" Time and Labor (OTL
Bﬂ‘ (OTL)

Review Timekeeper Report

DoDEA R12 Work Instructions

DODEA_R12_WI_OTL_Review_Timekeeper_RpPT



REVIEW TIMEKEEPER REPORT

Defense Agencies Initiative

A

Document Control

|
Change Record

Reviewers

|
Distribution

Date Author Version Change Reference |

9-Sep-2014 Robin Hardy 1.0 R12 Upgrade

Position

15-Sep-2014 Bill Mohamed Work Force Preparation, Lead

Copy Name Location
No.

1 DODEA R12 Review Timekeeper Report DEPS
Note to Holders:

If you receive an electronic copy of this document and print it out, please
write your name on the equivalent of the cover page, for document control
purposes.

If you receive a hard copy of this document, please write your name on the
front cover, for document control purposes.

DODEA_R12_WI_OTL_Review_Timekeeper_Rpt i



REVIEW TIMEKEEPER REPORT

QT
Defense Agencies Initiative 4

Table of Contents

Document Control

................................................................................................................................. ii
BUSINESS PrOCESS DESCHIPLION ... .uuuututiieieieieiuieieieieierseererererererererarerererererersrererersrererersrersrssssnrnsnnnnnnnsnsnnns 1
Business Process DeSCHPLION (COMNL.) .....uuuuuuiuieiuiuieiuieieiuieuninrnrernrnrnrererererereeee———————————————————————. 2

R oAV LYV W g1 R T=T 0 =T =T oL o 3

DODEA_R12_WI_OTL_Review_Timekeeper_Rpt iii



REVIEW TIMEKEEPER REPORT

Defense Agencies Initiative

Timekeeper or Employee.

Major Features

Business Process Description

Timekeeper Report provides information on Timekeepers and Timekeeper Groups based on the parameter
values entered for an agency. It displays each DAI user who has a Timekeeper responsibility, the name of
all their Timekeeper Groups, and the names of each employee within each of the Timekeeper Groups. A
number of parameters are available, so the user may choose to run the report for a single Organization,

The Timekeeper Report provides the following information:

Name of Column

Description

Timekeeper Name

Name of the person who has the Timekeeper
responsibility.

Timekeeper
Organization

Organization of the Timekeeper.

Timekeeper Person
Type

Current employment status of the Timekeeper
such as:

o DAI Active Military
e DAI Contingent Worker
¢ Employee

Timekeeper Group
Name

Defined by the Agency/Organization assigned to
a group of individuals to be part of a group.

Employee Name

Employee’s Full Name

Employee Person
Type

Current employment status of the Employee
such as:

o DAI Active Military
e DAI Contingent Worker
¢ Employee

Employee Assignment

Employee’s assignment status from the
Employee Record Assignment form in DAI.

Employee
Organization

Organization of the Employee as defined by the
Agency.

Note: An electronic copy of the report
is tab-delimited, so it can be exported
Group, and one employee may be assigned to multiple Timekeeper Groups.

will be generated on demand as a concurrent request. The output
into Excel. Multiple employees may be assigned to a Timekeeper
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Business Process Description (cont.)

Trigger
A user needs to view all employees and timekeepers within a timekeeper group(s).

Prerequisites
e Employees and Supervisors must be loaded and synchronized

o Timekeeper Groups established in DAI with:
o At least one Timekeeper associated with the group

e At least one employee assigned to the Timekeeper Group

Responsibilities
This report can be run by the following responsibilities:
e OTL CSR - DODEA
e Limited Timekeeper- DODEA
e Super Timekeeper — DODEA

Menu Path
Use the following menu path(s) to begin this task:
e Process and Reports > Submit Request

Training Exercise:
e Create a Timekeeper report.
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1. Start the task using the responsibility and menu path to open the Submit a New Request form:

Responsibility: OTL CSR — DODEA

Menu Path: Process and Reports - Submit Requests

4[] OTL CSR DoDEA
Preferences
E Motifications Summa

. View Requests
4[] OTL Time Accounting
4[] Mass Info. eXchange:MIX
Batch Element

Entry
BEE Summary

O Submit a Mew Request

What type of request do you want to run?

® Single Request

This allows you to submit an individual regquest.

“ Request Set
This allows you to submit a pre=gefined =et of
requests. 3
( oK | cancel |

2. Select the Single Request radio button. (Default)

3. Click the OK button to open the Submit Request form.
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Submit Request

= *

Fun this Request...

Copy...

dting Unit
Parameters
Language Find|XXDAl%
Mame Applic
DAl Automatic Timecard Generation process HHIZUE
At these Times, . HDAIDCFS SD{@« OL.Jt.hound Report MU
HEDAl Leave Availability Report HHIZUE
Run the Job DA Timecard Appraver Delegation Repart EEAMIL:
#ADAl Timecard Approver Subordinate Repaort HACE
) HADAI Timecard Audit Repart HHCE
Upon Completion...

#ADAl Timecard Detail Report HACE

AL R LAl otany Henol

Layout
Motify 5
Print to
I T e | *
Help (C) Find Cancel

4. Enter XXDAI% in the Name field and press the Tab key for a list of standard reports available to
this responsibility.

5. Select the “XXDAI Timekeeper Report” from the Reports List of Values or LOV.

Note: Once the Name field is populated with the report name, the Operating Unit field will
automatcially enter the agency operating unit name.

6. Click the OK button to open the Parameters form.
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Submit Request — Parameters

= x
Run this Reguest...
Copy...
Name
Operating Unit  DODEA Operating Unit 7a
Farameters
Language American English I

Payroll Mame |DODEA DDEHQ Bi-Weekly Payroll
Effective Date |24-FEB-2015
Organization

Timekeeper Name

Employee Name
1

Qancel) C!ear) Help J

Help (C) Submit Cancel

Populate the parameters using the list of values in each row. Yellow fields are required parameters.

a) Click the LOV icon (If the LOV icon is not displayed, stretch the parameters box to
view it.) This will populate the Payroll Name field automatically.

b) Enter the Effective Date for the report in the format of : DD-MMM-YYYY
c) Click the OK button to display the employee name list.

Note: This report’s design phase has been completed. Additional options would be:
a) torun the report to include a specific Organization to return a list for only that Organization
entered.
b) to run the report to include a specific Timekeeper Name to return a list for only that
Timekeeper’s Name entered.
c) torun the report for a specific Employee Name to return a list for only that employee.
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Submit Request — Submit

O Submit Request

Run this Request...

( Copy...

Marne |K}(DA| Timekeeper Report

Operating Unit |DODE}'—\ Operating Unit

FParameters |DODEF~ DDEHG Bi-Weekly Payroll:24-FEB-2015:::

Language |American English

At these Times. ..

( Language Settings...

I Debug Options

Run the Joh |As Soon as Possible ( Schedule..
Upon Completion...
v Save all Qutput Files Burst Output

Layaout | ( Options...
Motify 8 ]
: | . — ( Delivery Opts

Frint to |n0prmt

| Help(C) ) ( Submit | [ Cancel

)

8. Click the Submit button.
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Decision
O Decision
@ Request submitted.
(Request ID = 19051417}
Submit another request?
E}I
9.

Decision — If you would like to submit another request, click the button. Otherwise, click the

Mo .
—_JI button to submit the request.
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View Requests

&¥ Mavigator - OTL CSR DoDEA

Functions | Documents

Process and Reports:View Requests

Preferences Top Ten List

|- Process and Reports

& Submit Requests
— View Requests

[~}

_ Motifications Summary
~—— |+ OTL Time Accounting

#u '™
+
=
(o)
10. a) Select the View Requests function.

b) Click the Open button to open the Requests window.

Note: Double-clicking the View Requests function will also open the Requests window.
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Find Requests Form

' My Completed Requests

' My Requests In Progress

" Specific Requests

Request ID |

Name |

Date Submitted
Date Completed

Status | |
Phase | |
Requestor |
[ nclude Request Set Stages in Query
Order By |Reque5t ID '|
Select the Number of Days to View: [
( Submit a New Request... J ( Clear ‘ I Find )

11. Click the Find button to display the Requests box.

Note: The Find Requests form defaults to All My Requests.
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View Output - Timekeeper Report

File Edit View Folder Tools Window Help
i%0 EBSEP X D EL LRI ?
= —\Ox
Refresh Data H 12a J Submit a New Request_ J
Reguest ID F%_/
| Mame | Fhase Status Farameters
l 19051417  |XXDAI Timekeeper Report Completed MNormal 226, 2015/02/24 00:00:00, ,, =
19003393 DAM Serial Sync Index Pro Completed MNormal
19003366 DAM Serial Sync Index Pro Completed Mormal
19003352 DAM Serial Sync Index Pro Completed Mormal
Hold Reguest View Details... J Wiew Output 12b
Cancel Reguest Diagpostics J View Log... J

Click the Refresh Data button if the report does not display as Completed in the Phase

12. a)
column and Normal in the Status column.

b) Click the View Output button to view the Timekeeper Report. The ID Request number
should match the number show on the Decision box in step 9.

Note: This process may require the Refresh Data button to be clicked multiple times. If the report
does not display in a Complete and Normal status, please contact the DAI Agency Help Desk for

assistance.
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Timekeeper Report

Timekeeper Group Hame

MOCE 7 TEST GROUP
MOCE 7 TEST GROUP
MOCE 7 TEST GROUP
MOCE 7 TEST GROUP
MOCE 7 TEST GROUF,
MOCE 7 TEST GROUJ
MCCE 7 TEST GROUR
MCCE 7 TEST GROUP
MCCE 7 TEST GROUP
MCCE 7 TEST GROUP
MCCE 7 TEST GROUP
MCCE 7 TEST GROUP

Timekeeper HName Timekeeper Organization Timekeeper Person Type
TEST, TIMEEEEPER DOD DODER TEST ORGANIZATICN Enployee
TEST, TIMEEEEPER DOD DODER TEST ORGANIZATICN Enployee
TEST, TIMEEEEFER DOD DODEA TEST ORGANIZATICN Enployee
TEST, TIMEEEEFPER DOD DCDEAR TEST ORGANIZATICHN Enployee
TEST, TIMEEEEPER DOCD DCDEA TEST ORGANIZATICHN Enplovee
TEST, TIMEEEEPER DOD DODER TEST ORGAMIZATICN Employee
TEST, TIMEEEEPER DOD DODER TEST ORGANIZATICN Enployee
TEST, TIMEEEEPER DOD DODER TEST ORGANIZATICN Enployee
TEST, TIMEEEEFPER DOD DCDEAR TEST ORGANIZATICHN Enployee
B . S i S Sre st e s

Enployee Name

RELYER, Mr. BYRON WAYNE

GRAGG, KIMBERLEY M

BARI, MUFAZZIALUL
WADE, ERISTIN R

TEST AWS 0, GUY DODER
TEST, EWS 1

TEST, AWS 2 DCDER
TEST, EWS 3 DCDER
TEST, EWS 4 DCDERZ
TEST, EWS 5 DCDER
TEST, EWS & DCDER
TEST, RWS 7 DODEL

Employes Person Type

Enployee
Enployee
Enployee
Enployee
Enployee
Enployee
Employee
Employee
Employee
Employee
Employee
Employee

Employee Assignment

L-Rctive
L-Rctive
L-Rctive
L-Rctive
L-Rctive
L-Rctive
A-BLctive
A-BLctive
A-BLctive
A-BLetive
A-BLetive
B-Letive

Employee Organization|

HERDQUARTERS
HERDQUARTERS
HERDQUARTERS
HERDQUARTERS

DCDER
DCDER
DCDER
DCDER
DCDER
DCDER
DCDER
DCDEL

TEST
TEST
TEST
TEST
TEST
TEST
TEST
TEST

CRGRNIZAT
CRGRNIZAT
CRGANIZAT
CRGANIZAT
CRGANIZAT
CRGANIZAT
CRGANIZAT
CRGANIZAT

Note: Report is displayed in two sections.

13. | Review the Timekeeper Report. This report can be copied into Excel.
13a | Timekeeper Information | Name, Organization and Person Type of the Timekeeper
13b | Timekeeper Group Name setup by the Agency for the Timekeeper Group
Name
13c | Employee Information Details of the Employees assigned to the Timekeeper Group
such as Name, Type, Assignment and Employee Org.

Congratulations! You have successfully generated and reviewed a Timekeeper Report.
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