 134 2100 72000 000004 07.00 1550 S-MTW-F 050
Mon Base Q0-01 052 0809 053 0009 057 0800 058 0800
2023-05-2-3_|2/20) BT 0700 ET 1550

CITY CARRIER FTR 0 Q 134 2100 722000 000005 0700 1550 S-MTW.F 050
Mon Base Q0-01 052 0809 053 0009 057 0800 058 0800
2023-05-2-3 {2120} BT 0700 ET 1559

CITY CARRIER FTR 0 C 134 2100 72000 000006 O07.00 1550 S-MTW-F 050

Base CO-01
2023-08-2-3 {220}

032 0800 053 B0
BT 0700 _ET 1550

057 0800 U 080

|

|

|

|
o

Slide notes

The Missing 091 Transaction Report provides a list of employees with overtime worked with a missing or inadequate

corresponding 091 transaction entered in the Clock Ring Editor.

It shows, in detail, how much overtime was used by employees, by day, finance number, and pay location,

and how much time was addressed with a 091 OT Transaction code.

In this example, the employee has a begin tour of 0700 and an end tour of 1559.

The .09 clicks of overtime shown here require a 091 transaction in the Clock Ring Editor before it will be cleared.

Each employee on the list must be addressed separately.

Although we do not see it in this example, 043, Penalty Overtime, also requires a 091 Transaction.

By the end of the week, all overtime should be addressed, and the Missing 091 Transaction Report should be blank.
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Daily Hours Report:
X System Employee Site Time Reporls Switch Help Windew
+ Located on sixth tab. [T Scheduke Roporis Module v¢ ReportQueue.. B
o TAC120R0 et R"”"";“ ‘ s Module Resticied information
2 Shows mISSIng tlme for ‘Gm'w:mNnLnnch I Hrs An ;::;:::;n:ic'.sm «d Hdﬂe I Daily Hrs I Sched Rep lWERG\mges
noncareer employees. Finance Nurbers Fnance Repart_ Pay Locations ear
T il o :
C st [_j GUVe Operavon Repons... © List F:l %‘
i - Miscellaneous Site Rspots . —
Selection parameters: — i e = —
C § Clock Ring Reports... i f— r— g [— Qutput as
« All employees. _ PS Form 1017 Reports... f© poF
zr:r:;l:)nlme&mhlvel Timecard Entry Reparts.- L —— ; g:.
* Single employee. [z B e - o
g p y Crime LTATS Reports... :‘::T ¥ r zmnw;u:l.mn
. . o RTACS Repors... day
» Designation Activity - P '
P
(D/A) Code. - i S Rpt Quawo
e r"‘— i Subscribe
[ 15 Run
Close
Help
Slide notes

The final report of the Big Four is the Daily Hours Report.

It is the only one of the four that is not under the Clock Ring Reports Module.

It is the sixth tab under the Schedule Reports Module.

This report provides all hours worked, by employee, and is the only report of the four that will show missing time for noncareer employees.
Unlike the last three reports, you are required to input all basic parameters again and make a Selection option.

This report can be run for all employees, a single employee, or by Designation Activity, or (D/A) Code.

Use the default of All Employees unless you have a specific reason to select one of the other options.
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« Lists employees by:
i User 1D: G33001
= Finance number. e T Xon
SOUTH FLORIDA-110 Tine:  08:00 PM
Daily Hows ReporL Page: 1

= Pay location.

» Employee ID order.

Employee indicative data E e

on first line. 074038 CLERKS FIR 0P P MO NN W 6 N
Bess SAT 0520000650 05400:00250 00.59:00150
Base TUE  05200:00730 05400:00395 05859 00040
« Base workhours begin on Tolsks  05240:01440 054.00: 00645 059.50: 001,60
second line. S Sl o e b e e 8
Baso TUE  05200:00790 0540000385 059.59: 00010
. Tolals  05200:014.40. D5400: 00645 059.50: 001.60
* Hours tallied by workhours e e
codes.
Tarals 3 052.00: 032.00
SubdInit Tolils : 052:00321.79 055! 00000.00
rinance Number Torals (Per Selection) = 052 D00321.1Y 04 GUOUUE.00
Slide notes

The Daily Hours Report lists employees in a finance number and pay location, shown here as Sub Unit, ordered by employee ID number.
The first line includes the indicative data that we have also seen on the previous three reports.

The next lines display the hours the employee has worked in their base assignment each day.

If there is a higher level detail, the subsequent lines will reflect those hours.

A total for all hour codes is tallied for each individual employee.

At the bottom of the report, there is a tally of hours for the entire pay location.

If no hours are listed, determine why and address the issue.

Running and using the Big Four reports each day will prevent you from being overwhelmed with corrections at the end of the week and, more
importantly,

will ensure employees are paid correctly the first time, every time.
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Knowledge Check Instructions

Now, test your knowledge of what you have learned in this module.

Select the correct answer and click the submit button. You have three attempts to
get each knowledge check question correct.

Good Luck!

Slide notes
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Knowledge Check 1 of 4 » —
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Which report do you pull if you want to see missing time for all career employees during the
entire week?

Select the best answer.

O A. Clock Ring Error Report.
QO B. Missing Time Report.
O C. Missing 091 Transaction Report.

QO D. Daily Hours Report.

Slide notes

Page 25 of 30



Adobe Captivate Wednesday, December 20, 2023

Slide 25 - Knowledge Check 2 of 4

Knowledge Check 2 of 4 il

Slide $%v_curre
of 28

If you want to see how many hours all employees, including noncareer employees, worked,
which report would you pull?

Select the best answer.

A. Clock Ring Error Report.
B. Missing Time Report.

C. Missing 091 Transaction Report.

O O O O

D. Daily Hours Report.

Slide notes
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Which report will you pull if you want to see all employees in fatal error for an entire week?

Select the best answer.

A. Clock Ring Error Report.
B. Missing Time Report.

C. Missing 091 Transaction Report.

O O O O

D. Daily Hours Report.

Slide notes
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If you want to see employees with missing overtime transactions, which report

would you pull?

Select the best answer.

A. Clock Ring Error Report.

B. Missing Time Report.

O O O O

D. Daily Hours Report.

Slide notes

C. Missing 091 Transaction Report.
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Module 3 Summary

In this module, you learned the importance of the Big Four Reports, how to set report
parameters to run reports, where to view and print reports, and how to use the Big Four Reports
to identify and correct employee time.

Slide notes
In this module, you learned the importance of the Big Four Reports, how to set report parameters to run reports,

where to view and print reports, and how to use the Big Four Reports to identify and correct employee time.
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Module 3 Completion

You have completed Module 3: The Big Four (Reports).

Please return to the learning portal and review Modules 4 through 8 to complete the
Time and Attendance Collection System (TACS) Supervisor training.

Close this window by selecting Exit or by pressing <Alt+F4>.
NOTE: Should the module not show as complete in the learning portal,

please view the TOC to confirm you visited all slides. If any of the slides are missing
a checkmark, please revisit the slide(s) and the module will complete.

EXIT

Slide notes
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TACS Supervisor Training
Module 4: The Time Menu

TIME AND ATTENDANCE
COLLECTION SYSTEM

Slide notes

Welcome to the Time and Attendance Collection System (TACS) Supervisor Training Course Module 4, The Time Menu.
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Accommodations and Support Course Resources

If you require an accommodation for completing this online
course at the area or district level, please contact your PS Form 1723 Quick Reference Guide
Manager, Employee Development. If you are using a screen

reader to navigate the course, select the HELP button to view

slide navigation and screen reader information. PS Form 1723 Screen Print Examples
If you have questions concerning the computer you are using
to take this course, contact your local IT Helpdesk or PS Form 1723 Overview Video

1-800-USPSHELP. For learning portal issues, please contact
your local Manager, Employee Development.

LTATS Entry Module
For area or district employees, contact your local Employee
Development office for support. Select the HELP button to find
your local office on the District/Area web pages. If they are HEBR Stand Up Talk and Placard
unable to resolve your issue, they will escalate the issue to Tier
2. When contacting them, please provide your EIN, course

name and/or number, and a brief explanation of TACS Reports

the issue.

For Headquarters/Headquarters field employees, select the Work and Leave Transaction/
HELP button to submit a ServiceNow ticket. Reason Code

The HELP page also includes instructions on how to clear your
cache if you are experiencing bookmarking or completion
trouble. To resume the course, please select Return.

Slide notes
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User Information

To optimize your learning experience, retain course progress, and receive course credit:

+ Use Google Chrome.

+ Do not minimize the course window.
+ Avoid multitasking.

+ Remain active in the course.

If you are going to be inactive for longer than 10 minutes, exit the course by selecting the X in the
upper-right corner of the browser window.

When you are ready to resume, relaunch the course from the learning portal and it will continue
from the last slide viewed.

Should you have trouble completing a module or course, please confirm you have visited all slides
by viewing the TOC.

Slide notes
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Enter PS Form 1260, Non-Electronic Badge Reader Card, and daily
higher level authorizations.

Address Overtime using Code 091 transactions and PS Form
1017-B, Unauthorized Overtime Authorization.

Disallow time, when appropriate, and use PS Form 1017-A, Time
Disallowance Record.

5 | Ja Transfer work hours.

—-L Place employee rings on hold using Pay Period Week (PPWK) Holds.

0] 1
Rl
L B

Slide notes

By the end of this module, you should be able to add, change, delete, and duplicate entries; input leave and assign appropriate reason codes in the Clock
Ring Editor;

enter PS Form 1260, Non-Electronic Badge Reader Card, and enter daily higher level authorizations;
address overtime using Code 091 transactions and PS Form 1017-B, Unauthorized Overtime Authorization;
disallow time, when appropriate, using PS Form 1017-A, Time Disallowance Record; transfer work hours;

and place employee rings on hold using Pay Period Week, or PPWK, Holds.
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System Employee Site Window
, \ BHome Moduls v4 007 [Clock Ring Edior. . ]
PS Form 1017 Module.. i
TACO05F0 Home Module i o e
Timecard Entry..
1314 Entry..
1314A Entry...
Clock UAE k Ring Ediitor Report Queue PPWK Reports
Reports |PPWK Holds Module Madule Module
Clock Ring Reports...
PS Form 1017 Reports...
Timecard Entry Reports .
PPWK Reports
LTATS Reports..
RTACS Reports...
Schedule nce Reports Badge LTATS Reports
Module Module Maintenance Module
Madule
g
Slide notes

The Time Menu provides tools to assist timekeepers with correcting clock ring errors, documenting disallowed tme and unauthorized overtime,
transferring work and training hours, and placing employees’ time on hold.
Let’s take a look at the four modules on the Time drop-down menu that will help you to do so.

They are the Clock Ring Editor, PS Form 1017 Module, Loan, Transfer, and Training System (LTATS) Entry, and Pay Period/Week Holds.
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Slide 7 - Navigating the Time Drop-Down Menu Cont.

(OOOEGE0m

Slide SSv_curre
of 52

Navigating the Time Drop-Down Menu Cont.

Select each tile to learn more. Once all are selected, the Next button will appear.

Clock Ring Provides users with up-to-the-minute information about employees’ time
Edit and allows users to make changes to employee records, and monitor
Itor employees’ clock rings.

PS Form Allows users to complete unresolved PS Form 1017s as well as view and
1017 Modul send completed PS Form 1017-A, Disallowance of Time, and/or the PS
odule Form 1017-B, Unauthorized Overtime (OT), documents to the print queue.

Allows users to enter loan, training, and transfers data for current or prior
LTATS Entry periods. LTATS stands for the Loan, Transfer, and Training System.

Allows users to hold employee records by Employee Identification Number
PPWk Holds (EIN) or Pay Location beyond the initial pull time in Week 2.

Of these four, the majority of time will be spent navigating the Clock Ring Editor.

Slide notes

Select each tile to learn more about these modules.
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Slide 8 - Clock Ring Editor Module

Clock Ring Editor Module ] i[5 ] ] ccfroc]were]

Slide $Sv_curre
of 52

[ES ClockRing Etorode e 026 5
TACB00FO Clock Ring Editor Module ;:x;z’:vaun
. . MWI

Contains Employee Clock Rings o1 — —

T e mmm mee e
2 ¢ - An o —

] 3052 s e Lo Add
Allows Correction of o S - _ome_|
W khourS and Leave Tcm MMWDOYYYY Hihh mummwwmm‘m: Ring Msgs mf::rz _ crange |
2 1 | _sobonn |
T [ ] [ g |
| ecee renees | Y SEMREREREHERE I

|
. O O N O [ e
Records EIN, Date, and O O T R
: iy bl i I EEE pe il |
Chance Time of Changes I N [Tl
i AN
0 X O N WO
2022051 ; 021412023 thru 02117/2023 ;I L,

tep |

Slide notes
The majority of your time will be spent in the Clock Ring Editor.

The Clock Ring Editor Module contains employee clock rings and is where you authorize and certify corrections to ensure that all employees have the
correct combination

of work and leave hours as dictated by their schedules.

There are four basic clock rings for all employees who are not a City Carrier:

BT (Begin Tour), OL (Out to Lunch), IL (In from Lunch), and ET (End Tour).

For City Carriers, the basic clock rings are BT (Begin Tour), MV (move to street), MV (move to office), and ET (End Tour).
It is the supervisor’s responsibility to ensure that employees’ rings are correct each day.

If employees record clock rings correctly on the Hyper Electronic Badge Reader (HEBR) or other timekeeping devices,

there will be very few rings to correct.
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(See the HEBR Stand Up Talk and Placard on the Help page.)

Page 9 of 63



Adobe Captivate Wednesday, December 20, 2023

Slide 9 - PS Forms 1260 and 1261

PS Forms 1260 and 1261 QST O fcc frocliee

Slide $Sv_curre
of 52

UNITED STATES AL 7)
Name [Last, First, W) EIN (5 dgits) Pay Loc. PORTLSIERY Non-EBR Report O oy A g
T 12071097 001 T o o o | o0 | € | wew | wew | @ | G | i [ R [sd
° e 550
Dale: Ring Type OPN-LU Routs Finance No, Time 08 KaTHY "1‘
{MMIDDIYYYY) {BT.OLLWET) {6 digits) (6 dligits] (6 diits) KD’y 12071087 e
02,18 ,2023 D my + Ladla’s X1
L Bl oo v bii 10950 — Proper gcumentationmust be obtained
Il Il Ll 1 L I Y | | 7R
before ady changes can be made in TACS,
[ T T T T T T T T O O O | =i
| | |
1 1 | | 1 | T T | | T T | | A A |
4. I o H In 1 d
| | 1 | I 1 T | 111 [~ ¥ (~] U,du"g, il 1
(I [ N R proptiate:
Suparvisor Name [Print} Commentje): i ¥
Manny Ger Add ET - Employee :
Supervisor Signature & Date =
M S 211812023 forg0t to clock out. ] T 0
PS Form 1260, July 2012, (Page 1 of 2) PSN 7630-01-000-9268 NON-EBR CARD b
NN
] =
c»\wl i l I l = - L. DVt vt # € Caw.
Anyubese, USA 001 Md*lifgf Ger woramz
-

Slide notes

Proper documentation must be obtained before any changes can be made in TACS.

In the Clock Ring Editor, rings are corrected by adding, changing, and deleting as appropriate.

PS Form 1260 is used to record or modify clock rings and is required for all clock ring changes, including adding missing rings.
PS Form 1261, Non-EBR Report, is used to record basic clock rings and overtime for all employee types except City Carrier.
The supervisor reviews both PS Forms 1260 and 1261 for accuracy and then signs and dates.

The clock rings are then entered in the TACS application.
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Slide 10 - Timekeeping Audits

[ 1] 5 [ 0] [oc]es)

Slide SSv_curre|
of 52

Timekeeping Audits

« Office of Inspector General (OIG)
conducts timekeeping audits.

GENERAL

UNITED STATES POSTAL SERVICE

+ Must have appropriate cause and
proper documentation.

Slide notes
Be aware that the Office of Inspector General (OIG) audits timekeeping records.
Any time a ring is changed, TACS records the EIN of the individual who made the change, along with the date and time of the change.

Changing clock rings without appropriate cause and proper documentation can lead to disciplinary action up to and including removal from the Postal
Service.
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Slide 11 - Navigating the Clock Ring Editor — Display Employee Record

L aton : . :| |l|l. 11)) Tuc HELP
Navigating the Clock Ring Editor - .
ide SSv_curre)
Display Employee Record of 52
TACBO0FO Clock Ring Editor Module R o
Clock Rings |
B cew_|
S | =
R DAILDG: 110 [1100 Delete
m mmh:mmmomwmmw Ring Msgs T:F;:y‘n _ Change | Locate « Enter EIN
IIB_E[ Jo2 [11 2023 [14 foo fos-6f10 [oooo[> | [os 605000 (00000 00 Joo [l festi JobAsgn | -
o14[ oz [11{2023 [20so | [~ TpT Tos] | [oo000 foo 00| [ fesn Dapicats E |
o1z 12 2625 i o o] oo o 50 o oo o | = e mployee :
EFEWEMEI [ F T loe [ foaooo oo o o5t pLET | Record
[o13 [ ez 12 2023 1 [5a s} o [ooa 7" " [oe faas fon [ooo0a oo foa [ R [ st cms |
fora [ oz 12 2073 [22 s | P [ e Joao00 (o0 [oa [ | [
o10[ oz 13202 13[so [s5-6]10 [oo0o? [ [oe [sos0 oo [oooeo [0 oo | 3 [ fest M_]
or1 [ oz 132023 [14 [s0 [es510 [oooo e [ [oe 002000 [o0000 [o0 [oo 3 [ fest PE 4260 [
or2[ oz [13 2023 [1a o0 [P Toe 00000 [oo oo | [3T fes1
[or1[ o2 [13 2023 [18 ss [os-5]10 [oooo[P [ [0 foe20oo [oooan [oo foo| [ o] Jest Save
fora [~ Yo — P [ [o0000 oo foo [ | [ fesit-| o
PE0ET : 027028 JiEd [
oo |
Slide notes

Now that you are aware of the four basic clock rings and the documentation required to enter them, let’s begin navigating in the Clock Ring Editor.

This is an example of the Clock Ring Editor without clock rings.

To navigate, you must first display an employee record.

Enter the employee EIN and press <Enter> or <Tab>.

If you do not have the EIN, search by name using the <F9> function key, <Alt>+<F>, or the Find button to obtain a list of employees.

When the list of values appears, you may immediately, without clicking or positioning your cursor, begin typing the last name.

As you type, “auto find” is activated, and the letters are filled in on the left side of the percent sign as your list narrows.

“Auto find,” when used, always searches in the first column, regardless of the search field you are using.

To find an employee by only a portion of the ID number, key in the portion you know to the right of the percent sign, then select the Find button or press

<Enter>.
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Once the employee is selected, clock rings populate.
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Slide 12 - Navigating the Clock Ring Editor — Last Column Above Editor Screen

Navigating the Clock Ring Editor — @l ] Ol foc froclhee

Slide $Sv_curre

Last Column Above Editor Screen of 32
TACBOOF Clock Ring Editor Module S
Clock Rings | _
« Pay location. Employee ID[35674027 _|CLERKS TR, 011 P Payloc: 110 clesr |
y BV iy mmcom [wsavelior |
 amses2 ¥ 9. Oay Sheds 1400 250 ada |
+ Weekly schedule. ;:n:;w F::“" Cio oanoe: [i1o 1100 =
Code  MMDOYYYYHH.hh mm:ms?:nmowwmmm S RingMsgs  Day Day 17 “_“W'_!
i {128 [ fo2 [11 [2023 [1 oo [os-5110 [ooe[> [~ [oe [50s0[o0 00000 o0 [oo | ] fesafie Job Asgn
* Daily schedule. [or¢[ "oz {2023 foolso [ "o [ [os [ [oooon oo o] [ est Duplcate
e 2| =
; ; P o1 073 [14 o5 58110 00 [00 st
s, el e e o |
13 23 13 50 [95-8110 00 o0 | 12
oro[ o2 [13[2023 [13[so [95-6110 [oooef> | [oe [s0s0 oo [oo000 [o0 [oo | 3 [ [est m’
e o1 [ [o2 [+ 202 14 [50 [s5110 [ooco e[ [oe o020 00 [o0000 [oo [oo | 3 [ fest psaz0. |
« Labor Distribution [or2 [ oz [ zaz3 fa oo 7 [ fos {00000 o0 oo | 5 [ [est
Jore[ [0 13[2023 18 [ss [os-5110 [oaca[e [ [oe [o020fo0 [o000a oo foo [ | 3 [ fest swe |
Code (LDC). o[ ez e ez o Pl T fooooofoofal | il —
DTS ¢ 0EA12023 thru 0211772023 =
e |

Slide notes

The last column above the editor screen also populates and displays the employee’s pay location, schedule, designation activity (D/A) code, and labor
distribution code (LDC).
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Slide 13 - Navigating the Clock Ring Editor — Edit Week Radio Buttons

Navigating the Clock Ring Editor — @l ] Ol foc froclhee

Slide $Sv_curre)

Edit Week Radio Buttons of 52

TACB00F0 Clock Ring Editor Module S o
Clock Rings |
Ed it Week_ QUalBec674037 | CLERKS FIR, 001-1P Payloc: 110 Clear
. Show Rings Ring Coloring WKly Sched: [ssuTvi.. find
Al [* oN Daily Sched: [12.00- 2250 add
" Active [ OFF
DA/LDG: 110|100 peiete
» Current Week. : RS
Code  MMDONYYYHH.hh ::l:b:wmmmuumnmnt Ring Msgs Tn‘-,‘:::n  change |
: [T o [1 enzs 1 oo fos5110 [oooofP [ [os eoso/oo [ooa0o oo oo [ [ est JovAsgn |
* Previous Week or fove ez [ a2 eolso [ e[ [ooow o NG =rve
016 [o2 [12 2024 [1€ oo [555110 [ooca 7 [o6 [s0s [oa (60000 [o0 foa | =]

Week Closed. o1 [ [oz [1z [2033 [14 o5 855110 [ooua [P [ [oe [sosi [oo (00000 /00 oa | 2 [ fest m
012 o2 [12 2023 [13 ou [T el 00000 o0 foa [ 2 [ [es1 PLET |
fofs| lmhz'@lgglmuo ooos 7| [0 [e0S3 o [oaood o3 o [ [ Ffesi oRMS
Jora [ [oz [vz 2023 o [ foe [oooo foo foo [ | 2 [ [est

* Future Week. [or0 [ [oz [1[2023 [13 [s0 [ss5110 [oooo [ [ [oe [sosofoo [oo0o oo foo [ 5[ fest ___]’“”MSG
[t To2 [+3 2023 [14 fs0 [o5110 [oooo [P [[oe foe20[00 00000 [0 foo 3 [ fest psii0 |
forz[ " [oz [13 2023 18 oo [T Tos[ [ [o0000 oo foo| 5 [ [est
for1 [ [o2 13 2023 13 [s5 [os110 [ocoa e[ [oe o020 oo (00000 [oo foo | ] Jest __in_e_]
[or&["foz 132023 2fe [ [T ["fo6 [ [ fooooa oo foa ]| Flesit - Close

ir 2305 : OBA1VZ025 thru 02172028 | L= |»
__top_|

A It is important to monitor these fields to ensure you are working in the correct week.

Slide notes

Below the employee’s name is our first set of radio buttons.

In this example, we are in Week 1 of Pay Period 5, 2023.

Current Week allows you to enter and change rings for the current week.

Previous Week allows you to view the rings but prevents you from changing them, as the data has been uploaded to the Mainframe.
Closed Week is closed and cannot be viewed.

Future allows you to enter authorizations, such as higher level, up to three weeks in advance.

Before correcting any errors, pay close attention to the edit week.

Make sure you are in the week that requires editing.

The default is set to the current week, and closed weeks cannot be viewed or edited.

The edit week defaults to week two when both weeks are open.
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The dates from this period begin 2/11/2023 and end on 2/17/2023.

The date range at the bottom of the screen changes depending on the edit week selected.
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Slide 14 - Navigating the Clock Ring Editor — Show Rings Radio Buttons

Navigating the Clock Ring Editor — @l ] Ol foc froclhee

Slide $Sv_curre

Show Rings Radio Buttons of 52

Select each tile to learn more. T tlock Bing Foor Nowil Rt wormaton
Clock Rings |
Once all are selected, the Next P R T~
button will appear. T sowkogs|  Rmpconrug vy v <57 |
(s (v
s F:'mc f’::r iy Sched: 12 0- 2250 Add
" Future oarLoc: (110 [1100 gecte_|
m%mmm mw s;lnsvcn-mourwmﬁmﬂ Ring Msgs :F::rz _‘:'B?_‘{
: - IR [ Io2 11 2028 1 oo fos-5110 oooo[P [ [oe f20so[oa 00000 [00 oo [1 [ festf. Job Asgn
Allis the default and displays || i ”"'}%%W' AT ks =5
foto [ [o2 12 2024 [14 oo [o55110 [oooa P [o6 [gos0 oo (00000 foo fo0 [Tfest
all rings, including deleted. ~H e =
oz |nz|nz[@m'o| IR Re] lm»l#ln Al pLET |
fot [ oz [v2 [2023 [1a [sa [s=-&110 [oooa " [ foe [5050 foo [oaaed foo foa [~ [ [2'["fest
P ERAEERT | e[ [ emmr] 2 | [
ot o2 [13[2023 [13[s0 [95-6110 [oooof> | [oe [s0s0[oo 00000 [oo foo| | 3 [ [est ‘°"_M5GJ
; . f02 [tz f2023 [14 50 [T {00000 [00 [oo [ [ P
Active, when selected, hides ||\rwrpmbsm T Fril [ osnmil e el
a" deleted [mgs SO that you Jore[ [0z [13[2023 18 [ss [as-5110 [oaca[e [ [oe [o020fo0 [o000a oo foo [ | 3 [ fest save ]
view onIy “active” rings that o[ oz13[z0z3fzfee [ [ [F [ o[ [oo000 oo foa[ | [ [esii -] cose_|
will be uploaded to the e || [
Payroll Mainframe. JESE|

Slide notes
There are two radio buttons in the Show Rings section.

Select each tile to learn more.
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Slide 15 - Navigating the Clock Ring Editor — Msg Coloring Radio Buttons

Navigating the Clock Ring Editor — @l ] Ol foc froclhee

Slide $Sv_curre

Message Coloring Radio Buttons of 52

TACBO0FO Clock Ring Editor Module i
Clock Rings |
. . . Employee 0:[3:674037 | CLERKS FTR, 001-1P Payloc: 110 clesr |
Ring Coloring: e O o (R =
23082 ;:'m ;; Daiy sched: |14 00 - 2250 ada |
*« On " Future oaroc: 1o frieo- petete |
Transaction Finan RSC Time Amt T8AFred
= Yellow and green Code  MMDDYYYYHiLhh mu:mmmmuummm S RingMsgs  Day Day 1Z _connge |
{128 [ fo2 [11 [2023 [1 oo [os-5110 [ooe[> [~ [oe [50s0[o0 00000 o0 [oo | [ festf JobAsgn |
alternate by day. fov [ ez [ fvzs s o [P o[ [ fooowo oo o] [ [fest oyl |
[ot6 [ [o2 122028 [14 oo [o55110 [0 [o035 00 (09000 [o0 [o0 1A
o s o o | oo o 1 g | oo |
o Off [or2 ™ [o2 iz 207 [ oo [ [ [o6 " 00000 /o9 o AN pLEr |
Eebtmmgen 12| =
. 7 w2 )
* All rows shown white. oro [ oz 132023 13 oo [ss5110 [oooo [P [ o6 [suso[oo [o000o oo [oo 5[ [est it
o114 o2 [13 1202 [14 [s0 [o5-6110 [oooo[> | [oe [0020 00 00000 [00 [o0 | 3| est PS5A250 |
[o12[ oz 13 2023 [18 oo 2R3 00000 (00 [00 | [Tfes1
Jore[ [0 13[2023 18 [ss [os-5110 [oaca[e [ [oe [o020fo0 [o000a oo foo [ | 3 [ fest Save |
[ora [ [oz[13 2023 22 58 | B[ o 00000 [00 oo [ | 5 [ fesip-| Close |
PR0EA : CRMZ023 hru Q27028 =
_top_|

Slide notes
Ring coloring can be turned On or Off.
TACS defaults to On, which alternates between green and yellow to separate the days of the week.

When Off, all rows show as white.
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Slide 16 - Navigating the Clock Ring Editor — Transaction Headings

[ 1] 5 [ 0] [oc]es)

Slide $Sv_curre)
of 52

Navigating the Clock Ring Editor — Transaction Headings

+ Transaction Code - 3-digit
code identifies clock ring

’
or leave types. Basic Transaction Codes are:
« May be associated + 010 — Begin Tour
: with a 2-digit Reason
Transaction Code to further Ll
Headings identify transactions. * 012-Out to Lunch
« MM/DD/YYYY - date of + 013 - In from Lunch
the clock ring. « 014 — End Tour
\ J

* HH.hh — time of the
clock ring.

Slide notes

Before we begin correcting clock rings, we will review column headings for the Clock Ring Editor fields.

Transaction Headings include transaction code, date, and time of transaction.

The transaction code is a 3-digit code with a leading zero and is used to identify clock ring or leave types.

It may also be followed by or associated with a 2-digit reason code.

Basic Transaction Codes are: 010 - Begin Tour, 011 - Move, 012 - Out to Lunch, 013 - In from Lunch, and 014 - End Tour.
In our example, 2-digit reason codes are blank.

A list of codes can be found in the Work and Leave Transaction/Reason Codes Job Aid on the Help page.

Next to the reason code is the date of the clock ring in month, day, and 4-digit year format.

Make sure to change the transaction date appropriately.

The date will default to the current date first.
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After a transaction is made, the default is the date of the last manual transaction.
Many errors occur because the date field was not corrected.

The time of the clock ring in hours and hundredths (HH.hh) is next to the date.
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Slide 17 - Navigating the Clock Ring Editor — Finance Headings

L aton : . ; 5 S w) T0C HELP
Navigating the Clock Ring Editor — Finance Headings KL W e el
Slide $Sv_curre
of 52
TACB00F0 Clock Ring Editor Module S
Clock Rings |
EmployeeID:/35674037  |CLERKS FTR, 0011 P Payloc: |10 clesr |
. . ?Z:;; Show Rings Ring Coloring WKly Sched: [SSITV-- LJ
+ Finance Number Required: | - e - 9] iy Schea: 1102250 |
& turo Aete o oarwe: [ [0 |
- 010-BT. mmmmm. mm moperwmru?mmr Ring Msgs :F::rz __I‘:'W
Finance I8 [ [o2 1 {223 v [oes-5110 foouolp | oe feosofoo [o0000 oo fo [l festh JobAsgn |
= 011 - MV. Tova[ oz rr 2023 o s [ [Ioe [ [ooooo oo [T [esi uplcte |
Headings fora [~ [o2 [12 (2023 [1a fod[555110 [oooa [ [o6 (5050 o0 (06000 [00 [o6 [est
= 013-1IL 016 [ [oz [12 2033 1% o4 5575110 [ooci p [ [o6 [s0sa foo (o000 (o0 foa st Bre frec
e otz [ oz [z faoma fig o [o6 [~ 00006 o3 o 2 pLET |
Jo3 [~ o2 [12 2023 [13 s 85110 [ooca | foe [sesafoo (o000 foo foa [ [ [2'[" fest cans |
o[ oz 12 2623 [22 e [ [oo000 o0 foo [ 2 |
. Finance Umt L Not in use o10[ oz [13[2025 [13[sss-6110 [oooo b [ [oe [sos0 oo [ooo0o [oo oo [ | 3 [ fest MJ
" 01102132023 [14 [sqfos=5110 fodoa b [ o6 foo20 oo 00000 oo oo 3 [ fest psaz0. |
fo12[ [0z [13 2023 18 o [ fos] 100000 {00 foo | 5 [ [est
Jora| o2 [13[2023 [13 [sffas-5110 [acoolp | o6 [o020]00 [oo0oa joo oo | 3 [ fest Save I
[ota] oz 152023 22]ed [ f 7 Toe T foooeafeaeol | 3 [ Testil-| cose_|
2123081 : 0BM12025 thru 02117/2023 <_<' ll
__top_|

Slide notes
Under Finance Headings, the finance number indicates where hours are being charged.
A finance number must be included for workhour rings such as Begin Tour, Move and In from Lunch.

This field is automatically populated based on the employee’s active job assignment in the Employee Maintenance Module, whether permanent or
temporary.

Finance Unit is currently not in use.
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Slide 18 - Navigating the Clock Ring Editor — RSC/Suffix Headings

+ Rate Schedule Code (RSC).

* Most Common:

Navigating the Clock Ring Editor - RSC/Suffix Headings

[ 1] 5 [ 0] [oc]es)

Slide $Sv_curre
of 52

RSC/Suffix

Heading

» M - Mail Handlers.
» P-APWU Employees.

» Q- NALC (City Letter
Carriers).

» E - EAS (Executive &

Administrative Schedule).

TACBOOF Clock Ring Editor Module i
Clock Rings |
Employee ID:/35674037 |CLERKS FTR, 0011 P Payloc: |10 clesr |
ﬁ{"‘l:;; ShowRings  Ring Coloring Wiy Sched: [SsiTy- |
: Y “on
F Daily Sched: [1200- 2250

20352 “iAitve 7 loer Add ]
" Future oarLoc: (110 [1100 pete_|
Transaction finance [ RsC Time Amt T8AFred =
Code  MMDOYYYYHH.hh Number Unif Suffix) viOper LU Route HKhh S RingMsgs  Day Day 17 Change
TR o2 12023 [ oo fs-s110 [ooo " e [soso[o[00000 [ oo [ fest -] sovason |
for¢[ " fuz vt 025 foofso [ |17 b " [ooooo foo oo [r["fest Duplcate
foto [ [o2 12 2073 [1a oo [5£110 [oood " [ b /6050 o0 (63000 o3 [0 fest [
o0 [ [oz 12 263 [14 [os [s58110 IF_ 605000 (00000 o0 oo cst ﬂ]
for2 [ oz iz oz figfoo [ [ [ e[ [o0ooa [oa og 2 pLer |
Jo3 [~ o2 [12 2023 [13 [5a o810 oo > e fsesifoo [ooooo foo foa [ [ [2'[" fest cans |
o[ o2 [12 2623 [22 o |3 [oo000 o0 foo [ 2 |
oro][u2 [12[2023 13 o0 55110 [ooof [ e [s0s0o0 o000 oo foo [ 5 [ fest somss |
or1 [ [o213 2023 [14 [s0 [os=5110 [ooof e [ |pe foo20[oo [00000 [0 foo 3 [ fest psaz0. |
for2[ " [oz [13 2023 1 oo N 3 100000 {00 foo | 5 [ [est
Jore[ [0213[2023 18 [ss [os-5110 [oaof[e [ e [o020[o0 [o000a oo foo [ | 3 [ fest Save I
[or¢[foz 1z 2023 22 ss | o[ el T [ooo0o oo foa] | 5[ festi -] ciose_|

DTS ¢ 0E12023 thru 0211772023 20 |
_tee |

Slide notes

The Rate Schedule Code (RSC) is M for Mail Handlers, P for employees represented by the APWU, Q for City Letter Carriers,

and EAS, or E, for Executive and Administrative Schedule employees.

A Suffix is a numeric character used to identify newly hired employees.

The default is zero for previously hired employees.

The suffix is blank in our example.
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Slide 19 - Navigating the Clock Ring Editor — Lvl Heading

L aton : . : S w) T0C HELP
Navigating the Clock Ring Editor — Lvl Heading KL L el 58 18
Slide $Sv_curre
of 52
TACBOOF Clock Ring Editor Module S
Clock Rings |
EmployeelD:/sscry7 _[CLERKS TR cor.1P Payloc: |10 clesr |
o) Soukags g cobrg Wy Schegs s fnd_|
- A ) Day sched: [1200- 2240 l
= g 023082 FVAttie " off Add
« 2-digit pay level. % " i |
ran
Code  MMDOYYYY HH.hh mmn:m Lvilpper LU Route Wow 5 RingMsgs  Day Day 17 _ crnge | ]
i iva i IR o2 1 {2025 14 oo [os-5t10 [oooof? e losofoo [o0000 oo foo 1] festiie 1ob Asgn
+ Autofilled with active job TR Ll & ST e e
ass|gnment 010 [12 2074 [14 [oo 55110 oooa > 00 (00000 (00 l00 jcs1
g oo [ [0z 12203 14 o8 o510 ooga "o fosa oo 0aooo [ foo = sl
e : o=
: : i3 12 [2073 [13 [S0 [95-5110 o000 00 foa [ [ [ fest
* Only editable for higher WEEEERE TH] FaiB Rl 1 [—]
| | t o10[ oz [13[2025 1350 [s5-6110 [oooo[? [ Jfoe Bosofoo [ooo0o [oo oo [ | 3 [ fest MJ
evel entry. o11 [ [o2 [+ 202 14 [50 [s5110 [ooco[e [ |06 o20/o0 [0000 [oo [oo | 3 [ fest psaz0) |
for2[ " [oz [13 2023 1 oo P [ o 00000 00 foo | 3 [ fest
Jor1[ o2 [13 2023 [18]ss [os-5110 [ocoa[> [ o8 02000 00000 foo foo[ | 3 [ fest Save I
[ora] oz 132023 22 s8 P foe] T fooooofoofuol | [ est .| cose_|
2123081 : 0BM12025 thru 02117/2023 <_<' ll
_tee |

Slide notes
Lvl, or level, is the 2-digit pay level.

This field autopopulates with the employee’s pay level based on their active job assignment in the Employee Maintenance Module, whether permanent
or temporary.

The level can only be edited when entering an authorized higher level.
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Navigating the Clock Ring Editor — Oper & LU Heading L L 20

Slide $Sv_curre
of 52

TACBO0FO Clock Ring Editor Module S
+ 3-digit Operation Number. Clockings |
EmployeeID:/35674037  |CLERKS FTR, 0011 P Payloc: |10 clesr |
Edit Week e
« Appears with a trailing zero | e s e — R
¢ " 2m3052 “iAitve " off = Add ]
in TACS.  future oarwoe: (110 [rio0 |
m%mm mum s?mqoww mrn?mmr Ring Msgs :F::rz L‘W_I
| o 11202 1[0 ss:110 [ooso[> | [oefsosafoo booos [ oo [ fest -] sovason |
o14[ oz [11[z023 [20[s0 | IRl | Ppoood 0o [oo | [T fest
fo16 oz 12 2028 [1[od 655110 foowo P 5000 0o o0 oo fest [
o0 [ [oz 12262 [14 [os (85110 [oo0a P (o0 poooo o0 oo cst ﬂ]
B e s e 2 e |
w " i3 [ 02 [12 2023 [13 (50 (955110 o0 00 oo [ ' [" fest
« 2-digit Local Unit (LU) o[z i s oo Pl [ poow oo | 1 =
" ! o10[ oz [13[2025 [13]s0 [s5-6110 [oo0o[? [ [oefs0sofoo poooo [oo oo [ | 3 [ [est MJ
further defines operatlon. o1 [~ [o2 [13 2023 [14 [so 55110 [oooa [ [ [oefo020/00 poooo [o0 [oa | 3 [ lest psaz0) |
for2[ " [oz [13 2023 1 oo R | 0000 (00 [00 | 3 [ fest
Jore[ [0213[2023 18 [ss [os-5110 [oaca[e [ [oefo00]o0 poooa foo foo [ | 3 [ fest Save I
« Defaults to “00.” [0 [ [oz [13 2023 22 ee | ANE 0000 00 [oa | 3 [ fesi- | cose_|
[ 2me0st : oziaes o oz < | > |
+ Can represent ZIP or Tour. _top_|

Slide notes

Operation numbers are usually 3-digit numbers when entered in the HEBR but appear with a trailing zero when you see them in TACS.

The 2-digit Local Unit (LU) defaults to zero but can allow management to further define an operation by using a ZIP, Zone, or tour number, if needed.
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TACBO0FO Clock Ring Editor Module S
Clock Rings |
EmployeeID:/35674037  |CLERKS FTR, 0011 P Payloc: |10 clesr |
b Show Rings Ring Coloring WKly Sched: [SSUTW- Find I
i 2023084 B Flon e
= o g 7 rmmz " Active " |OFF T e |
* |dentifies 5-digit City Carrier e o ltit etete |
Transaction Finance  RSC |_1mm T8AFred e
Route charged_ Code MMDONYYYHH.hh Number Unit Suffix LviOper L{ Route fihhh §  RingMsgs  Day Day 12 ___]
TR oo 11 orzs 1o 5110 oo [ o [eosolod 00000 o[ [T fest | sobasen |
fore] mllil[ggﬁlgl [ [ fos[ | {%:%:: 0 oo [ [ [ est Duplecte |
[12 2028 [14 [oo [os5110 [ooca e [o6 [s0s0 o0
+ Autopopulates all zeros o Wﬁﬁﬁgmgm: s feed 2 - ml
oz [ o iz [ [igfoa [ [ [o6 ] foo00o pa oo PLET
(00000) for all other WFEE@EEWWF{_EW IEEF: = =
for4 023 p X 0 2 =1
employee types' oro [ [oz 132023 [13 [so [ss5110 [oooa[p [ [oe 00000 fpo [oo [ 5[ [est __"“’7"‘5?
o1 [ [o2 [+ 2023 [14 [s0 [e-5110 [oooo e [ [oe ooz o 0 oo 3 [ fest psaz0) |
for2[ " [oz [13 2023 1 oo P [ os 1 (00000 o foo | 3 [ fest
fore[ [0 [13[2023 18 [ss [os-5110 [oaca[e [ [oe I bo [oo| | 3 [ fest Save |
fora] oz [1s 2023 [22 s8 P [ [os 00006 o eo | [ est .| cose_|
2123081 : 0BM12025 thru 02117/2023 L, iJ
__top_|

Slide notes
Route is a 5-digit number used with city carrier operations to identify the route to be charged workhours.

This field autopopulates with all zeros for other employee types.
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TACBOOF Clock Ring Editor Module i
Clock Rings |
EmployeelD:/sscry7 _[CLERKS TR cor.1P Payloc: |10 clesr |
. glﬂlm; Show Rings. Ring Coloring WKy Sched: {SSUTW- _@J
Time , , F o2 2 Fon Duly Shed 11020 =
Amount BB Total hours or ring duration | ~ fuue Adke o oartoe: [i1o frioo sl
Amt in hours and hundredths. m%mm mwmmopmumm Ring Msgs :F::rz ___]““W
( m) TR 1023 s foo fos-5110 oooof | o feasofoo oooof o oo [t ] festil- JobAsn |
» Not to be confused with ol ”EQ'@%@ELMLJ? = B ﬁ-’
g S [0z [12 2624 [14 os [es-6110 [ooooe [ [oe [s050 o0 [oooof o0 oo
HH.hh Transaction HH.hh, which is || saramsmeE =BG %Bm - pLen |
i . [0 [~ a2 fv2 2123 1 [0 -8 [ooca " oe fs0sifoa [ooaof 60 o0 R
r(’H°:r5d‘:Ed the effective time a clock TR T Tl
. 3 ot0[ oz [13[2023 [13[s0 [s55110 [oooo[> [ [oe [s0s0[oo [oooof o0 oo 5[ [est AT I
Hndre S) rnng will start. 011 [u2 [13 2023 [14 5o [o5-5110 [oocaP”["[oe [0020 oo [oocof foo fo0 3 [ lest ps150. |
[o12] oz 132023 13 o0 P [ fo [oooof [o0 fo0 3 [ [est
Jore[ [0z [13[2023 18 [ss [os-5110 [oaca[e [ [o6 [o020foo [ooool oo fea | | [fest swe |
[ora] oz [13[2023 f22[ss | P [ fos IOWM | 5[ festi -] ciose_|
2123081 : 0BM12025 thru 02117/2023 L, iJ
_tee |

Slide notes

Time Amount (Amt) hours and hundredths (HH.hh) is the total hours or ring duration in hours and hundredths, i.e., higher level (H/L), overtime (OT),
leave, etc.

It should not be confused with transaction hours and hundredths (HH.hh), which is the effective time a clock ring will start.
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TACBOOFO Clock Ring Editor Module i
Clock Rings |
* Leave: Employee|D:/35674037 |CLERKS FTR, 001-1 P Payloc |10 cxr_|
?Z:;; Show Rings Ring Coloring WKly Sehed: [SsITV.. Find l
» Autopopulates Y (Yes)or | - M N ooty st 00220
Rt ¢ Active C ofF b |
N (No) from eRMS = S pete_|
m%mm mmmmmrwmrm s| RingMsgs :F::rz __I‘:""“'
 Must enter manually T oz v o v oou [ e oooo o o s | sovsan |
S : SN 1 77 o A | T fes |
when leave is entered via | 1i}le i i o i s o) e 6 6 6600 o st
(Scheduled) otz i 2 s v o |~ oo oomo 0 | _prerre |
TACS. e 2 P |
i ==
: o i) fora [ oz [iz [0%3 P le w
« Overtime Authorization: oro[ " [oz [vz[2023 13 [s0 [ss110 [ouco[e [ [oe [sesa oo [ooooo [oo o [est it
o11 [ [o2 [+ 202 13 [50 [s5110 [ooco e[ [oe 002000 [00000 [oo [of | [“lest psaz0) |
= Y — Scheduled. [o1z[ " [oz 132023 3 oo B[ Jos [ [ [o0000 [o0 fof | 3 [ est
Jort[ [0z [13[2023 18 [ss [os-5110 [oaca[e [ [o6 [o020[o0 [o0o00 foo of | [Tfest Save I
= N - Not Scheduled [o14] ~fozt3 2023 [22 s8 | P [ Toe™ T fooooo oo o | 3 [ fesif -] cose_|
2023061 : 0212023 thru 0217/2023 <_<' ll
e |

Slide notes

S (Scheduled) indicates if the leave or overtime was scheduled.

If leave, edits are normally unnecessary.

This autopopulates based on entries from the Enterprise Resource Management System (eRMS).
If overtime, use this field to indicate if overtime was scheduled or nonscheduled.

All instances of overtime must be addressed with a 091 entry (overtime transaction).
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Navigating the Clock Ring Editor — Ring Messages

TACBO0F0 Clock Ring Editor Module 24-Fab2023
Fatal (F) errors appear in red Clock Rings
7 = e |
Employee ID: 0574037 CLERKS FIR, 001-1P Payloc: 831 Clear
Fatal anq prevgnt the employee from s RS oy s =
being paid correctly for that day. |z, cu_ ©Ga ::T::mff?ﬂ |
(| Future T 168 | 3600 Delete
Transaction Finance  RSC Time A —QEI‘
Code MMIDDNYY HH.Ah Number Unit Suffix Lvl Oper LU Route H |
Tont | Loz 18 s |14 50 955110 0008 | | 06) 0020 0 ¢ Jobazan |
IBCECACC RO Duplicate |
o e 1055 s o | _ |
_ e |
Warning (W) messages address s |
Warning issues other than fatal errors Mm'
. ps160 ||
that should also be reviewed. |
Save
2 (A (280 | | (06 | 0000 [on o0 Close |
s o o |« > |
Help

A All Fatal Errors must be corrected.

Slide notes

Ring Messages indicate that something is wrong.

There are two types, and both require your attention.

Fatal (F) errors appear in red and prevent employees from being paid correctly.

When that error is corrected, all fatal error messages for that day disappear.

Warning (W) messages address issues other than fatal errors that should also be reviewed.
They may be informational, such as Nonscheduled Begin Tour.

These messages may require action, for example, an instance of Missing OT Transaction that needs to be addressed with a code 091 entry (overtime
transaction).

Unlike fatal errors, which disappear when the error is corrected, most warning messages do not disappear.

All fatal errors must be corrected each day to ensure management reports contain accurate data and employees are paid correctly.
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Your attention is required for both types of ring messages.
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Navigating the Clock Ring Editor — mmmﬂs

T&A (Time & Attendance) Day of 52

Service Day Not Applied TACB00FO Clock Ring Editor Module wkwan ‘
D, Clock Rings |
Employee 1D 674037 | GLERKS FIR, 0011 P Payloc: (831 S
Saturd ay BEL T ShowRings  Ring Coloring Whly Sched: SSNTW- | Find
(o) 2023054 e i g
) 2023052 e s Daily Sched 1400 - 250 Add
() Future : ! DALDC: (168 | 3600 Delete
Sunda Yy Transaction Finance  RSC Time A
Code MMIDDIYYY HHHh Number Linit Suffx Lvl Qper LU Route HH.hh Change
ot | oz 9 a9 150 ss9tto (oo p! ot (10 coom an b Asm
Monday oupleste |
Pre-Proc
PILER
Tuesday £RHS
% 1617 MSC
i 010 [nz 16 | A28 [u M|Bu|m 1000 0 ] i st PS 1260
Wednesday m]( (62 15 223 |18 60| 1 |
J 5| (02 15 2 |6 50| S5t | swe |
Thursday s o o o | % »
Help l
u Friday

Slide notes
T&A (Time and Attendance) Day autopopulates based on the date and time of the employee’s swipe.
There are seven days in the pay week with Saturday being Day 1 and Friday being Day 7.

A zero in this field identifies a ring the system has not yet applied to the appropriate service day.
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L aton : . NI L)) TOC | HELP
Navigating the Clock Ring Editor — Frcd (Forced) Day mm..mw.ss.
of]5§ V_curre
T&A day can be forced for
these employees: TACBOOFO Clock Ring Editor Module e b ‘
* Full-Time (FT) Employees. Em‘:m':’;% —— T i
+ Part-Time Regular (PTR) Employees. Gisindl eﬁ:z: mffco:m !’:Li:‘";iff?:""w :.: ‘
) Future M DALDC: (165 | 3600 o |
« Nontraditional Full-Time Liga e e actini afre crne ||
(NTFT) Employees. ICIRACEI0 i :;T:;. I‘
T&A day CANNOT be forced s |
for these employees: %“
b q f—
e Part-Ti ~ ¢ |
Part-Time Flexible (PTF) Employees. ~ |f] leisjaniuiaisei kolel fusfosofso]on fuok e FT o |
» Noncareer Employees. o e oy |
Slide notes

The time and attendance day begins at 20:00 hours, or 8:00 PM.

When necessary, Forced Day allows you to force clock rings to the correct day for Full-Time (FT), Part-Time Regular (PTR), and Nontraditional Full-
Time (NTFT) employees.

Forcing a day is not allowed for Part-Time Flexible (PTF) employees and Noncareer employees.

Their time and attendance day is determined by their actual begin tour.
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S : X : O ) T0C m
Navigating the Clock Ring Editor - TZ (Time Zone) SIS bos
Slfidst; SSv_curre|
o
TACBO0FO Clock Ring Editor Module 24-Fab2023
Clock Rings
Employee ID: sqg7a0a7 | GLERKS FIR, 0111 P Payloc; 831 Glear
- ROk Show Rings Ring Coloring Wkly Sched: SSNTW- Find
Only update when: @ o 5 @ on bt senal T A |
uture Sl O o DALDG: (165 | %600 e |
« Employee works two [ RSk SEL o Lo |
time zones on same Number Unit Suffix LvI Qper LU Ro ] Change
: Tl el o Job Asgn
Updated via day. ey
Program Changes : reproc
RNl - Ring added or =
changed after time TW
Z0ne Update, fo7mse ||
+ HEBR update fails. CEIOEIN0E CT MO S |
|06 060 |8 ST Save |‘f
ﬁA;ii—i?—vﬁ*ﬁii ) Close |‘
20230511 02112023 thru 027023 ﬂ |
Help

Slide notes
Time Zone is updated through downloads to the HEBR.

You also have access to this field but should only use it when an employee works in two different facilities on the same day (in different time zones),
one or more clock rings are added or changed after the time zone is automatically updated, or when the programmed HEBR update fails.

Selecting the double right arrows below the editor displays three more columns.
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Navigating the Clock Ring Editor — More Columns

[ 1] 5 [ 0] [oc]es)

Slide $Sv_curre

of 52
TACB00F0 Clack Ring Editor Module 14-Jun-2023
Clock Rings|
Source Del Inp Employee D! 95674037 | CLERKS FTR, 0011 P PeyLoc: 000 | Gk
Delete Input e Show Rings Ring Coloring Wily Sched: SSNTWTF Find
- ( Auth ) (ASth) Oweooss Ol OO ot e e
Auto Ring £ Futre o 0 DALDC: (344 70 | Delete
Transaction Finance RSC Time Tz
Code MMDDIYYY HH.hh Number Unit Suffix Lvl Oper LU Route HH.h§ Source  DelAuth  Inp Auth Change
Ring Editor ' =- B el
8-Digit EIN 8-Digit EIN Dupllcate
8 g e
HitH/ [ F- Per |
010 0613202309, 11 01, 72200012044 00 ohRing Ector RIS
10100005 13 2023/ 09| 11 a4 017220 00 12084 00 o *o0MIO 1 i peE
ERMS e 1011(00106 1320231091 14/36:86420000/@ 4 01 72204 12044 0 o ¥OOMO | | —_—
Visible in System Jo11| 108132023 11 11 36-8642 0000 722000 1204400 :;:.MF‘T:’ ES1%0
o 10111000613 20231 12| 49 3646420000/ @ 4 01 7220 81 12044 00 lofOOMIC
Editor and Generated feiilicpostaa 1 alebil T Joootssodmmem N
MDD/MIO Reports x00x9999 1014]00/ 06 132023/ 20 4 | lasor 1204400 g MODMIO a Glose |
12023-13-2 0611172023 theu 0611712023 ) LJLJ |
Help

Slide notes

The final three columns are displayed.

Source indicates where the clock ring was created.

The most common sources are Auto Ring, which is autogenerated by TACS when the 1261 indicator is checked in Employee Maintenance;

Ring Editor, which represents rings manually entered in the Clock Ring Editor; a series of number signs which represent numbers for the network
Electronic Badge Reader (EBR)

where the time badge was swiped; ERMS, which represents leave entered in eRMS; and Mobile Delivery Device (MDD)

or Mobile In-Office (MIO) scanners, where the badge is scanned by the carrier or clerk.

Delete Authority shows the EIN of the person who deleted the clock ring and is visible here and on reports.

Input Authority displays the EIN of the person who input the clock ring or several XXs ending with several 9s to designate system-generated rings.
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Navigating the Clock Ring Editor — Buttons 1 mmmSlsm
of 52 il

Select each of the six buttons to learn

: : % Clock Ring Editor Module v4.028 X
its function. Once all are selected, the — S TR TR e
Next button will appear. Clock Rings |
Employee 10: | | Payloc | Clear
Fomi SO mmomg  mysmee[ o
- amats2 2l 2 DoBy Schec: Add
" Future Bl "o pAlOG: | | P
Transaction Finance RSC Time Amt T8AFred
Code MMDOYYYYHHhh Number Unit Suffix LviOper LU Route HH.hh S Ring Msgs Day Day 72 Change
F"FFFF'FFF—F'FFF[_F{—FFFT—FFF“ - Job Asgn
S — Diplcals
C F' T EEE [ .
N O O 6 O _Prorge |
EEEE '—W—TFW—TFF PLET |
W i [T
EEFIEI NI EEEEE e
I O O O O I 1 dolh)is
T O O O O Y O P |
I_[_——l_l m——rr f_[_l_f_f_ﬂ [Tl
R H HEEEEE [T save
frllHT : (—W [T NN 8 G
velp |

On Screen Text:
Use the Clear button to clear the screen and any unsaved changes.

The Find button allows you to find specific data for editable fields, such as EIN, Transaction Code, Finance Number,
etc.

The Add button can be used to add a ring to the employee’s time by adding a new row to enter information. Your
cursor goes to the first transaction Code field on a new line. If you already know the code, with the cursor
positioned in the first field of the blank line, type it in. If you don’t know the code, position the cursor in the code
field, press <F9> or click on the Find button, and the search window, with a list of values specific to that field,
appears.

Use the Delete button to delete a ring from the Clock Ring Editor. Click in the line or ring you want deleted (it
doesn’t matter which field). Select the Delete button, and the row will turn white and display the message “(W) Ring
Deleted from PC.” The record is not officially deleted until you press the Save button.

The Change button performs both the Add and Delete function all at once. The original ring will be marked as
deleted, and a new duplicate ring will be generated to allow you to make modifications, as needed.

The Job Assignment button displays additional information about the employee. This information is pulled from the
Employee Maintenance Module and displays the current job assignment and some leave balances. If there is a
detail assignment in place, the temporary assignment will be shown here instead of the base assignment.
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Now that we have examined the header information, select each button to the right to learn its function.
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Navigating the Clock Ring Editor — Buttons 2

Select each of the nine buttons to learn

% Clock Ring Editor Module v4.028

1%

its function. Once all are selected, the — S TR TR e

Next button will appear. Clock i |
Employee 10: | | Payloc | Clear
Edit Week —
- 2023.0541 PRSI il M _tma |
23052 ~ ::m 2 :f ooty Schact [ " |
Faa oiwe: [ [ Delete
I:r:no MMDOYYYY Hihh mm:nsfmomwmrmﬂ‘ Ring Msgs. Tu‘q“;:u _ crange |
l—rr‘rr"rr‘f—r—rrr‘r—r[—l‘rrr—rrr‘ Lob Asgn
B [ Dyplcate
f‘r”rr—rrf—rrr;r—rf—rrrr—rrr
O I I [ i
B S I PILErr
O O O O I O N oRMS
5 O O O N (B
EEEN SRR [T Lt
N O A Y A A O O (rl P 1260
R [T
L L E Tay © Eviy v 11Tl N save
0 AN 8 oot

2022051 021412023 thru 02172023 <« >

e ]

On Screen Text:

Use the Duplicate button to copy a clock ring. The ring will duplicate below the original one, leaving the original
clock ring active and unchanged.

The Pre-Process button allows you to check your work before saving. It allows you to view the outcome of any edits
you have made prior to saving.

Use the P/L Err (Pay Location Error) button to see all employees with clock ring errors in the same pay location.
The eRMS button allows you to toggle between the TACS and eRMS applications, if you have access to both.

The 1017 Message button will be greyed out until aring is disallowed or unauthorized overtime is entered. When
bolded, it navigates you to the PS Form 1017 Module to complete the digital PS Form 1017-A, Time Disallowance
Record, or PS Form 1017-B, Unauthorized Overtime Record.

The PS 1260 button, when bolded, requires you to enter comments from the approved PS Form 1260 when clock
rings are added, deleted, or changed. PS Form 1260 is activated by all manual entries and requires a comment of
the supporting documentation.

Use Save to save your work.
The Close button allows you to exit the Clock Ring Editor Module.
Help provides online help for Clock Ring Editor topics.
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We have nine more buttons to review. Select each button to learn more.
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Entering Leave

[ 1] 5 [ 0] [oc]es)

Slide SSv_curre|
of 52

Missing leave
shown on: Solgud Syl 'LI EE E‘E E ki‘ o, L
Leave entered Users can - Date T Traesaction Amcart Nessapels) ‘ o,:-w l;o '::M‘f* -!»T:Y'Mo}fa Date Tine
prlmarlly q] toggle between * Clock Rlng (21 0830 BEON TOR NRmDveFonPs  M1MG GO 000 IR 0 91
eRMS. TACS & eRMS. [ Error Report rinins il s M oo S < ORI
0210 20 OUTTOLINGK ¥ it 5 Dy On Clock M0 0000 L] xo
y PTe-PI'OCGSS G210 1200 NFROM LUNCH F Nt Pl Dy On Clocs MG 00000 T xm
Screen. (210 0 BNOCFTOMR WhoesconesExdTowr 10 000000 0K %o
L]
Pre-Process Data T&A Data HoureR FLSA
Employee ID Day of Week Date RSCSuffix Lvl Cods Code  Quantity Exempt
90074161  [saturday [02-11-23 [P [0 [os [o52 [oo 550 N 2
00074161  |[Setwday  ]02-1123 [P f— fos Hlosa Moo 0N
[o0074161  |[Satwday  [02-11-23 E [0 o Hoso {o_ 50 [

A Leave reflected in TACS is what will process to Payroll Mainframe.

Slide notes

We have completed the review of column headings and transaction buttons.

Now, we can begin correcting errors. We will begin with the requirements for Entering Leave.

eRMS is used as the primary point of entry for current and future leave.

TACS is used to manage timekeeping, which generates payroll.

However, leave can be entered in both applications.

Logging in to eRMS or TACS applications simultaneously logs you in to the other, provided you have access to both.

The amount of missing leave can be found from the Clock Ring Error Report and Pre-Process button in the Clock Ring Editor Module.

Only leave reflected in TACS processes to the payroll mainframe for payment.
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Entering Leave Cont.

You must enter the exact amount of leave when:

+ Overtime and leave are used on the same day.

+ Two types of leave are used on the same day.

+ Two different Reason Codes are used on the same day.

» Leave and Reason Codes are used.

Slide notes
You must enter the exact amount of leave when overtime and leave are used on the same day, two types of leave are used on the same day,

two different Reason Codes are used for the same day, or Reason Codes are used to record specific types of leave.
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Slide $Sv_curre)
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Transaction Finance RSC Time Amt T&AFred
Code MM/DD/YYYYHH.hh Number Unit Suffix LviOper LU Route HH.hh §  Ring Msgs Day Day TZ
Joso] o2 Jos|2022]o7 oo | | Jefoiz] | Jooooo fos foo] | o] [pst]

N

H/L assignments less than full week:

* Higher Level Authorization Code 090
must be entered manually.

PS Form 1723,
Assignment Order,
required for ALL

higher level (H/L)

assignments. « PS Form 1723 retained locally.

Slide notes

There are transactions that are not a clock ring error but require entry in the Clock Ring Editor.

One of these transactions is the Code 090 Higher Level Authorization for details less than a full week.

A signed and authorized PS Form 1723, Assignment Order, is required for all higher level assignments.

When higher level assignments are less than a full week, higher level authorization code 090 must be entered in the Clock Ring Editor.
PS Form 1723 is retained locally.

This example reflects a higher level authorization beginning at 0700 to an EAS-17 Supervisor for a total of eight hours.
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Slide 34 - Overtime (OT) — 091 Transactions
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Slide notes

Next, we will discuss instances that must be addressed with a Code 091 Overtime transaction.

Authorized overtime should be administratively addressed by management in the OT Admin application, when possible.

TACS should not be the immediate data entry point for employees with a record in OT Admin.

All instances of overtime transferred from the OT Admin application appear in TACS with a corresponding OT Transaction Code 091.
All overtime that cannot be addressed in the OT Admin application must be addressed in the Clock Ring Editor Module.

One of two PS Forms can be used as documentation to support a 091 OT Transaction in the Clock Ring Editor: PS Form 1261,
Non-EBR Report, and PS Form 3996, Carrier - Auxiliary Control.

The 091 transaction code is used to report both authorized and unauthorized OT.

All authorized overtime should be entered prior to the employee working the overtime and should reflect the actual amount of overtime approved to
work.
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TACS calculates authorized OT. Any hours worked beyond the initial authorization will appear on the Missing 091 Transaction Report and should be
addressed.

Entering the actual overtime assists with monitoring and controlling creeping overtime.
TACS pays overtime based on actual clock rings, whether it is authorized or not.

However, all instances of overtime should have a 091 OT Transaction code with a “Y” for Scheduled Overtime or an “N” for Unscheduled Overtime.
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Slide 35 - Unauthorized Overtime — 091 Transactions
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Unauthorized Overtime — 091 Transactions

Urited Staes Postd Sarvica P i S A
Uneuthorized Overtime Recerd

Foy Ted Amort | tuses
Do o pria M 3| oree | nitwied | Vi

o T e ) e s e o ] W ]
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Unscheduled Requires a PS N in the

Overtime is Form 1017-B, Scheduled

considered :
Unauthorized Unauthorized I colymn of Clock

Overtime. Overtime Record. Ring Editor.

Slide notes
All unscheduled overtime is considered unauthorized overtime and requires proper documentation, PS Form 1017-B, Unauthorized Overtime Record.

When overtime is recorded with an “N” in the scheduled column in the Clock Ring Editor, the 1017 Msg button illuminates, and a PS Form 1017-B is
created.

Only employees with unauthorized OT are required to have this form.

Supervisors are required to discuss the actions leading to the unauthorized OT with the employee.
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Slide 36 - Disallowing Time in the Clock Ring Editor

Disallowing Time in the Clock Ring Editor
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Slide notes

To ensure proper recording of employee workhours, it is important to discuss disallowing time and the appropriate documentation.

When a clock ring is modified that reduces workhours, a PS Form 1017 message prompt appears.

Addressing this prompt directs you to the PS Form 1017 Module for completion of PS Form 1017-A.

As documentation for this action, supervisors should annotate PS Form 1260 with the following: the appropriate Disallowance code,

the date of discussion with the employee, remarks for the PS Form 1017, and the actions that need to be taken in the Clock Ring Editor,

for example, which rings need to be changed or deleted. If this information is not provided at the time of the transaction in the Clock Ring Editor,

management must complete the unresolved PS Form 1017-A in the PS Form 1017 Module at a later time.

This process will be demonstrated later in this module.
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Slide 37 - Requirements and Reasons for Disallowing Time
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Requirements and Reasons for Disallowing Time

B
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Time Disallowance Record

N/’

Requirements: Reasons: \

+ Personal + Extended
Knowledge of Wash-up Time.
No Work.

« Waiting Time.
* Employee « Personal Time.
Notification. ;
+ Mealtime.

» Documentation
(PS Form 1017-A).

» Erroneous |
Badge Use. )

"

P3Fom 10174, Cetober 1508 {112 Loten Usatk)

Slide notes
There are three requirements necessary to disallow time: knowledge or reason to believe the time was not worked, employee notification,
and proper documentation (PS Form 1017-A).

Examples of when you may disallow time include: wash-up time that exceeds the time allotted while on the clock, waiting time spent waiting to start
work after

clocking in to begin their tour and no work is being performed, personal time spent by employees before or after the tour ends attending to personal
matters,

employees on the clock during their designated meal period, provided no work was being performed, erroneous badge card used,

and no time was worked for the person whose card was used.
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Slide 38 - PS Form 1017 Module

PS Form 1017 Module
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The PS Form 1017 Module covers both the PS Form 1017-A and the PS Form 1017-B.

Slide notes

Next, we will look at the PS Form 1017 Module.

This module is used for the creation of both PS Form 1017-A and 1017-B.

Page 46 of 63



Adobe Captivate Wednesday, December 20, 2023

Slide 39 - 1017-A - Disallow Tab
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Remarks field should be used to differentiate actual disallowed time against the PS
Form 1017-A created by a clock ring correction where no actual time was disallowed.

Slide notes

With the first incident of disallowed time in the Clock Ring Editor, a PS Form 1017-A is created for that employee and stored in this module under the
1017-A Disallow tab.

You must complete PS Form 1017-A in its entirety.

Include when the employee was notified, the reason for the disallowance, comments from the employee following the required discussion,
and any pertinent information about management knowledge of the incident in the remarks section.

The Remarks field can also be used to differentiate actual disallowed time against the PS Form 1017-A

created by a clock ring correction where no actual time was disallowed.
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Slide 40 - PS Form 1017 Reports
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Slide notes
Once the form is completed, use PS Form 1017 Reports to set the appropriate parameters and to print PS Forms 1017-A.

Then, secure the forms from unauthorized access in locked cabinets or desk drawers.
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Slide notes

As previously stated, the 1017 Module is also used for housing and completing PS Forms 1017-B, Unauthorized Overtime Record.

Each time overtime is recorded with an (N) in the Scheduled column in the Clock Ring Editor, you receive a prompt to enter PS Form 1017-B data.
PS Form 1017-B, Unauthorized Overtime Record, is created and must be completed in its entirety.

After entry, management must discuss actions leading to the unauthorized overtime with the employee.

Record the date the employee was notified and provide specific information of why overtime was unauthorized in the Remarks section of the form.
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Slide notes
When PS Form 1017-B is completed, report parameters can be entered and the Run button selected from the PS Form 1017 Reports Menu.

Printed PS Forms 1017-B must be secured from unathorized access in locked cabinets or desk drawers.
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Slide 43 - Loan, Transfer, and Training System (LTATS) Entry Module
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Reference the resource LTATS Entry Module at on the Help page.

Slide notes

The Loan, Transfer, and Training System Module, commonly known as LTATS, is another tool located on the Time drop-down menu.

It is common for employees to be assigned between facilities.

You must ensure workhours are transferred correctly.

The preferred method is for employees to use the Transfer feature and HEBR when swiping their badge.

This ensures finance numbers are charged the appropriate workhours and prevents the need for manual clock ring changes in the Clock Ring Editor.
If necessary, users can initiate a transfer of hours by modifying the finance number field in the Clock Ring Editor, if the user has access

to both the base and temporary finance numbers involved.

Corrections must be made prior to the weekly closeout.

As a last resort, you can also use the Loan, Transfer, and Training System (LTATS) Module in TACS.

LTATS allows you to manually enter a transfer of hours for current or previous pay periods and weeks to another finance number or pay location.
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Slide 44 - T&A Pull Times (Central Time)
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Below are the times that T&A records are pulls from TACS and
sent to the Mainframe.
NOTE - All time listed are in CENTRAL time.

Week 1:

T%A reccirds are Clase is Monday night of week 2 at the following times:
pulled” from 17:00 - TAGS 01
TACS at the end 1800-TACS 03
19:00 - TAGS 05 and TACS 09
of each week 2000 . TACS 10
and sent to Week 2 (4 pulls)
ee pulls):
Payro.ll Systems P e
Mainframe. 17:00 - TACS 01
18:00 - TAGS 03
19:00 - TACS 05 and TACS 09
22:00- TACS 10

2. Saturday (of following week 1):
17:00 - TACS 01

18:00 - TACS 03

19:00 - TACS 05 and TACS 08

20:00 - TACS 10

3. Sunday (of following week 1):

Timekeeping Timekeeping i et
hours for hours for Week 19:00 - TACS 05 and TACS 00
“ » 20:00 - TACS 10
Week 2 are 1 are pU " ed 21:00 Central time - all TACS instances, all Regular Rural Certificates
“pulled” four on Monday of (PS Form 1314's) that do niot reflect any days of LWOP.
i ; Week 2. 4, Monday (of following week 1):
different times. 00 TS o1
18:00 - TACS 03
19:00 - TACS 05 and TACS 09
20:00 - TACS 10

17:00 - All TACS instances — All Rural Certificatas (PS Form 1314 and

1314-A) m
==

Slide notes

In order to process time for all postal employees, payroll systems follow a weekly pull cycle. Let’s look at these pull times.
Pull times listed are in Central Standard Time.

To determine correct pull times for your Area, you need to know your TACS Instance.

This can be found on the TACS web page using the TACS Document & Contact Info link and selecting the Time and Attendance Compliance Contact
List.

Under no circumstances can transactions be made after the final Pull Time.

Timekeeping records are pulled from TACS at the end of each week and sent to Payroll Systems in Eagan.

Hours for Week 1 are pulled on Monday of Week 2. Hours for Week 2 are pulled four different times: Friday of Week 2, Saturday of following Week 1,
Sunday of following Week 1, and finally on Monday of following Week 1.

On Monday, all timekeeping hours are uploaded, whether they are corrected or not.
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Therefore, every Monday is a timekeeping day.
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PPWk Holds Module should be used sparingly and only when additional time is
needed to clarify or collect information regarding an employee’s time.

Slide notes

Our final module under the Time drop-down menu is the Pay Period Week Holds.

The Pay Period Week Holds Module should be used sparingly and only in emergency situations or special circumstances,
such as when additional time is needed to clarify or collect information regarding an employee’s time.

Pay Period Week Holds can only be used for week two.

Users with Supervisor or Lead Clerk roles can initiate a hold on an individual using the upper portion of the module

and on an entire pay location using the lower portion of the module.

A single employee hold activated for an individual prevents their rings from extracting to the payroll mainframe

until Monday closeout or until you remove the hold, whichever comes first.

Below the EIN is a Hold Indicator checkbox.

To initiate the hold, select the box so a check mark appears.
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Enter a descriptive reason for holding the record in the Hold Comments field.

Select Save or <Alt>+<S> to save the entry in TACS.

An entire pay location hold is a hold activated for an entire finance number or pay location.

This prevents all employees’ rings from extracting to mainframe until Saturday.

To initiate a pay location hold, in the bottom portion or the module, enter the finance number and corresponding pay location.
Select the Hold Indicator box so that a check mark appears.

Select Save on the right side of the screen.

If you have more than one pay location under a single finance number, you must repeat this process for each pay location.

Step-by-step instructions for holding an employee record can be found on the TACS Help Desk website.
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Knowledge Check Instructions

Now, test your knowledge of what you have learned in this module.

Select the correct answer and click the submit button. You have three attempts to
get each knowledge check question correct.

Good Luck!

Slide notes
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Knowledge Check 1 of 5 -
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PS Form is required for ALL missing clock rings and clock ring changes in the Clock
Ring Editor Module.

Select the best answer.

A.1017-A

B.1017-B

C. 1260/61

O O O O

D. 3971

Slide notes
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Slide 48 - Knowledge Check 2 of 5

Knowledge Check 2 of 5

The TACS

Record.

Select the best answer.

A. Clock Ring Editor
B. LTATS Entry

C. PPWk Holds

O O O O

D. PS Form 1017

Slide notes

Module allows you to record a PS Form 1017-A, Time Disallowance

Slide $Sv_curre
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Slide 49 - Knowledge Check 3 of 5

Knowledge Check 3 of 5 o
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The Module allows you to hold employee records by EIN or Pay Location beyond the
initial pull in Week 2.

Select the best answer.

A. Employee Maintenance

B. Clock Ring Reports

Ol O] O

C. PPWk Holds

O D. Reports Queue

Slide notes
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Slide 50 - Knowledge Check 4 of 5

Knowledge Check 4 of 5

What transaction code is used for authorized and unauthorized overtime?

Select the best answer.

A. 002.
B. 091.

C. 595.

O O O O

D. 901.

Slide notes

Slide SSv_curre
of 52

Page 60 of 63



Adobe Captivate Wednesday, December 20, 2023

Slide 51 - Knowledge Check 5 of 5

Knowledge Check 5 of 5 -
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When overtime is recorded with the letter in the Scheduled column of the Clock Ring Editor, you
will receive the PS Form 1017-B prompt to enter the 1017-B data.

Select the best answer.

O AN

O B.S

O cu

O DY

Slide notes
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Module 4 Summary

In this module we learned:

+ About TACS modules to ensure proper recording of employee workhours.
oEEE
HEEN ®

+ How to operate the Clock Ring Editor Module to add, change, delete, and duplicate entries.
Always Remember:

* How to add leave and assign the correct reason codes.
+ Address$ all timekeeping issues DAILY.
* How to enter PS Fqu, 26R-glecemesdalifRout valid documentation.

* How to address ovéftimaltisiate Goaeifdd pransactimyzasdhwoectly dirafiost time.
time to avoid unnecessary and costly payroll adjustments.

* How to identify system prompts to use the PS Form 1017 Module to complete PS
Forms 1017-Aand 1017-B.

Transfer Hours

ﬂl E [+ How to address transferring workhours and placing employee rings on hold using
S the PPWk Holds Module.

Slide notes

In this module, we learned about the necessary TACS modules to ensure proper recording of employee workhours.

We learned the features of the Clock Ring Editor Module and how it relates to adding, changing, deleting, and duplicating entries.

We also learned when and how to enter leave in TACS, submit PS Form 1260 documentation, address Higher Level with Code 090,
authorize overtime using Code 091 transactions, and disallow time, as needed.

Next, we identified system prompts to use the PS Form 1017 Module to complete PS Forms1017-A and 1017-B documentation correctly.
Lastly, we addressed transferring workhours and placing employee rings on hold using the PPWk Holds Module.

Always Remember: address all timekeeping issues daily, never make entries without valid documentation,

and the goal is to pay employees correctly the first time to avoid unnecessary and costly payroll adjustments.
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Slide 53 - Module 4 Completion

Module 4 Completion [ roc]ere]

Please return to the learning portal and review Modules 5 through 8 to complete

Slide SSv_curre
of 52

You have completed Module 4: The Time Menu.

the Time and Attendance Collection System (TACS) Supervisor training.
Close this window by selecting Exit or by pressing <Alt+F4>.
NOTE: Should the module not show as complete in the learning portal,

please view the TOC to confirm you visited all slides. If any of the slides are
missing a checkmark, please revisit the slide(s) and the module will complete.

EXIT

Slide notes
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Slide 1 - Welcome
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TACS Supervisor Training
Module 5: Day 1 and Day 2 Activities

TIME AND ATTENDANCE
COLLECTION SYSTEM ®

Slide notes

Welcome to the Time and Attendance Collection System (TACS) Supervisor Training Course, Module 5, Day 1 and Day 2 Activities.
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Slide 2 - Help

Accommodations and Support Course Resources

If you require an accommodation for completing this online
course at the area or district level, please contact your PS Form 1723 Quick Reference Guide
Manager, Employee Development. If you are using a screen

reader to navigate the course, select the HELP button to view

slide navigation and screen reader information. PS Form 1723 Screen Print Examples
If you have questions concerning the computer you are using
to take this course, contact your local IT Helpdesk or PS Form 1723 Overview Video

1-800-USPSHELP. For learning portal issues, please contact
your local Manager, Employee Development.

LTATS Entry Module
For area or district employees, contact your local Employee
Development office for support. Select the HELP button to find
your local office on the District/Area web pages. If they are HEBR Stand Up Talk and Placard
unable to resolve your issue, they will escalate the issue to Tier
2. When contacting them, please provide your EIN, course

name and/or number, and a brief explanation of TACS Reports

the issue.

For Headquarters/Headquarters field employees, select the Work and Leave Transaction/
HELP button to submit a ServiceNow ticket. Reason Code

The HELP page also includes instructions on how to clear your
cache if you are experiencing bookmarking or completion
trouble. To resume the course, please select Return.

Slide notes
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troubleshooting, &
course resources

Table of
Contents

Next
slide

Slide notes
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Slide 4 - User Information
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Slide SSv_currer]

of 37

User Information

To optimize your learning experience, retain course progress, and receive course credit:

+ Use Google Chrome.

+ Do not minimize the course window.
+ Avoid multitasking.

+ Remain active in the course.

If you are going to be inactive for longer than 10 minutes, exit the course by selecting the X in the
upper-right corner of the browser window.

When you are ready to resume, relaunch the course from the learning portal and it will continue
from the last slide viewed.

Should you have trouble completing a module or course, please confirm you have visited all slides
by viewing the TOC.

Slide notes
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Slide 5 - Introduction
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Slide SSv_currer]
of 37

Introduction

Please pay attention as you watch two videos on how to clear specific clock ring
errors for a Clerk. Each video represents clock ring errors for a different Time and
Attendance (T & A) Day.

After each video, you will have an opportunity to correct the errors demonstrated in
the video.

Select Continue to get started.

Slide notes

Please pay attention as you watch two videos on how to clear specific clock ring errors for a Clerk.
Each video represents clock ring errors for a different Time and Attendance (T & A) Day.

After each video, you will have an opportunity to correct the errors demonstrated in the video.

Select Continue to get started.
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Slide 6 - Clearing Clock Ring Errors - T&A Day 1: Not a Full Day On the Clock

Clearing Clock Ring Errors - T&A Day 1: | ] 5 ffccfrocfeee]
Not a Full Day On the Clock g

£ United States Postal Service - Res t Server Na = O
System Employee Site Time Reports Switch Help Window
ﬁ Clock Ring Editor Module v4.028 - (20) ZJ
TACB00FO Clock Ring Editor Module Tela |
Clock Rings |
Employee ID:/90074042 | SAMPLE, EIPLOYEE Payloe: |10 Clesr
AR Show Rings Ring Coloring Wkly Sched: I—S—ﬁ‘s—rﬂ"—NT Find
1+ 2012-05-4 " P =
~ Al ON Daily Sched: [14.00 - 22.50
2012952 Add
 Futu ¥ L= DAILDC: 110 [1100 -
re
Delete
Transaction Finance RSC Time Amt T&AFred
Code MMDDIYYYY Hi.hh Number Unit Suffix LviOper LU Route HH.hh S RingMsgs  Day Day TZ Change
[0t [ [o2 [ 2012 14 oo [eo-o116 [oooa|e" [~ o aosa oo [oocoo fou oo | FNekFiBaGRGRe 1 | [csT - Job Asgn
o [ oz i forz fenfeo [ [T [P [ [oe 0000 [oo [0 | EGHRUDayOmEa 1 | _[csT s
10| [02[12[2012[12 oo [s0-0110 [oo0o [P | [as [eos0[oa [ooo0n [oa oo | [Fatal Error o[ Jest
010 [0z [12[2012[12 o= [so-011a [ocoo[p | [oe feoso oo [oooon foo oo | EBICREBERRMTa 2 | |csT ﬂ‘-"_’
01z[ [0z 12 [2012[18 oa P [ o 00000 [00 00 [ [Fatal Error 2 [ fest PiLET |
o13] [0z 12 [2012[1e 50 [a0-011a [oooa [P | [as [eos0]oa [oooon foa oo | [Fatal Error 2 [ [est i
12| [0z 12[2012 22 [0 P | [os 00000 [00 [00 | [Fatal Error 2 [ fest =
10 [ (02 13 2012 13 50 w0110 [ouuo P [ os [2050 oo [oauoa [oo [oa [~ [wonsehedued Begi s [ [es1 _oi7st |
o1 [ [o2 [13 [2012 [14 [50 [so-0110 [oooo [P [ [o8 [o020 [oo [oooon [oo [oo [~ [EiOREraonumeEaion |5 |  |cst pSizE |
o2 [0z [i2 2012 [1 oo | [P foa [ Joooon oo foo [ [Fatal Error B[ fest
[or1 [ [o2 [13 [2012 13 &S [so-0110 [o0oa e [~ o6 [oo20 oa' [oocon [oa [oo B[ [est sve |
ot [~ foz iz 2oz [z2fss [ [~ [P [ o8 [~ ooooe oo oo [~ ENGEaeRErmamen > [ [cs7 - |

|2012-05-1 10211112012 thru 0241772012 << I >

Slide notes
Now that we’ve learned the features of the Clock Ring Editor modules, let’s correct the errors.
February 11, 2012, there’s a ring message, “Not a full day on the clock.”

Let’s click Pre-Process to verify how much leave this employee is needing.
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| £ United States Postal Service - Restricted Information - (20) Server Na... — O X

System Employee Site Time Reports Switch Help Window

v4.002-(20) 1]
Clock Ring Pre-Process Module 24-Feb-2012
Pre-Process Data T8A Data
rs Reason FLSA
Employee ID Day of Week Date RSC Suffix Lvi mm Quantity Exempt
Saturday 02111z [P Jo  Jos 052 Joo 650 N - Yesky
[oo07s042  [satursay Joz11-12 [P Jo | Jos fos¢ Joo 250 v
90074042 Saturday  Jo2-11-12 [P Jo | Jos |Joso |[so 150 N 052: 1440 |
90074042 [Tuesday  Joz-1412 [P Jo | fos Josz Joo 790 N LB
90074042 [Tuesday  Joz-1412 [P | Jo | fos Joss Joo 298 v DSOZ0LEY
90074042 [Tuesday  Jo2-1412 [P | Jo | Jos | Joso [se 10 v
HHEE—F!

Transaction Finance RSC Time T&A Fred
Code Date Time Number Unit Suffix LviOper LU Route Amt § Ring Msgs Day Day TZ
010 [02-11-12 [14.00 [s0-0110 [0000 [P [0 [06 [o050 [00 [o0000 [os.s0 | [EHNGEEGMDEM |1 | cs1 -
014 [o2-11-12 [20.50 P [o [os 00000 )NnnScnedulr cs1 |
010 | [02-12-12 [14.00 [e0-0110 [oooa [P [0 [o6 [3050 [o0 [ovooo cs1 =
010 [ [02-12-12 [14.05 [e0-0110 [o00o [P [o” [o6 [2050 [o0 [o0000 _(2 cs1
012 [02:12-12 [18.00 P fo [os 00000 cs1
013 [02-1212 [18.50 [e0-0110 [oooo [P [o [o6 [3050 [o0 [oooo0 2 cs1
012 [ [o2-12-12 [22.50 P [0 [os 00000 [ ez
010 Jo2-13-12 [13.90 [s0-0110 o000 [P [o [os [e0sa oo [ooooa W 3 [ Jesi o
01| [o2-13-12 [12.50 [s0-0110 o000 [P [0 [o6 [o020 oo [oo0oo o> [ [cs1
012 [o2-12-12 [18.00 P [o o5 00000 B fesi-|

In the top section of the pre-process data, we read Hours Code 059, Reason Code 59, with the amount of 1.50.
This represents part daily without pay generated based on employee’s bid assignment.
Let’s click close and locate the proper PS Form 3971 for the amount and type of leave the employee is requesting.

L ias . I ****SCENARIO 1/ DAY 1"*** | Request for or Notification of Absence

oryicyen’ Namo Fred ., W8, s | Dstle Eubreibod Aaaso vy | M. o Hours Facgosctod a
sample Employee mmd“ ¥ |01.03.2012 01.50 4
InStalalion (o fostmartert ke, show ot el i P Cocm) NSDay |Payloc No|DACods  |From Cam Ll 2
bz 112012 | 2050 [
Tims of Call or Proquoet [ Bchedited Feparting Teve W Nooded, Errpioyos Can B Raadhed Al o o @
| Clon st cas P2 112012 | 2200
Type of \ COUMONEATOn (Mo oo use oy [ Pvisedt Bohodue for o Acﬁﬂh\llkwm
¥ e (Code 055) |0 A e -3 Ove Che SCHEDULED
O Hotesayeal Ly xcn 100 For 00P Laavm 47 oty | Bugn wor 1
) Ot 704 B | E3For Advanced Siox Lame 5 1221 | y
x [ Sox L S— | EAS
] LWOP 50w ey P |undhoa ‘Lmh
01 Sk sow s et e e | delermines
L e I:;‘.“":" S [ o | scheduled of
[ T — €3 For - |
7 otwe {01 Schama Taing Totrg Oty o cnwy |2 2" ) unscheduled
ok (3 ot astr ik oo, S Py A Shaarart s rsree o P £ 5
***Note: Click the add button and then the find button to search for annual leave *** & &
e 1 | The person
| andertand that the an1ual leave suthorizad in oxcess of the amount avaliable t me during the leave year will be charged to LWOP. o | | | entering the
Signatre of Super =l leave initials
Sample cmplogee 01.032012 Supervisor A 01.03.2012 T Tese and enters
" . . e 0 | exact time
Official Action on Appllcation (Relurn capy of signed request " — = T | aiterad:
() Acpres Dot chuch en FULA bos un ycu very the ture of Supmevivcn ad R bE St
? o LA dasgraton e |
O] Dssgproved Gvo mason beow) [ PMLA Designaton s PENDING Supervisor B 01.03.2012 et ———
(] FLA Protecied = ol | |
[ Mot FMLA Protacserd L3 Onlboass w smorest 21

The PS Form 3971 for February 11, 2012, beginning at 20:50 for the amount 1.50, the employee is requesting Annual Leave.
Management has indicated that this leave type is scheduled.

Let’s enter the leave.
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United States Postal Service - Restricted Information - (20) Server Na... ==

System Employee Site Time Reports Switch Help Window

fooo7s0e2 e o |
checs ST

To enter the leave, select the first red fatal warning and click Add.

@ United States Postal Service - Restricted Information - (20) Server Na... —

System Employee Site Time Reports Switch Help Window

fio |
g

®
fito Jrioo

Select Find to locate the description for Annual Leave.
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@ United States Postal Service - Restricted Information - (20) Server Na... — O X

System Employee Site Time Reports Switch Help Window

Find 0%annual

Code |Description
IN FROM LUNCH
END OF TOUR
AWOL
WOUNDED WARRIOR ACT LEAL
PANDEMIC LEAVE
PENALTY OVERTIME
WILITARY LWOP

L b
DONATEDLEAE LI:J i
() P
S
L___— ——— &

A mimnr itk 470

You can either scroll or click after the percent sign and type annual.
Then click Find.

@ United States Postal Service - Restricted Information - (20) Server Na... = O X

System Employee Site Time Reports Switch Help Window

Select OK.

Page 9 of 48



Adobe Captivate Wednesday, December 20, 2023

m United States Postal Service - Restricted Information - (20) Server Na... = O X

System Employee Site Time Reports Switch Help Window

You can see the hours code defaults to the first column.
Let’s click tab to progress to each cell.
Verify the date and time. The time is defaulted to 1400, the employee’s base Begin Tour.

m United States Postal Service - Restricted Information - (20) Server Na... = O X

System Employee Site Time Reports Switch Help Window

soori0sz fio |
: [ssumi—_

Let’s correct it to 20:50, when the employee left for the day.

The amount defaults to eight hours.

Let’s enter 0150 based on the Pre-Process and the 3971.

Management has also indicated that this leave is scheduled in advance.
Type “Y” for yes, then click Pre-Process.
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@ United States Postal Service - Restricted Information - (20) Server Na... = O X

System Employee Site Time Reports Switch Help Window

02-11-12 [P
021112 [P
021212 [P
021412 [P
021412 [P

In the top section, you can see Hours Code 055 is now placed in the correct section.
And in the yellow/green section at the bottom, we can see that the Annual Leave has been applied to the correct date.

Let’s click Close and Save.
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Slide 7 - Day 1 Activity - Start

Day 1 Activity - Start | 1] 5 f0fccfrocfueee]

Slide SSv_currer]
of 37

Now you will practice clearing errors that you observed on the T & A Day 1 Video.

Slide notes

Now you will practice clearing errors that you observed on the T & A Day 1 Video.
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Slide 8 - Day 1 Activity - Part 1

Day 1 Activity - Part 1 ] 1[5 o] cerocfuer|

Slide SSv_curred]
of 37

| United States Postal Service - Restricted Ir

System Employee Site Time Reports Switch Help Window

[ Clock Ring Editor Module v4.028 - (20) X
24Feb-2023

TAC800F0 Clock Ring Editor Module i intemation |
Clock Rings |

Employee ID:[90074042  [SAIPLE, EMPLOYEE Payloc: |10

i Mok showRings Ring Coloring WKly Sched: [SSuTv/-—-

' 2023054 % 4

2023052 ('_“ (:ou Daily Sched: [12.00 - 2250

" Future ad DA/LDC: 110 [1100

Transaction Finance  RSC Time Amt TaAFred

Code MMI/DD/YYYY HH.hh Number Unit Suffix LviOper LU Route HH.hh Ring Msgs Day Day TZ
WFEWMEEMWFFEWEWHFE :
fora [ [o2 [14 [0z [20 s [ [[p'["fos [ [ [o000a [oo [o0 1 [ fest
Joto[ o2 [12[2023 [14 [oo [sc-o110 [oouo[p | [os [eesofoo [o0o0o [ou [oo [ [FatalError 2 fest
fo10] [0z 12 [202[1 [os [ao-ot1a [oooo[e [ os [eeso oo [ooooo oo foo [ |ENEREHERSIRESRGN |2 | |csT
f012[ [0z 1z 2023 18fo[ [ [p"[[os | [ [oooa [oo foo [ [Fatalrror [ [est
fo13] " [02 [12 [2023 12 [50 [ao-0110 [oooo [P | [0 [e0s0]a0 ooooo [oa Joo [ [FatalError BT fest
fo1a] [0z 12 [oezsf2z[s [ [ [p'[fos | [ [ooooo oo foo [ [FataiError [2 [ est
Jo10 | o2 fa 202313 50 [s0-0110 [o00a P [~ os [60s0 oo [00000 [o0 60~ [tWihionScheduled Begu 3 [ [cs1
Jot1 | [o2 12 [2023 [14 [s0 [s0-0110 [oo00 o [ ~ 05 [0020 00 [00000 [oo oo [~ FEiGReraemTUmEaIDR > | c5T
Jo1z [ o213 202318 oo [ [ [p'["fos | [ Jooooa [on [o0 | [FateiError &[T st
for1 [~ o213 2023 [18 5 [ao-0110 [ooud P [ [o6 [o020 oo [ooaoa oo [oo | EiGekiEremann 13 | [cST
fora[ "oz 13 [0z f2zfse [ [ P ["fos [ [ loooo foo foo | (FiNGERGRErmEMmEN > | [csT - |

l 2023-05-1: 0211172023 thru 02117/2023 <« | >»

I?lf I

Select
Pre-Process.

-
=

1017 MSG

i ELE

Slide notes
Now that we’ve learned the features of the Clock Ring Editor modules, let’s correct the errors.
February 11, 2023, there’s a ring message, “Not a full day on the clock.”

Let’s select Pre-Process to verify how much leave this employee is needing.
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Slide 9 - Day 1 Activity - Part 2

Day 1 Activity - Part 2 ] 1[5 o] cerocfuer|

Slide SSv_curred]

of 37
|£) United States Postal Service - Restricted Information - (20) Server Na..  — O X
System Employee Site Time Reports Switch Help Window
[5 Clock Ring Pre-Process Module v4,002- (20) x|
TAC803F0 Clock Rlng Pre-Process Module 24 Feh-2023

Pre-Process Data T8A Data o
Employee D DayofWeek Date RSCSuffix Lvi fode Cogs"" Quantity Exempt

|90074042  [Saturday |2-11.23 ? Igl__ l_@ Jos2 [o0 6.50 {I[ - Weekty

[o0074042  [[saturday 21123 [ Jo 'os foss oo 250 N

[oo7042  [satursay J211.23 [P Jo  Jos flbso [so 150 IIN_ [ 052 1440 _|

[ooora0s2 |[Tuesday 21423 [P Jo  fos ‘Jos2 Joo 790N 054: 06.45

[s0074042  |[Tuesdsay J2-14-23 P Jo  fos Joss [Joo 35 N [ ose; o160

[ooo74042  [fuessay [2-1423 [P Jo  fos Joso |[so a0l l

[ — O — -

| M O M—
—

Transaction Finance RSC Time T&A Fred l—

Code Date Time Number Unit Suffix Lvi Oper LU Route Amt S Ring Msgs Day Day T2 I

{010 [02-11-23 14.00 [so-0110 o000 e [o [os soso [oo fooooo | o550 [ NERRMNDR 1 | [cs1 | |

ot [-m-2f0s0 [ [ [P [ofos] [ [oooo0 [ [ [owitionscheaul[t [ [cs1 3

Jor0 |~ [02:12:23 &0 s0-0110 o000 [P’ 0”06 (5050 foo foooon ™ [ || B[ s I -

[690 [ 02-12-23 14108 [80-0110 [o0oo ¥ [o” (06 [s0s oo [oooon [ | (FiEIBNEIEER 2 | [cST

jotz] " Joz-t2:z3ftso0 [ [ [Pfo’fos [ [~ fooooo [ [ B[ [es

Jo13 [ [oz-12:23 1850 [e0-0110 o000 [ o' o6 (5050 foo fooooo ™ [ || Rl ks

[ofa[ " 022252250 [ [ [P'[ofos [ [ [aoooa [ [T 2 [es

foro| " 02-13.23[13.90 [so-0110focoa [p o [os [susafoofosae [ | [wihonscheaul[s [ [cs1
Jo11 ] [o2-13-23[1450 [so-0110 [oooo e [o-[oe [oo20 oo fooooo || EHRERMMGAN 3 [ [csT
for2[ “o2-1323[1800 T [ [pfofos] [ fooowo [ [T fes1,-

- Select Close.

Slide notes

In the top section of the pre-process data, we read Hours Code 059, Reason Code 59, with the amount of 1.50.
This represents system-generated, part-day leave without pay.

This is based on the employee’s bid assignment.

Let’s select close and locate the proper PS Form 3971 for the amount and type of leave the employee is requesting.
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Slide 10 - Day 1 Activity - Part 3

Dav 1 Activity - Part 3 :|l|l|l. w)) Toc HELP
y y Slide SSv_currer]
of 37
UNTEDSTITES | Request for or Notification of Absence
Employea's Narre Pt as!, fisst, M) Employee ID Date Submitted MM/ZOVYYYY§ No. of Fours Requested Q|Q| PP | Yea
Sample Employee 90074042 |01.03.2023 1.50
Installation (For postmastor's keave, show city, stato. and ZIP Codls) N/SDay |PayLoc. No. |D/A Code From: Date Hour Qra 05| 2023
07 112023 | 2050
Timsz of Cal or Fecuest Scheduled Rzportng Tmz If Needed, Employee Can Be Reectec Al Thru: Date Hour
Oooncten} 02 11 2023 | 2200 Day | Init | Hours
pe Ser ce Documentation (For official use only) Revised Scheduls for Dats) ppr n Advarce Sat
8 Amual (Code 055) [ FaLA Reques ed (Gerfication raviaws ~ HRSSC) Oves no X bl
A T For GOP! eave (041 on fie) Regn Wark A
Carrler 701 Route <
O w0 swrevesy) 1 Ao ek 1 o 221 Lunch Oul Lunch In "]‘f;"
O sk S0 raverss) 0 For Miltary Loave (Ordsr: reviewsd)
Hisio [ For Courl Leave [Summons raviomed) End Wark T
0 oP (sse reverss) O For Higher Level 5 1725 o7 flg) Vied
[ ther [ Schema Tra ning Testing Quallying Memo on fle) Tl tlogrs ®
Femarks (To not en‘ar medical informaton Sae Privacy Act Statement on ravarse of this form ) ?)\éj
il
o7
Sat
| understand that the annual leave authorized In excess of the amount avallable to me during the leave year will be charged to LWQP. 08
Employee's Signature and Date Sighature of Person Recarding andDate |  Sig of Sup and Date Notified ?’g
> T \ :
Sample (rplogae 01032023 Supervisor A 01.03.2023 or
0 Action on Application (Re opy of signed request to employ=e '|;u1€
m Approved ?&EEI c;r;eck an FMLA box untll you verty the Signature of Supervisor and Date Vied
graton. . 12
[ Diseperoved (3ive reason below) [] FMLA Designation s *ENDING Superviser B 01.03.2023 —
'] Full A Protectad 13
0] Not PMLA Prctested 1 ottt o oiaron o
P3 Form 3971, July 2021 (Page 1 of 2) PSN 7530-02-000-9136 Warning: The fumnishing of false information on this form may result in a fine of no: more
than $10,000 orimprisonment of not more than 5 yzars, o koth (18 U.S.C. 1007).
=

Slide notes
The PS Form 3971 for February 11, 2023, beginning at 2050 for the amount 1.50, the employee is requesting Annual Leave.
Management has indicated that this leave type is scheduled.

Let’s enter the leave.
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Slide 11 - Day 1 Activity - Part 4

Day 1 Activity - Part 4 i ] 5] ]cefrocfree

Slide $Sv_currer}

of 37
|£) United States Postal Service - Restricted Information - (20) Server Na..  — O X
System Employee Site Time Reports Switch Help Window
5 Clock Ring Edtor Module v4.028 - (20) x|
24Feb2023

TACBO0FO Clock Ring Editor Module ol A |
Clock Rings |

Employee ID: /50074042 |SANPLE, EMPLOYEE Payloc: [110 Clear

Edit Week

ot sv:nm mng Coloring Wkly Sehed: [SSUTW— pd

2023052 o . Daily Sched: [14.00 - 22.50 i

I Active (" OFF
P DA/LDC: [110 [1100 petete

Transaction Time Amt
Code MM/DD/YYYYHH.hh Number Unit Suffix LviOper LU Route HH.hh S

ol s o | o s
[o74 [ o2 [ 2023 [26 [s0 [ P"[ o8 [ [ [oo000 [o0 [o0 1 - :
Joto[ o2 [12[2023 [14 [oo [ec-o110 [oouo[P | [os [eesofoo [ooo0o [ou [oo [ [FatalError 2] fest

fo10] [0z 12 [202[1 [os [ao-ot1a [oooo[e [ os [eeso oo [ooooo oo foo [ |ENEREHERSIRESRGN |2 | |csT
fo12[ [0z [12[2023 18[00 [ [ [p'[ o[ [ [oooo0 [oo oo " [FatalError [ [est
fora] 02 [12 [2023 18 <o [o-0110 [oooo [ | [o5 [sosofoa [ooooo [oa oo | [FatalError T Test
fo1a] [0z 12 [oezsf2z[s [ [ [p'[fos | [ [ooooo oo foo [ [FataiError [2 [ est
[o10 [~ [o2 [13 [2023 13 [s0 [so-ot10 [oogo P [ oe (3050 oo (0000 [ou [60 [~ [(WiMlonscheduied Begi 3 | [c5T
Jot1 | [o2 12 [2023 [14 [s0 [s0-0110 [oo00 o [ ~ 05 [0020 00 [00000 [oo oo [~ FEiGReraemTUmEaIDR > | c5T
Jo12[ " [0z [13 202318 foo [ [ [p'[ o8 [ [ooooo fou oo | [FataiEmor [ [ [csT
for1 [~ o213 2023 [18 5 [ao-0110 [ooud P [ [o6 [o020 oo [ooaoa oo [oo | EiGekiEremann 13 | [cST
fora[ " loz 1z avzsfzzfee [ [ o ["fos [ [ looooo foo foo | FiGERCKEamEtnN > | [csT - |

] 2023-05-1: 0211112023 thru 0211772023 <« l >» l

i

=
=

1017 MSG

E B R

Slide notes

To enter the leave, select the first red Fatal warning.
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Day 1 Activity - Part 5

(@[] 5[0 ec [

Slide SSv_curred]
of 37

|£) United States Postal Service - Restricted Information - (20) Server Na...

System Employee Site Time Reports Switch Help Window

Clock Ring Editor Module

24Feb-2023
Restricted

Employee ID:[90074042  |SAMPLE, EMPLOYEE Payloc: |10
- ok Show Rings Ring Coloring WKly Sched: [SSUTW--
+ 2023-051 = o
e (_“ (_; Daily Sched: [14.00 - 22 50
" Future pA/LDc:  [110 [1100

Transaction Finance RSC Time Amt T&AFred

Code MM/DD/YYYYHH.hh Number Unit Suffix LviOper LU Route HH.hh S Ring Msgs Day Day TZ

foto " oz 1223 4 o0 eo-0710 foooa P [ (o€ feos0 oo fooooo oo oo | FNeEGNBAYIGRGRS 1 | [cs7 -

[ora [ o2 11 [2023 [20 5o [ ["[p'["[os [ [ [oo0o oo foo [ ENGHFNBEyORGRe 1 | [csT
Joto[ o2 [12 2028 14 [oo [sc-o110 oooo[P | [os [eesofoo [ooo0o [ou [oo [ [FatalError 2 fest
fo10] [0z 12 2023 12 os [eo-0110 [oooo[e[ o5 [eeso oo [ooooo oo foo [ ENERENERSIEESRGN |2 | |csT
f012[ [0z 122023 [18foo [ [ [p"[[os | [ [oooa [oo foo [ [Fatalrror [ [est

Select Add.

e

HE

=
=

for2] oz [12 2023 1 [so [ao-o11a [oooo[P [ [os [eesofoo [ooooo oo [oo [ [FatalError 2] [cst
fo1a[ [0z [12[2023f22[s0 [ [ [p'[fos | [ [ooooo foafoo|[FataiEror |2 [ [csT
fo10 [ [o2 [1a [2023 [13 s [s0-0110 [o000 P [ [oe [s050 [oo (00000 [o0 [60 [ [(WiNonScheduied Begi [3 [ [cs1
fot [ o2 [1 [202 [14 [so [so-o110 [oo0a [P [ [oe o020 oo [ooooo [oo [oo [~ |EiGReratenumeaiR 13 | [cST
[o1z2[ o213 2028 [18foo [ [ [p'["fos | [ fooooo fou foo|” FatmiEor o [ [csT
for1 [ o213 [2023 18[£S [ao-0110 [ooud P [ [o6 [o020 oo [ooaoa oo [oo | EiGekiEremann 13 | |cST

fova [ foz f1afaeza fzzfss [ [ [p'["fog [~ [ looooo fou oo~ FGERSRERGRIER > | cst -

l 2023-05-1: 0211172023 thru 0211772023 << l >» l

1017 MSG

E B R

Slide notes

Now, select Add.
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Slide SSv_curred]
of 37

|£) United States Postal Service - Restricted Information - (20) Server Na..  — O X

System Employee Site Time Reports Switch Help Window

TACB00FO Clock Ring Editor Module o

Clock Rings |

Employee ID:[50074042  SANPLE, EMPLOYEE Payloc: |10 Clear

Edit Week | - :
 2023.054 ﬂ::.w hgcmnln no :m% E. Select Find.
" 2023-052  cten o - Add

:r-m oA/DC: 110 1100 petete |

Code  MM/DDYYYY HH.ih wmmmw«wmmm: Ring Msgs mrxn _1‘1]

foto [0z v 2023 14 [og su-av1o foouo P [ g fooso oo [ooooo foo oo |~ FGHFGMDRRGRIGRE1 | [C5T | JobAspn |
.lll-ll--lll-l-lll_ll- Duplicate

[o14[ " loz [r1T2028 f20[s0 [ [ [p'["[os [ [ [ooooo [oo [oo [ IiiioiFuRDayIOREE 1 |
r‘l‘f‘rrzn‘zil‘l‘rmr“rrrr‘r‘mr‘rrnmr——rrr‘ _prepre |

[ot0] o2 122023 14 [os [s0-0110 [o00alP"[ " [os [s0s0 o0 foaooo foo oo | EEEBHGRISIGRGRMGMN |2 | [csT PLEr |

for2[ " [o212[2023 [18foo [ [ o ["fos [ [ [ooooo foa oo FataiEror R fest
fora] ez [12 aezs 18 50 o-0110 oooo]e [ fos [eoso[aa ooooe [oa oo FatatErrr R[" fest
fora] " fo2 [12 2023 2z 50 [ [[p"["fos [ [o0o00 oo foo[ " FatalErrr 2] [est Lol
foto [ [o2 [12 2023 [13 o0 [30-0110 o000 [ o [oosa oo [00000 [o0 o0~ [wiNoScheduied Beae 3 | ST
FFEFI_FEWWFFEI_I_@WF'F_FFE
forz " fuz [13 2023 [18fo0 [ [ P'[" o 100000 [o0 o0 FataError B[ st
FI‘EF@I—EWWFFEI—EWI—EF_EFE -]

] 2023-05-1: 0211172023 thru 0211772023 I I

‘i I%LE

Slide notes

Select Find to locate the transaction code for Annual Leave.
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Day 1 Activity - Part 7 ] 1[5 o] cerocfuer|

Slide $Sv_currer}

of 37
|£) United States Postal Service - Restricted Information - (20) Server Na..  — O X
System Employee Site Time Reports Switch Help Window
P Clock Ring Editor Module 4,028 - (20) X
TACB00F0 Clock Ring Editor Module Calitios |
Cookmngs|
Employee I0:/o007 04 Valid Hours Codes x| e e —
£t Woek WKy Sched: [SSUTW—- Find
2023051 Finio%annual I
" 2023-052 Daily Sched: [12.00 - 2250 Add
" Future Code ]Descxipﬁon e DA/LDC: W 1100 Delete
Transaction 013 INFROMLUNCH J lAmt T8AFred
Code MMDDYYYY |014  ENDOFTOUR h's RingMsgs  Day Day 1Z _ Change |
o[ s [+ AL W
WEEEE 7 vowveowsrorscried | IR | o
[ G Bm| 2 PANOEMCLEAE i EGRRERERA | | o5 -
[oio| [c2 12 [zuzs] [43  PENALTY OVERTIME b Fomieror o[ Jos M]
foro] [z [iz[amas] (44  MLTARYLWOP ;l o[ FpcSERgao 2 [ [cst PLET |
Mrﬁﬁim' 0‘ 5 DONATED LEAVE o[ [FatalError Erl—c?r

3| EI— Fatal Error [z_l—l'cﬁ
Select Find. Find Can orIFmJErrm 2] [cst Aafilod
P o] o i

o11] 0213 2023 [14 50 [s0-0110 [oooo o FEI_FWI‘BI"—FFE
12[ [0z 13 [2023[18 oo [ [~ [P'["fo [ [ [oo0o0 [o0 [o0 [ [Fatelrror [ est
FFEFI_FEWWFFEI_EWI—EF—EFE_]

l 2023-05-1: 02111/2023 thru 02/17/2023 l l

kD

hiaeiakba

Slide notes
You can either scroll to find the code or you can enter “annual” after the percent sign.

Then, select Find.
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Slide SSv_curred]
of 37

|£) United States Postal Service - Restricted Information - (20) Server Na..  — O X

System Employee Site Time Reports Switch Help Window

[ Clock Ring Editor Module v4.028 - (20) X
TAC800F0 Clock Ring Editor Module :;:;“:d?lmMn I
Clock Rings | —

Employee o070« VA0 L B Clear
Edit Week oS-

¢ . i |

2023.051 Find|055%

e Daily Sched: [14.00- 2250 Add
i Code |Description DA/LDC:  [110 [1100 .
Toamsaclion 55 ANNUAL LEAVE At TeAFred

Code  MM/DDYYYY hs RingMsgs  Day Day TZ ;"'ﬂ";]
fora |~ oz 14 [2n23) o (FlelFiiDayGatod 1 | [cs - Job Asgn
T [ L = [ I i Duplicate
for [~ [z i1 2023 o[ EiiciFiaytngioal 1 | [csT

Il e[| e hatne. B[ _prepree |
[o10] " [o2 [12][2023| El__lz_l_ﬁ PLEr |
!'“r‘r“r'r'nz“l ( 0| |FatalError [ fest eRMS
|31-3'|—| oI— Fatal Error [z_l—[ﬁ

e[| Select OK. ]Q| oK Igancel| o[ [ratalError k[ fest Liorrss |
foro [~ I [ [owiNonScheduled Begi 3 | [csT ps12s0_|
for1 [~ [o2 13 zquEMwWFrhlerl—ﬁor—FrE
[012]"" [o2 [13 [2023 [18 oo [ [ [P'["fo8 [ [ 00000 [ou [oo [ [FataiError [ [est swe |
FFEFI_FEWWFFEI_EWI—BF_EI—E - cose_|

I 2023-05-1: 0211172023 thru 024772023 __J _j
_tep |

. ki R

Slide notes

Select OK.
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Slide SSv_curred]

of 37

|£) United States Postal Service - Restricted Information - (20) Server Na..  — O X
System Employee Site Time Reports Switch Help Window
5 Clock Ring Edtor Module v4.028 - (20) x|
TACB00FO Clock Ring Editor Module e |
mw|

Employee ID:[90074042  |[SAMPLE, EMPLOYEE Payloc: |10

o ShowRings Ring Coloring WKly Sched: [SSUTv/--

2023054 AN ¢ ou

" 2023.052 s s '

" Future ad DA/LDC:  [110 [1100

Transaction Finance  RSC Time Amt TaAFred

Code MM/DD/YYYY HH.hh mwmmulourwmmum $  Ring Msgs Day Day TZ

10, [02 [11 [2qgs [14 oo mlﬁFl'EfsTw | FiietFiibayGate [ [ [cs1 -
R —
P l_ [FiliolFuiDayontoal 1 | [cs7

Frrrﬁ&rmwwrrrfrmrrrmrrﬁ
[010] [0 12 [2023[1 [os [so-0110 [ooaa[e [ [os [sost oo [oaooa [oo foo [~ EERERGRMIERGNONR |2 | |CST
forz[ " [02[12[2023 [18[o0 | [ [P [ fos| T [ooooo [oa foo[  [FataiError [ [est
013 02 [12 [2023 18 <o [ao-0110 [oooo[p | [0 [0so oa [ooooo [oa [oo [ [FataiError R [est
[o1a] [0z 1202322 50 [ [P ["[os [ [ooo0o [oo [oo " [FataiError [ [est
fot0 | [o2 12 [2023 [13 fs0 [so-0110 [oo00 o'~ 05 [s050 o0 [00000 [oo [00 [~ [(WiNonScheauied Begi 2 [ [c5
Jo17 [ [o2 [13 [2023 14 50 [so-o110 oo0a e[ o 0020 oo o000 [oo oo | [ FiReRaNGamumeaion 2 | [csT
[012]" [o2 [13 [2023 [18 oo [ [ [P'["fo8 [ [ [oo000 [ou [oo [ FatalError [ [ [est
Jor1 [ [0z [12 [2023 13 s [ao-0110 foo0o e [ 08 [o020 oo [ooooo [oo oo |~ FiNGHERGRERamMneN > | [cs7 - |

[ 2023-05-1: 0211172023 thru 02117/2023 |

Duplicate

1017 MSG

‘i ELEEHEEEEEE

Slide notes

You can see the hours code defaults to the first column.

As you tab across to each cell, verify the date and time.

The time is defaulted to 1400, the employee’s base Begin Tour.
Let’s correct it to 20:50, when the employee left for the day.
The amount defaults to eight hours.

Let’s enter 0150 based on the Pre-Process and the 3971.
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[ 1] 5 [ 0] [oc]es)

Slide SSv_curred]
of 37

|£ United States Postal Service - Restricted Information - (20) Server Na...

System Employee Site Time Reports Switch Help Window

24Feb 2023
TACB00F0 Clock Ring Editor Module Registricted Information
Clock Rings |
Employee ID:/00074042  |SAMPLE, EMPLOYEE Payloc: |10
?&1 showRings  Ring Coloring Wiy Sched: [SSUT-
Al [ oN Daily Sched: [12.00 - 22 50
" 2023-052 - .
" Future DA/LDC: 110 [1100
Transaction Finance  RSC Time Amt TaAFred

Code MM/DD/YYYYHH.hh Number Unit Suffix LviOper LU Route HHhh S Ring Msgs Day Day TZ

fovo "oz [11/2023 [14 oo eo-a110 oooa e [ o fs050 o0 0000 [oo oo [ fest
foss oo fo2 1 203 ofso[ [ e ofoe] [ [N lo_l_i@

TE [ foz 11 223 20060 [ [P ["fog [ [ 00000 [oo oo
F'I_I_FWI—I—WI_FI’I—(—FWI_I_FWFFE?
fo10] [0z r2 2023 14 o5 eo-0110 foouolp [ o [s0s0/oo [ooooa oo foo [ ESENBNERRIRRNIRGN 2 | [cs™
fot2[ "oz r2[2823 [1efoo [ [ [P [fos [ [ fooooo [oo oo [FatalErer 2 [ [es7
fora] o2 122023 vs o eo-0110 [oouo[p [ [0 [easo[oa [o00oo [oa foo [ FetalEror 2 [ Jest
fora] oz 12 2023 z2 50 [ p"["Jos [ [ooooa [oo oo [FtalError R fest
foto [ oz 13 2823 [13 o0 [s0-0110 [0000 o [ o5 [o050 o0 [00000 [o0 00 [ [(WikonScheduied Begi 3 | [cs7
fort [~ (o2 13 2023 14 50 so-0110 foooo [ o [oa20 o fooooo [oo oo |~ FiReRRMBRURmEBION > | [cst
forz "oz [13 2028 18fo0 [ [ [p["fos [ [ [o0000 o0 oo FatelError

& [ fest
[o1 7 oz 13 2023 [18 55 fso-0110 [oooa P " og o020 o0 fooooo oo oo [~ FEERERIERGMIRER /> [ [cs7 - |

2023051 021172023 thru 02772023 = __I

Select
Pre-Process.

Slide notes

Management has also indicated that this leave is scheduled in advance.

Type “Y” for yes, then select Pre-Process.
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Day 1 Activity - Part 11 an] 1] 5] ceroc]Heie]

Slide SSv_curred]

of 37
|£) United States Postal Service - Restricted Information - (20) Server Na..  — O X
System Employee Site Time Reports Switch Help Window
[5 Clock Ring Pre-Process Module v4,002- (20) x|
TAC803F0 Clock Ring Pre-Process Module 24 -Febh-2023
Pre-Process Data T&A Data

FLSA
Employee D DayofWeek Date RSCSuffix Lvi fode Cogs"" Quantity Exempt

[o0074042  [saturday 21123 Jp fo fos Jos2 Joo 650 N -] W
[so7s0e2 [saturday [24123 [P [0 054 foo 250 N
[o0074042  [saturday [2-1123 [P [oo 150 [N [ os2: 1440 |
[ooora0s2 [Tuesday [2-1423 [P Jo Jod¥ Jos2 Joo 790 N 054: 06.45
fooraez__ [roesdey 21423 7 ([o_ o6 [oss [Jwo [ sss v f o o150
[ooore042 [ruessay 2143 Jo Joso fso [ wolfv [ oss: 0010
[ I — —
| M O —
—
Transaction Finance RSC Time T&A Fred
Code Date Time Number Unit Suffix LviOper LU Route Amt S Ring Msgs Day Day TZ
T T i —
o[ 02123 2050 P o 00000 WillonSchedul[1 [ [cs1 A
024123 Eﬂ 1P 1o [o150 ]y ] / L
010]  ]021223 14,00 [90-0110[0000 |P [0 |06 [3050 |00 |00000 R [est
[oto] [024223 [r4.05 [ac-0110 [oooo [P [o[os ses0 oo [oocon [ | IBMGEN 2 | [csT

forz[ " [o21223figo0 [ [ [Pfofos[ [fooooo [ [ R[fes
[013] " [024223 [te:50 [s0-0110 o000 [P [o o6 [s0so foofooon [ [ | R [es1
fors] Joz1223 2250 [ [ [P fofos] [ fooooo [ [ [ [es
Jo10 [ 024323 1330 [so-0110 [ooda [P [o” o 9050 [o0 [ooooa | | [WitlonSchedul[3' [ [cS1
[or4 [ 024328 450" [s0-0110 [oa00 [P [o” [og [0020 [ou fooooo [ [ |(FiRermtoamd 2 | [cs1 - |

- Select Close.

Slide notes
In the top section, you can see Hours Code 055 is now placed in the correct section,
and in the yellow/green section at the bottom, we can see that the Annual Leave has been applied to the correct date.

Let’s select Close.
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Slide SSv_curred]

of 37
|£) United States Postal Service - Restricted Information - (20) Server Na..  — O X
System Employee Site Time Reports Switch Help Window
. . f’bﬁ
24Feb 2023
Clock Rlng Editor Module Registration Information
Employee ID: /50074042 |SANPLE, EMPLOYEE Payloc: [110 Clear
Edit Week Sched: ‘_—
2023051 Sl:nw Rhg . i e _E"_"’J
 2023.052 oD . Daily Sched: 14,00 - 22 50 =
I Active (" OFF
Foraie DA/LDC: [110 [1100 peite_|
Transaction Finance RSC Time Amt T&AFred
Code MM/DDYYYYHH.hh Number Unit Suffix LvOper LU Route HHhh S RingMsgs  Day Day TZ ;-E'LI

1+
i

foto " foz 12023 14 o0 e0-0710 foooa P[0 (o feoso oo fooouo oo oo " | TSt -

WFEFY—EEI—FFWEZFWEWFWMWWFFE Diplicate
[oss [oo [z [11 [2028 2050 [ [ [p'[o’ o [ [ [ooooo [o [so v [ [l et
fo1o] [0z 12 2023 1 oo [ec-0t1a [oooo[e [ os [eeso oo [ooooo foo foo [ [FataiError 2 [ [esT _predre |
[o10[ [0 12 2023 1 [os [so-0110 [ooaa[e [ [os [sos0 oo [oaooa [oo foo [~ EERERERMSIBRGNONR 12 | |CST PLET |
for2] [0z [12 202 [1& oo | [ [P fos| T [oooco [oa [oo | [FatalError ] [cst eRMS
[013] " [02]12 2023 18 <o [ao-0110 [ooao[e” [ o5 [e0so oa [o000o [oa oo [ [FataiError [2 [ [est
[o1a] [0z 12 2023 [22 [0 [ [p'[fos [ [aoooa [oo foo] "~ [Fatalrror 2" [cst _on7wss |
foto | [oz 13 [2023 [13 [s0 [s0-0110 [o000 |~ 05 [s050 00 [00000 [o0 [00 [ [(WiNonScheduled Begi > [ [c57 ps1250_|
Jor1 [ o212 [2023 [14 5o [s0-0110 [ooao e[ [05 [on20 o0 [ooooa oo oo |~ [ EiGRERaMGRUmERH |2 | [cST :
[o12]" [o2 [13 (2023 [1gfoo [~ [ [P'[" o8 [ [ [oo000 [ou [oo [ FatalError [ est | swve | Select Save.
Jor1 [ [0z [13 [2023 [13 s fso-o110 [oo00 [P [ [og [o020 oo [oooo0 [oo foo |~ FiNiGBRGkERmEREH 1> | [cST - | =
| 2023.05-1: 0211172023 thru 0241712023 _«_Jlj
_tep |

Slide notes

Now select Save to finish.
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[ 1] 5 [ 0] [oc]es)

Slide SSv_currer]
of 37

Day 1 Activity Debrief

During the Day 1 activity, you learned how to recognize and correct Not a Full Day on
the Clock errors.

In our activity, the leave was entered in TACS. Be aware that eRMS should be used
as the primary point of entry for current and future leave, but it is the leave codes
reflected in TACS that will actually process to pay the employee.

Please make every effort to ensure that leave is accurately reflected in both systems.

Slide notes

During the Day 1 activity, you learned how to recognize and correct Not a Full Day on the Clock errors.

In our activity, the leave was entered in TACS.

Be aware that eRMS should be used as the primary point of entry for current and future leave, but it is the leave codes reflected in TACS
that will actually process to pay the employee.

Please make every effort to ensure that leave is accurately reflected in both systems.

On to Day 2. Let’s see what errors require our attention.
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Clearing Clock Ring Errors - T & A Day 2:
Duplicate Begin Tour & 1017-A Comments Warning

[ 1] 5 [ 0] [oc]es)

Slide SSv_curred]

of 37
| United States Postal Service - Restricted Information - (20) Server Na.. ~ — O X
System Employee Site Time Reports Switch Help Window
[ Clock Ring Editar Module v4.028 - 20) X
TAC800F0 Clock Ring Editor Module e
Clock Rings |
Employee ID:]50074042  |SAWPLE, EMPLOYEE Payloc: |10 Clear
fj";“'mz“"’ ShowRings  Ring Coloring Wkly Sched: [SSITVi— Find
Rl o “ oN Daily Sched: [12.00 -22.50 Add
" Active " OFF
(" Future DAILDC:  [110 [1100 o
Transaction Finance  RSC Time Amt T8AFred -

Code MMIDDYYYYHH.hh Number Unit Suffix LviOper LU Route HHhh 5 RingMsgs  Day Day TZ

3B oz 2201z 72 o0 jeo-ot10 [oua e |~ [oe [ausa [oo [oanoo oo oo [~ [FataiError Elles | Jobasgn |
10| [02 [12 [2012 [14 o5 [s0-0110 [oana [p" [ [o6 [s0sa [oa [ooaco [0 [oo [~ NENUpIeRE BeGRToN 2 |  |csT Duplicate
fo12 ] [0z 12 [2012 1 oo | [~ 7 [ [os [~ [ 00000 [o0 [o0 |~ [FatalError [ fest =

[o12 [ [o2 1z [2012 [t [50 [e0-o110 [oooa [P | [o6 [a050 oo [ooda [oo'[oa [~ [Fatal Error 2 [T st _pregrge |
2] [o2 12 [201z [z [sn P [ [oe | [d0000 [00 [oo [ [FatalError cat PiLET |
o10[ o213 [2012 13 o [e0-0110 [aoca[p [ [os [a0sa oo [ooaga foo oo | [cwinonscheduled Begif3 | [csT e
fo11] [0z [13[2012f14[sa [e0-0110 [oooa e | [o6 [ao2a o0 oooa [oo oo 3 [cst =

o12] oz [13[2012f18 o0 | fos] o000 [0 foo |  |Fatal Error fa [ Jest MJ
fo11] " fo2[13[2012 18 [55 [eo-0110 [aaaa]e | [os [aaz0]o0 [ooooa [oo [oo | EINGIRENERORENNEN | | |csT 54260
[o1a] [0z [13[2012[22[s8 P [ Jos[ | [ooooa [oo [oo | EEEESRERGRINGH 2 | |csT

[670 [ [o2 [t 2012 [v4 [o5 [0t [oana P [ [oe 505 oo [aonoo oo [oo [~ ESMBNEMDeYOnGRa [« | [c5T save |
[o12]7 [0z [ra ootz 18 fou [~ [~ e[ os [~ [ [oooo foo foo |~ cEuiBayiGnGRel [+ [~ o7 - |

]2912-05—1 0211112012 thru 02117/2012 S >

Slide notes

On Time and Attendance Day 2, we will learn how to correct the Fatal Error Duplicate Begin Tour and a 1017-A Comments Needed Warning.

Let’s correct the fatal error of February 12, 2012.
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@ United States Postal Service - Restricted Information - (20) Server Na... = O X

System Employee Site Time Reports Switch Help Window

oc: 110
: fssimw-_

90-0110

20-0110 o0
02 [13 [2012 [22 [s8 P [ Jos 00000 o0 oo | EHNGIERERERSMINREY |
[ [0z [ 2012 [i2 [os [s0-0110 [oooo [P [~ o6 [eos oo [ooooo [0 [oo | ESHERERNSGRGE |« |
[~ foz [i2 201218 oo [ [~ [P [~ [os [~ [ [ooooo [oo [oo [~ I EGHEGNmaGmGGa | |

Let’s correct the fatal error of February 12, 2012.

The Ring Message displays, Duplicate Begin Tour.

In this scenario, we have to speak to the employee to find out which is the incorrect Begin Tour.
The employee stated that the incorrect Begin Tour was 1400.

Coworker Pepper Pots stated that she used the incorrect timecard.

Let’s select 1400.

Click Delete.

@ United States Postal Service - Restricted Information - (20) Server Na... = 2] X

System Employee Site Time Reports Switch Help Window

i SAMPLE, EMPLOYEE

2012

12012
2012

06
06
|08
06 |0020 |00
02 |13 |2012 |22 |SB 06
I [0z [74 [2072 [ [os [eo-oi [oooa " [ 06 [e050 [on
12 [~ oz [1# f201z g oo [ [~ [ [ [os [ [~

Pre-Process.
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System Employee Site Time Reports Switch Help Window

Saturday

5| T 2| T 7] | 7| ©
8|8|8|8|8|8|8|8

5 06
[ [oz-13-12 [1% 50 [50-0110 0000 [P [0 66 [o020|
We can see the incorrect Begin Tour has been deleted.
And we have a new warning.

1017-A Comments needed.
Click Close, then Save.

United States Postal Service - Restricted Information - (20) Server Na... = = X

System Employee Site Time Reports Switch Help Window

fi1o |
[ssumw— |
J1o 100

00 [0000a [oo [oo
|00000 foa [o0

o N RER

Receive the pop-up, "Stop. Clock ring changes have resulted in Disallowed Time for this employee.
Select OK AND then add REQUIRED comments."
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@ United States Postal Service - Restricted Information - (20) Server Na... — O X
System Employee Site Time Reports Switch Help Window
. [EMPLOYEE SAMPLE|02/12/2012 .

In order is disallow an employee’s time, there are three factors that are required.

Management must have personal knowledge that the employee is not performing postal work,
you must discuss the disallowance of time with the employee,

and you must document the disallowance of time.

@ United States Postal Service - Restricted Information - (20) Server Na... = [z >
System Employee Site Time Reports Switch Help Window

L ized early begin tour ring - no work performed before beginning ... I

L ized late end tour ring - no work performed after end of tour.

Unauthorized short lunch rings - no work performed during official lunch p...

No lunch clock rings input - no work performed during official lunch period.

Errorneous daily clock ring adjustment - time not worked.

95 Err d - time d
Reserved for future use.

Unauthorized early begin tour ring and an unauthorized late end tour ring -...
L ized short lunch rings and an unauthorized late end tour ring - no...

| (o] oo
| | | |

We will apply the information while we notify the employee on February 12, 2012.
Locate the correct code for disallowance, which is code 95: Erroneous badge card used - time not worked,
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United States Postal Service - Restricted Information - (20) Server Na... — O X

System Employee Site Time Reports Switch Help Window

EMPLOYEE SAMPLE|02/12/2012

and enter in the remarks that the employee stated, “Co-worker Pepper Pots used incorrect card.”
Click Save.

United States Postal Service - Restricted Information - (20) Server Na... = [ X

System Employee Site Time Reports Switch Help Window

Then, select All and click the 1017-A button.
Your report has been submitted. Check the Report Queue.
Click OK.
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st Oifice Exmplayes 10 He Empleyes Homa
United States Postal Sarvice
Time Disallowance Record LOS ANGELES-110 50074037 001-1 P GLERKS FTR
Total Total 2 Dare
i Py | 3 Supvs
1 | pat Clack | Disallowed | %% | Employes
L.l = |Peiod| £ | Doy Tirwg Time — Nowfied | 2% R,
1 2 3 4 5 & 7 L) a9 10 Ri1
oz2012 2002 05 1 2 08.05 0005 MH 02122012 | 95 | caworker Pepper Polts used inconec card - GI0DD1

PS Farm 1017, October 1988 (11/82 Edibon Usable)

We now have the proper documentation,

the PS Form 1017-A, and this must be retained locally.
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Day 2 Activity - Start | 1] 5 f0fccfrocfueee]

Slide SSv_currer]
of 37

Now you will practice clearing errors that you observed on the T & A Day 2 Video.

Slide notes

Now you will practice clearing errors that you observed on the T & A Day 2 Video.
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1

Day 2 Activity - Part 1

[ 1] 5 [ 0] [oc]es)

Slide SSv_curred]
of 37

|/ United States Postal Service - Restricted Information - (20) Server Na..  — O X

System Employee Site Time Reports Switch Help Window

[£3 Clock Ring Editor Hodule v4.028 - (20) x|
3 3 24-Feb-2023

TAC800F0 Clock Ring Editor Module Restricted Information |
Clock Rings |

Employee ID:|3007¢042  [SAWPLE, EMPLOYEE Payloc: 110

i Show Rings Ring Coloring Wkly Sched: |SSHTW—

+ 2023-051 & &

2023062 & g0, Daily Sched: [14.00 - 22.50

" Active " OFF

" Future DA/LDC: |10 [1100

Transaction Finance RSC Time Amt T8AFred

Code HH.hh_Nugnber Unit HHhh S RingMsgs  Day Day TZ

o1of 1400

010| o2 12 202314 [o5

110 /0000

Jo12] o2 122023 [18 Joo

013 o2 {12 202318 |50

90-0110 {0000

00 (00000 [00 00 |~ |Fatal Error

o14] [0z [12 2023 ]22 50

06
06 {9050
08

{00000 foo foo | |FatalError

Joto[ oz [13[2023[13 [a0

90-0110 |0000 06 /9050

00 00000 [00 [oo [ [owjNonScheduled Begir

011 j02 13[2023 14 |50

90-0110 |0000 06 I0020

w|w| NN

00 00000 foo [oo

012 |02 12 2023 18]@

o6 |

00000 [oe foo [ [FatalError

011] 02 [13|2023[18 5

90-0110 |0000 06 0020

=i
2]

00 {00000 [oo [o0

14| 02132023 [22[z8

[ 06|

o Back From Lunch 2
fooooo oo oo ENERERERRRRNNR = [ [cs"

o10| [0z [14 |2023 14 [os

90-0110 [0000 06 [9050

00 [ooo0o oo oo | SNGRENGRRIGNGRR [« | [cs1

012 [o2 |14 202318 oo

R R R R E

e [ Joe |

foaoo oo foo |~ EEREBaNGmGRe 1« | [csT - |

I 2023-05-1: 0211172023 thru 02117/2023 <«< »

Clear
_ena |
_ ada_|
_bete|
r— Change
0 seleCt 1400. ooI% Fatal Error CST __I .jnhAsqnl
#& cst :
| Jooooo foo Joo " |Fatal Error MJ
Pre-Pro
PIL Err |
eRMS
1017, M5G
51260
Save
Close
Help

Slide notes
Let’s correct the fatal error of February

The Ring Message displays, “Duplicate

12,2023.

Begin Tour.”

In this scenario, we have to speak to the employee to find out which is the incorrect Begin Tour.

The employee stated that the incorrect Begin Tour was 1400.

Coworker Pepper Potts stated that she used the incorrect timecard.

Let’s select 1400.
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Day 2 Activity - Part 2

[ 1] 5 [ 0] [oc]es)

Slide SSv_curred]
of 37

|| United States Postal Service - Restricted Information - (20) Server Na..

System Employee Site Time Reports Switch Help Window

TAC800F0 Clock Ring Editor Module mhbrmﬁm
Clock Rings |
Employee ID:/3007¢042  |SAMPLE, EMPLOYEE Payloc: |10 Clear
idnwm ShowRings Ring Coloring WKly Sched: [SSHTW— —
+ 2023054 i Y oy st [ F
2023052 S e 00-22. Add
£ Future aAiLoG:frro oo E Select Delete.
Transaction Finance  RSC Time Amt TaAFrcd
Code MM/DDIYYYYHHhh Number Unit Suffix LviOper LU Route HH.hh §  RingMsgs  Day Day TZ e
[o10 [ fo2 [12 [2023 [ [oo [a0-0110 [oooo P [ [os [s050 oo 00000 [o0 [o0 [ [FatalError s - Jab Asgn |
10| [02 [i2 [2023 14 o5 [so-0110 [oona [P [ [o6 [s0sa oo [ooooo [oo [oo | EHEICRSHEGNIEN 2 | |cs1 Duplicate
o12] o2 [12/2023 18 joo p [ fos| | [ooooo [oo [oo | [FatalError 2| |est &
o1a [ [0z [12 [2023 1 [50 [a0-o110 [ooo | [ [oe [505a [oo [o6a00 [o0 [oo [ [FetalErrar 2 [ [est L
o[ o212 2028 2 [s0 P [ o6 00000 [00 [00 [ [Fatel Error 2 [ [est PLET |
10| o2 [13[2023 13 o [e0-0110 [aoco[p | [os [a0sa oo [aoaca foo oo | [owinonscheduled Begif3 [ [csT =
on1 | o2 [13[2023 14 50 [e0-0110 [ooca [P | [o [ac20foo [acasa [oo [oo [ [est E
012| [02 13 |2023]18 Joo P fos] [00000 [00 [oo [ [FatalError [a [ Jest M.l
11| o2 13202318 [55 [s0-0110 foooalp | [os oo20foo [oooa [oo [oo | EEEEEREMENNE 3 | |csT B8 4760
o1a[ [0z [13 2023 2258 P [ Jos[ | [ooooa foo foo | EHNEEEGRERGRE 2 | |csT
10| [0z [14 [2023 [1 o5 [so-0110 [oona [P [ [o& [s0sa [oo [ooooo [oo [oo [ EHNEERMNGENONGRE < | [cs7 save |
o1z Joz ra 2023 8 oo [ [ [p"[" Jos [~ [~ aooo oo oo ENEREMBRSNGRIGRR |+ | [cs1 - | "

] 2023-05-1: 0211172023 thru 02117/2023

=]

Slide notes

Select Delete.
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Day 2 Activity - Part 3 ] 1[5 o] cerocfuer|

Slide $Sv_currer}

of 37
| United States Postal Service - Restricted Information - (20) Server Na..  — O X
System Employee Site Time Reports Switch Help Window
S : 24Feb 2023
TAC800F0 Clock Ring Editor Module Restricted Information
Clock Rings |
Employee ID:/3007¢042  |SAMPLE, EMPLOYEE Payloc: |10 Clear
5"":”'?:“ Show Rings Ring Coloring WKly Sched: [SSHTVi— Find
R s © A “on Daily Sched: [12.00-22 50 Add
" Futu L ;o DA/LDC: ]Tm—lmu-
e : Delete
Transaction Finance RSC Time Amt T&AFrcd
Code MMDDIYYYYHH.hh Number Unit Suffi LviOper LU Route HH.hh §  RingMsgs  Day Day TZ Change
(BRI o2 12 2023 14 [oa [o0-0110 ooaa[p | [o6 [aos0 0o [ooaoa foo [oa [~ [owiRing Deeted Fromp 2 [ [cs7/ - | JobAsgn |
[o10 [ [02 [i2 2023 [14 [0 [s0-0110 [oooo [P [ [o6 [e0sa oo [oooa [oo [oo | EENDICRSEERNMGN 2 | [csT Duplicate
012 fo2 |12 202318 oo P | fos] 00000 [oo Joo | [Fatal Error 2| est Select
o3[ [02 [12 202318 [s0 [90-0110 [oooo [P [ [os [s050 [0 [00000 [o0 [00 [ [Fatal Error 2| [est ik Pre-Process.
014 [0z [122023[22 [s0 P o6 00000 [00 {00 |~ [Fatal Ervor 2| fest PIL Err
o10[ [0z 13202313 a0 [e0-0110 [aaca e [ [os [a0sa oo [aaoca oo foo | [rwiNonscheduled Begir[3 [ [csT —
o11[ [0z 13202314 50 [eo-0110 [aaca e [ [0 [a02a 00 [acaaa [oo oo [ [est =
012[ [0z 1220231 o0 P [ [oe] [o0000 [oa foo |~ [Fatal Error [T [est M.l
11| o213 [2023[18 55 [s0-0110 foooalp | [os oozafoo [oooa [oo [oo | EEEEEREOMENNE 3 | |csT B8 4260
18] [02 [13[2023[22 58 P [ Jos[ | [ooooa foo foo | EHNEEEGRERGRE 2 | |csT
10| [0z [14 [2023 [1 [os [so-0110 [oona [p" [~ [o& [s0sa [oo [ooooo [oo [oo [~ EHNEERMIGENONGRE 1« | [cs7 save |
o1z Joz ra 2023 8 oo [ [ [p"[" Jos [~ aoooo oo oo ENEREMBRSNGRIGRR |+ | [cs1 - | =
[ 2023.05-1: 0211172023 thru 021772023 « | » |
_tep |

Slide notes

Select Pre-Process.
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e @[] 5] cec]wes)
y y Slide SSv_curred]
of 37
|4 United States Postal Service - Restricted Information - (20) Server Na.. ~ — O X
System Employee Site Time Reports Switch Help Window
[ Clock Ring Pre-Process Module v4.002 - (20)
TACBO3F0 Clock Ring Pre-Process Module 24 Feh 2023
Pre-Process Data T&A Data
Hours Reason FLSA
Employee ID Dayof Week Date RSC Suffix Lvi Code Code Quantity Exempt
saturday | 2023 P Jo Jos [os2 oo 650 [N - Weeky
[oo720e2  [saturday | 2023 [P | Jo  Jos fosa oo 250 n _Totals
[soora0ez [saturday 22 Jp 1 Jo oo foss [foo 150 N 052 22.40).}
90074042 | |Sunday 22 Jp o Jo oo Josz Joo 800 N Iod 1045
90074042 |Sunday 223 [P Jo e Joss Joo 200 n L35 4H:50
007402 [Sunday 22 Jp 1 Jo oo Jorz [Joo s00 N I58:700.10
[0074042  [Tuesday 222 Jp Jo Jos Jos2 Joo 790 N 072: 06.00
[ooo74042  [Tuesday || 2023 [P Jo  fog foss foo 38 v -]
Transaction Finance RSC Time T&A Fred
Code Date Time Number Unit Suffix Lvi Oper LU Route Amt S Ring Msgs Day Day TZ
Jot0 | [02-11-23 f14.00 [90-0110 Joooo [P fo jos [90s0 joo fooooo | | | M
14| [02-1123 [2050 | P [0 o5 ooooo | | [own 1| jes1 |
foss [oo [02-11-23 [20.50 | P |0 fos 00000 [01.504Y [ 1] Jest '_
010 [02-12:23 [14.00 [s0-0110[o00a P [0 foe [sosa oo [ooooo Ring Deletecp [ [cs1
[o10] " [02-1223 [1.05 [e0-0110 o000 P[0 [os [e050 [oo [ooo00 Wy017A Comp [ [cs1
v12] [02-1223 [rz.00 [ P o Joe 10000 ] 2| [cs1
Jo13] fo2-12:23 [18.50 [90-0110 [oo0a [P [0 o6 s0s0 [oo [ocoo | 2 | [cs1
[o1a] Joz1223 25| [ [po o6 00000 | 2 [ [es1 I close I Select Close.
010 024323 [13.90 [90-0110 [0000 [P [0 [o6 [9050 [00 [o0000 | (W)NonSchedul|3 | |cST
ot [ [a2:1323 [1a:50 [so-0110 [o000 [P o' [oe o020 [oo [ooosa | R = [ [c=7 |

Slide notes
We can see the incorrect Begin Tour is being deleted.
And we have a new warning: “1017-A Comments Needed.”

Select Close.
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Day 2 Activity - Part 5

[ 1] 5 [ 0] [oc]es)

Slide SSv_curred]

of 37

| United States Postal Service - Restricted Information - (20) Server Na..  — O X
System Employee Site Time Reports Switch Help Window

TAC800F0 Clock Ring Editor Module e e

Clock Rings |

Employee ID:/3007¢042  |SAMPLE, EMPLOYEE Payloc: |10 Clear

H ok ShowRings  Ring Coloring Widy Sched: [SSITVi— o |

2023051 * a * on :

- ) : Daily Scheg: [12.00- 22.50 add

" Futu L LA pAILDC:  [110 [1100

e : Delete

Transaction Finance RSC Time Amt T&AFrcd

Code MM/DDIYYYYHH.hh Number Unit Suffix LviOper LU Route HHhh §  RingMsgs  Day Day TZ e

[ [ Jo2 122025 [14]oa [s0-0110 oaaa[p o [os [aos0/00 [ooaca foo [oa [~ [owiRing Deeted Fromp o [ [cs7/ - | JobAsgn |

10| [0z [i2 [2023 1 o5 [so-0110 [oona [P [~ [o6 [a0s0 o0 [ooooa [oo [oo | EHEDICREHEGNIIEN 2 | |cs7 Duplicate

o12] o2 [12/2023 18 joo p [ fos| [ [ooooo foo [oo | [FatalError 2 | |est

o3[ [o2 [12 2023 [18 [50 [s0-0110 [o000 | | [os [0S0 oo [00000 00 [o0 [ [FatalError 2 [ [est L

14 [ [0z [12 20232 50 P [ os 00000 [00 [o0 [~ [FatalError 2 [ [est PLET |

10| o2 [13[2023 13 o [e0-0110 [aoca[p | [os [a0safoo [aoaca foo oo | [cwinonscheduled Begif3 | [csT T

on1 | o2 [13[2023 14 50 [e0-0110 [ooca [P | [o [ac20foo [acasa [oo [oo [ [est E

o12] o2 [13 202312 o0 ARG [00000 [00 [oo [ [FatalError o[ Jest JOITMEG

11| o2 13202318 [55 [s0-0110 foooalp | [os oo2afoo [oooa [oo [oo | EEEEEREOMENNE 3 | |csT B8 4760

01a[ [0z [13 2023 2258 P [ Jos[ | [ooooa foo foo | EHNEEEGRERGRE 2 | |csT

10 [0z [ [2023 [v4 [o5 [so-0110 [oooo [P [ [6e [sosa [oo [oono oo [oo | EENEREMDEMORGRS < | [cst | save Select Save.

o1z Joz ra 2023 8 oo [ [ [p"[" Jos [~ [~ aooo oo oo ENEREMBRSNGRIGRR |+ | [cs1 - | s

] 2023-05-1: 0211172023 thru 02117/2023

=]

Slide notes

Then, select Save.
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Day 2 Activity - Part 6

[ 1] 5 [ 0] [oc]es)

Slide SSv_curred]

of 37
|4 United States Postal Service - Restricted Information - (20) Server Na.. ~ — O X
System Employee Site Time Reports Switch Help Window
% Clock Ring Editor Module v4.028 - (20) x|
24Feb 2023
TAC800F0 Clock Ring Editor Module Restricted Information |
Clack Rings |
Employee ID:30074042  |SAMPLE, EMPLOYEE Payloc: |10 Clear
E:d:nza 051 rsiime e e S _FE'Q
R oistees Al 0N Daily Sched: [14.00 - 22.50 T
( Futy ek LA pAILDC:  [110 [1100 -
i : Delete
Transaction Finance RSC Time Amt T8AFred __J
Code MMDDYYYYHiAh Number gy, X Change
mrlﬁ 11202314 o0 onott0 | Clock ring changes have resulted in Disallowed Time for —-‘“'Am
014] [0z 11 2023 2050 this employee. Select OK AND then add REQUIRED Duplicate
J0s5 [o0 [02 [11 2023 [20 [50 comments.
o10] o212 202314 o0 [s0-0110 A
010 02 12 202314 [os [so-0110 PIL Err
12| o2 [12[2023 18 o0 P 0 106 T00000 [00 00 ZTCST _] =
013[ o212 20231850 [e0-0110 [a0ca [P o [oe [aosafoo [acasa [oo [oo 2 [ [est E
o1 [0z 12202322 [s0 P [0 [oe 00000 [00 [o0 2 [ st MJ
10 [ [02 [12 [2023 [1 50 [e0-0710 [ooao [P~ o6 o050 [oo [ooooa [oo [oo [ [owmni Beai[3 | |osT ps 160 |
[o171 [ [o2 [tz [2023 1% [50 [e0-o110 [aoos e [ [os [o020 oo [o0000 [0 [oo [ |G RERRMSRMERRERGN = | ST
Jor2] [0z 12 [2023 12 oo P [ o [ooo00 [oo [oo [ [Fatal Error fa [ Jest
fo17 [ [o2 [z [2023 12 35 [e0-o110 [ooaa [P [ [os [6020 oo [ooaco [oo foo |~ EGHEEEREamE = | [c57 - |

I 2023-05-1: 0211172023 thru 02117/2023

| =]

gl

Slide notes

You receive a pop-up:

“Stop. Clock ring changes have resulted in Disallowed Time for this employee.”

Select OK to add the required comments.
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i 15 Jo]cefrocfep]

Slide SSv_currer]
of 37

Day 2 Activity - Part 7

The three factors are:

« Management must have personal knowledge that the employee
is not performing postal work.

* You must discuss the disallowance of time with the employee.

* You must document the disallowance of time.

Slide notes

To disallow an employee’s time, there are three factors that are required.

Management must have personal knowledge that the employee is not performing postal work,
you must discuss the disallowance of time with the employee,

and you must document the disallowance of time.

We will apply the information while we notify the employee on February 12, 2023.
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Day 2 Activity - Part 8 ] 1[5 o] cerocfuer|

Slide $Sv_currer}
of 37

|4 United States Postal Service - Restricted Information - (20) Server Na.. ~ — O X

System Employee Site Time Reports Switch Help Window
[5PS Form 1017 Module v4.003 - (20)

24-Feb-2023
TAC880F0 PS Form 1017 Module Restricted Information

Ix/

1017-A Disallow | 1047-8 Unautn 0T |

Leave Year:| 203 Finance No: Payloc:| | EmployeeiD:|50074042 Refresh

i

Select Find.

i
g Al
fose Add
Delete
Finance No Pay Loc Employee D  Employee Name Date Date Notified Remarks

90-0110  [110  |90074042 EMPLOYEE SAMPLE, 02212023 | 021122023

|»

:

1017-4

Slide notes

Tab to the Code field and select Find.
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Day 2 Activity - Part 9

[ 1] 5 [ 0] [oc]es)

Slide SSv_curred]
of 37

|4 United States Postal Service - Restricted Information - (20) Server Na...

System Employee Site Time Reports Switch Help Window
[ PS Form 1017 Module v4.003 - (20)

TAC880F0 PS Form 1017 Module

24-Feb-2023
Restricted Information

L Ix

1017-A Disallow | 1047-8 Unautn 0T |

i

Add

Delete

Leave Year:| 2023 F'guvnne'lal:l‘ | Pavloc: || Emolovee ID: 90074042 Refresh
Comn an | DEAERREGH
Find|9%
Finance No Pay Loc
90-0110  |110 | |Code IDescriph‘on 21

91 Unauthorized late end tour ring - no work performed after end of tour.

OlNe0 0 0 00 30 el - Ume NOLWOrKe g

96 Reserved for future use.

98 Unauthorized short lunch rings and an unauthorized late end tour ring - no.

90 Unauthorized early begin tour ring - no work performed befare beginning ..

92 Unauthorized short lunch rings - no work performed during official lunch p...
93 No lunch clock rings input - no work performed during official lunch period.

a7 Unauthorized early begin tour ring and an unauthorized late end tour ring -...

1017-4
S

§

I

e m-| Select OK. |
| .

g

cl
Help

Slide notes

Locate the correct code for disallowance, which is Code 95, Erroneous badge card used - time not worked.

Select OK.
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[ 1] 5 [ 0] [oc]es)

Slide SSv_curred]
of 37

|4 United States Postal Service - Restricted Information - (20) Server Na...

System Employee Site Time Reports Switch Help Window

TAC880F0

017 Module v4.003 - 20)

PS Form 1017 Module

=

24-Feb-2023
Restricted Information

1017-A Disallow | 1047-8 Unautn 0T |

LelveYelr:lz‘m Finance No: Pay Loc: I_ Employee ID: 30074042 Refresh

Clear
Find l
Add

Delete

“ Open (Al
Finance No Pay Loc D Name  Date  Date Notified Code Remarks
90-0110 |10 |90074042 EMPLOYEE SAMPLE| 02422023 | 02422023 (95 |5 used incorrect card |...| 4|

Select Save.

Slide notes

Enter in the remarks that the employee stated, “Co-worker Pepper Potts used incorrect card.”

Select Save.
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[ 1] 5 [ 0] [oc]es)

Slide SSv_curred]

e

Finance No Pay Loc Employee ID

Employee Name Date Date Notified Code Remarks

of 37
|4 United States Postal Service - Restricted Information - (20) Server Na..  — O X
System Employee Site Time Reports Switch Help Window
TAC880F0 PS Form 1017 Module S )
1017-A Disallow ]1M1-Blllllnﬂl0T|
Clear
Leave Year:| 2023~ Finance No: Pay.Lo Employee ID: 30074042 Refresh _l

Elld‘

Add

Delete

90-0110

110

90074042

EMPLOYEE SAMPLE| 0211212023

02122023

o5

s used incorrect card |, |4

1017-A I

Slide notes

Then select the “All” radio button.
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|4 United States Postal Service - Restricted Information - (20) Server Na.. ~ — O X

System Employee Site Time Reports Switch Help Window

[15Ps Form 1017 Module v4,003 - (20) x|
24Feb 2023
TAC880F0 PS Form 1017 Module Restricted Information
1017-A Disallow | 1047-8 Unautn 0T |
Clear
Leave Year:| 2023 Finance No: Payloc:|  Employee ID: /50072042 Refresh -
Find
¥ oo - 48 Add

Delete

Finance No Pay Loc EmployeeID  Employee Name Date Date Notified Code

90-0110 |10 EMPLOYEE SAMPLE| 0241212023 Mss Co-worker Pepper P( .| 4|

g
>

1 Select
- : 1017-A,

Slide notes

Now, select the 1017-A button.
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Day 2 Activity - Part 13

[ 1] 5 [ 0] [oc]es)

Slide SSv_curred]
of 37

|£] United States Postal Service - Restricted Information - (20) Server Na...

System Employee Site Time Reports Switch Help Window
E PS Form 1017 Module v4.003 - (20)

TAC880F0 PS Form 1017 Module

24Feb-2023
Restricted Information

L Ix

1017-A Disallow | 1047-8 Unautn 0T |

Leave Year:| 2023 | Finance No: Payloc:| | EmployeeiD:|50074042 Refresh

" Open [ All

Finance No Pay Loc D Name Date Date Notified Code

Clear
Find

Add

Delete

900110 |10 |90074042 EMPLOYFD ~* == ~oonmnon RIS 1- U e pepper P |4

@ Repart Submitied. Check Report Queue

1017-4

Slide notes

Your report has been submitted. Check the Report Queue.

Select OK.
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Slide 36 - Day 2 Activity - Part 14

Day 2 Activity - Part 14

[ 1] 5 [ 0] [oc]es)

Slide $Sv_currer}
of 37

[Poat Offica Employes 10 No, Employes Nama
U':nlaj Smls,:g Postal Service
Time Disallowance Record LOS ANGELES-110 0074037 001-1 P CLERKS FTR
Total Total ’ Date
r Pay -i 3 Supv's
s § Clock | Disallowed . Emple
Date (2 |Period| & |Day | Gock owed | nials | Emplovee | Code Remarks
1 2| 3 4 | 5 3 7 3 9 10 11

22003 (2B 05 | 1 | 2 | . 00s MH | 020122023 | 95 | coworker Pepper Polis used incomect card - G001

PS Form 1017-A, October 1988 (11/82 Edibon Usable)

Slide notes

We now have the proper documentation,

the PS Form 1017-A, and this must be retained locally.
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Slide 37 - Day 2 Activity Debrief

Day 2 Activity Debrief [l 1 15 f0 Jce Jroclveie

Slide SSv_currer]
of 37

During the Day 2 activity, you learned how to use the Delete button to correct a Fatal
Duplicate Begin Tour and how to address a 1017-A Comments Warning in the 1017
Module when prompted.

Remember, disallowing time requires you to have personal knowledge or reason to

believe that the time was not worked. You must also notify the employee and retain
proper documentation on a PS Form 1017-A.

Slide notes

During the Day 2 activity, you learned how to use the Delete button to correct a Fatal Duplicate Begin Tour and how to address a
1017-A Comments Warning in the 1017 Module when prompted.

Remember, disallowing time requires you to have personal knowledge or reason to believe that the time was not worked.

You must also notify the employee and retain proper documentation on a PS Form 1017-A.
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Slide 38 - Module 5 Completion

Module 5 Completion nroc]wewe

Slide $Sv_curt
_ of 37

You have completed Module 5: Day 1 and Day 2 Activities.

Please return to the learning portal and review Modules 6 through 8 to complete
the Time and Attendance Collection System (TACS) Supervisor training.

Close this window by selecting Exit or by pressing <Alt+F4>.
NOTE: Should the module not show as complete in the learning portal,

please view the TOC to confirm you visited all slides. If any of the slides are
missing a checkmark, please revisit the slide(s) and the module will complete.

EXIT

Slide notes
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Slide 1 - Welcome

O @ ¢F

(@[] 5] ce [l

Y

P i

TACS Supervisor Training
Module 6: Day 3 Activities

TIME AND ATTENDANCE
COLLECTION SYSTEM ®

Slide notes

Welcome to the Time and Attendance Collection System (TACS) Supervisor Training Course Module 6, Day 3 Activities.

Page 1 of 60



Adobe Captivate Wednesday, December 20, 2023

Slide 2 - Help

Accommodations and Support Course Resources

If you require an accommodation for completing this online
course at the area or district level, please contact your PS Form 1723 Quick Reference Guide
Manager, Employee Development. If you are using a screen

reader to navigate the course, select the HELP button to view

slide navigation and screen reader information. PS Form 1723 Screen Print Examples
If you have questions concerning the computer you are using
to take this course, contact your local IT Helpdesk or PS Form 1723 Overview Video

1-800-USPSHELP. For learning portal issues, please contact
your local Manager, Employee Development.

LTATS Entry Module
For area or district employees, contact your local Employee
Development office for support. Select the HELP button to find
your local office on the District/Area web pages. If they are HEBR Stand Up Talk and Placard
unable to resolve your issue, they will escalate the issue to Tier
2. When contacting them, please provide your EIN, course

name and/or number, and a brief explanation of TACS Reports

the issue.

For Headquarters/Headquarters field employees, select the Work and Leave Transaction/
HELP button to submit a ServiceNow ticket. Reason Code

The HELP page also includes instructions on how to clear your
cache if you are experiencing bookmarking or completion
trouble. To resume the course, please select Return.

Slide notes
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Slide 3 - Navigation Instructions

Previous
slide

Navigation Instructions

Audio on/off

Play/pause

Closed
Captions

Replay
slide

(M oA E D

[ 1] 5 [ 0] c Joc]s)

Slide SSv_currer]

of 44

Accommodations,
troubleshooting, &
course resources

Table of
Contents

Next
slide

Slide notes
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Slide 4 - User Information

[ 1] 5 [ 0] [oc]es)

Slide SSv_currer]

of 44

User Information

To optimize your learning experience, retain course progress, and receive course credit:

+ Use Google Chrome.

+ Do not minimize the course window.
+ Avoid multitasking.

+ Remain active in the course.

If you are going to be inactive for longer than 10 minutes, exit the course by selecting the X in the
upper-right corner of the browser window.

When you are ready to resume, relaunch the course from the learning portal and it will continue
from the last slide viewed.

Should you have trouble completing a module or course, please confirm you have visited all slides
by viewing the TOC.

Slide notes
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Slide 5 - Introduction

[ 1] 5 [ 0] [oc]es)

Slide SSv_currer]
of 44

Introduction

Please pay attention as you watch a video on how to clear specific clock ring
errors for a Clerk. The video represents clock ring errors for a different Time and

Attendance (T & A) Day.

After the video, you will have an opportunity to correct the errors demonstrated in
the video.

Select Continue to get started.

Slide notes

Please pay attention as you watch a video on how to clear specific clock ring errors for a Clerk.
The video represents clock ring errors for a different Time and Attendance (T & A) Day.

After the video, you will have an opportunity to correct the errors demonstrated in the video.

Select Continue to get started.
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Slide 6 - Clearing Clock Ring Errors- T&A Day 3: Operation Turned Off, No Back From Lunch, and Missing OT
Transaction

Clearing Clock Ring Errors - T&A Day 3: mmm
Operation Turned Off, No Back From Lunch, and Missing OT Transaction ™"

| £ United States Postal Service - Restricted Information - (20) Server Na...  — O X

System Employee Site Time Reports Swilch Help Wndow
5 Closc Rrg i vd 178 0

TAC800F0 Clock Ring Editor Module i I

L x

Clock Rings \

Employeell:[30)74137  |SAMPLE, EMP_OYEE Paylos:  [110 Clear I
?';':L“i showRings  RingColoring Wiy S:hed: [SSITi— fd_|
 anzan-z «an “on Daily Sehed: [14.00 -22.30 L‘

" Actve " OFF =
< buture oA/LDC:  [i10 [110) T I
Transaction Finance  RSC Time Amt TaAfreo ==

Code MMDDYYYYHH.hh Number Unit Suffox Lvl Oper LU Route HH.Ah S RingMsgs Day Day T2

_crange |
010 o2 fia otz [1a [5o [<0-0110 [oooo [ [o8 [ost [oa [ocooe [00 [00 | [WenScheduled Begi B [ [c51 Job Asgn
I 2 e oo omol | o cone o | FORBRIBRTGRAAH ' | [cs =
[oi2 [ oz i3 otz fig oo [ [ " ["fo6 [~ [ [ocouc [o9 [66 [ [FetalErro- B[ fest =
11| o2 [13 otz [18 [55 [c0-0110 [oooo 7" [ o6 [coze [o0 [ocooe [ov [ov [~ ENGERGREmLGma > | [CST M‘_‘
a2 2o [z B 370 [ oo o o —E & pLEr |
o0 [0z [14 otz 14 [os [so-o110 [oooo > | [oe [eosc oo [ocooc [oo [oo | EGIRMNDEAONGRE = | |csT
012[ [0z [4 ot2[18 oo BN ocooc [oo [oo | EGHEMNEEMGRGREI [ [ [csT M
013[ [0z [t# [2o12 8 55 [co-0110 [acoo > | fos [sosc oo [acooc [oo [oo | EEIEMROENGRGES [+ [ [cs7 M_I
14| Joz 14 porzfz2[s0 | [P Je] | Jocooc oo foo| ERGHEMBEEGNER 1« | |cs7 54260 [
ol 15 fo0t2 [14 [oo [0-0110 Joona [> o [oe [ease o0 focao 60 [on | [Fatafrro- B[ fest
oiz[ oz fis porzfisfoo | [ ) Jos [ocooc Joo [oo | [FetalErro- 5 save |
o7a [ o2 fis ot [18 o <o-o170 [oooa [~ | oe [eost fos[ocaoe [oo foo [~ IFEOeaGmIm s [ [cs7 - | =

|201Z—05-1 SA2MNZNZ thru 0271572012 ;] LI
Help '

Record: 10121

Slide notes
On Time and Attendance Day 3, we will learn how to correct the Fatal Errors Operation Turned Off and No Back From Lunch.

Then we will address the Missing Overtime Transaction Warning.
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| £ United States Postal Service - Restricted Information - (20) Server Na... 6= O
System Employee Site Time Reports Switch Help Window

TACB00FO Clock Ring Editor Module e N aion |

Clock Rings |

Employee ID:[30074037  |SAWPLE, ENPLOYEE Payloc: 110 Clear
EfWeek ShowRings  Ring Coloring WKy Sched: [SsiTw— =
2012051 = = Li
R All ©oN Daily Sched: |14.00 - 22.50 Add

~ Active C oFF =

P eitare pa/Loc:  [110 [1100 TR
Transaction Finance RSC Time Amt T&AFred

Code MM/DDIYYYY HH.hti Number Unit Suffix LviOper LU Route HH.hh S Ring Msgs Day Day TZ M
[o10 [ [0z [13 [2012 [13 [o0 [s0-0110 [oo0o [P [ 06 [e050 [60 [o0000 [0 [o0 | [(W)NonScheduled Begi[3 | [csT - Job Asgn
o2 [13 2012 14 50 [s0-0110 o000 > |osmooumn]oo2__|3__§ Duplicate
012 [o2 [13 2012 [18 [oo P [ Jos [00000 [00 [00 [ [Fatal Error & [est

o1 [ o2 [13 2042 i3 [55 [s0-0710 o000 [P [ 06 [o020 60 [ooooo [oo [oo [ iEiBIERERERamiReA [> | [cST ;"L‘l’!f_l
12 [ [0z [13 [2012 [22 [s8 P [ Joe o000 [oo [oo [ NG BaGkFomLunEN 5 | [cST PIL Err
010 [0z [14 [2012[14 o5 [s0-0110 [ovoo [ | [oe [s050[o0 [o000o [oo [oo _[‘__E eaMS ]
o12[ [0z [12 [2012[18 [oo P [ Jos 00000 [00 [oo | ENGEEUNDEVONGRE + | |csT

013 [0 [12 [2012 18 [55 [e0-0110 [occa P | [oe [eesa oo [ocoa [oo [oo [ ESHEGIDERONERS | | |csT MJ
Jo1a [0z [14 [2012 [22[s0 P [ foe 00000 [00 [oo | ESNGREUNDAORGES |+ | |csT Pz |
[o10 [ [0z [fs [2012 [12 oo [s0-0110 [ooso [P [0 [o6 [e050 [60 [oooeo [0 [0 [~ [Fatal Error 5[ [est

012 [ [0z [ 2012 [13 [oo [P Jos 00000 [o0 [o0 [ [FatalError B[ [est Save
[013 [ [0 [s [2072 [18 [50 [S0-0110 [0000 [P [~ [os [s0s6 jos [60000 00 [o0 EFes - e

[2012:051 - 0211172012 thru 021772012 “« | _»
_ten |
|

Record: 10/21 | | | |

For February 13, 2012, there are three fatal warnings in red.

Let’s take a look at the PS Form 1260 to verify the corrections we need to make.

Supervisor B signature 02.13.2012

Name (Last, First, MI) EIN (8 digits) Pay Loc.
RAMpIEEmpiyes Instructor will provide |110
Date Ring Type OPN-LU Route Finance No. Time
(MM/DD/YYYY) (BT, OL IL MV, ET) (6 digits) (6 digits) (6 digits) Hrs/100's
2 13 2000 W _| 2200 [Uss Carge uten, [ 140
021 2017 1L__| 906000 |"Use Add dton 1650
02 13 2012 MV 2320-00 |”Use Change Button | 1855,
1 1 A I I 0 T K I 111
| | | {1 { o] P | 11
S'NIP‘II Illlllcllll.llllllll
upervisor Name (Print) SupervisorB omment(s): :
Supervisor Signature & Date **Scenarlo 3/ Day 3

PS Form 1260. Julv 2012. (Pace 1 of 2) PSN 7530-01-000-9268

The three corrections we’ll need to make are at 1450, for the correction of the operation,

To do so, we need to use the Change button.

We need to Add an in from lunch at 1850 and another operation change at 1855.

NON-EBR CARD
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@ United States Postal Service - Restricted Information - (20) Server Na... — O X

System Employee Site Time Reports Switch Help Window

190074037 SAMPLE, EMPLOYEE

9  ON
£ L

Record: 11122 | | [List of Values | | |

So, for the first correction, we will click on the 1450 line, use the Change button and tab across to verify the dates and time, and correct the operation
number to 2320 based on what was written on the PS Form 1260.

Let’s click Pre-Process to verify our entry.

@ United States Postal Service - Restricted Information - (20) Server Na... — O X

System Employee Site Time Reports Switch Help Window

3|8 8| 2|33 8|8

Record: 11122 [ | | \ | ‘

As you can see, the incorrect entry has been deleted for 0020, and the proper operation number has been applied above.

Let’s click Close and Save.
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@ United States Postal Service - Restricted Information - (20) Server Na... — O X
System Employee Site Time Reports Switch Help Window

L3 Cloc

90074037 SAMPLE, EMPLOYEE

g
* o

Record: 11 ] | | | |

Let’'s add our comments, “per ps form 1260 — fixed the operation,” we will use the abbreviation, and then my initials.

Click OK.

@ United States Postal Service - Restricted Information - (20) Server Na... — O X

System Employee Site Time Reports Switch Help Window

Record: 13/22 | | | | | |

The next one shows Operation Turned Off, which is the same error as | did earlier.

So, let’s click Change and tab across, verifying the date and time.
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[Q United States Postal Service - Restricted Information - (20) Server Na...

System Employee Site Time Reports Switch Help Window

D:/90074037 SAMPLE, EMPLOYEE

,g,
~ o

0000|P |0 mmoom
S B

j90-0110 oooa [P [0 [os 002000 [oocaa [oo

o[ [oooo0 [oa
o5 [aosa/es [ooooa oo

—
o
b |
|
—
—
F——
Al
|

—

e |
_ swe |
_ Close |

Record: 14123 | | |List of Values | |
This one is at 1855, and the operation number is 2320.

Click Pre-Process. Verify our entry.

@ United States Postal Service - Restricted Information - (20) Server Na...

System Employee Site Time Reports Switch Help Window

90074037 [saturday [02-11-12 [P [0 [o6 [o52 [o0 650 [N
90074037 |Saturday 02-11-12 'P { 06  J0S4 0O 250 N
190074037 |Saturday 02-11-12 'P 0 06 0S5 {00 1.50 N
190074037 Sunday 02-12-12 lP 0 06 |0S2 0O 8.00 N
90074037 Sunday 02-12-12 o | fos Josa  Joo 400
90074057 |[sunday o212z [P | Jo_| fos IFZ_ o0 800
90072037 [Tuesday  foz1412 [P [ o [os  fos2 | foo 7.90 [n
90074037 [Tuesday  [Joz-12-12 Jp o ' Jos | Joss 395 [n

o11][o2-13-12 [14.50 [s0-0110
[o11 [ [0-13-12 [12.50_[s0-0110 [oo00
012 [02-13-12 [18.00
o1 [oz-13-12 [18.55 [eo-o110
011 [ [o2-13-12 [18:55 [s0-0110
021312

2320 |00 |00000

3
[ow)Ring Detetec 3
[ [
e > | |
ogng el ||

SR EEEE

8/7/3/2(313

052: 22.40 -
054: 10.45
055: 01.50
059: 00.10
072: 08.00

Record: 10123 || | | |

You see the incorrect one has been deleted, and the new one has been applied above.

And we now have an additional error: “No Back From Lunch.”

Let’s click Close and add the “In From Lunch.”
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@ United States Postal Service - Restricted Information - (20) Server Na... = O X

System Employee Site Time Reports Switch Help Window

90074037 jSAMPLE, EMPLOYEE 110

12| [02 [13[2012 18 oo p [ o 00000 [00 [o0 | [Fatal Error 5 [ fest -
01102 [12[2012 [18]ss [ea-0110 o000 [P [o [os [o020[0a [00000 [00 [o0 | [w)Ring Deteted Frompfo | [csT!
fo11 5 06 [2320[00 00 [ [(F)Operation Tumed of[3 [ _[csT
012 58 05 o0 [cst
[ [ [ || ||
o [eoso oo | oo
i &
[ lez ra ora ez fs6 | s ] Iesi
10 [e0-0110 [ooap [0 [os o0 st
o012 o0 st =
013 [s0-0110 [0000 o0 csT -

Record: 16/24 | | List of Values | | |
@ United States Postal Service - Restricted Information - (20) Server Na... — O X

System Employee Site Time Reports Switch Help Window

[Dascﬂgﬂan
BEGIN TOUR

OPERATION MOVE
OUT TO LUNCH

(W)Ring Deleted From P|
(F)Operation Turned Of |

END OF TOUR

AWOL
027 WOUNDED WARRIOR ACT LEA\
042 PANDEMIC LENVE. .
< e

[15[2012
12012 18[00

15 [2012[18 [s0

80-0110

| Il
100

Choices in list: 43
Record: 16/24 Il |List of Values |

So, Add. Click Find to look for the description, “In from Lunch.”
Click OK.
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@ United States Postal Service - Restricted Information - (20) Server Na... — O X

System Employee Site Time Reports Switch Help Window

90074037 SAMPLE, EMPLOYEE

o
£

o11|_|_|_m[—|_ s [so-0110 00 [00000 [aa oo | [ow)Ring Deteted From o
011 [02[13 20121855 [s0-0110 [232000 00000 [00 00| _[(F)operation Turned o3
00002 [oo os

20-0110 00 [00000 [00 [00

I oz [15 201214 o0 [s0-0110 [oaoo]e"o”[o6 sos0foo [ooooo foo oo [ [FatelEror |
l"l_l'zo_l_f_l_l—l_l"l_ I—I_I—T-I_I_IWI_H:
Jo2 [15 2012 12 50 [e0-0110 [ogoa | fos [sosse faoooo [oo foo | EHRARRERO |5 B

Record: 1624 | | |List of Values |

Tab across. Verify the 1260 reads 1850, which it does.

Operation 9050, which is correct, and click Pre-Process.

@ United States Postal Service - Restricted Information - (20) Server Na... — O X

System Employee Site Time Reports Switch Help Window

Record: 13124 [ | | | |

We can now verify that all three fatal warnings are cleared.

Click Close and Save.
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United States Postal Service - Restricted Information - (20) Server Na... — O X

System Employee Site Time Reports Switch Help Window

[14 [0 [80-0110 [0000 [P o [os 002000 [00000 foo [oo |
a2 o2 [13 auta]ts oo [ fos [ [ ooooa [oo foa [
o11] [0z [13[2012 18 ss [s0-0110 o [os [0020 a0 [oo000 [oo foo |

| 0000} 3 (W)Ring
[02 [13 2012 4a /55 [90-0110 o006 P o o6 [2326 60 00000 [o0 o0 [ iFioperation Turned 3 | csi

Record: 11 | | | _l

“per ps form 1260-fixed operation and in from lunch,” my initials.

Click OK.

@ United States Postal Service - Restricted Information - (20) Server Na... — O X

System Employee Site Time Reports Switch Help Window

90074037 |SAMPLE, EMPLOYEE

0 1002000 |00000
00000

0020/

00 |00000
06 2326 o0 [ooo00.

100
100
00
o

Record: 111 || | [ |

“By clicking OK, | certify a signed PS Form 1260 is on file locally.”
That's true, click OK.
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[_1’-:‘:] United States Postal Service - Restricted Information - (20) Server Na... = O X

System Employee Site Time Reports Switch Help Window

TAC800FO0 Clock Ring Editor Module aean |
uu:km|
Employee ID:|30074037  [SAMPLE, EMPLOYEE. Payloc: |10 L‘
f_ﬂm‘ Show Rings Ring Coloring Wkly Sched: |SSHTW— Find |
“ Al «~ oN Daily Sched: [14.00 - 2250 |
" 2012-05-2 ~ Fiog Add
1 Future pAiLDC: 110 [1100 Daicts
Transaction Finance RSC Time Amt T&AFred
Code MMDDYYYYHH.hh Number Unit Suffix LviOper LU Route HHh §  RingMsgs  Day Day TZ __change |
[012 [ [o2 12 [2012 [22 50 " [P [o"fos [ I [o0000 [ow [os [~ 2 [fest - JobAsgn |
010 02 {13 ]2012 |13 |90 |90-0110 |0000|P 06 {9050 |00 |00000 |00 |00 Begir |3 ICST Duplicate I
011 02 |13 2012 |14 |50 |90-0110 |0000|P |0 |08 |2320 |00 |00000 |00 j00 3 |CST =
[o11 [ [02 [13 [2012 [12 [50 [s0-0110 [o000 [P [0 [o6 [o020 o0 [oo0oo [oo [(W)Ring Deleted From P [3 [ [csT _precproe |
o12[ [0z [13 [2012 [18 [oo P [0 [o 00000 [00 [o0 3 [ [est PLEr |
013[ [0 [13 [2012 [18 [50 [s0-0110 [oooo [P [0 [o6 [soso oo [o00oa [oo [oo 3 [ [est =
011 02 |13 |2012 |18 |55 |90-0110 |0000|P |0 |06 |2320 |00 |00000 {00 |00 3 [CST —I
011] [02 12 [2012[18 55 [a0-011a [oooo [P [0 [06 [0020 oo [00000 [0 [o0 | [ow)Ring Deleted From P [3 | [csT H0T7MSE
014 oz [13 [a012 [22 55 | P [0 fos) 00000 [00 [00 | [Gwissing O Transacs | [esT PS 1260
[010 [ [o2 [ [2012 14 [05 [eo-0110 [605G [P [ [o6 5085 oo | oo oo [ GG BayORGRe |+ | [csT
Jot2 [ oz ta [aota i@ foo [ [~ [p"[Jo& [ [foouoo [oo [oo | [EiNGREGMDaOREREI [« | [csi save
To13 ] [o2 14 [2012 ia s [so-o110 [oooa [P [ [oe soso oo [o0000 [oo [oo |~ ek FGDAvOmGeeI + | Jcs - | Close
[2012-05-1 : 021112012 thru 0211712012 << >
__tep |

Record: 19124 | | | | |

We have a new warning: “Missing Overtime Transaction.”

Let’s review the documentation required to enter the overtime transactions.

a'%%mnﬂ’rm"nA Non-EBR Report .....,:." flﬂlin .7
it w (o [om | & [ = [ [ = [ o= [ o= LD
| Sanple Enpioyee 13.90 | 00.10| Y
‘ ’QN‘I)OO()
. o5 i 22.50 | 00.08 |N
IJ N e O O L ||
***Note: Used for all other Functions for OT entries |
TN and may be used in place of PS FORM 1260
I I -
[
S T O O T O 5
LLgL g e
I A I o E
Anywhere, USA 110 Z‘ﬁ.@.zA 02/13/2012

15 o 1281, St 7013 P 75301000 9000

The proper documentation required for all other functions other than a city carrier is the PS form 1261.

Management will need to provide the employee’s name and EIN number, the time the overtime started, the amount, and whether or not it is approved in
advance.

Here, you see the first one is approved, and the second one is not scheduled in advance.

Let’'s make the entries.
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E United States Postal Service - Restricted Information - (20) Server Na... — O

System Employee Site Time Reports Switch Help Window

90074037 |SAMPLE, EMPLOYEE

[ [o2{ 201213 50 [so-0110 [ooool | [0 [s050 o0 fooooo fon [oo]”|
[ [o2 [13 [2012 14 s [e0-o110 [ooaa]e[o"[os 232000 [aooaa oo
[ [0z [13 [2012[12 50 [s0-0110 [oaaa P [o [os [oo2a oo [oaaaa foo
[02 [13 [2012[18 o0 [ [P fofos] [ [ooo00 oo
[ foz [13 [2012 [18 S0 [s0-0110 [o00a [P [o”[oe [sasa oo [oa0a foo |
[ lo2 3201215 [so-0110 [oouale [0 o6 [252000 [aoaoa [oo [oo 5
[02 [13 [2012 18 [55 [s0-0110 [oo00 [P [o[oe [o020 o0 o000 [o0 o0 [ [(w)Ring Deteted FromP 3 ||
[0z [13[2012[22[s8 | [ oo [ow)Missing OT Transac[3

—
—
e
e |
- g |
o
e |
e |
e |

A4l

Record: 16/24 | 1 | | |

|=o = i i e e [ (i [
So, the first entry is for the begin tour overtime.
Let’s select the line for the begin tour.
Click Add.

United States Postal Service - Restricted Information - (20) Server Na... — O

System Employee Site Time Reports Switch Help Window

I
|
|
I

[s0-0110]
110
I =
[eo-0110 I
[ [0z [13 [2012 14 [50 [s0-0110 E
:Z‘ Lumo -
BEE [s0-0110 [0000| I
:Elﬁllﬁﬁﬁlm,@l?_ _esaz0 |
g |
|
]
Record: 10125 T |List of Values| I |
P —— l T

Click Find to search for the overtime transaction.
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@ United States Postal Service - Restricted Information - (20) Server Na...

Time Reports Switch Help Window

o100z 13 012
| | I

132012
13|zn12
[13 o0tz

[13 lzmz

el

Cie ulai-’%larl—l—rrrl—rt—rrr
1z i 2 7 C

Choices in list: 43

Find|0%overtime]

027
042
043
044
045

2| [046

049

Code Description _‘J

WOUNDED WARRIOR ACT LEA\ |

PANDEMIC LEAVE
PENALTY OVERTIME
MILITARY LWOP
DONATED LEAVE

FMLA - DONATED LEAVE
LWOP ON OWCP

O‘jf WORK HOURS

o] oo

[ssumw~ |

(W)Ring Deleted From P|

[(W)Missing OT Transac |
oo [ FBEFGNGaYOR G|

MERRRABER

Record: 1025 |

|List of Values | |
T T

jomeiu]

Click Find.

@ United States Postal Service - Restricted Information - (20) Server Na...

System Employee Site Time Reports Switch Help Window

2|

ot rl_l_lﬁl
o2 [13 2012
i3]0z [13 o2
o11[ oz [13[aot2]
o1 [ foz [13 2012

Find 0%

043
053
068

[Code _|Description

PENALTY OVERTIME.

OVERTIME

GUARANTEE OVERTIME
OVERTIME TRANSACTIO

p——

fito |
¢ [ssmi— |

Eind

(78
@Jl

o1 foz [13avrzfe2les| [ | o Jos[ [ [Jooouo oo oo
2| 500110 205000 |

Choices in list: 4 (Choices in full list 43)

I
You can scroll under the description or simply type after the percent sign, “overtime.”

Record: 10/25 il

|List of values | |
T

T
1

T T
T I T

ppe—

[
Select 091 for Overtime Transaction and tab across to verify the dates and time.

Page 16 of 60



Adobe Captivate Wednesday, December 20, 2023

m United States Postal Service - Restricted Information - (20) Server Na... — O X

System Employee Site Time Reports Switch Help Window

e [SANPLE, EMPLOYEE

o
*

ot0[_ o2 [13 2012 3 o [so-at1a oooo]e | o [sosooo foouoo foo oo |

oot [oo [o2 [13 [2012 13 [s0 I_Jp Jo Jos [ [ooooa

[ [o2{i3]asr2]t s [eo-otto [oaaa|e" o [o6 [2520 oo foaoaa |
[02 [13 [2012 14 [s0 [90-0110 [oo00 [P

[ fozi3 20121 o0 TI7"[oos|

[ lo2{i3]2s12]t8 6 [eo-otto [oasale o’
[02][13 [2012 1 [55 [s0-0110 [oooo [P o [0 [2320 00 [o000o [oa [oo

[ [o2 [13 201218 55 [so-0110 Jaoaa|e” o [oé [ao20/00 [ocoaa foo fac|
[ lozis[astafe2fss | I [ooaco oo oo |

Record: 17/25 [ 1 [ | | |
S | [

Begin Tour overtime is when the employee clocks in.

So, we need to correct this to 1390, and the amount the employee was authorized to begin tour was 0010, and management indicated this was scheduled
in advance.

So, “Y” in the Scheduled column.
We have the other eight clicks that was disapproved, and that was the end tour at 2258.

The employee was instructed to end tour on time.

m United States Postal Service - Restricted Information - (20) Server Na... = O X

System Employee Site Time Reports Switch Help Window

e ID:|90074037  |SAMPLE, EMPLOYEE

o
. Act

[ [o2[12 [2012 13 [e0 [s0-011a [oooo]e |
[13[2012[13s0 [ [ ol
[13 [2012 14 [50 [s0-0110 [oaa[e [o |
[ [0z [13]2012 14 50 [so-o11a foooa]e"[o” o [ov20 oo [oo0oo foa foo [ [owre

13 2012 1 oo |

13 [2012[18 50 [e0-0110 oooo};_
[ [0z [13 [2012 155 [s0-0110 [ooo0 [P o [oe [2220[oa [o0o00 [oa [oo
[13 [2012 [18 55 [s0-0110 {ﬁlp‘ [o_fos 0020 o0 [ooaca [oo [oa ||

[13[2012[22[58 | [P Jo"fos| [ oooca [oo oo

Record: 18/26 [ ] List of Values | |
e i i i e

So, we need to add the other transaction.

We can use the Find feature or, now that we know the 091 transaction code, we can just apply it here
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@ United States Postal Service - Restricted Information - (20) Server Na... &= O X
System Employee Site Time Reports Switch Help Window

[SAMPLE, EWPLOYEE

o
£ 5

[0z 132012 13]e0 [s0-0110 [ooco|
I

| [05 5050 a0 [ooooo oo [oo|
o Jos| | ooooa foo [10
oo 2o oo o |
oJoe [o620 o0 [o0000 [oo fou

A

o 08 23200 [o0000 o [o0
: I: Imznioo Joooaa oo [oo

13 [2012[13[s0 [

13 [2012[14 [s0 [e0-0110 [og0o
[13 2012 [14 [50 [s0-0110 [o000
13 [2012[18 oo [ |

13 [2012[18[50 [20-0110 [0000|
[13 [2012 [18 [55 [s0-0110 [oo00
18 |55 [90-0110 [0000]

w9 %] =% 5] %] ] 7]

Record: 18/26 ‘ l ‘ ‘ I “
= e S a m e e B B B B

Tab across.

Verify and change the default from 1400 to 2250, that’s the employee’s scheduled end tour, and the amount 0008,
And management has indicaated this was not scheduled in advance.

Let’s click Pre-Process.

@ United States Postal Service - Restricted Information - (20) Server Na... &= O X
System Employee Site Time Reports Switch Help Window

HEEEEEEE

J02-12-12 [14.05 [e0-0110 0000 [P [0 [os [2050 [o0 [ooooo
[ [oz212 [1g.00 | I
[02-12-12 [18.50 [s0-0110 [o000

J02-12-12 [22.50 |

Record: 1/? \[ \ \l |
= e s e s s e B B I B

Verify we've applied the overtime appropriately.

So, the employee worked a total of .18, and in the yellow and green section, we can verify that we applied the ten clicks and the eight clicks.

Click Close and Save.
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United States Postal Service - Restricted Information - (20) Server Na... . O X

System Employee Site Time Reports Switch Help Window

o |
R e [ssimw—
o 1m0

foa | {0 |
Joz [12 2012 14 oo
[0z [1z 2012 12 [os
Joz [12[2012[12 [o0 |

[ [o2 iz 1250 [e0-ot1o [oooae o [os [scsa|oo [acaao [oo [ao|
[o2 [12 2072 22| Frﬂo?l_l_mlﬁlﬁ.

Record: 1126 [ ] [ [ ‘
e e i

We receive this pop-up warning:

You have recorded overtime as Unscheduled — meaning overtime was recorded or worked by the employee without prior approval from a Supervisor.
Select OK AND then add REQUIRED comments.

@ United States Postal Service - Restricted Information - (20) Server Na... i O X

System Employee Site Time Reports Switch Help Window

[EMPLOYEE SAMPLE[02/43/2012  [0213/2012  [finalizing empty

ecord: 11 [ ] | [ | |
e e L i I |
So, we spoke to the employee the evening of the 13", and the employee stated they were finalizing empty equipment.

Click Save.
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@ United States Postal Service - Restricted Information - (20) Server Na... e O X

System Employee Site Time Reports Switch Help Window

la0074037

[EMPLOYEE SAMPLE|02113/2012  [FIRIF finalizing empty equipment

Qecord: 111 | | | | |
= e e s 1 | [

To print, select All and click 1017-B.

@ United States Postal Service - Restricted Information - (20) Server Na... = O X

System Emplovee Site Time Reports Swilch Help Window

ecord: 11 [ 1 | [ ]
= e e e e e B e

That will go to the Report Queue, and let’s review the documentation.
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Wednesday, December 20, 2023

Toat Offica Empioyse 101 io. Employes Hams
Uritod States Pastal Service
Unauthorized Overtime Record LOS ANGELES-110 90074037 001-1 P GLERKS FTR
5 | Pay 3 Total Amount Supvs | “T"
Date & | Poricd | £ Day | Overtime| Unauthorized | Initials g Remarks
Notified
1 20 1 5 & T 8 ] 10
w2012 |2002| 08 1 3 0018 00.08 MH 02132012 | Finalizing empty equipment - GI00D1

PS Form 1017-B, Oclober 1988 (11/82 Ediion Usable)

We now have the PS Form 1017-B, which is required for unscheduled overtime or unauthorized overtime.

If the employee is performing postal work, the employee must be paid, and management will follow up with the corrective action.
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Slide 7 - Day 3 Activity - Start

Day 3 Activity - Start | 1] 5 f0fccfrocfueee]

Slide SSv_currer]
of 44

Now you will practice clearing the errors that you observed on the T & A Day 3 Video.

Slide notes

Now you will practice clearing the errors that you observed on the T & A Day 3 Video.
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Day 3 Activity - Part 1 ] 1[5 o] cerocfuer|

Slide SSv_currer]
of 44

|£) United States Postal Servica - Resiricted Information - (20) Server Na..  — M X

System Employee Site Time Reports Swilch Help Wndow

5 Cloce Rrig Edtor Module v4.028 - 20} X
TACB00F0 Clock Ring Editor Module Sl |
Clock Rings. [

EmploeelD:{30174137  |SAMPLE, EMP_OYEE Payloz |10 Clear |
Edi;::':d Show Rings Ring Coloring Wkly Szhed: |SSHTW— find
o h ; Al ; ol Dally Sched: 12,00 - 22,20 aod |

Active OFF ) Stemel

" Futurz DAILDC:  [110 [110) —— '
Transaction Finanee RSC Time Amt TRA Fred
Code MMDDYYYY HH.th Number Unit Suffix LviOper LU Route HLhh S RingMsgs  Day Day T2 _crame |
010 [~ o2 3 (302313 a0 [ea-0110 [oooo = [~ o6 [eost oo focaoc [ao | S
5 [13 20za 18 [50 [co-orn [aonn [3 [ & [fazc on [

[o12 13 (202318 [oo | 5[ foe [ocooc Joo
011 13 202318 [s5 [¢0 0110 [ocoo [2 | [os [co2e[oo

2
>
o2
o2
o14] " Joz f1z ‘2023z [se
oz
foz
oz

o
010 14 [2020 f14 [os [s0-0110 [oco0 [>
012 14 2523 |10 [00 g
5
5

ot

5

cst

et

<0500 [ocooc [0 oo FE aMs '

ocooc [oo [oo | EIEMREEMGHGER [« [ [cs7

o5t

cs1

5

B BEEEL

013 142023 [18 [=5 [s0-0110 [0c0 <0500 [ocoo [oo [oo | NGIFGIORMONGES |+

oia [0z fi4 [2023 22 [s0 ocooc [oo [oo | EGIRMBEMORERE -+ psaz |
1o 5 [2023 [1# [oo [s0-o110 [oo00 o ([oo [ocooc [oo [oo [~ [Fatarbmo

oz [ Juz fus f2uzs frs fou | [T e[ Jowoe oo [oo [ [ratarerro: o [ est save
[o13 7 o2 5 2023 e [50 feo-0170 [o0oa = [ [os [eost 95 ocoo fon o[~ FEMOREGOHM " [ 5T | gose |

|2023-05-1 1 02/11/2023 thru 0217.2023 L2d )

Record: 10121 | | \ m

Slide notes
For February 13th, 2023, there are three fatal warnings in red.

Let’s look at PS Form 1260 to verify the corrections we need to make.
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Day 3 Activity - Part 2

[ 1] 5 [ 0] [oc]es)

Slide SSv_currer]

of 44
\£)| United States Postal Service - Restricted Information - (20) Server Na.. ~ — M
N—alsystam Employee Site Time Reports Switch Help Window
TACE00FO Clock Ring Editor Module e
ch:lﬁruul
|| EmployeelD:|aco7«037  |SamPpLE, ENLCYEE Payloc: |10 Clear |
?ﬁm‘ Show Rings Ring Coloring Wkly Sched: |sSHTw.- Find [
— B ; Al_ : ::r Dally Sched: [14.0) - 2250 7@41
" Futiie i DA/LDC: 110 [1100 i‘
[ | Transaction Finance RSC Time Amt TRA Fred
Code MMDDYYYYHH.Ah Numbar Unit SuffixLviOper LU Route HHAh §  RirgMsgs  Day Day TZ Shanoe

[Select

lo2]13] 112 0000(P | 06 [9050 [00 30030 [00 oo [owiNorScheduled Begit |5
1450. 14 50 pocvi [oona e [~ o6 [ooza i pooan [on oo | S Remmlaaneag
02)13[foazfTe [ [T os 50030 o0 o0 | [Fatal Error [

Jot1 [ o213 zszs e 55 fow 2110 [ogo0 5[~ o6 [ooza oo (30050 oo oo EHGIERGHEremEmEn |5

014 [02 13 [2023 22 58 |

wio] [0z [14 /2020 [14 fas [s0-2112 [oooafp | [oc [sosafoo [30030 oo foo | i EREUIDENONGHES

_ems |

w1z[ (0214 40 1030 0 30030 [oo [oo | [ CREMIBEYORGRE |«

wia| [oz[1a]023 [22 50 o6 20020 oo foo | EOREUNGRVORGIS <

ES 1260 [

CST
CST
o7 1017 MSG
CST
ICST

0 | [0z ]15 2023 14 bo [so-v112 [ooodfe fo 106 [0s0 oo 30030 [oo Fatal Error [5 ]

[nz[ [uz]1s [2023 e [0 7 I T

| I ]
Jor3 [~ o2 [7s 2023 18 50 fou-at1 foooo [P [~ 06 foosa fea 300 oo oo | ESOITRREaiG R |5 |~
|2023%-1 1 0211202 thru 8211772023 2% i

P
5
i
5
7
013 [02[1 2023 [12 [55 [so-a112 [oooo[r | [0z [s0s0[aa 50030 [oa foo | EEIRGNGEMONGEE |«
P
3
P
]

Reccrd: 1021 | | |

Slide notes

The first correction we’ll need to make begins at 1450, for the correction of the operation.

To do so, we need to use the Change button.

We need to Add an In From Lunch at 1850 and another operation change at 1855.

For the first correction, select the 1450 line.
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Day 3 Activity - Part 3

[ 1] 5 [ 0] [oc]es)

Slide SSv_currer]
of 44

£ United States Postal Service - Restricted Information - (00) Server Na..  —

IZMQ%-‘I i 02111202) thru 92/17/2023

Clock Ring Editor Module Restrcted Wnformation

cuuﬁml
Employee ID:|90074037  |SAMPLE, EMPLCYEE Payloc: |10

?nm' Show Rings Ring Coloring Wkly Sehee: |SSHTW--

P il“ ; oN Dally Sched: [14.0) - 2.5

Active OFF

I Future DA/LDC:  [110 [r00

Transaction Finance  RSC Time Amt TRA Fred Select
Code  MMDDYYYYHHA Number Unit SuffixLviOper LU Route i §  RirgMsgs Dy [ay TZ Change.
[0 [ a2 3202313 o foo-y10 [oo0a e[ o6 90sa v 50630 oo o | [worScredveaBeni . [~ [es -

o [~ [o2 1 o3 14 [ pocraa fonon [~ o fooea n o on oo EiGRemGaRmaag - | o7

Jo1a | [o2ra[2023 [iz 3o | [T [T os] [ [s0030 foo foo |~ [FatalErrar [ fest

[ [~ [02[3 gz [ [ fooa [oouo[p | o5 o020 oo 005 o o G EReRBwemEtE = | [cs1

o1 [ 02122025 2 e [ s e EaaiErem anet - | [c=7

w0 (02142020 [14 [ac [s0-2112 [oooafp | [oc [sosafoo [a0030 foo foo | EEREUNDENONGRS < | |csT

w1z[ (0214 40 1030 ARG 30030 [oo oo EGHEIBEGRGEE -« | [cor

013 [02[14 2023 [12 [55 [so-a112 [oooo[r | [0z sos0[aa 50030 [oa foo | EEIRGNGENONGRE |« | [csT

wa| [ozfie]023 [2z [0 F | 6 20020 [oo foo | ENONEUNBRMONGRS < | |csT

0| [0z [15 2023 [1# o0 [se=3112 o006 [P o (06 [90s0 [vo oo Fatal Exror [T fest
[oz[ [uz]1s [2023 e oo | [P T e[ [ [ous0 fou fou | [Fatatrmor B[ et
Jo13 7~ (o2 fis 2023 e 50 foo-3110 [ogao [P~ 06 fogsa foa 30030 oo o~ ESUIERGRREGIDHEM 5 |~ [cs7 - |

Recard: 1021

Slide notes

Select the Change button.
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[ 1] 5 [ 0] [oc]es)

Slide SSv_currer]

0s [oo20 [s0
I

of 44
\£)| United States Postal Service - Restricted Information - (20) Server Na.. ~ — M
Eystem Employee Site Tire Reports Switch Help Window
TACE00FO Clock Ring Editor Module Pt
Ch;lﬁml
Employee ID:/3t074037  |SAMPLE, EMPLCYEE Payloc: |10 Clear |
A Show Rings Ring Coloring Wkly Sched: |SSMTW- Find l
(2023051 I o =
w2052 i (_m Dally Sched: [14.0) - 2.5 *QE’_]
I Future i DAILDG: 10 [1100 peete_|
Transaction Finance RSC Time Amt TRA Fred
Code MMDDYYYYHH.Ah Numbsr Unit SuffixLviOper LU Route HHAh §  RirgMsgs  Day Day TZ Change
Jo10 |~ o2 raoroa 3 [50 [eo-a112 [ooo o[ o8 900 oo 50030 oo oo | [winorscheduieaBeai s [ [es1 - lobasan |
Jot1 | [n2fral2003 1450 fona147 nnonfe | s lonzalon xema fonfon | fowring neteted Famp o | rar Duplicate
Jotf |~ oz 13 2023 1[50 [s0 0440 30090 [00 00 iF10psration Tumed s [ [ I Select
iz [ oz 2oz fa oo [ [~ [e [ Toe T [poos0 joo oo [ v i Pre-Process.
o1 [0z [13[2023 [1€ [55 [p0-3113 [oooo 20020 [o0 foo i PILErr

P
n .
fo14 [ 0213202322 o0 [P oo 20030 oo foo RS l
010 oz [14[2020 [14 [35 [p0-2113 [ooua[p | oc[s0sefoo 20030 [oo foo csT
012 [ [02[14 [z [18 20 P foa] [ o000 oa oo st M’
013 kOZ 14,2023 |18 |35 |90-211) |0000|P 06 |9050 /00 20020 |00 0O CST. ES1260 l
014 [02 142023 |22 |50 (3¢ 06 10020 |00 (00 CST
o] (215|202 14 [30 [p0-0113 foouu e [u- [us [0s0 fou vy st save [
THARAEEED [P o6 [oo'foo fest -| cose_|
|202305 4: 02112023 thru 92117/2023 £ o
e |
Reccrd: 1122 | | \List of Values |

Slide notes

Verify the date and time and correct the operation number to 2320 based on what was written on the PS Form 1260.

Let’s select Pre-Process to verify our entry.
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[ 1] 5 [ 0] [oc]es)

Slide SSv_currer]
of 44

Eystem Employee Site Tire Reports Switch Help Window

gj United States Postal Service - Restricted Information - (20) Server Na...

[ Clock Ring Pre-Procase Modula v1.02- 29)
TAC8D3F0 Clock Ring Pre-Process Module 24Feb-2023
Pre.Pracess Nata TRA Nata FLSA

EmplojealD DayofWesk Date RSC Suffix Ll Hobhess® 0oty Cxempt
(90074037 [satwday Joz-i123 [P Jo fos Josz oo 650 N - Yeekly
[oorsosr  [satroay  [ozti-zs ([p o Jos Joss (oo 250 v ot
[oursusr |[sawraay o2tz o fo [fos [fuss Jou 150 v 12 20
j0074037 | [sunday  |Juz1223 (P Jo (o5 Jos2 foo .00 v [[osr 105
0074037 [sunday  Jo2223 [P o fos Jost Joo a0 v =XE
w074037  [sunday o223 [P o Jos oz oo 800 v LAl
[0074037 | [ruesday 021433 [P [0 [o5 [Jo=z Joo 700 U LAty
[oo07a0e7 [fuesday  J024423 [p [o | fos [fos¢ Joo 395 V12|

—
Transaction Finance RSC Time T&A Fred ]
Code Uate [ime Number Uit SUMX Lyl UperLU Koutz Amt § King Msgs Lay Day 1£
14| [0212:23[2250 | | [pfofos| | foosoo | [ sl |
0] [0241323 [1390 [ac-o110 [s000 [P [o [ooso0 [wronschzdufa | [csi |
fo11] " [024323 [1250 [a0-0110 [50 [oooo0 cs1 :
[o11 [ [024323 [1450 500110 000 [P [o o5 J0v20 (0o o0000) (WkingDektecp [ [c51
2| [024323 [1800 | I 2 O O I B] [csi
b1 [ [021325 1855 900110 2000 [P [0 [06 [ov20 [oo [oouoo | FiGertont = [ [cs1
a[ [021323 2258 | P o/ [os [ [ [oonoa —}3 =]
10| [oz1423 [1405 [oc-or10 3000 [P [o [0 [sosofoofooooo [o7.s0 | IESREBREMIGEN [ [ [cs1
V17| 024423 [1a0n | o[ [ [ononn N I&I Select Close.
12| 021423 [1ass [annrin [inoa e [o (o8 [aesa [ononen | fa] festi-|

Reccrd: 1122 | | |

Slide notes

As you can see, the incorrect entry has been deleted for 0020, and the proper operation number has been applied above.

Select Close.
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[ 1] 5 [ 0] [oc]es)

Slide $Sv_currer}
of 44

TACE00FO

é] United States Postal Service - Restricted Information - (20) Server Na...

‘yst=m Employee Site Tire Repons Switch Help Window

Code MM/DLYYYYHH.hh

Number Unit Suffix LviOper LU Route HH.Ah §

Clock Ring Editor Module ot

cuuiml
Employee ID:/3t074037  |SAMPLE, EMPLCYEE Payloc: |10

L Show Rings Ring Coloring Wkly Sched: |SSMTW-

5 023054 P i

023052 (:'“ (_ Lo Dally Sched: [14.0) - 2250

Active OFF
" Future DA/LDC:  [110 1100
Transaction Finance RSC Time Amt TRA Fred

mﬂlﬂ Day Day TZ

Select Save.

o o2 13 2023 14 50 0410 aonap o 06 2520 o oo o oo i asifes |
Iz o raforiafo [ [P o6 oo o o _ Fairr [
Jor1 | [0z [13[202 1 25 [o0 2412 [oooa[e [ (08 [oo20 v 30036 foo foo [ Jest
ord [ oz [ [z [ e p| os] | [5000 oo joo [ fest
010 !05 14,2023 |14 |05 |00-1113 |0000|P 08 {2050 |00 {30030 {00 0O ceT
012 0214|2023 |10 )30 P 06 30030 |00 joo C3T
013 02 {14|2023 |10 |35 [30-2113 |000Q|P 0G {9050 |00 30010 (00 |00 CST
14 [02]14/2023 [22[50 [ [p] o8] | o000 foa foo csT
0] [02]15/2023 14 12 Joooo[p [0 (o6 [s0s0 oo oo [est
[o12[~ oz [i5 [z023 [ia o0 I I T 1St
for [~ 022023 e fu oumana foows [ e fouso o [ouoao oo fou et
fo7a [~ oz s [0z [z [ [P o8~ [ 50036 oo o0 |~ ratlError ™ fest
|2023%4 1 021112020 thru 92/17/2023
Reccrd: 1122 | ] |List of Values

Slide notes

Then, select Save.
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[ 1] 5 [ 0] [oc]es)

Slide SSv_currer]

s

IZIIZG%-‘I i 02111202) thru 92/17/2023

of 44
\£)| United States Postal Service - Restricted Information - (20) Server Na.. ~ — M X
Eystem Employee Site Tire Reports Switch Help Window
ﬂi Clock Ring Editor Mcdule v4.028 - (20)
TACE00FO Clock Ring Editor Module Al
Cleck Rings |
Employee ID:{30074037  |SAMPLE, EMALCYEE Payloc: |10 Clear |
?ﬁ2m1 Show Rings Ring Coloring Wkly Scheg: |SSMTW.- Find [
o ﬁl“ “oN Dally Sched: [14.0) - 2.5 aid |
] e ~ or e
" Future DA/LDC: |10 [1100 R '
Transaction Finance RSC Time Amt TRA Fred < [
Code  MMDDNYYY B b Form 1260 Comments i -
foro [~ oz 11 [2003 fest - lobAsan
fira [~ [ 1o Comments Jesi ouyticate |
055 [00 (02 112023 | f{rer re form 1260 fixed OPY mh E =
o10] [o2f12200z | [est Pre-Proc
o10] [02]12/2003 | [eet mLEr |
012 [o2[12[2020 | ( AMS
wia| [o2fr2f2020 | | ok | Select OK. J ——'
ot4] [0z [12|2025 ey e — 2 st MC_‘
010 | [02 13 {2023 13 [30 [s0-2112 JooooP | 106 [90s0 [oo oo foo | Joan abegh)s | Jcst PS5 1260 [
01| [ozfiz zozslu 50 [30-311 [oo0alp | [os oo’u]uo 20030 [oo foo [ [wRing Deletea Fomp o | [csT
IR zsf'b'ol [P o6 ot o o~ et

Recerd: 111 | | |

Slide notes

Let’s add our comments,

Select OK.

‘per ps form 1260 - fixed the operation,” we can use the abbreviation, and then your initials.
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[ 1] 5 [ 0] [oc]es)

Slide SSv_currer]

of 44
\£)| United States Postal Service - Restricted Information - (20) Server Na.. ~ — M X
Eystem Employee Site Tire Reports Switch Help Window
ﬂi Clock Ring Editor Mcdule v4.028 - (20)
TACE00F0 Clock Ring Editor Module AT 2023
C!n;lﬁruul
Employee ID:/36074037  |SAMPLE, EMALCYEE Payloc: |10 Clear |
E:M;:::' Show Rings Ring Coloring Wkly Scheg: |SSMTW.- Find l
- SA “oN Dally Sched: [14.0) - 2.5
2023052 A P  Add
" Future DA/LDC: |10 [1100 '
Transaction Finance RSC Time Amt TRA Frul
Code MMDIMYYY
P3Form 12 jggr
Jo10 [~ [0z 11 [oazs| Stop. T [
[ota [~ [0z [11[>ma| Comments By Clicking OK, | zeriify a signed PS Form 1260 |sonme Dyl ‘
055 J00 02 11)2023] [per pe form 12¢ ocally.
o10| [o2[12]023 - ( Select OK. __]
010 02 [12)2023 PILEmr [
w12 [oz[12]2020 5
wa| [02[rz[2020 oK [eat j ——j
014 02122023 - — - e [cs7 MJ
w0 [ 02132023 [13 [+ [so-112 Joooa [P [ 06 [9050 [oo [50090 oo foa | fown dBegh stz |
11 50 [30-2112 [oooafp | o6 Jooz0{oo [20020 foo foo|  [wiRing Detetea Fromp
Jia 5. lowou i [u” s [2320 o0 oousu il sve |
2023 78 [0 | [ L B T T cose |
12023 05 1: 02412023 thru (27772623 e |
tep |

Reccrd: 111 | | | |

Slide notes

Select OK again for the pop-up message.
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[ 1] 5 [ 0] [oc]es)

Code MMDL/YYYYHHAR Number Unit Suffix LviOper LU Route HH.hh §

RirgMsgs  Day Day TZ

\£)| United States Postal Service - Restricted Information - (20) Server Na.. ~ — M

Eystem Employee Site Tire Reports Switch Help Window

TACE00FO Clock Ring Editor Module e
Ch;lﬁml

Employee ID:/3t074037  |SAMPLE, EMPLCYEE Payloc: |10 Clear |
- Show Rings Ring Coloring Wkly Sched: [SSMTW-- Eind l
(+2023.054 I o rET =
2023052 e P Dally Sched: [14.0) - 2.5 *&y—]
I Future DAILDG: 10 [1100 ——
Transaction Finance RSC Time Amt TRA Fred

=]

12023-05-1 + 02112023 thru 02/17/2023

- b

11| [02]13/200 [14[50 503112 [oooap Jo (o6 [o02000 [20030 [oo foo | [owiRing Deeted Fome [z | [csT < Job Asan
2| [n>fralz023 1o | ] s homa [on jooy [Fatal Frror AR Dupiicales '
11| [02]13]2023 [12 [z [o0 2112 [aooalp fo [0 Joo2a oo [ro0: csT =

o14] [02[13]2023 258 [T [os 20030 Joo 5 [ fest _Preproc |
ot [ [0z [14 (2025 [14 o5 po-2113 [oo0o[r [~ o8 [ooso oo [50030 oo foo | [EGRRUNBERORGRSI |+ |  [cs7 L |
[ o214 2023 1w [0 I G eSO < | [cot e |
[ota [~ [o2 13 2023 o [ [fo-3113 [ogoa[F [ o [s0sa oo [30006 [oo foo " eREMNBaNORGReI |+ | [c51

e[ z[wmne | [ o8] [ foooloe  GmMBORGR | [ | v
w0 [oz]15/2023 [12 0 [so-2112 [oooa[P Jo (o6 [sosafoo [0oo0 foo foo | [Fataiemor |5 | [est P51z |
m2| [ozfi5[as 1820 P | o6 20030 00 foo | |Fatal Error Js | Jest

[ o2 1s anzs e [so Jowsina fovoufr T [us fousofes [rousu fou foo | ETNGRREGOR = | [csi sve |
w2 (02152023 [22 50 P [ [os [0 foo foo | [FatalEror  [5 | [osT -

Reccrd: 1322 | |

Slide SSv_currer]
of 44

Slide notes

The next one shows “Operation Turned Off,” which is the same error we corrected earlier, so let’s select Change.
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Slide SSv_currer]
of 44

gj United States Postal Service - Restricted Information - (20) Server Na..  — M

Eystem Employee Site Tire Reports Switch Help Window

24-Fcb-2023
TACE00FO Clock Ring Editor Module Restricted
Cleck Rings |
Employee ID:/3t074037  |SAMPLE, EMPLCYEE Payloc: |10 Clear |
L o ShowRings  Ring Coloring Wkly Schec: [sSiTw- fa |
223051 Fian o :
O 423052 e (_ ¥ Dally Sched: [14.0) - z2.50 Md_]
" Future DA/LDC: |10 1100 e '
Transaction Finance RSC Time Amt TRA Fred <
Code MMDDYYYYHHAh Number Unit SuffixLviOper LU Route HHAh §  RingMsgs  Day Day TZ Fance
w11 [02f13[2023 [r2[50 503112 [oooalp Jo (o6 [o02000 [20030 [oo foo | [owiRing Deeted Fome [z | [csT < Job Asan [
2 o ralowafi e &[ | oo fonfon] [FatalFreor ra Duplicate
o11] {02132 =< [00 3113 [o00g]P 10030 [oo foo i csT _ I Select
v : || Pre-Proc P
Jost [ Joa 6 u re-Process.
Jors| [0z f12]za 22 5 | Tos 50030 Joo oo | EEIERSRERGRS | | ccv PILEr
Joto [ o2 [r4]2023 [14 o5 [sa-3113 [oooe [P [ [oc [s0s0 [s0 [50030 oo foo v [ Jest eRMS l
Jmz | [0z [14]2020 [10 oo [T foe 20030 [0 joo [est
015 | [o2 14 [2020 15 [55 Jso311 Joooo [ [~ 08 [80sa oo 0030 [oo foo Jes7 M’
[o1a[ " [oz2[ia)2023 22 [s0 [T o6 oo jcst PS 1260 [
ma| [oz]15]2023 [14 20 [s0-2113 [0oafP fo o6 [s0sefoo 20030 [oo Joo| [FataiError csT
uz[ [uzfisazs s [ [eT lus 30030 [uu joo | [ratat error ANE save
w13 [02[15/2023 [18 [50 [e0-2112 [oooa[p | (o6 [s0s0[ee [30030 foo [ [ [csT - | T l

’2023 05 1: 02412023 thru 021772023 L2 o

Reccrd: 1423 | | |List of Values

Slide notes
Verify the date and time.
This one is at 1855, and the operation number is 2320.

Select Pre-Process.
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Day 3 Activity - Part 11 an] 1] 5] ceroc]Heie]

Slide $Sv_currer}
of 44

|
=

La;)J United States Postal Service - Restricted Information - (20) Server Na...

Eystem Employee Site Tire Reports Switch Help Window
5 Clock Ring Pre-Procase Module v1.032 - (23)

TAC8)3F0 Clock Ring Pre-Process Module 24-Feb-2023
Pre.Pracess Nata TRA Nata
HoursReason FLSA

EmplojealD DayofWesk Date RSC Suffix Ll Code Code  Quantity Cxempt
(90074037 [satwday Jozm23 [P Jo  Jos [osz foo 650 N - Yeelly
[oorsosr  [satwroay  [oznizs ([p o | Jos Joss oo 250 v jotai
[ursusr [satraay  Juzmes Jo fo fos [fuss fou 150 v 12 20
[0074037  [sunday  (Juz2:s P | Jo (o5 Jos2 foo .00 [V [k 105
2007407 [sunday  Joz-2z3 [P o | o5 [fosé [Joo a0 N =XE
9074037 [sunday  Jo2:2z3 [P o Jos oz oo 800 v LAl
50074037 [uesday  02:423 [P o Jo5 o=z Joo 700 [V 12 360
Joooraosr [uessay Jo2:4z3 ([P o o | Jost (oo 395 V12|
Transaction Finance RSC Time T&A Fred
Cole Uate (ime Number UMt SUMX Lyl UperLU Koutz Amt § King Msgs Lay Day 1£
o11|  [02-1323 [1450 [s0-0110 3000 [P [0 [0s {2320 {00 {00000 3 [cs1 |
| [oz1323 [1450 [ac-0110 3000 [P o [os [0020 [00[ooso0 (W)Ring Dektec3 | [cs1 | |
02| [oz1323 [1800 | P [0 fo0u00 cst L
1] [0z-1323 1855 [ac0tio o zszaE 00000 [ est
11| [0z1323 [18.55 [s0-0110 [3000 [P [0 Fos 0020 [oofooo0 JRingDektech | [CS1
14| [0z1323 [2258 P [0 [os [o0000 3 [ [csi
o[ [0z4423 (1205 (50110 oo P o [o6 5050 oo foowoo[o7.90 | EkEmEa ¢ | [cs7
el ferezs a0 | [Pl [ owo s [T | Select Close.
3] [0z1423 [1855 [ann11n [onn [ [n [0 [ausn [an [onana e e
[ta] " [0z4423 [oaa [ [ [ o [os [~ [ [nanon [Eles |

Reccrd: 1023 | | |

Slide notes

Verify our entry.

You see that the incorrect entry has been deleted, and the new entry has been applied above.
Now we have an additional error: “No Back From Lunch.”

Let’s select Close.
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[ 1] 5 [ 0] [oc]es)

Slide SSv_currer]
of 44

Eystem Employee Site Tire Reports Switch Help Window

gj United States Postal Service - Restricted Information - (20) Server Na...

IZMQ%-‘I i 02111202) thru 92/17/2023

“r .

TACE00FO Clock Ring Editor Module e

Clock Rings I

Employee I0:/9074037  |SAMPLE, ENALCYEE Payloc: |10 Clear
E"‘m‘ ShowRings  Fing Colring Wkly Schec: [SSHTW.. -
03052 ::m 2l Fonelrlo R I Add Select Add.
 Future oa/Loc:  fio frioo —
Transaction Finance  RSC Time Amt TRAFred ‘;?
Code MMDDYYYYHH.Ah Number Unit SuffixLviOper LU Route Hihh §  RirgMsgs  Day Day TZ __I-
B[ [0z [13)2023 18 fa0 | [p] los 30030 [00 Joo| [Fatal Error 5[ festl - Job
Iﬁ‘ﬁ 02 {12]2023 |18 |35 [30-1117 |000N|P |0 (NG [002000 [I00IN (N0 00|  [(W)Ring Neleted F-amP |0 ST Duplivale '
011 02{13)2023 18 |35 {80 2113 |000Q|P |0 |06 {2320 00 |20010 (00 J00| |(F)Ops-aticn Turned OF: |G CST
14 [[02[13]2003 2258 [ [os 20030 Joo oo | [ENCIERERERRmERS | | csT ﬂj
for0 [ [0z 142022 [14 o5 Joo113 [oooo [ [~ o8 [oosa [va [30020 [FNcEFGiBayontkel |+ | [cst PILEr [
o1z (02142023 ic 30 [ [P~ fos [ [ owsa [EoRriBay GG -« | [cst evs |
[o3 [ [o2 14 2023 1o s fso-a11 [ovuo[F [ oc fsosa vo [p00a0 oo fou  eREGBaNGRGRE -« |  [c7
el Pl [ ool G [ o |
10 IOZ 15,2023 |14 |20 |90-211) |0000|P |0 !06 905000 |10020 |00 00| |Fatal Error E CST.
02| [0z [15[x03 |18 [20 P o6 2000 [0 fo0| [Fatal Error Js | Jest
013 tUZ 1912023 |18 |20 [90-1111 [UOUU (P U6 {9050 |99 [JUUJU JuU jUU Ib Cs1
1| [02[15[2028 [22 50 P (06 70030 [00 fo0 | [FatalError [ fest -

Reccrd: 1223 | |

Slide notes

We’ll add the “In From Lunch.”

Select Add.
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Slide SSv_currer]
of 44

gj United States Postal Service - Restricted Information - (20) Server Na..  — M X

Eystem Employee Site Tire Reports Switch Help Window

ﬁ Clock Ring Editor Mcdule v4.028 - (20)
1 Fd) 2023

TACE00FO Clock Ring Editor Module Restricted Information
e
Employee I 0703 ¥aid1lows Codes | paytos o —
Edit Weak |
Wy Sched: [ssima—- =
+ 2023054 thj% - |
s Dally Sched: [14.0) - 22.50 Add
" Future Code |Description «| [ oaroe: o [0 peete |
Transaction 010 BEGINTOJR lAmt TRAFred - l
Code MMDDYYYY |011 OPERATION QVE h S  RirgMsgs Day Day TZ Shanoe
o12] [o2]1312023 0 |Fatal Eiror 5[ st - JobAsan |
m1 2122023 - 0| |(W)Ring Neleted F-amP |0 &7 Duplicate
ot [o2]rafo0ez) (014 ENDO-TOUR o [iF1opeaten Turnea otz | [csT _"
o[ [o2ralomns | 024 AWOL o [ [ Jest Pre-Proc
...- 027 WOUNDED WARRIOR ACT LEA\ ul_... PILEr [
e A T 0 [l =
612 [ oz [14 2023 EF [est
eekm . [o] 4| sdeco Jibm|| o
Joia | [o2]14 2023 s | fest PS1260 [
foro[ " [o2Ji5[3523 [12 20 [so=2113 [oooa[r Jo (o5 [s0s0 oo [r0030 [oo foo | [Fatal Error 5 [ [est
Jnz[  [uzfrs[2023 15 [0 b s 0030 fuu oo | |ratal trror s | st sve |
Jo13 | [o2[rs[2023 [18 [50 [s0-3112 [oona|p | (o6 [a0s0[se [30030 o0 e | st -

|2020-05-1; 021112020 thru 921171202 LJ L]

i

Choicesinlist 43
Reccrd: 1624 | | |List of Values

Slide notes
Select Find to look for the description In From Lunch.

Select OK.
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Slide $Sv_currer}

of 44
\£)| United States Postal Service - Restricted Information - (20) Server Na.. ~ — I
Eystem Employee Site Tire Reports Switch Help Window
y 24-Fob-2023
TACE00F0 Clock Ring Editor Module i
C!n;lﬁruul
Employee ID:/36074037  |SAMPLE, EMALCYEE Payloc: |10 Clear |
?Mm‘ Show Rings Ring Coloring Wkly Sehe: |SSHTW- Find
v A2 i LS l
223052 £ '“_ <N Dally Sched: |14.0) - 2250 Md_]
£ fut A ¥ oaroe: o oo 3
uture
Transaction Finance RSC Time Amt TRA Fred <
Code MMDDYYYYHH.Ah Numbsr Unit Suffix LviOper LU Route HH.ah S RingMsgs Dy Day TZ hange
jn2| fo2f13/2012[18 20 P| |0 20030 [00 foo|  [Fatal Error 5 [ fest - JobAsan |
m1 [ [12[12]2023]12 s [sna117 oanafe [ [nsan2nfon [ranaa fon fon [ [wiring neteted Framp e [ [rsT Duplials
11 [o2]13]2023 12 [55 [oo 2113 [ooaal To [os J2320fo0 [30030 foo foo | [(F)ope-aticn Tamed o[z | [cst - I Select
014] [o2]13]ages 2258 P | s 20030 [0 foo [e | Jest Erebrac Pre-Process.
Josa[ | 1250 fpo1n 000 o [50020 [oa foo [T Jeer PILErr
PR (02 14220 Tr4 135 503113 [oooole | Yoo 8050 60 30030 [RGBy ongRa | | [cot oRMS '
[612 [~ o214 2023 10 oo [ Fl ks howo foo oo EieHTBEGRGie « | [csT
015 | 02142023 15 [55 Jsoa112 Joooo [ [~ [0 [ss0 o 0030 [oo foo | FHGIRGOEONERE |+ | [csT M]
[ova | 02142023 22 oo s oo oo EHOIRGIBAYORGSI |+ | |cst psazw |
ma| [oz]15[x023 [14 20 [s0-2113 [a00afP fo o6 [s0sefoo 20030 [oo Joo| [FataiError s [ [cst
niz|  [uzf1s[2023 1 [ [ [k os 50030 Juu foo | [ratal trror ANE gnJ
13| [02[15[2023 [18 50 [e0-112 [oooalp | (o6 feosoee [a00z0 foo foo | EHEMMSRAREGMGHRN /< | [cST - | T l
12020-05-1: 021112020 thru 0211772023 o |
ten |
Reccrd: 1624 | | \List of Values |

Slide notes
Verify the 1260 reads 1850, which it does.

Verify operation 9050, which is correct, and select Pre-Process.
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Slide SSv_currer]
of 44

;:J United States Postal Service - Restricted Information - (20) Server Na..  — M X

System Employee Site Time Reports Switch Help Window

Clock Ring Pre-Process Module

Pre.Pracess Nata TRA Nata
Emplojee[D DayofWesk Date RSC Suffx Lt Hote Reas™ Quantiy Cxempt
et

30074037  |Satwday lo2n-3 [P Jo | Jo6 Josz. I'oTV 650 N - Weekly
[ooraosr | [satwday 024120 [P | Jo | Jo5 |Jose foo 250 v ot
wouraus: | Jsawraay (Juztzs o fo | fos o fou T L
b0074037  [Sunday  Joz1123 P o fos foz2 oo 800 JN | 053 9098
50074037 | [sunday o212 P 0 Jo5 Jos foo a0 v 054: 1453
30074037 Sunday 024123 ]P_ ID— ]0-:_ ’ﬁ W 8.00 l\l_ 055: 1.0
b0074037  [Monday  Jo21123 [P o [o5 o=z oo ] B8 [V 0%8: 00.10
[oorawzr [Wonday 021123 [P | Jo o5 Josa foo Ko 072950
Tmuchm Finulw nsc The MFM —
I_I_I 021223 [1850 [90-0110 Iﬁl'rl-msu

o4 [otzoafzso [ [ fefofos| [ oo | ] |2| |C51‘ —

mgmﬁr

Select Close.

I~ s e Boarm o b o
m&mmﬁi@ﬁﬁﬁmﬁﬁmw

Reccrd: 13124 | ] | | | |

Slide notes
We can now verify that all three fatal warnings are cleared.

Select Close.
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Select Save.

e
Day 3 Activity - Part 16
\£)| United States Postal Service - Restricted Information - (20) Server Na.. ~ —
Eystem Employee Site Tire Reports Switch Help Window
o 24-Fch-2023
TACE00FO Clock Ring Editor Module i
Cleck Rings |
Employee ID:/3t074037  |SAMPLE, EMPLCYEE Payloc: |10
i ShowRingsRing Coloring Wy Sehee [ssurvi-—
(5 2023054 2 i
223052 i Tl Dally Scned: [14.0) - 2.0
" Future DA/LDC: |10 1100
Transaction Finance RSC Time Amt TRA Fred
Code MMDDYYYYHH.Ah Numbar Unit SuffixLviOper LU Route HHAh §  RirgMsgs  Day Day TZ
W[ [o2[13fon0a 18 55 [s0-3113 [onale Jo[osfoozofoo [a0030 foo oo | [oweming Deteted Fome e | [est -
011 02 {12§2M312 |35 [30-1117 |000N|P |0 (NG [222000 [300IN (A0 |00 I(F)ﬂpe‘ﬂﬁﬁn Tarned nf‘l?x [y
01| [02f1af2003 22 fze b o6 20010 oo foo | ESNEIESSHERGMING 5 | [csT
013 [02 13 | 2003 18]50 80 2112 P |0 |06 {9050 {00 {20030 |00 j0O IE CST.
ot [ [0z 4 [2c23 14 o o115 [ooua [ [~ o8 [o0so [o0 30030 [oo [oo | EGRRUNBEYORGIEI |+ | [cs7
o1z (o214 [zzealic i [P fos [ [ oo e iBayGnie |+ | [cst
o3 [ [0z [12 [20231o [55 [503113 [oooo[e [ (o [sosa oo 30030 foo foo  [EiNGREUNDAyONGRE |+ |  [coT
oid [ (o214 [2wsfez 5o [ [T [P'["oa | [ foooso fou foo | GlBEGNE ¢ |  [csT
oia| [02]15]2023 [14 o0 [s0-211 [oooale fo |06 [a0safoo [30000 foo foo | [Fata Error [s Jest
mz| [ozf1s{azs 180 P | o6 20030 o0 joo | |Fatal Error Js | Jest
13 M 15 AE 18 |20 [90-1111 [UOUU (P U6 {9050 |94 [JUUJU jUU 0O Ib CS1
014] (02 ]15/2025 22|30 P| 06 10030 [00 Fatal Error Is | Jest
|2023%4 1 021112020 thru 02/17/2023 2% s
Reccrd: 13124 | |

Slide notes

Select Save.
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Slide $Sv_currer}
of 44

gj United States Postal Service - Restricted Information - (20) Server Na..  — M X

Eystem Employee Site Tire Reports Switch Help Window
ﬂi Clock Ring Editor Mcdule v1.028 - (20)

24-Fch-2023
TACE00FO Clock Ring Editor Module i
Clutk Rings |
Eg;weel):lscuuos: |SAMPLE, EMALCYEE Payloc: |10 Clear |
o Show Rings Ring Coloring Wkly Sched: [SSMTW-- Find [
i SA “oN Dally Sched: [14.0) - 2.5 aia |
" Active " OFF S
" Future DAILDG: |10 J1100

Transaction Finance RSC Time Amt TRA Fred
055 Joo [02 11 ]onoa
mo | [n2 17'9,1;1 Comments

1

EEETE

B

Duplicale
010] [o2 12[525 I par pe form 1260 ficed OPY and IL mh
012 [ o212 [aces _preproc |
Jo1z| foz 122023 cet PILErr
4] [02]12 [2020 '
o1a| oz [1a] 4 I oK I Select OK. e
o11] [0z [13[023 - 1117 MSG ‘
o11|[oz]13]2023 [14 [50 [s0-2113 [o00afP fo o6 Joozofoo 20020 oo w)Ring Deteted Fomp | [ [csT psazw |
2| [ozfiz]2023 15 o0 [ [os 20020 [oo Fatal Error 5 [ Jest
1] Juz1zfavesfis s fsu-0110 Jovulk Ju[us fouzofou fovuso foufou | fowrmg veietea Fomefu | st save

Jotd [ o243 2023 [ & [B0-2140 oo 0" 06 /2520 60 20050 /o6 ™ [Fi0peration Turne
|2023%-1 ; 021112020 thru 92/17/2023 ke o

Recerd: 111 | | |

Slide notes
Add in the comments, “per ps form 1260-fixed operation and in from lunch,” with your initials.

Select OK.
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[ 1] 5 [ 0] [oc]es)

Slide SSv_currer]
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Eystem Employee Site Tire Reports Switch Help Window
ﬂi Clock Ring Editor Mcdule v1.028 - (20)

gj United States Postal Service - Restricted Information - (20) Server Na...

IZIIZG%-‘I i 02111202) thru 92/17/2023

(W)Ring Ueleted Fom

e

24Fcb2023
TACE00FO Clock Ring Editor Module Restricted In
ch:lﬁruul
Employee ID:{30074037  |SAMPLE, EMALCYEE Payloc: |10 Clear |
E'Z::;L" Show Rings Ring Coloring Wkly Schee: |SSHTW- i‘
s g g e
02305 e All _ S ; Dally Sched: [14.0) - 2.5 7&“4]
" Future DA/LDC: 110 |1100 e '
Transaction Finance RSC Time Amt TRA Fred <
Code MMDDYVYY puooc o 5 g 1z Fance
055 J00 (0211 [oros | - el - JobAsgn
Mo 7| Comments By Clicking OK, | zerfify a signed PS Form 1260 is onfile |
mq (i 7 | locally. % \' i Duplicale I
010 o2 12im| per pe form 12 3
oz [ o2z fczs| -[ Select OK, | -frefe
Jo1z| foz [12 2003 PILErr [
014 ] o2 [12 [20a| :J
wo| [0z (13 oK [est ——'
o[ [oz[13[z2 ‘ [est M‘.‘
011 [ [02]13]2023 12 50 [s0-211 [oo0a[ To o6 Joozafoo 0020 oo (W)Ring Deteted Fomp | [ [csT psazw |
2| [ozfiz]2023 15 o0 [ [os hoo20 oo Fatal Error csT
1]z [1zfaves i s fu-11 Joovulk Jufus Jouzofou fovso fou fou st save l

Recerd: 111 | | |

Slide notes
By clicking OK, you certify a signed PS Form 1260 is on file locally.

That’s true, so select OK.

Page 40 of 60



Adobe Captivate

Wednesday, December 20, 2023

Slide 26 - Day 3 Activity - Part 19

Day 3 Activity - Part 19

5]

(e roc )

Slide SSv_currer]
of 44

Eystem Employee Site Tire Reports Switch Help Window
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Slide notes

We have a new warning: “Missing Overtime Transaction.”

Let’s review the documentation required to enter the overtime transactions.
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Slide notes
The proper documentation required for all other functions other than a city carrier is the PS Form 1261.

Management will need to provide the employee’s name and EIN number, the time the overtime started, the amount, and whether it is approved in

advance.

Here you see the first one is approved, and the second one is not scheduled in advance.

Let’s make the entries.
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Slide notes
The first entry is for the begin tour overtime.

Let’s select the line for the begin tour.
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Slide notes

Select Add.
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Slide notes

Select Find to search for the overtime transaction.
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Slide notes
You can scroll under the description or simply type after the percent (0%) sign, “overtime.”

Select Find.
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Slide notes

Select 091 for Overtime Transaction.
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Slide notes

Select OK.

Page 48 of 60



Adobe Captivate

Wednesday, December 20, 2023

Slide 34 - Day 3 Activity - Part 27

PR
Slide $Sv_currer]
of 44
| United States Postal Service - Restricted Informaticn - (20) Server Na..  — g X
System Empoyee Site Time Repors Switch Help Window
[ Clock Ring Editor Module v4.028 (20) x|
- 24Fch-2023
TAC800F0 Clock Ring Editor Module Restricted Information I
cmmmg:l
Employee ID:[5007:037  |SAMPLE, EMPLOYEE Payloc 110 Clear
5‘2::::_1 Show Rings Ring Coloring Wkly Sched: |SSHTW And
Vi o o -
2023952 = N e R 29 I Add Select Add.
Active ot
" Future DAILDG:  [110 [1100 =
Transaction Finance RSC Time Amt T&AFred
Code MM/DDIYYYY #H.hh Number Unit SuffixLviOpzr LU Route #H.th S RingMsgs  Day Day TZ _‘_:E_"‘_"_]
o I e o A M T B -l _sobhsmn
o10] 0213|223 12 o0 [30-0110 [0300fp | [oe [o0s0fco [oogeo [3000 [ [witonScreduedBegitfa [ [cst s
o9 o0’ 12]00 o fos| [o Jest
11| |02 [13|2%2a 14 150 Jo0-0110 [0300]r [0 [os [2320]co [tafha [20¥a0 B[ e _oreprye |
o11] (02 [10 202 14 [s0 [30-0110 [0300[P [0 [oe [oo20[ca fooooo [30 [oo | [w)Ring Deteted rromp fa [ [c3t PIL Cir ]
Jorz] ™ Joz 13| 20231 [oo [plofoa[ | [oaooa oo foa] | [a ] [est =
fo13] [0z [13[ 353 [18 50 [s0-0110 [a20a]P [0 foe (3050 [co [oaaua o foa [ | 3 [ [est =
o1t [ (0213 [azs 18 [55 [s0-0110 [o300[P [0 o [z320[ca [ooo0o oo foo | 3 [ [est LR
fon [ oz s [ 30-0110 [uavufp o fus [vuzofuo fovuou [ou Jou | [wjing eteted Hrom [ I— Csi PS5 1260 ]
[rra] | 2[5 [ fofofos| [ouuve [ou fou [~ wmssing 01 transacs |
[o0 [~ 02 [14 [2%2a 74 Tos [s0-0710 [ovaa [P [~ o [eosa [ca [vocoa 3o o | _I'IT‘ save
Wl G mel [ el [ ool EONRMDERERT | 5 | oo
[ 202005-1: 027111202 thruD2417:2022 = |
b |
Record: 17125 | i ‘
=
e e s s s N B

Slide notes
Verify the dates and time.

Begin Tour overtime is when the employee clocks in.

We need to correct this to 1390, and the amount the employee was authorized to begin tour was 0010.

Management indicated that this was scheduled in advance.

So type “Y” in the Schedule column.

We also have the other eight clicks that were disapproved for the end tour at 2258.

The employee was instructed to end tour on time.
We need to add the other transaction.

Select Add.
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Slide notes

We can use the Find feature for the code.

However, now that we know that 091 is the overtime transaction code, we can just apply it here.

Verify and change the default from 1400 to 2250, that’s the employee’s scheduled end tour, and the amount 0008.
Management has indicated this was not scheduled in advance.

Let’s select Pre-Process.
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00074037  |Monday 021323 |p [0 | Jos Jo&3 Joc REICH &
Transaction Tinance RSC Time T8A lred
Code [Date Time Number Unit Suffix L OperLU Route Amt § Ring Msgs Day Day TZ
[010[ " [oz-12:23 [1a50 [so-0110 [o003 [P [0 [oc [sczo oo | [caonsehedu [o [~ et -
ot oo [024323 1390 | P [0 foc 2.0 AINE]
[onn [ Joz-13:23 [1asu [90-0m10 [o00s [ o [oe [z20 0o 3] s
[o11] ™ w2 [1450 [s0-01i0 [0003 [P [0 o€ [oc20 (o0 [oowoo | (W)Ring Delztec(3 | CST
[092[ Jo21323 [fg 0o | [P lofoe] [ fooooo [ E ]
[o13[ " Jo2:1323 [1850 [90-0110 [0003 [P [0 [o6 [acso 0 foowon [ [ [ j3]" lesi
o1 [0241323 [1855 [s0-0110 [0003 P [0 [oe [2520 0o ooson || | B esi
1] [021323 [1855 [90-0110 [0003 [P o [0 [oc20 'o0 (W)Ring 3] es
191/00 [02-1323 [2250 | P |0 [og 2008 i [eav10178 comf3 | est
[11a] " Jo21323 [2258 | P fofoel | 3] st |

Record: 1026 | | \ i ‘ I
i | i I I

Slide notes

Verify that we’ve applied the overtime appropriately.

So, the employee worked a total of 0.18,

and in the yellow and green section, we can verify that we applied the ten clicks and the eight clicks.

Select Close.
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Day 3 Activity - Part 30

[ 1] 5 [ 0] [oc]es)

Slide SSv_currer]
of 44

System Empoyee Site Time Repors Switch Help Window

|| United States Postal Service - Restrictad Infarmation - (20) Server Na...

| 2023-05-1: 02/11/2023 Unu 02/12/2023

=]

[ Clock Ring 022 20)
TACH00FD Clock Ring Editor Module Foatricted
Clock RIngs ]
Employee I0:/3007¢037  [SAMPLE, EMPLOYEE Payloc 110
EHesh Show Rings Ring Coloring Wkly Sched: ES-”_T-\_V—
o A23.054 Foan S rox e
23052 = et e Il
I Future DAILDG:  [110 [1100
Transaction Finance RSC Time Amt T&AFred
Code MMIDDIYYYY #H.hh Number Unit SuffixLviOpsr LU Route #Hhh S RingMsgs  Day Day TZ
0213 n2a [t |55 [en-0110 nanafp [a o 2320 ca fannon [an fon A [ festi ]
o11] 02132023 [12[s5 [30-0110 [0300fp [0 [oe [o020[co [o0000 [30 [oo | [wiRing Deleted Fromp [z | [es
m4| (0213023 [e2 58 o jos 00000 30 (00| | W)Missing OT Transac|a | [ceT
094 [oo |02 [13 {2023 22 [0 nfo fos| 10000 |20 [o2 jn o[ Jeer
Joro [ 02 [14 2023 [14 o5 [s0-0110 [0300[F [ Joc [s0sa [co [eoosn [30 [oo 4| Jest
o1z oz [14 2023 i3 [o0 [ [ ["los [ [ Ioaooo oo foo [ FikGlFGiBayGe [« |  [csT
o1 | 02 1% [2023 13 [55 [so-u110 [0300 ] [ [o (5050 co [ooon 5o [oo |~ FiGHRUDRYGNEHRE |4 | |c57
oia [~ o2 [1a 2025 2o [ F ke o000 [ [oo | ENERFGGRORGRS [+ | [C51
Uy [_‘UZ 15 |02 |14 U0 {30-0110 fUJUU (P |U UG [2USU LU fouuou JJU fuu -atel bmor ] C31
2| vz 153 f1sfu P Jos[ [ fouse oo fou] [-atetemor 5[ Jesi
013[ (02 [15 [2023 [1& 50 [30-0110 [0300[P [ [0 (050 < [voooo oo oo | EEaGm |5 [ [c5T
m4| 021520232250 [Pl Jos[ | Jooooo oo foo| [*atel Emor 5T Jest

Select Save.

Record: 15/26

Slide notes

Now select Save.
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Day 3 Activity - Part 31 ol Lo o 2 (0 2
Slide SSv_currer]
of 44
. : ] ] \
| United States Postal Service - Restricted Informaticn - (20) Server Na..  — O X
System Empoyee Site Time Repors Switch Help Window
E Clock Ring Editor Modulc v4.028 {20}
- 24Fch-2023
TAC800F0 Clock Ring Editor Module icted Information
cmmng:'
Employee ID:[5007:037  |SAMPLE, EMPLOYEE Payloc 110 Clear
lEﬁln;ze:ﬂ Show Rings Ring Coloring WKly Sched: |SSTW Fina
¢ wats2 2 LA varly Schect [1¢.00- 2251 " |
: & Active o
" Future DAILDG:  [110 [1100 SR
Transaction Finance ="~ e e -
Code MM/DDYYYYHhh Number Stop x| _ crange |
fon [ 02 [11 [ono [14 [on fan-ata [t Q Yoirhave recnrded GT a8 Un d ing 07 JabAsgn
o14] o2 [11 2320 [s0 was worked by the emp ovee without priar zpp-oval fram
55 o0 02 [11 (2033 [20 [s0 aSupenisor. Selzct OKAND then add REQUIRED —mi———J'
w1o| (02122020 [14 [oa o010 [t comments. Pre-Pro
010 (02 [12 [5z5 f14 o5 [30-0110 ¢ PIL Cie
orz[ oz [12[2023 18 oo eRMS
013[ 02 (122023 18 [5a [0-0110 [a300[P [0 foe (2030 co [soona [0 foa cst
s [02 [1z[azs [2z[s0 [~ Tp o foeT 10000 20 o0 c51 _‘E‘;’_‘_‘Eﬁ_’
o[ vz 132023 1z fsu puvno [osuufe [ fos feuso [ fovuun fou fou L3 P5 1260 ]
o3 fou 0z [13 (202313 fsu | I o o I e L3
o1 [~ 02 [t [2023 74 5o [p0-0110 o300 P [0 66 (2320 [co [so0wo 50 [o0 554 save |
[or1 [ 02 [13 [2023 2 5o fao-o110 [0306/@"[0” o6 (0625 <o [oaouo (30 [o0 [~ [3Wiing Deetea FromP [2 | 651 - | e
[ 2020051 021172023 thr 024772020 << | =
b |
Record: 1/26 | | | | | |
e I y | T i | I T ]| l l | ] I
| | | | | | | | |

Slide notes

We received a pop-up warning: “You have recorded overtime as Unscheduled meaning overtime was recorded or worked by the employee

without prior approval from a Supervisor.
Select OK AND then add REQUIRED comments.”

Select OK.
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Day 3 Activity - Part 32

[ 1] 5 [ 0] [oc]es)

Slide $Sv_currer]
of 44

|| United States Postal Service - Restrictad Informaticn - (20) Server Na...

System Empoyee Site Time Repors Switch Help Window
[ PS Form 1017 Modu e v4.003 (20)

TAC880F0 PS Form 1017 Module

24F 2023

Restricted Information

a X

101/-A Disalow  1017-8 Unauth OT l

Leave Year:| 2023 Finance No: Payloc: |  EmployeelD:|30174137 Refresh

/~ Open [ Al

annf10 (110 [ano7ans FMPI OYFF SAMPIF| 12430073 | m.429093 “ﬁnilifnaamnfyequipmeniI,,, |l

Clear
Find

Deleta

Add

| E300] Exl £ O] Y X0l G SOl £ O ] £l

[«

Select Save.

Recard: 111 i i

Slide notes

We spoke to the employee the evening of the 13th, and the employee stated that they were finalizing empty equipment.

Select Save.

Page 54 of 60



Adobe Captivate

Wednesday, December 20, 2023

Slide 40 - Day 3 Activity - Part 33

Day 3 Activity - Part 33

[ 1] 5 [ 0] [oc]es)

Slide SSv_currer]

|| United States Postal Service - Restrictad Informaticn - (20) Server Na..
System Empoyee Site Time Repors Switch Help Window
%5 PS Forrm 1017 Moduc v4.003 (20)

TAC880F0 PS Form 1017 Module

of 44
= O X
x|
24F eb-2023 I
Restrictzd Information

101/-A Disalow  1017-8 Unauth OT ]

Leave Year: 2023 Finance No:. Daulacd

1D:130174137 Refresh

Clear

o ] | Select Al =
Deleta
Finarce No Payl oc  Fmployee N Fmployee Name Nate: Nate Notified Remarks
000110 (140 |on074n37 FMPI OYFF SAMPI F| 12432003 | 43203 [finslizing ampty equipment |4
| B
| B
| =
| I -
l | [
[ l H
| [ [
I[ I = 1017-8
| I -
| | B
} } } gl | Close
<« > Help
Record: 111 | | | | | [
- I | | I ] I I | l

Slide notes

To print, select All.
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Day 3 Activity - Part 34

[ 1] 5 [ 0] [oc]es)

Slide SSv_currer]
of 44

|| United States Postal Service - Restrictad Informaticn - (20) Server Na..

System Empoyee Site Time Repors Switch Help Window
%5 PS Forrm 1017 Moduc v4.003 (20)
TAC880F0 PS Form 1017 Module

= a X

L Ix|

24Felr2023
Restricted Informetion

101/-A Disalow  1017-8 Unauth OT ]

Leave Year:| 2023 Fiance No: Payloc:|  EmployeelD:|s0174137 Refresh

" Open [ Al

Finarce No Pay loc  Fmployee I Fmployee Name Nate:

Clear

:

Aid

Deleta

Mate Notified Remarks
a0.0110 (110 [ano7ans FMPI OYFF SAMPIF| 17139023 SRR 5 [finslizing amoty equipment |4

|

I

Select 1017-B.

|
|
I
[
|
[
|
[
|
[
[
I
[

e o o 5 [ o s e [ |

Recard: 111 | | I I

Slide notes

Select 1017-B.
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= @] 1] [os roce
Day 3 Activity - Part 35 s
of 44
|| United States Postal Service - Restrictad Information - (20) Server Na..  — O
System Empoyee Site Time Repors Switch Help Window
[ PS Form 1017 Modu c v4.003 (20) x|
26Teb-2220
TAC880F0 PS Form 1017 Module Restricted Information
101/-A Disalow  1017-B Unauth OT ]
Leave Year:[ 2025 Fiance No: Payloc: | EmaloyeelD: 30374337 Refresh |
" open [ Al ::
Deleta
Finarce No Payl oc  Fmployee N Fmployee Name Nate: Nate Notified Remarks
000140 (140 |on0zany7 FMPY (YF 7 == ~lnmimme e (N[ ripment [ ]
| Report Submited E |
[ (§) RepottSubmitted.ChackRepotQueve — |
| O 3
— @ seectox |
| l | 1 H
| | [Z
{ { = 1017-8
| [ [ [ -
l [ [ | | s |
} ; } } i | Close
< > Help
Recard: 111 i i
S e et e S

Slide notes
That will go to the Report Queue.
Now, let’s review the documentation.

Select OK.
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Day 3 Activity - Part 36

[ 1] 5 [ 0] [oc]es)

Slide SSv_currer]
of 44

‘08t ) Enployee 10 Ho. mp oyee Nome.

Ursted Stales Postal Service -

Unauthorized Overtime Record LOS ANGELES-110 90074037 001-1 P CLERKS FTR

§ | Py Total Amount Supv's Date
Date S | Period Day | Overtime| Unauthorized| nitials | Employee Rermarks
Notified
1 3 5 6 7 8 9 10
0211312023 |2023| 0B 1| oot 00.08 MH 0211312023 | Finalizing empty equipment - G90001

PS Form 1017-B, October 1988 (11/82 Edition Usable)

Slide notes

We now have the PS Form 1017-B, which is required for unscheduled overtime or unauthorized overtime.

If the employee is performing postal work, the employee must be paid, and management will follow up with the corrective action.
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Day 3 Activity Debrief [l 1 15 f0 Jce Jroclveie

Slide SSv_currer]
of 44

During the Day 3 activity, you learned how to use the Change and Add buttons to correct
the Operation Turned Off and No Back From Lunch errors.

You were also able to use the Add button, Transaction Code 091, and the “Y” scheduled
and “N” unscheduled designations when entering Missing OT Transactions.

Lastly, you were able to address the 1017-B Comments Warning triggered by entering an
Unscheduled 091 OT Transaction. In the Clock Ring Editor, rings are corrected by adding,
changing, and deleting as appropriate. A PS Form 1260 or 1261 is required for ALL missing
rings and clock ring changes.

Additionally, all overtime worked without prior supervisor approval requires employee
notification and proper documentation on PS Form 1017-B.

Note: Approved overtime should be entered in OT Admin, if possible. When that is not
possible, a 1261 can be used as supporting documentation to enter approved OT in TACS.

Slide notes
During the Day 3 activity, you learned how to use the Change and Add buttons to correct the Operation Turned Off and No Back From Lunch errors.

You were also able to use the Add button, Transaction Code 091, and the “Y” scheduled and “N” unscheduled designations when entering Missing OT
Transactions.

Lastly, you were able to address the 1017-B Comments Warning triggered by entering an Unscheduled 091 OT Transaction.

In the Clock Ring Editor, rings are corrected by adding, changing, and deleting as appropriate.

A PS Form 1260 or 1261 is required for all missing rings and clock ring changes.

Additionally, all overtime worked without prior supervisor approval requires employee notification and proper documentation on PS Form 1017-B.
Note: Approved overtime should be entered in OT Admin, if possible.

When that is not possible, a 1261 can be used as supporting documentation to enter approved OT in TACS.
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Module 6 Completion nroc]wewe

Slide $Sv_curt
_ of 44

You have completed Module 6: Day 3 Activities.

Please return to the learning portal and review Modules 7 and 8 to complete the
Time and Attendance Collection System (TACS) Supervisor training.

Close this window by selecting Exit or by pressing <Alt+F4>.
NOTE: Should the module not show as complete in the learning portal,

please view the TOC to confirm you visited all slides. If any of the slides are
missing a checkmark, please revisit the slide(s) and the module will complete.

EXIT

Slide notes
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O @ ¢F

(@[] 5] ce [l

Y

P i

TACS Supervisor Training
Module 7: Day 4 and Day 3 Activities

TIME AND ATTENDANCE
COLLECTION SYSTEM ®

Slide notes

Welcome to the Time and Attendance Collection System (TACS) Supervisor Training Course, Module 7, Day 4 and Day 5 Activities.
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Slide 2 - Help

Accommodations and Support Course Resources

If you require an accommodation for completing this online
course at the area or district level, please contact your PS Form 1723 Quick Reference Guide
Manager, Employee Development. If you are using a screen

reader to navigate the course, select the HELP button to view

slide navigation and screen reader information. PS Form 1723 Screen Print Examples
If you have questions concerning the computer you are using
to take this course, contact your local IT Helpdesk or PS Form 1723 Overview Video

1-800-USPSHELP. For learning portal issues, please contact
your local Manager, Employee Development.

LTATS Entry Module
For area or district employees, contact your local Employee
Development office for support. Select the HELP button to find
your local office on the District/Area web pages. If they are HEBR Stand Up Talk and Placard
unable to resolve your issue, they will escalate the issue to Tier
2. When contacting them, please provide your EIN, course

name and/or number, and a brief explanation of TACS Reports

the issue.

For Headquarters/Headquarters field employees, select the Work and Leave Transaction/
HELP button to submit a ServiceNow ticket. Reason Code

The HELP page also includes instructions on how to clear your
cache if you are experiencing bookmarking or completion
trouble. To resume the course, please select Return.

Slide notes
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slide

Navigation Instructions

Audio on/off

Play/pause

Closed
Captions

Replay
slide

(M oA E D

[ 1] 5 [ 0] c Joc]s)

Slide SSv_currer]

of 42

Accommodations,
troubleshooting, &
course resources

Table of
Contents

Next
slide

Slide notes
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[ 1] 5 [ 0] [oc]es)

Slide SSv_currer]

of 42

User Information

To optimize your learning experience, retain course progress, and receive course credit:

+ Use Google Chrome.

+ Do not minimize the course window.
+ Avoid multitasking.

+ Remain active in the course.

If you are going to be inactive for longer than 10 minutes, exit the course by selecting the X in the
upper-right corner of the browser window.

When you are ready to resume, relaunch the course from the learning portal and it will continue
from the last slide viewed.

Should you have trouble completing a module or course, please confirm you have visited all slides
by viewing the TOC.

Slide notes
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[ 1] 5 [ 0] [oc]es)

Slide SSv_currer]
of 42

Introduction

Please pay attention as you watch two videos on how to clear specific clock ring
errors for a Clerk. Each video represents clock ring errors for a different Time and
Attendance (T & A) Day.

After each video, you will have an opportunity to correct the errors demonstrated in
the video.

Select Continue to get started.

Slide notes

Please pay attention as you watch two videos on how to clear specific clock ring errors for a Clerk.
Each video represents clock ring errors for a different Time and Attendance (T & A) Day.

After each video, you will have an opportunity to correct the errors demonstrated in the video.

Select Continue to get started.
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Clearing Clock Ring Errors - T&A Day 4. i 15 fofce Jroclveip

Slide SSv_currer]

Multiple Leave Types on the Same Day of 42

[e;] United States Postal Service - Restricted Information - (20) Server Na..  — O X

System Employee Sitz Time Repors Switch Help Window

010] [0z [14 201214 Jos [s0-0110 Jo300 [p [ [os a0z oo (00000 [oo oo
I

[ FiiatFiiayoacioe) |+ | [cs7

012 [0z [14 2012 1 oo [ P [~ o[ [ [ooooo [oo oo | FiNGRFaDaYORGsI < | [cST
|CST

CST

[f Cluuk Riny Edito Mudule 14.028 - (20) &
TACL00FO Clock Ring Cditor Mcdule e A cmation |
cuzkning.-l
Employee ID: /90074037 [SAMPLE, EMPLOYEE Paylec: |10 Clear
E":"::‘ ShowRings  Ring Coloring WKly Sched: [SSHTW— i
C i (":ll (":0" Daily Sched: [1400 - 2250 add
" Future DAILDC:  [110 [1100

Delete
Transaction Finance RSC Timc Amt T8A Fred o
Code MM/DDYYYY 4H.hh Number Unit Suffix LviOper LU Route HH.bh §  RingMsgs  Day Day T2 hange
[BERI[ [0z [13 [2012 18 [55 [eo-ot10 [aa00 e [0 [06 [2320[00 [ooaaa foo oo | | 3 [ fest -] Job Asgn
o11] [0z [13 [2012 |12 55 [s0-0110 Jox00 e [o”[os [o0z0oa [ooooe [aa [ro| [w)Rng Deteted Frompf2 | [cst Duplicate
091 oo foz [13[2012 [22 50 P o s [oaooe Joo [a8 | Jowyurauthorized Overtif3 | [cst
014 [0z [13 012 2256 [ Fofoe o000 Joo o[ | 5 [ [est Pre-Proc

i pLer |
eRMS

013 [ [0z [12 [2012 [1& 5 [s0-o110 [o300 [P [ [oe [o0a [oo [o0000 [oo [50 | ENGERUNDAMONGIS |«

04| [0z [14 [oiz [z 0 P [ [o8 [ [ [oooos oo oo | EHekFGBaONGes 10T
010] [0z [15[2012 [14 oo [s0-0110 o200 [P [o [o6 [90safoo [oooe [oo 30| [FatalErrar [5 [ Jest PS 1260 |
12| [0z [15 [2012[18 o0 p| Jos[ [ [ooooofoo oof |FatalError [sT lest
Jo13[ [uz i 2012 v 50 [ao-a11a foao0[p | [o6 [ooso/e [ooooo [oo oo RGO s | |csT save |
Jora] oz [15[2012 |22 [s0 p| Joo] | f[ooo00foo 20| JratalErw 5T [est -

I2012-0.')-1 L 02/1172012 nu 02172012 _‘:__‘ >>

P

Record: 16/27 | | \ 1 m
TW I
=

Slide notes

For Time and Attendance Day 4, the instructor will demonstrate how to correct clock ring errors with the Fatal Error Ring Message “Not a Full Day on
the Clock.”
In this example, we will see this error corrected with multiple leave types on the same day.

For February 14, 2012, the employee has a fatal warning: “Not Full Day On the Clock.”
Let’s click Pre-Process to verify how much leave the employee’s needing.
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|£| United States Postal Service - Restricted Information - (20) Server Na... = 0O X
System Employee Site Time Reports Switch Help Window
B3 Clack Ring Pre-Process Module v4.002 - (20) ]
TAC803F0 Clock Ring Pre-Process Module 24-Feb-2012

Pre-Process Data T&A Data
Hours Reason FLSA
Employee ID Day of Week Date RSC Suffix Lvl Code Code umnm Exempt

90074037 Sunday 021212 Jp  Jo | Jos [foss [Joo |  ao0/fn | -] Weeky
50074037 Sunday 021212 Jp o | Jos |Jorz | Joo | 800 N otals
90074037 Monday 021212 [P Jo | fos [fos2 Joo 818 N 052: 30.58 _|
90074037 Wonday 021312 P [ Jo | Jos Josz |Joo 8 N ps3T0018)
90074037 Monday 021312 [p  Jo | Jos [Joss Joo 408 N 054: 14.53
90074037 [Tuesday  Joz-1412 [ Jo | Jos Jos2 | oo 790 [N D55 04:50
(90074037 [Tuesday _ fo21412 [P Jo |fos Josa  Joo 395 N 059: 00.10
Tuesday J02-121z [P Jo  [o6 Jose [s9 a0 N -] 072: 08.00
Transaction Finance RSC Time T&A Fred .
Code Date Time Number Unit Suffix LviOper LU Route Amt S Ring Msgs Day Day TZ

Joto[ " [02-11-12 [14.00 [s0-0110 [0000 [P [0 [05 [o0000 1 [ [es1

[o14[ [o2-11-12 [2050 P o Jos [ooooo 1] fes: 1
055 [60 [o2-11-12 [20.50 [0 [os [oooo0 [01:50 [ ] &
010[[02-12-12 [12.00 [s0-0110 [oa0a [P o [os [a0sa [oa [ooooa (W)Ring Deletec[2 | [cS1

010 02-12-12 |14.05 [90-0110 |0000 |P [0 |06 [9050 (00 {00000 (W)1017A Comi|2 CS1

012[_[o2-12-12 [18.00 P [0 [os 00000 2 [ [es1

013 02-12-12 |18.50 |90-0110 0000 |P |0 |06 {3050 |00 |00000 2 CST)

014 [o2-12-12 [22.50 p [0 [os 00000 AN =
[of0 [ [o2-13-12 [13.80 [s0-0110 [oava [P [ o6 [so50 [o0 [oooon cs1

fos1 [o0 [oz-1312 [13.80 P [o o5 00000 [00.10 [¥° B es - |

Record: 12112

TTOT T ITHa

.
In the top section, for February 14, we have the Hours Code 059 Reason Code 59, for the amount of .10.
Let’s locate the 3971.

g LuTosTaTEs. | *“SCENARIO 4/DAY 4 Page 1"** | Request for or Notification of Absence

Employed's Moo st v, 14 Wﬂww Do Submta AMOONYY | Vo of Hours Racuected ajal P | Yur
‘Sample Employee 02142012 0005 3l
PSLaEN for postronee s thwchy ai nd 7B Cocmy 1:, Pay Lo ho [ DA Core | P Cata [ 2 2
02142012 | o0 [EAE% (2012
Tire o Cl o Request. Tow | ([ Newkd Englym X T Due e
Cloorercas 12 142012 | 1405 B 0| it [Han|
Tionol Aowece Doamertaion For s cmcr oo Schedds b Dus | Aoproved nAdvance s‘
O ama ] P8 Rqsted Gt o - HS) Ow Ow o
EW’M'M 00 Fer CP Lano o1 o g Work %
Lo bt 0 For Acherced Sick Loave 75 1221 ) . =
|7 7 ep—" e = s Lunch Ot LnAh "y
[ ik s e Cod2 056 .
P A L G xJ{ ) UNSCHEDULED
[ T— 00 or bigher Lovel 15 172300 ) - e
Ooter D) Sure Vackg sk gty | o % 1
Rarvrty S Ervacy Act St o » EAS
***Note: Click the add bution and then the find button to search for Sick leave. ] delermines
Then tab over click find and search for late under the description*** = scheduledor
Tundorstand that te anualleave auiborized in excesa of the amour avallabe to me during the foave year wil be charge to LWOP. % | | unscheduled.
I
»
Supervisor C 02.14.2012 I 112
': The person
Do ok ek 0 PMLA bor urth e vty e "N lenlennq In::
. FULA cesignaion o leave inifials
) Gspprcved e escn oo [ AVLA Dwigratinis PENONG Supervisor B 02.14.2012 e and enters
[ AvAFrtaces 18 | | exact lime
] et FULA rkected ) ot s o i entered.
PS Form 3971, July 2021 (Page 1 of 2 PSN 753020009136 Warning: The Aurishing of‘ase homation on s fonm may resu ina fre of it more

han $10,000 cr inpisonveent of rot o than 5 yaars, o botn (16 US.C. 1007}

For February 14, 2012, the employee has a 3971 beginning at 1400 in the amount of 0.05.

The employee is requesting Sick Leave, Late.

The employee scheduled a doctor’s appointment prior to work, but unfortunately, they were late.
We will need to make the entry.

But, as you recall, the amount needed was .10.

There must be an additional 3971. Let’s take a look.
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s || **"SCENARIO 4/ DAY 4 Page 2" | Request for or Notification of Absence

Girghoyse's Name s st 30 A8 nrwp:e“ Dete Subimitad S4D0YYHY | Mo of Hours Fecunsied
Sample Employee | g |22 joogs
relalation s posmasor's lars, show cby 3 3 2P Code NSDoy | Poylccto | DACae | frem: Ote Hour
U212 | 185 05 (2012
Tiems of Co Tme Whooded Ermployos Thvu Dt Vour
DOloerotcs P2 14 2012 | 1855 Oy & [ o
Tipe of Aboence Dooumantason Far ofow soe ook Revised Schedde fr Cay | Aporoved in Advence ot
g amwi(Code 055) 0 FMLA Roguasted Coticaton raien - HR550) Ow Ow L]
HoldayAL LY Bxch ] For 0P Loao 41 cm ) B Work -
0 conert hote [ For Ackancad Sck Lo 7S 1221 m =
[ 190CP e i linch O linhn s
0 Skttt 1 For Mty Lo Dk winonc -
P T T — }i UNSCHEDULED
[} 00P (5w el For Hghar Laval 5 1720 01
0 ome 0 sreme: S—_— L 1.
Fenark am) o EAS
***Note: Click the add button and then the find button to search for Annual leave. B determines
Then tab over click find and search for late under the i = scheduled or
1understand tat the anvualleave authorized in axcess of the amount avalable to ms dur wil b LWOR, ® heduled
‘Enoboyes's Signature and Date ‘Sonature of Supervaor and Date Notised B
Sampte emplogee 02142012 Supervisor C 02.14.2012 v 2
Official Action on Application (Retum copy of signed request to employee) Ts The person
I:&Tx:;u A bt il youvelly e sumnw-nm ',‘2“ en‘em‘,g. the
[ /MUA Deipaonis POONG Supervisor B 02.14.2012 = leave initials
0 A Protectd L] and enters
3t A Procied O Gortioumd on reverse. n exact ime
T preeer T - entered.
S Ay ! X : W 3
PS Form 3871, Juy 2021 Page 1 of 2 PSN T530-02-000-9138 mmm m:lmwiw 1&%35: gt

There’s an additional 3971 that began at 1850 for the amount 0.05.
In this case, the employee is requesting Annual Leave, Late.

They scheduled some errands during lunch and thought they would be back on time.
Unfortunately, we’ll have to make the entry.

&)| United Sta

ostal Service -

Re

icted Information -

System Employee Site Time Reports Switch Help Window

85 Clock Ring Editor Module v4.028 - (20) x|
TACB00FO Clock Ring Editor Module A A et |
Clock Rings |
Employee ID:/30074037  |SAMPLE, EMPLOYEE. Payloc: |10 Clear
ey Show Rings Ring Coloring WKly Sched: |SSHTW— Find
© 2012054 R o _ e |
Fae Daily Sched: [14.00-22.50 Add
" Active C OFF
" Future DA/LDC: [110 [1100 e
Transaction Finance RSC Time Amt T8AFred
Code MMIDD/YYYYHH.hh Number Unit Suffix LviOper LU Route HH.hh S Ring Msgs Day Day TZ M
011 [0z [13 [2012[1 55 [0-0110 [oaaa[P [o”[os [2320[o0 [ocasa [oo [oo 5[ fest - Job Asgn |
o11[ [0z [13 [2012 [ =S [s0-0110 o000 [ [o”[os [o020 [0 [oo0oo [ao o0 [ [cw)Ring Deleted Fromp 3 [ [csT Dupicate
091 )00 |02 |13 |2012 |22 |50 P |0 j06 00000 (00 |08 N |(W)Unauthorized Overti |3 CST
012 [0z [13[2012 |22 58 P [o [os 00000 [00 [o0 3 [ fest _precproc |
fo10 | [o2 [ [2012 [1 [o5 [s0-0110 [o000 [P° o0 [00000 [00 [oo | [EiNGHFGNDaYONGI [« | ST PILErr
012 [o2 [14 2012 18 [o0 [P’ [os 06000 [0 |FiilotFGiDayGniel + | |csT eRMS
[o13 [ o2 [14 [2012 [1& [5s [s0-0110 [o0a P [ [06 [805a [o0 [ouo0o [oo [oo | _ [EiORENDAORGHRS |+ | _[csT
[o1a [ [o2 [ [2012 [22 [50 [P'["os 00000 o0 [oo | (FiNiGiFGNDay ORGIe |+ | [csT AUt g
o10] [0z [15 [2012[14[oa [s0-0110 ocaa[P [o_Jos [s0s0[o0 [ooooa [oo oo [ [FatalError [s [ [est ps1260 |
012[ [0z [15 [2012[18 o0 p [ o 00000 [00 [o0 [ [Fatal Error 5[ fest
013 [02 15 [2012 [12 <0 [ao-011a o000 [P [ [os [s0so]ea [oo000 [oo [oo | NSO s | [csT
o14] Jo2 [15[2012[22[s0 P [ fos 00000 [00 o0 | [Fatal Error 5[ fest

IZ_D124$1 £ 02/11/2012 thru 02117/2012

g
=

>3

Record: 16/27

i

Let’s click on the Begin Tour for 1405 to make the first entry.
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@ United States Postal Service - Restricted Information - (20) Server Na... = O X

System Employee Site Time Reports Switch Help Window

OPERATION HOVE

OUT TO LUNCH

IN FROM LUNCH

END OF TOUR

AWOL

WOUNDED WARRIOR ACT L
PANDEMICLEAVE

Choices in list: 43

Record: 21/28 [ ] |List of Values | | |

Click Add, then Find.
Iﬂ United States Postal Service - Restricted Information - (20) Server Na... = O X

System Employee Site Time Reports Switch Help Window

190074037 jSAMPLE, EMPLOYEE

15 [2012 18[00 [ [P Jos] | o000 fo0 oo

s fa0iz 18 5o [eo-ot10 oogo [ [os [sos0/ss fooooo [oo foo |

Record: 21/28 \ I Ius( of Values | | |

Under the description, select Sick Leave, and the reason code is in the second column.
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@ United States Postal Service - Restricted Information - (20) Server Na... = [m] X

Time Reports Switch Help Window

'System Employee

Jo2 [15 [2012

Choices in list: 9
Record: 21128 i [List of Values | ] |

Let’s click Find and look for Late.
@ United States Postal Service - Restricted Information - (20) Server Na... = O X

' System Employee Site Time Reports Switch Help Window

1s|oo| |F| [os | luoonolnn]ool |Fatal Error

5 EFWI_'IP'FF-EWI'T——F'EF

Recorgr2128 | | | | |

Late reason code is always 09, no matter what leave type the employee requests.
The leave began at 1400, and the amount was for 0005.

Management has indicated that this was not scheduled in advance.

Let’s click Pre-Process to verify our entry.
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m United States Postal Service - Restricted Information - (20) Server Na... = =] X

System Employee Site Time Reports Switch Help Window

HEBEEEE8E

02-12-12
02-12-12
02-12-12

Record: 17 | ] | [ | |

When we look at Day 4, we see that it’s still not a full day on the clock, but our entry is not showing.
What could have happened? Let’s click Close to find out.

@ United States Postal Service - Restricted Information - (20) Server Na... = O X

System Employee Site Time Reports Switch Help Window

Jssumi-|

Tz ST — o
'
frio Jrroo

Record: 21128 il |List of Values | | |

Let’s select the first column and verify we entered the sick leave, the late reason code...
We did not verify the date. Let’s correct it and click Pre-Process.
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@ United States Postal Service - Restricted Information - (20) Server Na... = O X

System Employee Site Time Reports Switch Help Window

90074037 Saturday 1021112 [P |0 06 |052 |00 6.50 |N

90074037 Saturday 021112 P | Jo_| fos_ Jos+ | Joo 250 [N

[90072037 Saturday __ [02-1112 [P fo_ | Jos_ Joss | oo 150 [N 052: 30.58

[90074037 Sunday 021212 [P [0 fos_ Josz oo 800 N 130015

50074037 Sunday 021212 [P Jo | Jos  Joss | Joo 200 v OARG5S

30072037 sunday  [0212412 [P [0 [os Iﬁ"o« s00 v | 15501 50

90074037 Wonday __Joz-1312 [P | Jo_| Jos_ Josz | Joo 818 N 15610005

90074037 Wonday 021312 [P o | Jos Josz | Joo kT E 055: 00.05
072 08.00

056 [09 [02-14-12 [14.00
010 [o2-14-12 [14.08
012 02-14-12 |18.00

Record: 19/28 [ ] | | | |
Now that we can see that the leave has been recorded at the appropriate time on the appropriate date, but we still have “Not Full Day on the Clock.”
m United States Postal Service - Restricted Information - (20) Server Na... = ] X

System Employee Site Time Reports Switch Help Window

fin_

» : Fssum-_
2 '
L

g
L ]

13 [2012 [22 [s0
[13[2012 22 58
2012

Record: 17/28 [l | | | |

We have to make that second entry. You can see it’s very important to always verify each cell.
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@ United States Postal Service - Restricted Information - (20) Server Na... = O X

System Employee Site Time Reports Switch Help Window

Find|0%

|
|
S|
Code _|Description 2l D
049 LWOP ON OWCP f :
052 WORKHOURS s Ring sl [ =
|_
I___.
e |

053 OVERTIME
054 NIGHT WORK i
055 ANNUAL LEA [ I

056 SICK LEAVE

059 PART DAY LWOP

[—
; (Pt Ful Day On Coch
Dﬂu FULLDAYLWOP - _ l—
Find I 1017 MSG
] [Clest

90-0110

90-0110

Choices in list 43
Record: 2420 ] |List of Values I |

Let’s click Add to make the additional entry. Click Find. Search for Annual, and not that we know that the reason code for Late is always 09, we can
simply apply it here.

@ United States Postal Service - Restricted Information - (20) Server Na... = 0O X

System Employee Site Time Reports Switch Help Window

/90074037 SAMPLE, EMPLOYEE

Record: 24/29 | | | [ | |

Let’s check that date and the time.

The second 3971 began at 1850. The amount was 0005. Management indicated it was not scheduled in advance.
Let’s click Pre-Process.

Page 13 of 54



Adobe Captivate Wednesday, December 20, 2023

|£ United States Postal Service - Restricted Information - (20) Server Na... - O X
System Employee Site Time Reports Switch Help Window
25 Clock Ring Pre-Process Module v4.002 - (20) ]
TAC803F0 Clock Ring Pre-Process Module 24-Feb-2012
Pre-Process Data T&A Data
rs Reason FLSA
Employee D DayofWeek Date RSC Suffix Lv Hode Seds™” Quantity Exempt
90074037  |saturday 021112 [P o [o6 052 Joo 650 [N - Wesky
90074037 Saturday | Joz11-12 [P Jo | Jos Josa oo 250 v
90074037 Saturday  Jo2-1112 [P Jo | Jos ' foss  foo | 150 [N 052: 30.58
90074037 Sunday 021212 [P | o Jos  Josz  Joo | 800 N | 053: 00.18
90074037 Sunday 021212 Jp | Jo | Jos | Josa oo 400 N 054: 14.583
90072037 Sunday 021212 [P | Jo | Jos Jorz oo 800 N 055: 01.55
90074037 Monday 021312 [P | o Jos  Josz  Joo | 818 N 056: 00.05
90074037 Monday 021312 [p | Jo | Jos | Josz | oo CE T | 072 08.00
Transaction Finance RSC Time T&A Fred
Code Date Time Number Unit Suffix LviOper LU Route Amt S Ring Msgs Day Day TZ
o11] [EXERE: [15.55 [s0-0110 oo [P [0 [o8 [2320 [oo [ooo00 | B es -
011 [ [02-12-12 [18:55 [90-0110 [oo00 [P [0 o6 [0020 [00 [oo000 [ cs1 )
Joot o0 [o2-13-12 [22.50 P [0 [os o000 [00.08 [N [w)10178 Come[3 [ [c57 L]
o1a] [i1a12 [22 58 P [0 [os 00000 B[ s
056 [0 [02-14-12 [14.00 P [o [os o000 [00.05 N 4 [ [cs1
010 02-14-12 |14.05 (90-0110 /0000 |P |0 |06 |3050 |00 |00000 07.90 4 CST
012 [02-1412 [18.00 P [0 [0 00000 & [ [es1
0S5 |09 |02-14-12 |18.50 P |0 |06 00000 00.05 |N 4 cS1
Close
013 [02-14-12 [18.55 [s0-0110Jocoa [P [o_[os [s050 oo [ooo0a i [ [cs1 | o |
o1a] [02-1412 2250 P o Jos 00000 [ [es1 |
Record: 16/29 | | | ]

Let’s verify the yellow and green section.

There are no longer any red fatal errors, and the leave has been applied for both leave types and the appropriate date.
You can also verify at the top, there is no longer an Hour/Reason Code 05959.

Let’s click Close, then Save.
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Slide 7 - Day 4 Activity - Start

Day 4 Activity - Start [l 115 f=0Jce Jroclveie

Slide SSv_currer]
of 42

Now you will practice clearing the errors that you observed on the T & A Day 4 Video.

Slide notes

Now you will practice clearing the errors that you observed on the T & A Day 4 Video.
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Day 4 Activity - Part 1

[ 1] 5 [ 0] [oc]es)

Slide SSv_currer]
of 42

System Employee Site Time Reports Swich Help Window

|£] United States Postal Service - Restricted Information - (20) Server Na...

[ Clock Ring Extor Nodule v4.028 -(20)
24Feb-2023
TACBOOFD Clock Ring Editer Medule st
Clock Rings |
Employee ID: /300740357 |SANPLE, EMPLOYEE PayLov: |10 Clear
Enwm ShowRings  Ring Coloring Widy Sched: [SSHTW-. Fird
* 202054 o P 2
2023052 “, o Daily Sched: |14.00 - 22.50 _M
" Active " OfF
" Future DA/LDC: |10 [1100 Deete
Transaction Finance RSC Time Ami T&AFred —,
Code MMDDYYYYHH.hh Number Unt Suffix LviOper LU Route HHbh §  RingMsgs  Day Day TZ Change
r 2 [13202¢ [18 [55 [90-011¢ [000a [P [o [0s [232¢[o0 20000 [oo 30 3] [estl ] ._IubAsqn|
011] e2 [13[202z 18 ss [ao-011¢ [oooa [P [o o Joo2c oo [s0000 [oa 30| [owjRing Deteted FromP[3 | [csT Duplicate
00100 [c2 [13]202: [22 [s0 P o [os 20000 {00 |38 [N |(W)Unauthorized Overti|3 | [caT l Select
- Pre.Proc
oia] [iz|af202: 2258 P o [os 2000a [oo o 3] fest Pre-Process.
ofo] [c2 [1 202z [14 [os [so-atic [ooma [P [ [o6 [905¢ oo e PIL Err
012 [e2 [1a[2n22 [13 [oo | | Ie [ fos] [ fo0000 oo 4| Jest T
o13] " [e2 [14 202 [1a [5s [se-o11¢ [o00a [P [ [oe feost [oo [ro0oa foo oo [ [EBHRMDAMOmGRSI |+ |  [c57 =
|2 W BZ 7o oo o | e | i | s |
| [r2 [15[202: 14 [on [a-0116 [nama [p [ [os [anse [on [yonan [on fa | [Fata Frenr BT Jest PS 1260 |
012]  [c2 [15[2022 18[00 [P T fos 20000 [00 30| [Fata Error [g] st
o1a] [z [15[202z [ 50 [ac-o11¢ [oooa [P [ o6 [eosc[ga [r0000 oo [oo | e < | [C3T swe |
014] o2 [15[202¢ 22 [sa | Ip | los] | [oo0foofa0] |Fata Error Js T fest - e
| 2023-05-1: 024112023 thru 021772023 « ||
Help

Record: 16/27 | | |

W T

Slide notes

For February 14, 2023, the employee has a fatal warning: “Not Full Day On the Clock.”

Let’s select Pre-Process to verify how much leave the employee is needing.
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PES——
y y Slide SSv_currer]
of 42
| United States Postal Service - Restricted Information - (20) Server Na...  — O X
System Employee Site Time Reports Swich Help Window
[f Clock Ring Pre-Process Modle v4.002- (20) ]
TACE03F0 Clock Ring Pre-Process Module 24-Feb-202)
Pre-Process Data T&A Data FLSA
EmployeeID DayofWeek Date RSC Suffix Ll e eis”” Quantty Exempt
lo0074037  |Suncay  |]0241223 P 2 fos Jos4 Joo a0 u |- yeekty
[ooors037  |suncay  |Joz-1223 (Jp | J1 | fos Jorz | Joo 800 N 4
90074037 |[Monday__[021323 o | o [os_ [os2 | foo | 818N | 052 3058 ]
(90074037 |Wonday  J021323 P 3 [0 Jos3 Joo 8N [ 053 0018
50079057 [wonday  Joz1323 |Jp | o [oe Jose Joo 208 N I6L 1458
(90074037 [Tuesday |021423 P [1  [06 ‘ W N IS 50
00074027 [Tuesday ||021423 [ [ o5 [N 05%: 0040
Tuesday 021420 [P T TR 072 0800
—
Transaction Finance RSC Time T&A Fred ]
Codz Date Time Numbzr Unit Suffix Lvl Opar LU Route Amt S Ring Msas Day Day TZ
010 [o-11-23 [1400 [30-0110 [oooo [P [o- [o5 [9050 foo [ooooo | | [l T
04| [ oso [ [T [Pfofos | [ foooo” | [wmorschena[t [ [es1 | I
Inas [ [02-11-23 o | [ Plnfos] | Jonnon [a1s0fy | = i
o10[ [02-1223 [1400 [s0-011a [oosa [P fo fos [a050 [o0]ococe (W)Ring Deletec/2 | [cs1
ot0[ [02-12:23 [1405 [s0-0110 [ooeo [P [o”[05 [s0s0 [oofooooo Wy10T7A Com2 [ [cS1
012 [021223 [15.00 | pfo [os 00000 2[ fes1
013[ [02-12-23 1850 [s0-0110 [oosa [P o [o5 [s0s0 [oofoooco | 2| Jes1
w18 | [uzazzs [zsu | I Ju fus (T | 2| usi e
10| [024325 [1280' (s0-011a [oo0 [P [o- [o5 [o050 [oa [oo00 [o#orschedu3 [ [cs1 ——'-—--—!
091 o0 [024325 [1390 | [~ [PTofos| | Tfoooon [uo.10f | Bl |
Record: 47 | | | I m
W T T

Slide notes

In the top section, for February 14th, we have the Hours Code 059, Reason Code 59, for the amount of .10.
This represents system-generated, part-day leave without pay.

This is based on the employee’s bid assignment.

Let’s locate the 3971.
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PR———
Slide SSv_currer]
of 42
UMTEDSTATES. Request for or Notification of Absence
Emplcyes’s Name (Print last, first, M) Employee 1L Dete Subitied Nc. af Hours Requested ala
Sample Employee 90074042 |02.14.202 00.05 3|4
Installation For postmaster's leasa, show city, stats, and 2P Code) N/SDay |Pey Loc. No. | D/ From: Cate Hour el
02.14.2023| 14.00 5 3
Time of Cal or Request Scheduled Reporting Time fNeeded, Employse Can 3¢ Reached At: Thu: Date Four R
=
Oloomteal [02.14.2023|  14.05 Day| Init. | Hours
Typa of Absance Mneimertafion (For offrial use anly) Revised Sthedule for (Nafa) Approved In Advanca Sat
0 Arnul 0 FMLA Requested (Ueticaton review - HRSSC) Ovwe Ono ol
O Holday/AL L bxcn O For COP Leave (047 on fie) Begin Work s
[ Cemer 707 Route O 2 :
A For Acvanced Sick Leave (PS 1221 on fil Mon
AR ] For Nty Lo (v Lunch Out ‘me In [ve]
10 Sick Ses ravese)(Code D56 g =
¥ Late (Code 09) 1] For Gourt Leave (Summns reviswred) End Werk X 6'49
L] For Hgher Level (55 1723 cn fie) Wl
O orer O Scheme Irainng lesting CQualtying Memo o1 i) TolHours ®
Remarks (Do not anter medical Bea [ivecy Act Statamant or. reveras of thic form.) '(%"
Fri
07
Sat
lunderstand that the annual leave authorized In excess of the amount avsllsble 1o me during the leave year will be charged to LWOP. L]
Employee's Signature and Date Signature of Person Recarding Absence and Date  Signature of Supervisor and Date Notified 30‘5'
Sumple Cpleyre 02142023 Supsrvtsor C 02142023 e
Official Action on Application (Re D ed request to employee 1},19
m Aoprovec Do not checs an FMLA box urtil you verify the Signature of Superviscr and Date Y
FMLA designalion. . )
- i d M
0] Dseprroved ave reason below I AV A Designafion is SANDING SM,”@? visor g 02.14.2023 T
C LA Pmtected e 2
[T Not PMLA Protected O Cantinueq on reverse i
PS Form 3971, July 2021 (Page 1 of 2 FSN 7530-2-000-0138 Warning: The fumishing of false information o this form may resutt in a fine of not mare
than $10,000 cr imprisormen: of not more than 5 years, or both (18 U.S.C. 1001).
=

Slide notes

For February 14, 2023, the employee has a 3971 beginning at 1400 in the amount of 0.05.

The employee is requesting Sick Leave, Late.

The employee scheduled a doctor’s appointment prior to work, but unfortunately, they were late.
We will need to make the entry, but, as you recall, the amount needed was .10.

There must be an additional 3971.

Let’s take a look.
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Day 4 Activity - Part 4

[ 1] 5 [ 0] [oc]es)

Slide SSv_currer]

of 42
UMTEDSTATES Request for or Notification of Absence
Emplovee's Name (Prin' fast, s, M) Employee ID Date Submittad No. of Hours Requested E
Sample Employee 90074042 |02.14.202 00.05 3|4
Irstallation (For postmastar's kava, show city, stats, ard ZPCods, N/SDay |Pay Loc. No. | D/ From: Date Hour [l
02142023 18.50 [l
Tme of Call or Racest Seneduled Reparting Time If Neaded, Fmpoyee Can Re Reached At: Thru: Nate Hour ¥ 2
S
TIoonotcall |02 14 2023 | 18 55 Day| Init. | Hows
i Documentaticn §or offcial use ony) Nevised Schedule for (Dats) Approvec In Advance Sat
M amnual (Code 055) | | I FMLA Requested (Coricaton rviow - HRSSC: Ovs DOw o
g Holday/AL Ly Exch ] For COP Leave (CAT /i) Begin Work Sun
Carler 701 Noule
I For Advanced Sick Leave (PS 1221 onfie)
[ LWOP serararss) o Lunch Out Lurchin ik
I St e 1 For Millary Leave (Oroers raviaved)
o Late (Code 09) 71 For Gourt1 eave (Summans raviswad) Erd Work X Ta.!:
ST 1 For Highe" Lavel (5 1723 on fil, - Vec
0 other 1 Schema Tralning Testing Qualfying (Msmo cn fie) Tonltiam ®
Remar«s (Do not enter medical informarior. Sse Privacy Act 3tatamert on reverss of this form ) T&‘;"
Fii
07
Sat
| understand that the annual leave authorized In excess of the amount avallable 1o me during the leave year will be charged to LWOP. 08
Employee’s Signature and Date Signature of Person Recording Absence and Dats |  Signature of Supervisor and Date Notified S&n
Sample Crployee 0211203 Supervisor C 02142023 o
Official A on A a R e T1u1e
M Approved Do nof check an FMLA box until you verlfy the | Siynature of Supervizor and Date
0 FVILA dosignation. . V¥§°
Dizepproved (Gve reason beiow) O ALA Desgratin s PENDING Smﬁéi’ vijor B 02142023 Tt
[ =MLA Protected . ! 18
[ Not RMLA Protected Continued on reverse m
PS Form 3974, Juy 2021 Page 1 of 2) PSN 7530-02-000-0136 Warning: The furnishing of talse informarion cn this form may rasult in a fine of mt more
' than $10,000 or imprisonment of not mera than 5 years, or hot (18 11.S.C. 1001). m

Slide notes

There’s an additional 3971 that began at 1850 for the amount 0.05.

In this case, the employee is requesting

Annual Leave, Late.

They scheduled some errands during lunch and thought they would be back on time.

Unfortunately, we will have to make the entry as unscheduled.
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Day 4 Activity - Part 5

[ 1] 5 [ 0] [oc]es)

Slide SSv_currer]

of 42
i Infor 20) Server N - L
Srstem Employee Sile Time Repots Switch Help Window
I Clock Ring Editor Module v4.028 - (20) x|
241 cb-202)

TACR00F0 Clock Ring Editor Module Restrictsd Information |
Employee ID:/90074037  [SAMPLE, ENPLOYZE Payloc: |10

E‘d.;:e::1 Show Rings Riny Coloring Wkly Sclied: |SSITW— sind

o 023-05-1

& e ?“ :; Daily Sched: [12 00 -2 50

" Future DA/LDC: 110 |1130

Transaction Finance RSC Time Ami T8A Fred

Code  MM/DDYYYYHH.Iih Number Unit Suffix LvlOper LU Roulz HHIh S

Ring Msys Day Day TZ

Chapge

I

I 2023 05 1: 021112023 thru 02172023

011| 0213 [2023 18 [s5 [0-0110 [o00o|F fo o6 [2320/00 jooo0d foo foo| | 3 [ fest -] J

o11[ oz [13 [2023 /18 [s< [a0-0110 [oooo[F [0 [o6 [0020[0a 00002 [oa Joo | [rw)Ring Deteted From £ f2 | [csT

091 (00 [0z [13 [2023 22 [s0 Flofs| | fooooafoo foa|n [wunautnornzeaovert 3 | fest

014 o2 13 202% [ Select the Begin‘ 3| [cst

oto[ oz [14 4)05 Tour for 1405 - {Fot FuDay 01 Clodl ¢ PIL Err ‘
orz [ id 52078 our 107 1.0, )1 e « |- csi aws |
013 [ o2 [t [2023 13 [52 [s0-o110 [d00o F | [o6 |a0s0 oo [0000d [oo foo [ [ENGHEGIBEYGRGRE < | [csT

ore [z 14 5 2o F o6 | ooor o | R+ | o1 | e |
10[ [0z 15 [2022 1 oa [so-0110 [oooa[F [o [oc [0sofoo [oooos [oo oo | [rataicror |5 | JesT ps1200 |
012 [0z [15 [2023/18 [0 F[ e 00002 [00 foo | |FatalError [5 | Jest

013[ [0z [15 2023 1850 [a0-0110 oo0o r | o6 [e0so a3 0000) [oa foo| |5 | Jest save |
014 [0z [15 [2023 22 [0 [ [ Tl T fooooa[oo foo| [Fatateror |5 | [ceT -

]

Record: 16/27

i

Slide notes

Let’s select the Begin Tour for 1405 to make the first entry.
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Day 4 Activity - Part 6 ] 1[5 o] cerocfuer|

Slide SSv_currer]

of 42
20) Server N - LJ
Srstem Employee Sile Time Repots Switch Help Window
I Clock Ring Editor Module v4.028 - (20) X
2 241 cb-202)
TACB00F0 Clock Ring Editor Module Restricted information |
Employee ID:|30074037  [SAMPLE, ENPLOYZE Payloe: |10 Clear l
E_.d.;:e:‘; Show Rings Riny Coloring Wkly Scled: |SSITW— sind
. 023-051 -
g o . i
2023052 2 ot 2 ; Daily Sched: [12 0 - &0 I Add Select Add.
Mﬁl’t .
" Future DAILDC: |10 [1120 0
Transaction Finance RSC Time Ami T&A Fred _____l
Code MMDDYYYYHH.Uh Number Onit Suffix LyOper LU Ruule HHGh 5 RingMsys  Day Day TZ Change
011| 0213 [2023 18 [s5 [0-0110 [o00o|F fo o6 [2320/00 jooo0d foo foo| | 3 [ fest -] JobAsqn |
o11[ oz [13 [2023 /18 [s< [a0-0110 [oooo[F [0 [o6 [0020[0a 00002 [oa Joo | [rw)Ring Deteted From £ f2 | [csT Duplicate !
091 (00 [0z [13 [2023 22 [s0 F [0 fos 00003 [00 Jos n [(wjunautnorizea overt [3 | [csT
1a] 0213 2023 22 [sa F o o 0002 [0 foo 3 [ [cst ﬂ."-"’_l
oto [ [oz [14 [202 1 [os [so-o11o [ooo0 7 [ o6 [o0s0 oo [oooon [oo joo | ENEEEGIDaRORGE |« PLET |
o1z [oz 14 [2oza i foo [ [ [ [~ [oe [~ [ [oo00o [oo oo | FiNRHIRNBENIGHGIE [+ | [cst
A4t - - i
73 [o2 [14 [2023 12 55 [so-011o [6000 [F* [ [oe 5050 oo [60003 [oo oo | ESNRHEGIBEYGRGRE |« | [cST |
014 [0z 14 23 22 sa [ [ [F [ o6 [ [ fooooy oo oo | FiEONDpORGRE | | |csT SLELES
010 [0z [15 [2023 /14 [oa [s0-0110 o000 F [0 [oc [s0s0foo [oo0oa oo foo| [rataicrror 5[ Jest PS 1260 [
012 [0z [15 [2023/18 [0 ARG 00002 [00 foo | |FatalError [5 | Jest
013 o2 |15 202312 50 [a0-011a Joooo[r | [oe [s0s0]sa 00003 foa joo |5 | Jest save |
014 [o2 [15 [2023}22 [s0 [~ Ir[ fee] T TJoooos [oo oo [FatalError [6 Jest

I 2023 05 1: 021112023 thru 02172023 <= i3

Record: 16/27

Slide notes

Select Add.
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Day 4 Activity - Part 7

[ 1] 5 [ 0] [oc]es)

Slide SSv_currer]
of 42

|£] United States Postal Service - Restricted Information - (20) Server Na..

Srstem Employee Sile Time Repots Switch Help Window
s

.

TACB00F0 Clock Ring Editor Module Pl
Employee ID:|30074037  [SAMPLE, ENPLOYZE Payloc: |10
?nm‘ Show Rings Riny Colurinyg Wkly Sulied: |SSHTW— select Find_
- A o Daily Sched: [12 1077 &
Hizoee " Active " OFF

" Future DAILOC: 110 [1100

Transaction Finance RSC Time Ami T&A Fred

Cutr  MMUDDIYYYYHH. Number Uit Suffix LvOper LU Roulz HH.h S Ring Msys  Day Day TZ

011|  [02[13 [2023/18 [s5 [0-0110 [o000|F fo [o6 2320(00 [oo00d foo oo 3 [ fest -]

o11] 02 [13 [202318 [s< [a0-0110 [ooooF [ [o6 [0020[0a 00002 [oa Joo | [rw)Ring Deteted From £ f2 | [csT

091 |00 [02 [13 [2023 /2250 F o fos 00002 |00 fos [N |w)unautharizea Overt [3 | fcsT

for4[ [0z [13 [2023722 |58 o e 00003 [00 foo 3| [cst

Joo [ o2 [ [202% 1 [o% so-o110 [oogo F*[ [0 g0 o0 ooooy [ou oo [ FeREaMBERGNGRe |« | |c57
IIII-II-IIIIII-III_III

[0z ra 2623t [oo [ [ [F"[" o6 [ [ foooo3 fou ou | _# oSt

k«s [02 14 [2023 15 [s5 [so-0110 [ooo [F [ [oe [o0sa [oo [oo00d [oo oo | [EGEEIDaYiORGE |+ | |csT

fora [~ oz 4 [2028 22 eo [ [ [F [ fos [ [ [o0oos [oo oo | I EGRRBaYIGRGHaR [ | o7

Jota[ " [o2 15 [2023 14 Joa [s0-0110 [oooalF [0 [oe [susa oo [oao0 [oo oo [FatalError 5[ st

012| o2 [15 [2023 /12 oo | [F[ f&] | [oo00)[oafoo| [FataiError 5| Jest

013[ [02 [1s [2023 /1[50 [oo-0110 [aoca[r [ [os [aosa oo [aca0a [oo foo 5[ fest -|

=

IZMZ-(VSA 021172012 thru 0211772012

Record: 21/28 [ ] |List of Values |

Slide notes

Then, select Find.
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Day 4 Activity - Part 8 ] 1[5 o] cerocfuer|

Slide SSv_currer]
of 42

|£| United States Postal Service - Restricted Information - (20) Server Na..  — (] X

Srstem Employee Sile Time Repots Switch Help Window

% Clock Ring Editor Module v4.028 - (20) x|
TACB00F0 Clock Ring Editor Module Bl |
Clockings | -

Emplayee 2017403 X payros [0 Cear_|
Edit Week WKy Sclied: [SSTi— find
203054 Find 0% :
2023082 Daily Sched: |14 00 - 27 50 Add l
" Future Code _|Description Al oamoc: fio o S l
T asachon 049 LWOPONOWCP At T8AFred =
Cotk:  MM/DDYYYY (052 WORKIIQURS 1 S Ring Msys Day Day TZ _C_Mn.e_;_l
o11] 02 13 2023 053 OVERTIVE ‘ of | 3 [ fest -] JobAsqn |
o11[ o213 2023 NIGHT WORK o[ [woRino Deeted From £ [3 | [csT Duplicats !
g1 00 foz [13 2023 Select Jzeaovert |3 | fcsT
014 o2 [13 o023 SICCLEAVE - Sick Leave. 5[ [est _prere: |
ot0[ oz [14 [2028 3 w—* ¢ pLET |
ﬁiii-‘ FULL DA Liop = | cms |
orz[ o2 14%1 = d F—# csi
o 21 ﬂ [ox | concs| I IRRRBSGRS ¢ | 51 | 07 |
014| [0z [14 2023 o | [EerOiBayoaeke -+ | [cs1 ps1200 |
o10[ o2 [15 202314 [oa [s0-0110 [oooa[F [0 [oe [s0s0[oo [oo00d [oo foo | [FatatErrar [ Jest
o12[ oz [15 2023 18[00 ||| fe&] | o000y [oafoo] [FataiError [s] fest save |
013 [0 [15 J2023 12 [50 [o0-0110 [ooca|r | [os [a0sofoo foooea [oo foo [T fest -] e l
| 2023.05.1: 02112023 thru 0211772023 L= =]
_tew |

Choices In list: 43

Record: 21/28 \ |Lict of values | |

Slide notes

Under the description, select Sick Leave.
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Day 4 Activity - Part 9 ] 1[5 o] cerocfuer|

Slide SSv_currer]
of 42

|£| United States Postal Service - Restricted Information - (20) Server Na..  — (] X

Srstem Employee Sile Time Repots Switch Help Window

o10[ o2 [15 202314 [oa s0-0110 [oooo[F o' [o6 [soso /00 [o0003 [o0 foo | [Fatalrror
o12[ oz |15 [2023 18[00 | e[| o000y foa joo| |FataiError [s] fest

013 [0z [15 [2023 12 50 [o-0110 [aoa[r | [oe [oosa oo [oooes [oo oo | ENEURERGH 5 | [ceT -
| 2023 05 1: @1172023 thru 0211772023 < |

]

I Clock Ring Editor Module v4.028 - (20) x|
244 ¢b-202)
TACB00F0 Clock Ring Editor Module e tuatbe |
Employee ID: (9007403 X payres i Clear_|
E’;:tz 4 Wkly Sulied: |SSITW— tind
T 18,061 Find|0% :
O 202305-2 Daily Sched: |14 0 - 77 50 add l
" Future Code IDescriptiJn ﬂ DA/LDC: 110 |1130 Delete l
 sacion 049 LWOP ONOWCP st TRAFrcd =
Code MMDDYYYY (052 WORKIIOURS 1S RingMsys  Day Day TZ _C_;"ﬂ_ﬂ_l
o011| o2[13f023f [053 ~ OVERTIVE ‘ of | 3 [ fest -] JobAsqn |
o11[ [oz[1af023] (054 NIGHTWORK o[~ [ow)Ring Deteted From F[2 [ [csT
Duplicate
091 [00 [0z [13 [2023 05 ANNLIAL LEAVE I6 [ [wyunautnarizea overt |3 | [cst —“—‘—‘
o14[ [2 132023 b 3 [ [cst ﬂ."-"’_l
050 PARTDAYLWOP -
oto [ [oz 2028 o liFiotFulay 0n Ciod] ¢ PILErT
ﬁihl- G LA = |1 I _—l
H d ams |
012 [o2 14 [2023 }» cs1
s o o] g Select OK, Bl | ]
o1 Joz 12 028 o[ fest ps1200 |
[T fest
-

S

(Choices In list: 43
Record: 21/28 \ |List of Values i

3

Slide notes

Select OK.
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Day 4 Activity - Part 10 an] 1] 5] ceroc]Heie]

Slide SSv_currer]

of 42
|£| United States Postal Service - Restricted Information - (20) Server Na..  — (] X
Srstem Employee Sile Time Repots Switch Help Window
[ Clock Ring dule v4.028 - (20) .
244 cb-2023
TACB00F0 Clock Ring Editor Module Restricted Information
Employee ID:/90074037  |SAMPLE, ENPLOYZE Payloc: |10 Clear
Enm Show Rings Riny Coluting WKy Sclied: [SSTi— find Select Find.
© 07054 e e
2023062 Daily Sched: |14 00 - 77 50 Add
" Active " OFF —_]
" Future DAILC:  [110 [1120 poets_|
Transaction Finance RSC Time Ami T&A Fred ____J
Code MMDDYYYYHH.Uh Number Onit Suffix LyOper LU Ruule HHGh 5 RingMsys  Day Day TZ Change
01| [02 13 2023 [18 [s5 [e0-0110 [o00ofF fo o6 [2320/00 jooo0d foo foo| | 3 [ fest -] Job Asgn
o11[ oz [13 [2023 18 [s< [90-0110 [oooo[F [0 [o6 [0020[0a 00002 [oa Joo | [rw)Ring Deteted From £ fa | [csT = l
091 (00 [0z [13 [2025 22 [s0 F [0 fos 00002 |00 fos [N |w)unautharizea Overt [3 | fcsT
1a] [02 13 2023 o2 [se F o i 0002 [00 foo 3 [ [cst ﬂ“—"’_l
02 [14 [2023 [14 [os [so-0110 [oooa ¢ [~ [ve [o0sa [oa 00002 [o0 joo |~ EERENBaYONGRE |+ | [c5T PIL Err |
[l sz fisfoa [ [ Flols[ [eoom sl W[ ems |
12" 02 14 2023 s oo [ [ [F"[ o [ [ [ooooy fou oo | GEGNBaRGaGke [+ | [csT -
ota o2t /2023 e e [s0-0110 [ooou 6 fouso o o000 [oo oo | FGRBBNAGRGi | | cs7 vt |
014] " oz [14 ]2023 [z2 [50 I IEL oo 00002 [o0 foo | FiGRRUIDEYORGe |+ | [csT ps1260 |
o10[ o2 [15 202314 [oa o0-0110 [oooa[r o' [o6 [sos0 /00 [0003 [oo foo | [Fatalrror [ Jest
o12[ oz 15 |2023)18 oo | [e | fe&] | o000y [oafoo] |FataiError 5] Jest save |
013 [o2 [15 2023 f12 [50 [o0-0110 [ooca[r | [os [a0sofoo focoea foo foo [5 [ [cer - o l
| 2M23.051: DM19023 thru ATIDA il ms
|
Record: 21128 \ |Liet of Values | \

Slide notes

The reason code is in the second column.

Let’s select Find and look for “Late.”
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Day 4 Activity - Part 11

[ 1] 5 [ 0] [oc]es)

Slide SSv_currer]

I 2023.05.1: 02/11/2023 thru 02117/2023

of 42
|£| United States Postal Service - Restricted Information - (20) Server Na..  — (] X
Srstem Employee Sile Time Repots Switch Help Window
% Clock Ring Editor Module v4.028 - (20) x|
247 ¢b-202)

TACB00F0 Clock Ring Editor Module B et otormation |
Employee ID: (9017403 i 0 clear_|

Edit Week —

SSHTW—

= 22064 Find % _nd |

2023052 14 0 - 22 50 Add [

F e {Rezson Code |Description A o fio Delets l

Transacti ; T8AFred I

= 11 SICK -EAVE-RESTRICTED P =

CK _EAVE 2

e r 211512023 14 SICK _EAVE-BEREAVEMENT | 3 r ol "J _‘-'_d’L‘@_J

o11[ [z 132023 | . % R .. | [ Dupite |

oo oo oz 13 ooz L [ o[ LJest

014 o2 [13[2023 ﬂ_l

ot0[ [0z [14[2022 5 PIL Err l

[i58 75 [62 {3 /2023 [ia Toa T 5T T oo s Lal cms |

o2 [o2 [ra 23 e fou [ [ [F°[ fos [ [ [oo009 [ou oo | FNelFBaGRGeE [+ | [csT

ora [0 25 i o010 oo [0 o oo o i |- MBG ¢ | |cs1 | 07V |

13 [ [0z [14 2023 2[5 [ [F["fos [ " fouoes [oo oo | ieRiBayGRGReI [« |  [cot ps1200 |

o10[ o2 [15 202314 [oa [eo-0110 [oooa[F o' [o6 [sos0 /00 [00003 [o0 foo | [Fatalrror [s] Jest

o12[ oz 15 |2023)18 oo | [e | fe&] | o000y [oafoo] |FataiError [s] Jes save |

013 [o2 [15 2023 f12 [50 [o0-0110 [ooca[r | [os [a0sofoo focoea foo foo [T fest -]

o w]

Choices In list: ¥

Record: 21/28 |

|List of Values |

Slide notes

The Late reason code is 09, no matter what type the employee requests.

Select OK.
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Day 4 Activity - Part 12 an] 1] 5] ceroc]Heie]

Slide SSv_currer]
of 42

|£| United States Postal Service - Restricted Information - (20) Server Na..  — (] X

Srstem Employee Sile Time Repots Switch Help Window

TACB00F0 Clock Ring Editor Module B
Employee ID:[90074037  [SAMPLE, ENPLOYZE PayLoc: |10 Clear l
E“m Show Rings Riny Coloring Wkly Sclied: |SSITW— find

© 223054 f

2 e Al i oN Daily Sched: |14 00 - 27 5n — l

. " Active " OFF =

" Future DAILDC:  [110 [1120 o l
Transaction Finance RSC Time Ami T8A Fred _____'
Code MMDDYYYYHH.Uh Number Onit Suffix LyOper LU Ruule HHGh 5 RingMsys  Day Day TZ Change
01| [02 13 2023 [18 [s5 [e0-0110 [o00ofF fo o6 [2320/00 jooo0d foo foo| | 3 [ fest -] Job Asgn
o11[ oz [13 [2023 18 [s< [90-0110 [oooo[F [0 [o6 [0020[0a 00002 [oa Joo | [rw)Ring Deteted From £ fa | [csT :

091 (00 [0z [13 [2025 22 [s0 Flo Jos 00003 [00 Jos n [(wjunautnorizea overt [3 | [csT :I Select
o1a[ [0z [13 [2023 22 [se F [0 ie 00003 [00 foo 3 [ [est adimili* Pre-Process.
010 [ oz [14 2§22 f1a [o5 [50-0110 [oooo =" [o6 [0s0 oo & [esi PIL Err
1] e | B —
o72[ " [o2 [14 2823115 00 I 00803 [00! 4 [ [est

o13[ o2 [14 [2023 13 [5s [o0-0110 [oooo ¥ [ [o6 [a0s0 oo [ooo0a [oo'[oo | [EGEEUIBEVORGRE < | cST _o7mss |
013 [ [0z [14 2023 2[5 [ [F["fos [ " fouos [oo oo | ieRiBayGRGReI [« |  [cst ps1200 |
o10[ o2 [15 202314 [oa [e0-0110 [oooa[r o' [o6 [soso /00 [00003 [oo foo | [Fatalrror 5 | Jest

o12[ oz |15 202318 oo | [e | fe&] | o000y [oafoo] |FataiError 5| Jest save |
ora[ o2 [1s [2023 iz [sa [oo-or10 [ooa [ | [ve [ousa[oo [ooooa [oo foo |~ ENEUREHOMMNN s [ [c7 - |

I 2023 05 1: 021112023 thru 02172023 <= i3

Record: 21/28 | | i

Slide notes
The leave was at 1400, and the amount was 0.05.
Management indicated this was not scheduled in advance.

Let’s select Pre-Process to verify our entry.
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- @ 0] [ e [uc]vee
Day 4 Activity - Part 13 s
of 42
|£ United States Postal Service - Restricted Information - (20) Server Na..  — (] X
Srstem Employee Sile Time Repots Switch Help Window
[ Clock Ring Pre-Process Nodule v4.002 - 20) x|
TAC803F0 Clock Ring Pre-Process Module 24-Feb-2023
Pre-Process Data |8A Lata Ha
EmployeelD DayofWeek Date RSCSuffix Ll Hods Bess”” Quantity Exempt
90074037 |saturday 021223 [p [0 [o6 [052 foo 650 [N - Weekly
0074037 |saturday  |0212-23 [P Jo | Jos [os4 Joo 250 N Totaly
on7anz7 [satrdey 021223 0P [0 | fos Joss fon 150 152 3058
0072037 Jsunday 1021323 [P | Jo | Jos Josz Joo 800 N 1530018,
0074037 [sunday  |0213-23 P Jo | fos | Jos4 Joo 400 N LA
0074037 | Jsunday 021323 Jp Jo  Jos Jorz foo 800 N | 155 01.50
0074037 |Monday  |0214-23.[p [0 | Jos Jos2 Joo 818 N 155 00:AD
0074037 | [Wondey  ||UZ14-23 Jp fo | fos | Josz Joo 8- S7EN0A 00
—
Transaction Finance RSC Time T&A Fred [_—
Code Date Time Number Unit Suffix Lvl Oper LU Route Amt § Ring Msgs Day Day TZ [
Jota | [EZEER] 8.5 o010 oooo [p [o”[o6 [9050 [ou [oooso alfes |
fot1 [ (0241323 [18.55 (800110 [oooo e [o”[o6 2320 [00 [oousn 3 [ [est [ |
Jor1 [ 024323 [10.55 [500110 [oooo Je [0 [oc [ooz0 oo [oooso VIR [~ fea ul
oot [o0 021323 228 | ~ Pofs [ooouo [0 08N [0178 Comi[3 [ [cs1
Jota] [021323 225 |l fofos| [ [oooso 1]
o10]  [021423 [12.05 [o0 o110 ocoa e [o [os [eesa [ao [ooos B | e
12| (021423 [18.0) P [0 [os 00000 4 [ est
13[ [021423 [18.5 [s00110[0000 [P [0 [o6 200 o0 [oooso 4 [ [est e -
12| 21423229 | p[ofos] | [ooo00 4 [ Jes I‘_l Select Close.
foto] " [02:15:23 [14.0 [sc-0110 fooon - [o" [oe [svso [on [ooooo | EFfes - |
Record: 16/28 | |

Slide notes
When we look at Day 4, we see that it’s still not a full day on the clock, but our entry is not showing.

Let’s select Close to find out what happened.
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Day 4 Activity - Part 14

[ 1] 5 [ 0] [oc]es)

Slide SSv_currer]
of 42

System Employee Sile Time Repons Switch Help Window

|£] United States Postal Service - Restricted Information - (20) Server Na..

B
TACB00F0 Clock Ring Editor Module
Employee ID:/90074037  |SAMPLE, ENPLOYZE Payloc: |10
Emm e Show Rings Riny Coloriny Wkly Schied: |SSITW—
& msas:z ((':“ :; Daily Sched: |14 00 - 27 50
~ Future oAILOC:  [110 [1130
Transaction Finance RSC Time Ami T&A Fred

Code  MM/DDYYYYHH.Iih Number Unit Suffix LviOper LU Roulz HHIh S Ring Msys Day Day TZ

Select
Pre-Process.

o11[ 02 [13 [2023 18 [5 [s0-0110 [oooa [F [o [ve [a02a[o0 [o000a [oo foo [ [ow)Ring Deketed Fromef3 | [esT - |
09100 [0z [13 [2023[22 |50 F [0 [us 00003 [00 Joe [N [ow)unauthorizedOvert 2 [ [csT
014 [0z [13[2023 2258 F [0 Jos 00002 Ioo l 3| Jest
010 [02 |14 [2023 14 [0s [90-0110 (o000 [F | [0 [9050 oo [o000) [oo csT

[ El_.ﬂﬁ.lmﬂﬁi_ill
012" [0z [14 /2023 [15 foo | I lFl el [ oooos oo oo cst
EES 14]2023|18[55 800110 [o00o [F' [ [o6 [9050 [o0 [o000 [o0 [o0 — cs1
ora [ [oz e [on23 2 fsa [ [ ¥ [ o6 [ [ [oooo [oo oo | elBaYGNGi | | |csT
10 Joz 15 [2023 1 [oa [so-0110 [oo0afF [o [oc [0sofoo [oooos [oo oo | [rataicror |5 | JeaT
012 [0z [15 [2023 18[00 ARG 00002 [00 foo | |FatalError [5 | Jest
013 o2 |15 [2023)12 |50 [0-0110 Joooo[r | [oe [e0s0[sa o000) foa joo |5 | Jest
014 [0z [15 [2023 oz 50 [~ [ Tl [ fooooafoo foo| [Fatateror |5 | [ceT -

| 2023.05.1: 02/112023 thru 021772023 L= =]

Rscord: 21/28 | \

Slide notes

Let’s look at the first column and verify we entered the sick leave and late reason code.

We did not verify the date.

Let’s correct it and select Pre-Process.
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- ] 11| 5] cc Jroc]wew
Day 4 Activity - Part 15
Slide SSv_currer]
of 42

|£ United States Postal Service - Restricted Information - (20) Server Na..  — (] X

Srstem Employee Sile Time Repots Switch Help Window

I lock Ring reProcess Nl v 002-20) X

TAC803F0 Clock Ring Pre-Process Module 24-Feh-2023

Pre-Process Data |8A Lata Ha
EmployeelD DayofWeek Date RSCSuffix Ll Hods Bess”” Quantity Exempt
90074037  |saturday | 021123 [P [0 [06 [052 foo 650 [N - Weekly
Jooora037 [saturday  [o21123(JP Jo | o5 |fosa Joo 250 N Totaly
[nn7anz7 [satry 021123 [P [0 | fos Joss fon TE0 N 352 30.58
0072037 Jsunday || 021223 [P | Jo | Jos Josz Joo 800 N 1530018,
0074037 Jsunday | 021223 P | Jo | fo  fosa’ Joo' 200 N 054 1450
0074037 | |sunday | moaooa e Jo | Jos Jorz Joo 800 N 155 01.50
lo0072037  [Wonday | 021323 1P [J0 | Jos Jos2 Joo | sae v 156: 00.08
[o0074037 | [Wonday | 021323 P Jo | Jos |Josz Joo 8- SS00005
Transaction Finance RSC Time T&A Fred
Code Date Time NumberUnit Suffix Lvl Oper LU Route Amt § Ring Msgs Day Day TZ
14 [ (021325 [2253 [T Fle oon0._ | o fes |
<6 |09 |0244-23 [14.00 [ oo 00000 s [ [est [ i
010 024423 |14.00 904110&)000 P IO 0C (3050 {00 {00000 | 07.90 4 [c] |
oz[ " [021423 [18.0 P [o o6 00000 [¢] [est
fo13| " [0214-23 [18.55 [s0-0110 [oooo P [0 [os [s0s0 [o0 [oooo 4| Jest
o14] 021423 226 | lofos] | [oonoo 4| Jes1
10| 021523 [14.00 [90-0110 [oo0o [P [o” o6 [3050 [00 [oooso 5[ [es
oz [ 024523 13 | | [ofo6 [ [ [oouen 5T [esi -- S
elect Close.

or2 [ [07453 [18:5 (o210 fooo [p_ [0 (o [avsa [os fooono Bl fes [ cow
fora [~ o223 fezen [ o [o” o6 [ [ fowooo™ [~ " B esi -

Racord: 10/28 { [ |

Slide notes
Now we can see that the leave has been recorded at the appropriate time on the appropriate date, but we still have “Not Full Day On Clock.”
We must make that second entry.

Let’s select Close.
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[ 1] 5 [ 0] [oc]es)

Slide SSv_currer]
of 42

Srstem Employee Sile Time Repots Switch Help Window

|£] United States Postal Service - Restricted Information - (20) Server Na..

I Clock Ring Edit 4028 -(20)
TACB00F0 Clock Ring Editor Module
Employee ID:[90074037  [SAMPLE, ENPLOYZE Payloc: |10
?ﬁ:ﬁ; Shouw Rings Riny Coluring Wkiy Scled: |SSITW—
4 023-05-1
e —— ?“ :; Daily Sched: |14 00 - 27 5n
" Future 4 DAILOC: |10 [1130
Transaction Finance RSC Time Ami T8A Fred
Coude  MM/DDYYYYHH.Iih Number Unit Suffix LviOper LU Roulz HHIh S Ring Msys Day Day TZ
o11[ 02 [13 [2023 18 [s [s0-0110 [oo0a F o [ve [a02a[oo [oo00a [oo foo [ [ow)Ring Deketed Fromef3 | JesT - |
09100 [0z [13 [2023(22 [s0 E 00003 [00 Joe [N [ow)unauthorizedOvert 2 [ [csT
014 [0z 13 [2023 22 58 o o5 00002 [00 | 3| fest
010 [ [0 [14 [202% 14 [os [so-o110 [o00a [F [ [o6 300 [oc [o0003 [oo oo [~ EGEEUIDaYONGRE |« | [csT
056 [09 [02 [14 2023 14 o0 0 8 0000 [00 Jos [ fo] Jest

Select Add.

o12[ oz [14 [2023 13 [o0 ve 00002 [00 foo |~ ERIEGIDERONGIE [+

ora [ ;214 P23 22 [s0 o6 [ ooy oo o FeRFBYONGRS +

010 [0z [15 /2023 /14 o0 [s0-0110 o000 [F [o [oc [s0safoo [oo0oa oo foo| [rataicrror s

012 [0z [15 [2023/18 [0 o6 00003 [00 Joo | [FatalError fs

F

F

F

F

3

o1k [ [02 [12 [2023 8 s [oo-011o [6060 [F [ [oe 3050 oo [60003 [oo oo | ESREGIBEYGRGRE |-

F

F

F

o13[ [0z |15 2023 1850 [a0-0110 oooo[r | [0 [e0so a3 0000) [oo foo | IR 5
r

014 [o2 [15 [2023}22 [s0 | ws| [ fooooafoo foo| [FatalError [&
| 2023 05 1: 021112023 thru 021772023 « | »

Record: 17/28 | \

Slide notes

You can see it is very important to always verify each cell.

Let’s select Add to make the additional entry.
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Day 4 Activity - Part 17 an] 1] 5] ceroc]Heie]

Slide $Sv_currer}
of 42

|£| United States Postal Service - Restricted Information - (20) Server Na..  — (] X

Srstem Employee Sile Time Repots Switch Help Window
e

s

TACR00F0 Clock Ring Editor Module e s

Employee ID:|30074037  [SAMPLE, ENPLOYZE Payloc: |10

224 Show Rings Riny Coloring Wkly Sclied; W
220052 ((i :ﬁu (r: ::F Daily Sched: [12 00 -7 50

{~ Fitture DAILOC: 110 [1100

Transaction Finance RSC Time Ami T&A Fred

Code  MM/DDIYYYYHH. Nurnber Unit Suffix LviOper LU Roulz HHGih S Riny Rsys Day Day TZ

o11[ 02 [13 [2023 18 [5z [s0-0110 [oo0a F o [ve [a02a[oo [o000a [oo foo [ [ow)ming Deketed Fromef3 | JesT - |
09100 [0z [13 [2023(22 |50 F [0 [oe 00003 [00 Joe [N [ow)unauthorizedOvert 2 [ [csT
014 [0z |13 [202322 58 F [0 Jos 00007 f00 | 3| Jest
010 [ [0 [14 [202% 14 [os [so-o110 [o00a [F [ [o6 300 [oc [o0003 [oo oo [ EGEEUIDayONGRE |« | [csT
05609 02 [1¢ 2023 [14 Joo F o [ 00003 [oa fos l_ [es7
forz [ [oz [ia [2023 s [o0 "[E [ e 00003 [o0 fos Jest
ois [ [oz urzmlsﬁwﬂo w00 F ﬁ 00 60009 [oa 6o [ _ [lest
EEEEE i B
ora [ [oz [ra [2023 [ IF [ foe [~ [ o003 [oo Joa [o | fest
10 o215 2023 14 00 [90-0110 [ooooF [0 [oe [sosofoo [oo0d foo foo | [FatalErrar r csT
o12[ oz |15 202318 o0 | [F[ f&] | [oo00)oajoo| [FataiError |5 ] Jest
ora[ o2 [1s [2023 12 [sa [oo-o110 [oosa [ | [ve [ousa[oo [ooeoa [oo foo |~ ENEUREHOMMNN s [ [c<7 - |

| 2023051 DMPN23 thru AT o S |

Record: 24/20 [ ] |Liet of values|

Slide notes

Select Find.
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Day 4 Activity - Part 18 an] 1] 5] ceroc]Heie]

Slide SSv_currer]

of 42
|£| United States Postal Service - Restricted Information - (20) Server Na..  — (] X
Srstem Employee Sile Time Repots Switch Help Window
% Clock Ring Editor Module v4.028 - (20) x|
TACB00F0 Clock Ring Editor Module e |
Employee ID:/5007403 2 payroe: 110 Clear l
Edit Week fesuves!|
Wkly Sclied: |SSHTVW—
~ 2023-064 Findﬂ% i _E"d_.l
- 2020052 Daily Sched: |14 0 - 77 50 Add l
" Future Code IDesctiptiJn ﬂ DAJLDC:  [110 1130 Dolete l
T asachon 049 LWOPONOWCP At T8AFred
Code MMDDYYYY (052 WORKIIOURS 'S RingNsys  Day Day TZ _C_'ﬂ*_]
lot1[ [0 13 fonzs| 053 OVERTIVE i o[ [o)Ring Deleted FromE[3 | JcsT - | JobAsqn |
091 [00 [0z ‘ 18 [N [ow)Unauthorizedovert [2 | [csT Duplicate l
[1a] " [od o[ 5[ Jest
AR 056 SICKLEAVE o [EaEasaoTeee + | o5t Pre-Proc
05609 02 [1¢ 2023 g:z Eﬁfzg::m: C 30 ]u csT PLET |
o1z oz 14@ __|J csT ERMS [
o3[ o2 14 023 ——
EEE o] (o] 4| Select OK. mal | sl
o14| [0z 23| [T Jest ps1200 |
o10[ o2 [15 [2023/14 [oa [s0-0110 [oooo[F o' [o6 [sos0/00 [00003 [o0 foo | [Fatalrror 5| Jest
o12[ oz [15 2023 18[00 | [e| fe&] | o000y [oafoo] [FataiError 5| Jest save |
013 [0 [15 [2023 12 [50 [o0-0110 [ooca|r | [os [a0sofoo focoea [oo -

] 2023.05.1: 02/112023 thru 02/17/2023 <= »

(Choices In list: 43
Record: 24/20 | |List of Values |

o SRS - [ [csr - cose_|
Help
\

Slide notes

Search for annual, then select OK.
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Day 4 Activity - Part 19 an] 1] 5] ceroc]Heie]

Slide SSv_currer]
of 42

|£ United States Postal Service - Restricted Information - (20) Server Na..  — (] X

System Employ: ile Ti

Reports Switch Help Window

Lof (20)
247 ¢b-202)
TACB00F0 Clock Ring Editor Module Bttt otormation
Employee ID:[90074037  [SAMPLE, ENPLOYZE PayLoc: |10 Clear
E‘d.;:e::1 Show Rings Riny Coloring Wkly Scled: |SSITW— sind
* 2023-054 =
e —— Al oM Daily Sched: [12 00 -2 50 add l
" Active " OFF
" Future DAILOC:  f110 f1130 —— l
Transaction Finance RSC Time Ami T&A Fred ____J
Code MMDDYYYYHH.Uh Number Onit Suffix LyOper LU Ruule HHGh 5 RingMsys  Day Day TZ Change
o11[ 02 [13 [2023 18 [5 [s0-0110 [oooa [F [o [ve [a02a[o0 [o000a [oo foo [ [ow)Ring Deketed Fromef3 | [esT - | Job Asgn
0100 [0z 13 [2023 22 [s0 F o fie 0000 00 Jog [ [ow)unauthorized overt [2 | [csT Dupficate
014 [0z [13[2023 2258 Flo fos 00003 [00 | 3| Jest I—-— Select
010 [0z [14 [202 14 [os [so-o110 [oo0a [F [ [o6 300 [oo [o0003 [oo oo [ IEGEEUIDayONGRE | | [csT b tioe Pre-Process.
055 [09 [02 [14)2023 14 oo F [0 [i6 0000 [00 Jos [ Jo| Jest PIL Err
012 o2 14 2023 15 [oo [ fio oooes (oo oo | SREAIBIGHGHE | [cst s |
5[ [o2 [1a s 10 (0000 [F* [~ o6 [o056 [o0 [o0qg) oo [ fest =
] mEE | s
4 [0z 13 [2423 2250 [ ke 00 [ fest ps 200 |
o10[ foz 15202314 [o0 [s0-0110 [oocaF fo [oe [soso oo [oao0s [oo fo | [FatalError 5| Jest
o12[ oz |15 202318 oo | [ fe&] | o000y [oafoo] |FataiError 5| Jest save |
ora[ o2 [1s [2023 iz [sa [oo-o110 [ooa[r [ [oe [ousafoo [ooooa [oo foo |~ ENEUREHOMMNN s [ [c<7 - |

] 2023.05.1: 12023 thru A72003 << oS

Record: 24/20 \ \ il

Slide notes

Now that we know that the reason code for late is always 09, we can simply type it here.
Let’s check the date and time.

The second 3971 began at 1850.

The amount was 0.05.

Management indicated that it was not scheduled in advance.

Let’s select Pre-Process.
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Day 4 Activity - Part 20 an] 1] 5] ceroc]Heie]

Slide SSv_currer]

of 42
|£ United States Postal Service - Restricted Information - (20) Server Na..  — (] X
Srstem Employee Sile Time Repots Switch Help Window
I ClockRing PreProcess Nodl 4 002-00) X
TAC803F0 Clock Ring Pre-Process Module 24-Feb-2023
Pre-Process Data |84 Lata i

EmployeelD DayofWeek Date RSCSuffix Ll Hods Bess”” Quantity Exempt

0074037 fsunday 024223 Jp fo | fos forz Joo 800 N -] Weekly

Jooor037 [uonday 021323 ([P Jo | [o& |Josz Joo 818 N Totaly

fn7anz7 [Wonday 024323 [P [0 | fos Jos3 fon "N 152 3058

Vonday 021323 [P [0 o6 Jos4 oo 408 N 1530018,

Joooraoz7  [ruesdasy |[021423 [P Jo & fos2 oo 790 N St iid

[s0074037  [ruesday 024423 [P fos4 oo 3% N 185: 01.55

lo0o7a037  [ruesday | 024423 [P 0ss | fos 05 156 100,05

[o0074037 [fuesday 024423 [P Jo | Jos ffose fos o v ] ST

=

Transaction Finance RSC Time T&A Fred

Code Date Time NumberUnit Suffix Lvl Oper LU Route Amt § Ring Msgs Day Day TZ

jota]” [o21323 [2258 | [ F [oos 00000 | ANEIE

fose [oa 021423 [14.00 [ oo 000 [o0.0s [N b [ es [ |

Joto| [0214-23 [14.05 [s0-0110 foooa [P [0 [oc [sosa oo [oooeo [a7.00 b [ fea L

fo12[ " [021425 [t8.00 | P [0 fos[ [ [oooo IS

Joss [og [021423 [18.52 | p [0 [os 00000 b [ s

012 [021423 [18.55 [e0 0110 focoa [P [o [0s [ses0 [0o [ocosa cs1

14| [021423 [22.5 | P [0 [os 00000 IRE

10 [ [021523 [14.0)” [s0-0110 [oooo [P [o” o6 [3050 [o0 [oooso 5 [ [es1 - S

|_gose| elect Close.
otz [n24523 [1e00 [ | fofos """ [oooo0 5[ fest -

s [sz152 e oo oot o o st s oo || R | [c51 |

Record: 9/13 |

Slide notes

Let’s verify the yellow and green section.

There are no longer any Red fatal errors, and the leave has been applied for both leave types in the appropriate date.
You can also verify at the top, there is no longer an Hour/Reason Code 05959.

Let’s select Close.
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Day 4 Activity - Part 21 an] 1] 5] ceroc]Heie]

Slide $Sv_currer}
of 42

|£| United States Postal Service - Restricted Information - (20) Server Na..  — (] X

Srstem Employee Sile Time Repots Switch Help Window

[EiCiockR (20)
TACB00F0 Clock Ring Editor Module Sl
Clock Rings |
Employee ID:/30074037  [SAMPLE, EMPLOYZE PayLoc: |10 Clear [
Enm Show Rings Riny Coloring Wkly Sulied: W find
* 20230641 2
B e A N Daily Schedt: |12 00 - 77 5 awa |
" Active " OFF =
1" Future DAILOC: |10 [1130 e l
Transaction Finance RSC Time Ami T&A Fred ____l
Cok:  MMDDYYYYHH.h Nurber Uit Suffix LviOper LU Rouls HH.ih 5 Ring Msys  Day Day TZ Sivinge
{1881 [0o [0z [13 202322 [50 F o fos 00007 [00 Jog N [owjunautharized Overt [3 | JesT < | Job Asgn
Jora[ [0z [13 o023z e F o fie 00003 [oo foo [ | 3 [ fest Dupite |
o1 [ [oz [ [2023 74 [os [so-atio [oooo [F [ [oe [05a [oo o003 [oo foo | ENGRRGIDaNGRGE & |  [csT
o5 09 [0z [14 20231400 F o fos 00002 [00 Jos [ fo] fest ;"_”_“-"‘_l
Jorz[ oz 1a 2023fre oo F o6 [ [ Joooon oo oo | EGMRGMBagIGRERE « | [cs1 PLET |
fots[ [oz [ 2023 1a [55 [so-oi o [ona [F- [ [oe [s056 [oo [ooo0d [oa foo |~ IERMIEGIDAMGNGHE |+ | [csT s |
055 (03 [02 [14| 202318 50 F [0 [os 00001 [00 fos [ fo [ fes
14 [ oz 12 [2023)2z [ ARG 00000 [oo oo | EiiGHEMIBavONGRS |« | [csT AT |
010 [0z [15 f2023)14 o0 [s0-0110 o000 F [o [oc [sasafoo [ooooa oo foo| rataicrror o[ fest P5 1260 [
012[ o2 [15 202318 [on [ JF ] e 00003 [00 foo | [FatalError [s ] fest
013 oz |15 J2023]12 50 [a0-011a Joooo[r | [oe [s0s0]sa o000y foa joo Js | Jest | seve Select Save.
014 [0z [15 J2023[22 [s0 [ I [ fee] T TJoooos oo FatalError BN E Close

| 2023051 02112023 thru 021772023 _«J L]

4

Rscord: 18/20 | \

Slide notes

Then, select Save.
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Day 4 Activity Debrief [l 1 15 f0 Jce Jroclveie

Slide SSv_currer]
of 42

During the Day 4 activity, you learned how to enter multiple leave types on the same day.

As highlighted in this activity, you must specify the exact amount of leave when there is
more than one type of leave used on the same day. This rule also applies when overtime
and leave are used on the same day and when two different reason codes are used for
the same day.

Using the Pre-Process button to review and verify entries before saving was also

emphasized during this activity. Pre-Process is a very useful tool and should always be
utilized, even with experienced TACS users.

Slide notes

During the Day 4 activity, you learned how to enter multiple leave types on the same day.

As highlighted in this activity, you must specify the exact amount of leave when there is more than one type of leave used on the same day.
This rule also applies when overtime and leave are used on the same day and when two different reason codes are used for the same day.
Using the Pre-Process button to review and verify entries before saving was also emphasized during this activity.

Pre-Process is a very useful tool and should always be utilized, even with experienced TACS users.

On to Day 5. Let’s see what errors require our attention.
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Clearing Clock Ring Errors - T&A Day 3: i 15 fofce Jroclveip

Slide SSv_currer]

Local Unit (LU) Turned Off of 2

|4 United States Postal Service - Restricted Information - (20) Server Na...  — O X
System Employee Site Time Reports Switch Help Window
%5 Clock Ring Editor Module v4 028 - (20) x|

TACB00F0 Clock Ring Editor Module e J

Clock Rings ]

Employee ID:(90074037  |SAPLE, EMPLOYEE Payloc: 110 Clear
ff'm::';‘ ShowRings  Ring Coloring Wkiy Sched: [SSITH— find
el © Al 0N Daily Sched: [1¢.00-22.50 T

¥ Jatie " OFF =
™ Fuhive DA/LDC: 110 |1100 =
Transaction Finance RSC Time Amt T&AFred
Code MM/DDYYYYHH.hh Number Unit Suffix LvlOper LU Route HH.hh S RingMsgs  Day Day TZ Change
09100 [02 [13 2012 [22 [s0 | [ [pfofos] [o0000 [oa foe [ [owpunauthorized overtifz | [est! - | Job Asgn |
o14[ [0z 132012 [z2 58 | [P [0 [os] [00000 oo oo | [3 st Dupiicate
Jos o3 [0z [14 [2012 14 o0 [F[o”[os [ fooo0o [oo [os i [ [est ==
WFEWWWEWWFFW—I_!——I—I—FI—FFE bt
fo12 [~ [o2 [ra [2mz [1a oo | o [oe | [00000 [oo foo | & [est PLET |
[ss [os [0z [ia orzfiefso [ [~ P[o’fo6 100000 Joo fos i | [ fest RMS
fo13 [ oz [1é f2012 i %5 [so-o11o [oooa [P [ o8 f50sa oo [ooooo [oo foo || [&]" [cst
T e T REks | o]
10| [0z [15[2012 [14 [oo [a0-0110 [oo0o [P o [os [20s0foo [o0000 [ao foo | [FataiError Jg [ Jest PS 1260
12| oz 15 [2012 12 foo ARG 00000 [00 foo | [Fatal Error [6] [est
013[ [0z [15 [2012 15 [50 [s0-0110 [oooa e [ [oe [s0s0 /s [aoooa [oo [oo | IEEUIRCROMMNN S | [csT save |
[ [0z [15 [2012 [22[s0 [ [r T fosT [ [ooo0o foa foo | [FatalError [sT Jest - Ciose
[2012-05-1: 021112012 thru 0211772012 « | »
b |

Slide notes

For Time and Attendance Day 5, the instructor will demonstrate how to correct the Local Unit (LU) Turned Off error.
For February 15, 2012, we have a fatal warning “LU Turned Off.”

TOC I !!:
Clearing Clock Ring Errors - T&A Day 5: m“-mmF
X Stide 0 of 42
Local Unit (LU) Turned Off
Wam Tt Pt W) T gy Py
Sample Employee Instructor will provide |110
 Oala Ring Type oPNLU | Route Finance No. Time

CI-,a hge Button 1859

!

L

T
L Ll

L.
02 15 2012 IL 9050-00 | **Use
.
I
L
.
L

L
Supervisor Hame (Print]

Supervisor B -
perivor SR D **Scenario 5/ Day 5
Supervisor B signature 02.13.2012

PS Form 1260, July 2012, (Fage 1 of 2J PSN 7530-01-000-9268 INON-EBR CARD)

1260 reads that the LU {or local uit) should be 00

Let’s take a look at the PS Form 1260 so we can make the correction.
The PS Form 1260 reads that the LU (or local unit) should be 00.
Let’s make the entry. We’ll need to use the Change button to do so.
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@ United States Postal Service - Restricted Information - (20) Server Na... e O X

System Employee Site Time Reports Switch Help Window

190074037 [ SAMPLE, EMPLOYEE

o14] oz 132012 |22 |se | | lplofos] | Jooooooaoo| |

1097 MSG

1 1 1 1 0B
Let’s click on the “LU Turned Off” and Change.
@ United States Postal Service - Restricted Information - (20) Server Na... — ] X

System Employee Site Time Reports Switch Help Window

o |
: fesimi—|

01zrlilﬁleﬁlﬁl_l_l_rl_l_l_
mrlﬁlﬁmﬁlmm;l'rl_l_

[E United States Postal Service - Restricted Information - (20) Server Na...

System Employee Site Time Reports Switch Help Window

90074037  |SAMPLE, EMPLOYEE

[(W)Ring Deleted From P

(F)LU Turned Off

02
15 [2012 |22 [s0 Fatal Error

Click Pre- Process
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United States Postal Service - Restricted Information - (20) Server Na... — O X

System Employee Site Time Reports Switch Help Window

02-12-12.

02-13-12
02-13-12

18.00 |
[18.50 [90-0110 [o000. o]
[18.50 [s0-0110 [ooo0

[22.50 | [

L — T

Verify in the yellow and green section the incorrect LU has been deleted and the appropriate LU has been applied to both. Click Close and Save.
United States Postal Service - Restricted Information - (20) Server Na... — O X

System Employee Site Time Reports Switch Help Window

fio |
e
o
»
fito fiio

Ps form 1260-fixed LU. Apply my initials.
United States Postal Service - Restricted Information - (20) Server Na... = O X

System Employee Site Time Beports Switch Help Window

90074037 [SAMPLE, EMPLOYEE

Click OK.
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@ United States Postal Service - Restricted Information - (20) Server Na... = (] X

System Employee Site Time Reports Switch Help Window

[SAMPLE, EMPLOYEE

@ United States Postal Service - Restricted Information - (20) Server Na...

System Employee Site Time Reports Swiich Help Window

[SAMPLE, EMPLOYEE

We have corrected all five days. Just remember, clock ring errors should be addressed daily.
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Day 5 Activity - Start [l i 15 L Jcc froc]wee!

Slide SSv_currer]
of 42

Now you will practice clearing the errors that you observed on the T & A Day 5 Video.

Slide notes

Now you will practice clearing the errors that you observed on the T & A Day 5 Video.
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Day 5 Activity - Part 1 ] 1[5 o] cerocfuer|

Slide $Sv_currer}

of 42
|£] United States Postal Service - Restricted Information - (20) Server Na..  — O X
System Employee Site Time Reports Switch Help Window
4 Clock Ring Editor Module v4 028 - (20) x|
TACB00F0 Clock Ring Editor Module D
Clock Rings |
Employee ID:[90074037  [SAMPLE, EMPLOYEE Payloc: |10 Clear
S ShowRings  Ring Coloring Whiy Sched: (ST Find
1+ 2023-05-1 Al " on =
s ees ) Daily Sched: [14.00 - 22.50 Add
" Futu L L DAILDC:  f110 1100
re Delete
Transaction Finance  RSC Time Amt TRAFred
Code MMIDDYYYY HH.ih Number Unit Suffix LviOper LU Route HH.hh S RingMsgs  Day Day 1Z Change
Jo91 00 [02 [13[2023[22 [s0 | plofos| | [ooooofoo foe N [oajunauthorized overtifa [ [est - | Job Asgn |
014] [02 [13 f2023[22 |58 plofos] | [oo00n[oo Joo 3| [cst Duplicate
oss fog oz 14 202314 [o0 P[0 fos [ | [ooo00 [oo fos v o [ [cst
o10 [ o2 [14 [2023]1 o5 [s0-0710 Joooa [P [o" [oe [e050 oo [ooooo [oo foo 4 [ st ﬂ"—’ﬂ
Jotz[ o2 [14 faoz3f18 Joo | P [0 fos | {oo000 oo Joo 4 | [est PIL Err |
[ [og [02 [14 20235 [so P [0 o6 [ [ [ooooo oo fos 4 [ ezt e
fo13 [ o2 [ [2023 [t 55 [oo-0110 [oo0a [P o [o6 [o50 oo [ooooo [oo foo 4 [ [est =
014 [o2 [14 20232 [0 pfofos| [ [o0000 oo foo 4 [ [est At S
o10[ 02 [15[2023]14 [oo [ag-0110 [oo0o [ fa [os [e0s0foa [o000o [aa foo|  [Fatal Error s [ fest ps 1260 |
o12[ o2 [1s 202318 oo P [ fos 00000 [00 foo [Fatal Error 5 [ Jest
013[ o2 [15 [2023[18 [50 [90-0110 [oooafp | [0 [sosofss [oooo esT save |
Jo14] [0z [15 j2023[22[s0 p[ Jos 00000 fo0 JooY |Fatal Error s | fcs1 -

202305-1: 02/11/2023 thru 02117/2023 << >

it

Slide notes
For February 15, 2023, we have a fatal warning “LU Turned Off.”

Let’s look at the PS Form 1260 so that we can make the corrections.
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Day 5 Activity - Part 2

[ 1] 5 [ 0] [oc]es)

Slide SSv_currer]

of 42
Name (Last, First, MI) EIN (8 digits) Pay Loc.
Sample Employee 90074042 110
Date Ring Type OPN-LU Route Finance No. Time
(MM/DD/YYYY) (BT, OL, IL, MV, ET} (6 digits) (6 digits) (6 digits) Hrs/100’s
*%
02, 15,2023 IL ik ll-l i LIJSle ICI?anqelBqu? e
L [ I N I I I L1 1
| | I I | L 11 1 1 L 11 1 1 | 1 1
| | Y O [ | L 11 1 1 L 11 1 1 I
| | I I | I I L 11 1 1 | 1 1
| | [ 11 1 1 L 1 1 1 1 L 1 1 1 1 | | 1
Supervisor Name (Print) Comment(s):
Supervisor B _
Supervisor Signature & Date PS Form 1260 fixed LU.
upervisor B 02.15.2023

PS Form 1260, July 2012, (Page 1 of 2) PSN 7530-01-000-9268

NON-EBR CARD

Slide notes

The PS Form 1260 reads that the LU, or local unit, should be 00.

Let’s make the entry.

We will need to use the change button to do so.
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[ 1] 5 [ 0] [oc]es)

Slide SSv_currer]

Day 5 Activity - Part 3

of 42
|£] United States Postal Service - Restricted Information - (20) Server Na..  — O X
System Employee Site Time Reports Switch Help Window
4 Clock Ring Editor Module v4 028 - (20) |
TAC800F0 Clock Ring Editor Module Restricted Information
Clock Rings |
Employee ID:[90074037  [SAMPLE, EMPLOYEE Payloc:  [110 Clear
?’;z::'; showRings  Ring Coloring WKly Sched: [SSITi— Find
i Al 1 oN Daily Sched: [1.00 - 22.50 7T
" Futu L L DAILDC:  f110 1100 -
re Delete
Transaction Finance  RSC Time Amt TaAFred
Code  MMIDDYYYYHH.hh Number Unit Suffix LviOper LU Route HH.hh S RingMsgs  Day Day 12 Change
09100 J02 f13 [2023 220 | P [0 [os 00000 oo fo& [N [ow)unauthorized overtifa | [es7 - | Job Asgn |
014 02 [13 j2023]22 58 | P [0 [os 00000 [00 Joo 3| [cst Duplicate
056 [09 [02 [14 2023 [14 o0 P [0 [os 00000 [00 fos [N o [ [cst
foro [ o2 4 [202]% [o5 [50-0110 Joooa P o [o6 [s050 [oo [ooo0o [oo foo 4 [ [est LG
Jotz[ o2 [14 faoz3f18 Joo | P [0 fos | {oo000 oo Joo 4 | [cst PIL Err |
Joss o [0z 14 202312 o o 16 Jo6 [ oo oo s [ s =
fo13 [ o2 [ [2023 [t 55 [oo-0110 [oo0a [P o [o6 [o50 oo [ooooo [oo foo 4 [ [est =
ota [ [o2 [14 2023 [22 50 [0 os [~ [ [o0000 [oo oo & [ fest M’
o10[ 02 [15[2023]14 [oo [ag-0110 [oo0o [ fa [os [e0s0foa [o000o [aa foo|  [Fatal Error s [ fest ps 1260 |
012 [0z [15 f2023]18 o0 p| fos] | [ooooofoo foo| [FataiError s [ [cst
013[ [0z [15 [2023[18 [50 [so-0110 [oaoa[F [ [oe [s0so[ss [aaooa oo [oo H Fsaetlaﬁcltflfl!z)er
Jo14] [0z [15 j2023[22[s0 p[ fJos | looooofoo Joo| FatalError 5 [Vfes)-) :
2023.05-1: 021172023 thru 021772023 < [ »
_tep |

Slide notes

Let’s select the Fatal Error “(F) LU Turned Off.”
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Day 5 Activity - Part 4

@ United States Postal Service - Restricted Information - (20) Server Na..  — O X

System Employee Site Time Reports Switch Help Window

3

90074037  |SAMPLE, EMPLOYEE Pa

Select Change.

|__[poos] IIWIWIWII

[og ooooa [oo foo [ & ["fest
l.l-lll_ll.
Iil—l_l_l_r W
202318 o0 | | Jos| | fooooo foo Joo| |FatalError cst
202318 [50 [s0-0110 [oooap [ [os [sos0 os [ooooa [oo foo _Is st/
sl | Jos [T ooooo foo foo | FatalError 5

Slide notes

Select Change.
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Day 5 Activity - Part 5 ] 1[5 o] cerocfuer|

Slide SSv_currer]
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|4 United States Postal Service - Restricted Information - (20) Server Na...  — O X
System Employee Site Time Reports Switch Help Window
5 Clock Ring Editor Hodule v4.028 - (20)
TACB00F0 Clock Ring Editor Module e
Clock Rings I
Employee ID:/30074037  |SAMPLE, EMPLOYEE Payloc: |10
El;m o Show Rings Ring Coloring Wkly Sched: |SSHTW—
SEn ; Al ? z:r Daily Sched: [14,00-22.50
" Future DAILDC:  [110 {1100
Transaction Finance RSC Time Amt T&A Fred
Code MMIDDYYYYHH.h Number Unit Suffix LviOper LU Route HHbh §  RingMsgs  Day Day TZ
091 |00 [02 [13 [2023 [22 [s0. | fpfofos 00000 [00 [08 [N [oA)Unauthorized Overti[3 | [csT -]
014] [0z [13 fo023 22 [s8 [p [0 os 00000 [0 [o0 5 [ [est
56 09 [02 [12 (2023 [14 o0 7 [0 [o8 0000 [o0 [05 i o [ est Select
010" [02 14 [202314 [os [s0-0110 [oo00 [P [o- [oe [90s0 [oo [o0000 [oo [oo 4 | Jest Pre-Process.
Joz ]~ o2 [14 foozs s oo P o [os [oo00o [oo oo cst
Joss Jog [0z [14 2023 [18 50 P [0 [os 00000 [o0 fos [n 4 | Jest
Jora| |02 [14 [2023 |18 |55 [s0-0110 [o000 [P [0 [o6 9050 [oo {00000 [oo [oo 4 | fest
14| [0z [14 2023 (22 g0 | P o [o8 [~ [ [ocooo [o0 oo 4 [ [est
10] oz [15 [2023]14 oo [s0-0110 [ooo [P [o [o6 [sos0foo [ooooa [oo oo | [FatalError 5 [ st
or2] oz f15 2023 [18 o0 p[ [os [00000 [oo [oo | [Fatal Error 5 [ st
o1z o2 [15 bozs[1efso fao-0110 Joooo [p | [0 [agsofes fooooo [oa [oo | [ow)Ring Deteted Frompfo | [cst
Joood [p! loo fao [~ AN -
[2012-05-1 : 021172012 thru 0211772012 <« | > ]

Slide notes
Verify the date and time match the PS Form 1260, which it does.
The operation is correct.

Let’s change 99 to 00 and select Pre-Process.
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= @ 1] 5 [ s [roce
Day 5 Activity - Part 6
Slide SSv_currer]
of 42
|£] United States Postal Service - Restricted Information - (20) Server Na.. ~ — O X
System Employee Site Time Reports Switch Help Window
[£ Clock Ring Pre-Process odule v4.002 - (20) x|
TAC803F0 Clock Ring Pre-Process Module 24-Feb-2023
Pre-Process Data T&A Data FLSA
Employee!D DayofWeek Date RSC Suffix Lyl ode toas™” Quantity Exempt
[o0074037  [saturday [o2-t1:23 P [0 o6 o052 foo 650 [N |- Weskty
[ooo7aosr  [saturday || 021123 [p [ Jo [0 Jose oo 250 v otals
[s0074037  [saturday 021123 [P Jo | [0 foss | Joo 150 N 052136 Ml
[o0074037  |sunday 021228 [p Jo | [o& Jos2 | Joo 800 N §53- 0048
[ooora037 [sunday  Jo21223 [p Jo | fos Jos¢ foo a0 v 054: 18.53
[so07e037  [sunday  Jo21223 P Jo | fos [orz oo 800 N 512013
[00072037 | |Wonday 021223 [p . Jo | Jo& Jos2 | Joo 818 N 456 00.05
[o007a037  [Wonday  [024223 (P [0 [o6 |fos3 Joo BN J7E 0800
—
Transaction Finance RSC Time T8A Fred
Code Date Time Number Unit Suffix Lvi Oper LU Route Amt § Ring Msgs Day Day TZ
010 '02-14-23 [14.05 [90-0110 [0000 [P [0 [o8 [s050 [o0 [ooooo | [EF[es-]
[012[ 021428 [18.00 | [P [o'fos [oooo0 [ e |
[055 [og [02-14-23 [18.50 | [ [p'[o"os o000~ ['00.05 [ [ fea L
[013 ] [o2-1423 1855 [80-0110 [oo0a [P [o [o8 [a50 [o0 o000 E[ [esi
[014 [ Joz-1a2s (2250 | [F o os 30000 [ [esi
fo10] [0245-23 [14.00 [s0-0110 [ooaa e o [os [a [5T Jest
Jor2| [o245-23 f18.00 | 3 5[ [cs1
013] (024523 [18.50 [s0-0110 [o000 [P [o fos [s ARE — - Select Close
[o13] " [0215.23 [18.50 [s0-0110 [oaon [P (W)Ring Deletecs | [cs1 I'_l '
Jota| 0241528 [2250 | 3 5 [ [esii-
|

Slide notes
Verifying the yellow and green section, the incorrect LU has been deleted, and the appropriate LU has been applied to both.

Select Close.
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[ 1] 5 [ 0] [oc]es)
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|4 United States Postal Service - Restricted Information - (20) Server Na...

System Employee Site Time Reports Switch Help Window

[ Clock Ring A
TACBOOFD Clock Ring Editor Module i
Clock Rings I
Employee ID:[90074037  |SANPLE, EMPLOYEE Payloc: |10 Clear l
Eﬂm1 Show Rings Ring Coloring Wkly Sched: |SSHTW— Find
T 2023.052 2o 2 Daiy Sched: [ 14.00-2250 Add
" Active " OFF =
" Future DAILDC:  [110 {1100 Delete [
Transaction Finance RSC Time Amt T&A Fred _I
Code MMIDDYYYYHHhh Number Unit Suffix LiOper LU Route HHbh 5  RingMsgs  Day Day TZ Change
[QE | [0z [13[2023 [22]s8 [p[o [os 00000 [oo [oo| | 5 [ est -] JobAsgn |
[oss [oa [0z [12 2023 [14 [oo [F[o o6 [o0o0a [oo [os i st upicate |
Joto] o2 |14 2023 |14 05 [s0-0110 o000 [P [0 [o6 00 00000 [00 [oo 4 | Jest
[or2 [~ [o2 [t 202 13 [oo P [0 [e [o0000 o0 o0 [ est freproe
055 o9 [02 [14 ooz [1e 50 P [0 [o8 [o0o00 [oo [o i st PLEF |
13 ] [0z [12]2023 13 [55 [eo-o110 [oo00 [7- [0 o6 [s0sa [oo [ooooa [oo foo 4 [ Jest oS I
014 ] o2 [14[2023 [22 [0 | P [0 fos {00000 (o0 [oo 4 | |cst
010[  [02 152023 [14 oo [s0-0110 o000 [p [ [0 [20s0 oo [ooooo foo [oo [ [Fatat Error s [ fest AU
012] [0z [15[2023 18 oo P [ o6 00000 00 [o0 [ [Fatal Error 5 [ fest pS1260 |
013[ [0z [15f2023 [15 50 [s0-0110 [oooa [p [ [oe [s0s0 e [oo00a oo [0 [ [o)Ring Deteted FromP[o [ [csT
013] [0 [15[2023 [18[s0 [so-011a Joooo [P o [05 [sosofaa o000 [oa [oo | [iFiLuTumedotr s [ [csT Select Save.
o1e| oz [1sf2023 [22 50 [P Jos| | [ooooo [oofoo| |FatalError 5 | fcst

| 2023.05-1: 0241172023 thru 02117/2023 il L]

Slide notes

Now select Save.
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Day 5 Activity - Part 8

of 42
|£] United States Postal Service - Restricted Information - (20) Server Na.. ~ — O X
System Employee Site Time Reports Switch Help Window
ﬁ Clock Ring Editor Module v4.028 - (20) X
TACBOOFO Clock Ring Editor Module EHD A
Clock Rings I
Employee ID:[90074037  |SANPLE, EMPLOYEE Payloc: |10 Clear ]
Enz:;:e:u Show Rings Ring Coloring Wkly Sched: |SSHTW— Find
S Al “on Daily Sched: [14.00-2250 =
" Active " OFF =
" Future DA/LDC:  [110 [1100 Delete I
Transaction Finance RSC Time Amt T&A Fred
00 [02 [13 2023 - | _4""_"9"____‘
rﬁ Duplicate

09 [02

FEEEEE

Pre-Proc
. PILErr ‘
14 203 (
ERMS.
2023 | Select OK.
014 ) [02 |14 2023 | e m— 1017 MSG
010] [0z [15 [2023[14 [00 [s0-0110 o000 [P [0 [o6 [s0se[oo [oooca [oo [oo |  [FatalError 5 | fcst pS1260 |
012] [0z f15 f2023 18[00 P o {oo0oa foo oo  [Fatal Error 5 | Jest
013 [0z [15 f2023[12 [s0 [a0-0110 foooo [P | [os [o0s0 (93 [o0000 [oa [oo| [(w)Ring Deleted From P [0

00000 ' [0 (06 /9050 00 0000 o0 [00 |~ iU Turnea o 5| [c81 -
\ 2023-05-1: 0211172023 thru 02117/2023 it >

L

Slide notes

Add in the comments, “ps form 1260-fixed LU,” apply your initials, then select OK
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Day 5 Activity - Part 9 ] 1[5 o] cerocfuer|

Slide $Sv_currer}

of 42
|£] United States Postal Service - Restricted Information - (20) Server Na.. ~ — O X
System Employee Site Time Reports Switch Help Window
[ Clock Ring Editor Module v4.028 - (20) X|
TACBOOFO Clock Ring Editor Module s
Clock Rings |
Employee ID:/90074037  |SAMPLE, EMPLOYEE Payloc: 110 Clear
E:mznzs o Show Rings Ring Coloring Wkly Sched: |SSHTW— Find
e Al “on Daily Sched: [14.00-2250 G
" Active " OFF =
" Future DAILDC:  [110 {1100 Delete ]
Transaction Finance RSC Time Amt T&A Fred z ]
SR pME Bips Fom 12 gig, j iz =
091 00 [02 [13 2023 P s1 -] Job Asgn
014 r|0‘2' 13023 | Comments By Clicking OK, | certify a signed PS Form 1260 is onfile |ro7
J0s8 J09 [02 |14 2023 | |ps form 1260-F locally.
[o10]" o2 [14 [a023 [ Select OK. J
Jor2 [ [62 [14 fons PIL Err I
055 Jos [02 14 2023
013[ [0z 142023
ot [~ [o2 [14 2028 | —— —_— _wse |
10] oz [15 [202314 oo [s0-0110 [ooo [P [o [o6 [sos0foo [ooooa [oo oo | [FatalError 5 51260
o12] oz 15 2023 18[00 P [ [os [00000 [oo [oo | [Fatal Error 5
o13] o2 [15 2023 1efso [ae-011 Joooo [p | o [sos0[ea [ooooo [oa [oo | [owiRing Deleted mep]o st §|ve
Wﬁlﬁ 31850 ﬁﬁlﬁﬁlﬁlﬁ ’ msITfes -

| 2023-05-1: 0211172023 thru 02117/2023 _l L]
_ten_|

Slide notes
“By Clicking OK, I certify a signed PS Form 1260 is on file locally.”
That’s correct.

Select OK.
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Slide $Sv_currer}

of 42
|£] United States Postal Service - Restricted Information - (20) Server Na.. ~ — O X
System Employee Site Time Reports Switch Help Window
3 Clock Ring Editor Hodule v4 028 - (20) X
24Feb2023
Clock Rings I
Employee ID:[90074037  |SANPLE, EMPLOYEE Payloc: |10 Clear ]
Eﬁm1 Show Rings Ring Coloring Wkly Sched: |SSHTW— Find
o052 (‘i“'_ ;z:r Daily Sched: [14.00- 2250 Add
" Future DA/LDC:  [110 [1100 Delete I
Transaction Finance RSC. Time Amt. T&A Fred __]
Code MM/DDYYYYHH.hh Number Unit Suffix LvOper LU Route HH.bh §  RingMsgs  Day Day TZ Change
fo10] o2 [11 202 1 o0 [so-o110 [oo0o [p-fo-[oe [ansooo [onooa foo oo | [t ] fest - JobAsn |
014 [o2 ﬁT’zm 2050 [pfofos| [ [ooo0o oo oo| " [wimonscheduiedEnaft [ [cst FaReaE
0ss [oo [oz [11 2523 20 [so [plofos| [ [oooooor[s0fy 1 [ Jest
10 [02 [12 72523 14 [o0 [eo-o110 [o000 [P [o” [o6 [30a [oo [oo00a [oo foo g Deleted FromP[2 | _[cST EreProc
10| [02 [12 |02 14 [05 [s0-0110 [oooo [P [o” o6 [e0sa [oal [ooooo [oa [oo | owTime Disalowed cst PILErr I
12 02 12 | 2023 18 o0 | [0 [os [ [ [o0000 [oo [oo 2 [ [est SRS
15[ [o2 [12 |2023 18 [0 [s0-0110 [o000 [P [o” o6 [a0s0 [oo 00000 [oo oo 2 | |est
14| [0z [12 2023 22 50 | P [0 [o8 [~ [ [ocoo0 [o0 foo es1 J017MSG
010] [0z [13 2023 13 /90 [s0-0110 [oooo [p [ [o6 [s0sa oo [ooooa oo [oo [ [owonscheduied Begif3 | [csT pS1260 |
01 [00 [0z [13 [2023 13 Js0 P [0 o6 [o000a [oo [1a v 5 [ [est
0e1 [00 [0z [13 [2023 13 [e0 P [0 [os [00000 [aa [10 [ [iw)Ring Deleted FromP [3 |~ [csT sve |
[PYRI[ [0z [13 2823 1[50 [s0-0110 [oooa e [o [oe [2320[o0 [oo0oa [oo foo 3 [ fes) -] T l
[ 20230511 021172023 thru 021772023 < |
_tep |
| — | )|

Slide notes
In the Modules 5 through 7 activities, we have shown you five days of clock ring errors.

Just remember, clock ring errors should be addressed daily.
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Day 5 Activity Debrief

During the Day 5 activity, you were given an opportunity to clear the Local LU Turned Off
error by using the Change, Pre-Process, and Save buttons.

As a TACS user, it is imporatant to make every day a TACS day by clearing the previous
day's errors. Making corrections daily prevents unnecessary payroll adjustments.

This was our final error of the week and concludes the clearing clock ring error activities.

Slide notes

During the Day 5 activity, you were given an opportunity to clear the Local LU Turned Off error by using the Change, Pre-Process, and Save buttons.
As a TACS user, it is important to make every day a TACS day by clearing the previous day’s errors.

Making corrections daily prevents unnecessary payroll adjustments.

This was our final error of the week and concludes the clearing clock ring error activities.
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Module 7 Completion nroc]wewe

Slide $Sv_curt
_ of 42

You have completed Module 7: Day 4 and Day 5 Activities.

Please return to the learning portal and review Module 8 to complete the Time and
Attendance Collection System (TACS) Supervisor training.

Close this window by selecting Exit or by pressing <Alt+F4>.
NOTE: Should the module not show as complete in the learning portal,

please view the TOC to confirm you visited all slides. If any of the slides are missing
a checkmark, please revisit the slide(s) and the module will complete.

EXIT

Slide notes
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TACS Supervisor Training
Module 8: Assessment

TIME AND ATTENDANCE
COLLECTION SYSTEM

Slide notes

Welcome to the Time and Attendance Collection System (TACS) Supervisor Training Course, Module 8: Assessment.
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Accommodations and Support Course Resources

If you require an accommodation for completing this online
course at the area or district level, please contact your PS Form 1723 Quick Reference Guide
Manager, Employee Development. If you are using a screen

reader to navigate the course, select the HELP button to view

slide navigation and screen reader information. PS Form 1723 Screen Print Examples
If you have questions concerning the computer you are using
to take this course, contact your local IT Helpdesk or PS Form 1723 Overview Video

1-800-USPSHELP. For learning portal issues, please contact
your local Manager, Employee Development.

LTATS Entry Module
For area or district employees, contact your local Employee
Development office for support. Select the HELP button to find
your local office on the District/Area web pages. If they are HEBR Stand Up Talk and Placard
unable to resolve your issue, they will escalate the issue to Tier
2. When contacting them, please provide your EIN, course

name and/or number, and a brief explanation of TACS Reports

the issue.

For Headquarters/Headquarters field employees, select the Work and Leave Transaction/
HELP button to submit a ServiceNow ticket. Reason Code

The HELP page also includes instructions on how to clear your
cache if you are experiencing bookmarking or completion
trouble. To resume the course, please select Return.

Slide notes
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User Information

To optimize your learning experience, retain course progress, and receive course credit:

+ Use Google Chrome.

+ Do not minimize the course window.
+ Avoid multitasking.

+ Remain active in the course.

If you are going to be inactive for longer than 10 minutes, exit the course by selecting the X in the
upper-right corner of the browser window.

When you are ready to resume, relaunch the course from the learning portal and it will continue from
the last slide viewed.

Should you have trouble completing a module or course, please confirm you have visited all slides by
viewing the TOC.

Slide notes
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Assessment Instructions ] 11 ] O] ] cc Jroc]weie]

Slide SSv_currer]
of 16

Are you ready to test your knowledge of what you have learned in this course?

You must answer all 10 questions and score a minimum of 80% to pass. You may
take the assessment until you pass.

IMPORTANT: If you exit the course while the assessment is in progress, it could
impact your results. If you do not have enough time to finish all at once, please
return when you are able to do so.

Good Luck!

Slide notes
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Question 1 of 10
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TACS data is considered sensitive. Which response below is NOT true?

Select the best answer.

(O A. Every effort must be made to safeguard TACS access and information.
(O B. Access is restricted.

(O C.TACS contains Personally Identifiable Information (PII).

QO D. User ID and Password are not required.

SUBMIT

Slide notes
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Question 2 of 10

Slide 55v_currer
of 16

Which choice below is one of the preferred ways to navigate in TACS?

Select the best answer.

O A Tab between menus.
(O B. Use shortcut keys.
O C.Use the 8 drop-down menus on the Home Module screen.

O D. Use your mouse to select the module you want to open.

SUBMIT

Slide notes
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Question 3 of 10

Slide S5v_currer
of 16

Which is NOT a valid reason for ordering a Time Badge?

Select the best answer.

(O A Duplicate (Works in multiple offices. Sequence number remains the same).

(O B. Conversion (Non-Career Employee converted to Career Employee. Sequence number
remains the same).

O C. Lost (Badge cannot be found. Sequence number will change).

(O D. Replacement (Defective badge. Sequence number remains the same).

SUBMIT

Slide notes
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Question 4 of 10

Slide S%v_currer]
of 16

Where do you activate the Out-of-Schedule (OOS) Premium Indicator?

Select the best answer.

A. Employee Maintenance Module — Daily Schedule (JDS/JOS) Tab.
B. Prior Assignment Tab.

C.PS Form 1723 Module.

O Q C Q

D. PS Form 3189 Module.

SUBMIT

Slide notes
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Question 5 of 10

Slide $5v_currer
of 16

Which document is required when a manager or supervisor instructs an employee to work a
new directed assignment?

Select the best answer.

A. PS Form 50, Notification of Personnel Action.
B. PS Form 1723, Assignment Order.

C. PS Form 3189, Request for a Temporary Schedule Change for Personal Convenience.

O Q@ Q Q

D. PS Form 3971, Request for or Notification of Absence.

SUBMIT

Slide notes
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Question 6 of 10

Slide $%v_currer
of 16

Which report will you pull if you want to see all employees in fatal error for an entire week?

Select the best answer.

A. Clock Ring Error Report.
B. Missing Time Report.

C. Missing 091 Transaction Report.

O C Q Q

D. Daily Hours Report.

SUBMIT

Slide notes
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Question 7 of 10

Slide 5%v_currer
of 16

Which report do you pull if you want to see missing time for all career employees during the
entire week?

Select the best answer.

(O A. Clock Ring Error Report.
(O B. Missing Time Report.
O C.Missing 091 Transaction Report.
O D. Daily Hours Report.
Slide notes

Page 12 of 17



Adobe Captivate Wednesday, December 20, 2023

Slide 13 - Question 8 of 10

Question 8 of 10

Slide 55v_curre
of 16

PS Form is required for ALL missing clock rings and clock ring changes in the
Clock Ring Editor Module.

Select the best answer.

O A 1017-A
O B. 1017-B.
O C.1260/61
O D.3971
SUBMIT
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Question 9 of 10

Slide $%v_currer
of 16

What transaction code is used for authorized and unauthorized overtime?

Select the best answer.

O A.002.

O B.091.

O C.595.

O D 901
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Question 10 of 10

Slide 55v_currer
of 16

The TACS Module allows you to record a PS Form 1017-A, Time
Disallowance Record.

Select the best answer.

(O A. Clock Ring Editor.

O B_LTATS Entry.

O C. PPWk Holds.

QO D.PSForm 1017,
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Assessment Results

Slide SSv_currer]
of 16

You Scored:

{percent}

Retake Quiz

Note: The Continue button will be inactive until you pass
with a score of 80% or higher.
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Module 8 Completion

please view the TOC to confirm you visited all slides. If any of the slides are missing

Slide SSv_currer]
of 16

You have completed Module 8: Assessment.

Congratulations! You have now completed the Time and Attendance Collection
System (TACS) Supervisor training.

Close this window by selecting Exit or by pressing <Alt+F4>.
NOTE: Should the module not show as complete in the learning portal,

a checkmark, please revisit the slide(s) and the module will complete.

EXIT
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