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Business Process Description

Federal Employees are entitled to receive up to 45 days of Continuation of Pay (COP) for disabling job-
related traumatic injuries. Use this Work Instruction to establish a work injury for an employee in DAI and
for recording employee time spent on injury-related activities.

When an employee is injured on the job, the injury must be established and documented via the timecard
and the information is passed to Defense Civilian Personnel System (DCPS). This can be entered by the
Employee, Supervisor, or the Timekeeper.

A work injury is established by entering a separate line on the timecard with the ‘LU’ (Day of Injury Leave)
pay code on the date the injury occurred. Once the LU pay code is entered and saved on the timecard,
the system will create a record on the employee’s Assignment with the Injury Number, Injury Begin Date
and the Injury End Date, which is defaulted to 45 days from the Injury Begin Date.

Once the injury is established in DAI, any time spent on injury-related activities (i.e., visits to the doctor or
physical therapy) is recorded on the timecard using the ‘LT’ (Traumatic Injury Leave) pay code.

For a given Injury Number, the employee has up to 90 days from the date the injury occurred to record
time to the LT pay code. The system will activate the Injury Number upon first use of the LT code and
will automatically update the Injury End Date to the lesser of: 45 days from the timecard date when LT is
first entered against a single active Injury Number, or 90 days after the Injury Number start date. Time
cannot be recorded against an injury more than 90 days after the date the injury is established.

An employee may have up to three Injury Numbers in the system at the same time.

Once the time has been transferred, the HR CSR must manually update the employee’s element entry
with the correct Injury Number only if there is more than one active Injury Number (refer to the Work
Instruction titled CSR DAI to DCPS Payroll Processing for details). If no manual update is made, the
system will automatically update the oldest active Injury Number on the employee’s DAI record.

Trigger
An employee has been injured, and injury time needs to be recorded on their timecard.

Prerequisites
e The employee is in the DAI hierarchy approval flow.
e Project, work schedule, TDY, etc. are all linked to the employee.
e The employee’s Tour of Duty exists.

e The supervisor or authorized delegate is in the hierarchy approval flow with a link to the
employee.

e Familiarity with the Create Timecard work instruction.

Responsibilities
e Employee Time User — (Agency)

DODEA 18 DODEA 4
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e (Limited or Super) Timekeeper (Graded or Ungraded)— (Agency)
e OTL Supervisor Approver — (Agency)
e HR CSR - (Agency)

Menu Path
Use the following menu path(s) to begin this task:
e Time - Create Timecard (Employee Time User)
o Timekeeper Entry (Limited or Super Timekeeper (Graded or Ungraded))
e Time Entry (OTL Supervisor Approver)
e People 2 Enter and Maintain (HR CSR)

DODEA 18 DODEA 5
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Start the task using the following responsibility and menu path to open the Timekeeper Entry
screen:

Responsibility: Super Timekeeper (or Limited Timekeeper) — (Graded or Ungraded) Agency
Menu Path: Timekeeper Entry

A7 Super Timekeeper DoDEA
@ Tour of Duty
Timekeeper Entry
=| DAL Absence Management
Employee Template Time Entry
Timekeeper Group
» ] Reports
ta[ 1 Super Timekeeper DoDEA Ungraded
""" Tour of Duty
| Timekeeper Entry |
=| DAL Absence Management
Employee Template Time Entry
Timekeeper Group
» ] Reports

DODEA 18 DODEA
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Find Person

Basic Find Criteria

Group Marme DODEATEST 2

Recurring Period DAl BiVWgp Starts Sundz u Fri  Sat
Or 02 2702 28-02
Person Mame

Person Mame

Al Find|SERVICE, B%

Ferson Mame Ferson Mumhber
SERWICE, BEW DODEA
SERWICE, BRAD DODEA

SERVICE, BOE DODEA

Ferson Type
Employee
104 Employee
111 Employee

1]

e

Clear Find

2. |Enter the name of the person In the Person Name field in the Basic Search Criteria section.

Note: The payroll Period defaults to the current payroll period, this may need to be adjusted as

appropriate.
3.
a) Select the correct employee name.
b) Click the OK button.
c) Click the Find button on the Find form.
DODEA 18 DODEA 7
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Establish the Injury

O Timekeeper Entry
SERVICE, BEN DODEA Approver Comments =
22-FEB-2015 - 07-MAR-2015 =
TyRe
Message _ Sun Mon Tue Wed Thu Fri Sat Sun Mon
Statusl | Parson Name Project Tagk Hours Type 2202 23-0224-02 2502 25-02 27-02 23-02 01-0302-03 Tatal
8 5 61 m

v . Er| |SERVICE, BEN D{ DODEA_PAYROLLHQ PAYROLL - HC|RG - Regular Grade 8 ] 8

Er. |SERVICE.  BEN DC DODEA PAYROLLHQ PAYROLL - HCILU - Date of Traum: 3 3

ate a line on the timecard with all days the employee worked using their regular pay code (refer
the Enter Time as Timekeeper Work Instruction for details).

Create a line on the timecard using the “LU” pay code on the day the injury occurred.

Enter the “LU” code for the hours as follows:

¢ If the employee went home immediately after the injury, then enter the hours that
remain in his Tour of Duty (TOD) for that day. For example, if the employee worked 5
hours before the injury occurred and they have 8 hours for that day on their Tour of

Duty, enter 3 “LU” hours.

If the employee worked the whole day, then enter 0 for the hours on the LU line on the
day they were injured.

DODEA 18 DODEA
R12_WI_OTL_Enter_Injury_Time



Enter Injury Time ﬂ'
Defense Agencies Initiative 4

File Edit View Folder Tools Actions Window Help
BP0 G o8SP € IBHERI LB LS 2
O Timekeeper Entry _lolx
SERVICE, BEN DODEA Approver Comments =
22-FEB-2015 - 07-MAR-2015 Y
Type
Wloseege ) Sun Mon Tue Wed Thu Fri Sat Sun Mon
Sta‘“ﬁ | Person Name Project Task Hours Type 2202 23-0224-02 25.0226-02 27-0226-0201-0302-03 Total
3 . Er| |SERVICE, BEN D{ DODEA_PAYROLLHQ PAYROLL - HC|RG - Regular Grade 8 8 8 8 5 61 =
2 . Er| |SERVICE, BEN D{ DODEA_PAYROLLHQ PAYROLL - HC|LU - Date of Traum: 3 3
0 0 0 0 0 0 0 0 0
1| b PoA| 3
v Select / Deselect All Comment
Details Messages Mass Edit Day Totals Submit Selected Lines

FRM-40400: Transaction complete: 1 records applied and saved.
Record: 1/2 =05C=

S. Click the Save <7 button to save the timecard.

» A Confirmation message appears indicating the timecard has been saved successfully.
The timecard indicates a “Working” status on the Timecard Search screen.

Time entry rules are validated, such as Pay Code and EHO Code eligibility and Leave.
Later in this work instruction the balance of the timecard will be completed. The timecard
must be completed for the full Tour of Duty (TOD).

YV V VYV

1= The injury will be established on the person’s assignment record when the record is
saved.
= An employee may have up to three Injury Numbers in the system at the same time.

Refer to the Enter Time as Timekeeper” Work Instruction to submit the timecard.

Result

Congratulations! You have successfully established a work injury as a Timekeeper.

DODEA 18 DODEA 9
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Establish an Injury as an Employee

1. |Start the task using the following responsibility and menu path to open the Time Entry screen:

Responsibility: Employee Time User — Agency
Menu Path: Time ->Create Timecard

[ ]Employee Time User DoDEA

DAI Absence Management
ime Entry
| Templates

| Create Timecard

Time — Create Timecard

Time
Recent Timecards = Create Timecard = Templates

Time Entry: SERVICE, BEN DODEA, 108

»Show Accrual Balances

Period March 08, 2015 - March 21, 2015 = @ Comments -
Template [=] FexcludeHours [ overwrite Entry | Apply Terplate i
MD
romre—Cun, Mar Mon, Mar  Tue, Mar Wed, Mar  Thu, Mar Fri, Mar 13
Project Task Type EHO Code Ind 8 09 10 hh 12
Q Q Q Q| [
Add Another Row Recalculate 0 0 0 0 0 0
Template Name Save as a Template

»Show Timecard Attachments

2. |Enter the Project, Task, Type and all applicable pay codes up until the time of injury on the new
timecard, or select the Update icon if a timecard already exists.

DODEA 18 DODEA 10

R12_WI_OTL_Enter_Injury_Time



Enter Injury Time ﬂ'
Defense Agencies Initiative 4

Time - Create Timecard

ﬁ' cl Wind Logaegl
! A ose Window ¢pp DODEA

Navigator .- Favorites -

Recent Timecards Create Timecard = Templates

Time Entry: SERVICE, BEN DODEA, 108

Cancel Save Continue

»Show Accrual Balances
Period February 22, 2015 - March 07, 2015 E ‘_.; Comments a

Template [=] [ excludeHours [ overwrite Entry | Apply Template b

ND

Hours Sun, Feb Mon, Feb Tue, Feb Wed, Feb  Thu, Feb m, Fe P, ar 06 Sat, Mar Total Delete
Project Task Type EHO Code Ind 22 23 24 25 26 z
DODEAFQ, | HOPAYRIQ, | RG-Regular(Q@, Q| = [ o] [ ol [ of [ 0 5] [T [ 5| @
DODEAFQ, | HQPAYRIQ, | LU-Date of TTQ Q = | | | | IRl | 0
Q Q Q, Q| [ I | | [ Il [ 0
Add Another Row Recalculate o o 0 0 0 5 0 0 5
Template Name Save as a Template

»Show Timecard Attachments

ranral Sava fantinng

3. |On the day the injury occurred, create a line on the timecard using ‘LU’ as the Hours Type code.
Enter the hours for the “LU” code as follows:

Note: If the employee went home immediately after the injury, then enter the hours that remain in
his Tour of Duty (TOD) for that day.

For example: If the employee worked 5 hours before the injury occurred and they have 8 hours for
that day on their Tour of Duty, enter 3 “LU” hours. If the employee worked the whole day, then
enter O for the hours on the LU line on the day they were injured.

Confirmation

] i )
@ Confirmation
The timecard has been saved successfully.

4. |Click on the Save button to save the entry. The timecard will update with the confirmation message
above.

Note: Refer to the Create a Timecard in Self Service or Adjust a Timecard in Self Service
Work Instruction for further details on entering and submitting a timecard as an employee.

Result

Congratulations! You have established an Injury as an Employee.

DODEA 18 DODEA 11
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Establish an Injury as a Supervisor

1. |Start the task using the following responsibility and menu path to open the Time Entry screen:

Menu Path: Time Entry

Responsibility: OTL Supervisor Approver — Agency

| 1OTL Supervisor Approver DDDEﬂi

| DAI Absence Management

Advanced Worklist

Time Entry |

Timecard — Select Employee - Action

Time Entry: People in Hierarchy

&

Focus Name — Assignment Number Job Department Action Details
SERVICE, BEN i@
HARDY, ROBBIN 110 Human Resources Management (0201).0201 DODEA TEST ORGAMIZATION hg @
SERVICE, BETTY 112 Budget Analysis (0560).0560 DODEATEST ORGAMIZATION i‘g =]
SERVICE, BOB 111 Human Resources Management (0201).0201 DODEA TEST ORGAMIZATION hg @
SERVICE, BRAD 109 Human Resources Management (0201).0201 DODEATEST ORGAMIZATION hg @
SERVICE, BRENDA 113 Budget Analysis (0560).0560 DODEA TEST ORGAMIZATION i‘é [;_'|
SERVICE, BRIAN 114 Human Resources Management (0201).0201 DODEATEST ORGAMIZATION i‘é \_;-|
2. ]
Click the Action " icon to enter a timecard for the selected employee.
DODEA 18 DODEA 12
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Recent Timecards — Create Timecard

Recent Timecards: SERVICE, BEN DODEA, 108
Return fo Hierarchy

Search
@ TIP Depending on your search criteria, your search results may or may not include archived timecards. Archived timecards appear in the search results table with summary information and disabled icons.

Read more.
From Date [ ToDate [y

example: 16-F

»Show Advanced Search Criteria

Ga Clear

Select Timecard: Delete | Create Timecard

Select All | Select None

Select Timecard Status <=<7 Transferred To Perio [Py Period Ending x5~ Recorded Hours 2.~ Submission Date 2.7 Update Details Aftachments
[F1  working MNone 08-Feb-2015 21-Feb-2015 80 & .;JI
[E]  working MNone 22-Feb-2015 07-Mar-2015 8 & .;4]

Return fo Hierarchy

3. 7

Click the Create Timecard button to start a new timecard, or the Update
already exists.

Refer to Steps 3 and 4 in the Establish an Injury as an Employee section of this work instruction
for further details on entering LU time for the employee.

icon if a timecard

Result

Congratulations! You have successfully established an Injury as a Supervisor.

DODEA 18 DODEA
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1. |Start the task using the following responsibility and menu path to open the Assignment screen:
Responsibility: HR CSR — Agency

Menu Path: People - Enter and Maintain

4 JHR CSR DoDEA
=T

Enter and Maintain

Delete Personal Records

Manage Contracts

>[JMass Updates for Person
»[] FastPath

>[] View

People - Decision

O Decision

@ Your current effective date is 03-MAR-2015. Do you want to

change it?

2. |Click the No button to keep the Effective Date as the current date, unless it is necessary to change
the date.

L il r . I

DODEA 18 DODEA 14
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O Find Person

Search by number

Type |Emplnyee

7\
Full Name |SEF{"JICE. BEN DODEA 3
Social Security ||

Mumber |1UB
g
| ( Clear | | M ew Find ) 4
3. |Enter the name of the person in the Full Name field.
4. |Click the Find button.
DODEA 18 DODEA 15
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People Form

= —\O %
MName
Gender | Male - Action -
Last |SERVICE Person Type for Action
First |BEN Person Types
Title Employee
Prefix ) ]
Identification
Suffix |DODEA Employee -| |108
hlicldle Social Security |998-71-7155
Personal Employment  Office Details Applicant Further Name Other
Birth Date |06-DEC-1971 Age (43
Town of Birth Status
Region of Birth Mationality
Country of Birth Registered Disahled
()
Effective Dates
From |19-FEB-2015 To Latest Start Date | 25-JAMN-2015 [l--]]
Address Assignment Special Info JI Others._. J
5. |Click the Assignment button to open the Assignment form.
DODEA 18 DODEA 16
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Assignment Form

O Assignment{SERVICE, BEN DODEA)

Organization |[DODEATEST ORGANlEATlON| Group G.R.
Joh |Human Resources Management (0201).020° Pasition (000777.SUPV HUMAN RESOURCES SPECI
Grade GS.11 Payroll |DODEA DDEHQ Bi-Weekly Payroll
Location (510000510 Status  A-Active
“acancy
Assignment Mumber 108 Collective Agreement
Assignment Category  Full Time Employee Category
Salary Information | Supervisor  Probation & Notice Period  Standard Conditions  Statutory Information M
Salary Basis
Review Salary Review Perfarmance
Every Every
Effective 6
From -FEB-2015 Ta [|G]
Entries Extra Information /I

6. |Click the Extra Information button to open the Extra Assignment Information form.

DODEA 18 DODEA 17
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Extra Assignment Information

= —olx
Type
l Injury Data =
Details [ ]
l 0227 27-FEB-2015.13-APR-2015 =

7. |The Injury Data information is displayed in the Details region.

DODEA 18 DODEA
R12_WI_OTL_Enter_Injury_Time
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Injury Data (Extra Assignment Information)

= (=] 3

Type
I Injury Data

& Extra Assignment Information E3

Injury Mumber m
Injury Date 27-FEB-2015

Injury End Date 13-APR-2015 °
@—p oK | Qancel) C!earJI Help)
[]

Details
l 0227 27-FEB-2015 13-APR-2015

8. |Click in the Details line to expand the fields and display the Extra Assignment Information form.
The injury information fields are displayed with the following information:

e Injury Number — A number assigned to the injury. This number represents the month and
day (MMDD) the injury was logged. In this example, 0912 = September 12th
¢ Injury Date - The date in which the injury code (LU) was entered on the timecard
¢ Injury End Date - The end date of the injury time, which is defaulted to 45 days from the
injury date. The system will automatically update the Injury End Date to the lesser of:
o 45 days from the timecard date when LT is first entered against a single active
Injury Number, or
o 90 days after the Injury Number start date

9. Click the OK button to close out of the form.

Result

Congratulations! You have successfully viewed the Injury information on the employee’s Assignment
form.

DODEA 18 DODEA 19
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1. |Start the task using the following responsibility and menu path to open the Timekeeper Entry
screen:

Responsibility: Super Timekeeper (or Limited Timekeeper) — Agency
Menu Path: Timekeeper Entry

| Super Tmekeeper DoDEA
o2 Tour of Duty

8| Timekeeper Entry
E] DAI Absence Management

E] Employee Template Time Entry
|« Timekeeper Group

>[ ] Reports

‘d

DODEA 18 DODEA 20
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Timekeeper Entry - Find Person
= —olx

Basic Find Criteria
Group Mame DODEATEST 2

U Fri
02 2702

Recurring Period

Oy
Ferson Mame

Period

Person Mame

Find/SERVICE, EI%\[/

Person Mame v Ferson Mumber Ferzan Type

SERVICE, BEMN DODEA : Emplovee
SERVICE, BRAD DODEA 108 Employee
SERVICE, BOE DODEA 111 Employee
A T b

(EHT (QK [E_:ancel),l

Clear Find

2. |Inthe Person Name field, enter the name of the person for which Injury time must be established.

3. |Click the OK button to complete the search.

DODEA 18 DODEA
R12_WI_OTL_Enter_Injury_Time

21




Enter Injury Time ﬂ'
Defense Agencies Initiative B 4

Timekeeper Entry - Find

© Find M [=] E3

Basic Find Criteria
Group Mame

Recurting Feriod
Oy Person Mame |SERVICE, BEN DODEA

Fertiod -FEB-2015 - 07-MAR-20|E8

(7]}

Advanced Search
Person Mame

| ¥

FPerson Type

Status

hessage Type

hessage Text

Project

Task

Hours Type
EHO Caode -

Clear Find
_ Clear ) _find )

4. |Click the Find button to locate the timecard for the employee.

DODEA 18 DODEA
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Enter Injury Time

O Timekeeper Entry 10x]
SERVICE, BEN DODEA Approver Comrments =
22-FEB-2015 - 07-MAR-2015 =

Type

Message _ Sun Mon Tue Wed Thu Fri Sat Sun Mon

S‘atuﬁ | Person Mame Froject Task Hours Type 2202 23-02 24-02 2602 26-02 27-0228-02 01-0302-03 Total

v l n Er slsle =SS DODEA_PAYROLL|HQ PAYROLL - HC|RG - Regular Grade 8 8 8 8 5 61 |
v n Er SERVICE _BEN DCDOREA PAYBOLIHO PAYROLL - HCI U - Date of Traum: 7 N\ 3 K

v n Er| |SERVICE, BEN DC DODEA_PAYROLLHQ PAYROLL - HC|LT - Traumatic Injur<_( 5 ) 8 16

N
0 0 0 0 0 0 0 0 0
4 v | E

v Select / Deselect All Comment

Details | Messages )I Mass Edit | Day Totals )I Submit Selected Lines

5. |Click in the next empty line in the Person Name field.

Create a line on the timecard using LT - Traumatic Injury (COP) as the Hours Type. Refer to the
“Enter Time as Timekeeper” Work Instruction for details on entering and submitting the timecard
as a Timekeeper.

e If time is being recorded to more than one injury in a timecard, they must be entered on
the timecard as different lines.

o Employees must select Shift Override of ‘4’ when employees record time to ‘LT’ on
their Regular Day Off.

e The LT Injury code allows for Continuation of Pay (COP). Time against the Injury must
be entered within 45 days of the Injury date, and may be used up to 45 days after the
first use of the code on the timecard.

e If there is more than one active injury, the employee must contact the HR CSR to
manually adjust the employee’s element entry with the correct Injury Number.

e |tis permissible to enter time against both the LU and LT in the same timecard;
however the LU entry must be entered and saved on the timecard prior to any time
entered against the LT code.

DODEA 18 DODEA 23
R12_WI_OTL_Enter_Injury_Time




Enter Injury Time ﬂ'
Defense Agencies Initiative 4

Timekeeper Entry — Submit Selected Lines

rE — O x

SERVICE, BEN DODEA Approver Comments =
22.FEB-2015 - 07-MAR-2015 g
Type
ieeEage ) Sun Mon Tue Wed Thu Fri  Sat Sun Mon
Status | Persan Name Project Task Hours Type 22-02 2302 24-02 25-02 26-02 27-0226-02 01-03 02-03 Total
BBl & SsERVICE. BEN DCDODEA_PAYROLL HQ PAYROLL - HCRG - Regular Grade 8 8 8 |8 5 61
Bl |Er  SERVICE BEN DCDODEA_PAYROLLHQ PAYROLL - HC|LU - Date of Traum: 3 3
Bl |Er  SERVICE BEN DCDODEA PAYROLLHQ PAYROLL - HC|LT - Traumatic Injur 8 16
O
O
O
O
O
O * APP-HXC-366304: Timekeeper Submit Request: 19116755 _
O
O
O
O
O =
0o 0 0 0 ©0 0 0 0
4 Lok} LRI |
Select / Deselect All Comment
Details Messages Mass Edit Day Totals Submit Selected Lines
6.
a) Click the Submit Selected Lines button to move the timecard over to the Supervisor
Approver within the DAI system.
b) Click the OK button to close the Note box. The timecard has been successfully submitted.
Result

Congratulations! You have successfully entered time against an Injury pay code as a Timekeeper.

DODEA 18 DODEA 24
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Enter Injury Time as an Employee

1. |Start the task using the following responsibility and menu path to open the Time Entry screen:
Responsibility: Employee Time User — Agency
Menu Path: Time->Time Entry

[ |Employee Time User DoDEA
-| DAI Absence Management

| Time Entry
- Templates
| Create Timecard

Recent Timecards: SERVICE, BEN DODEA, 108

Search

@ TIP Depending on your search criteria, your search results may or may not include archived timecards. Archived timecards appear in the search results
Read more...
From Date &y ToDate [y

»3Show Advanced Search Criteria

Go Clear

Select Timecard: Delete | Create Timecard |
Select All | Select None l

Recorded
Transferred Hourg 2~
Select Timecard Status =~~~ To Period Starting -~~~ Period Ending -~~~ =7 Submission Date -~~~ Update Details Attachments
[F1 waorking Mone 08-Feb-2015 21-Feb-2015 80 g @
[F1 waorking Mone 22-Feb-2015 07-Mar-2015 8 g @

2. j

Click the Update icon to open the timecard. The timecard should already exist since the
employee has previously entered the Injury line on the timecard to create the Injury Number.

DODEA 18 DODEA 25
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Create Timecard — Time Entry

L . Logged In As
ol Preferences  Help Close WINdOW  spRuiCE BEN.DODEA

Navigator .. Favorites

Recent Timecards ~ Create Timecard = Templates
Time Entry: SERVICE, BEN DODEA, 108

e 52 | | Continue
»Show Accrual Balances

Period February 08, 2015 - February 21 2U15~ @ Comments  Created using API: DAl

ATG process
Template 7] Dexcuderours [ ovenwite Entry | Apply Template -

ND
Hours un,Feb  Mon Fev Tue Feb Wed Feb ThuFeb FriFeb13 SalFeb  Sun,Feb Mon Feb Tue Feb Wed,Feb ThuFeb FriFep20 SatFeb [Total Delete
Project Task Type EHO Code Ind 8 1 12 14 15 16

DODEAFQ, | HQPAYRIQ, | RG-Regular(@ Q‘ =8

DODEAFQ, | HQPAYRIQ, | LH-Holiday i@

DODEAFQ, | HQPAYRIQ, | LT-Traumatic@ ‘_
Add Another Row | | Recaloulate 3a
Template Name Save as a Templ

»Show Timecard Attachments

JUIR)
JUIN
JUIN
JUIN
JUIR
Juill
Juill
Jil
JUIl
JUIl
JUIN
JUIN
Juill

a) Create a line on the timecard using ‘LT’ as the Hours Type code.

b) Complete the timecard.

If... Then Proceed to Step...

Entering hours prior to the end of the pay Step 3c
period

All hours have been entered and the timecard Step 3d
is ready for attestation and submittal

c) Click the Save Save button to save the timecard and return to it at a later date.

¢ A Confirmation message appears indicating the timecard has been saved
successfully.

Note: Time Entry Rules and Tour of Duty validations are processed during this step. If the

validation fails, an error message will appear indicating which day(s) and hours require

correction(s).

d) Click the Continue SPMNUE. btton to validate the timecard before submitting for attestation
and approval.

Note: Time Entry Rules and Tour of Duty validations are processed during this step. If the
validation fails, an error message will appear indicating which day(s) and hours require
correction(s).Note: Refer to the Create a Timecard or Adjust a Timecard Work Instruction for
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details on entering and submitting a timecard as an employee.

o Employees must select Shift Override of ‘4’ when employees record time to ‘LT’ on
their Regular Day Off.

o If there is more than one active injury, the employee must contact the HR CSR to
manually adjust the employee’s element entry with the correct Injury Number.

e Itis permissible to enter time against both the LU and LT in the same timecard,;
however the LU entry must be entered and saved on the timecard prior to any time
entered against the LT code.

DODEA 18 DODEA
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Create Timecard — Time Entry - Attestation

Review: SERVICE, BEN DODEA, 108

| I affirm the Time and Attendance data to be true, correct and accurate
Week Starting A

Timecard Period (days) 14

Cancel Back Submit

Comments
ND Sun, Mon, Tue, Wed, Thu, Fri, Sat, Sun, Man, Tue, Wed, Thu, Fri, Sat,
EHO Hours Feb22 Feb23 Feb Feb25 Feb Feb Feb  Mar01 MWar02 Mar03 Mar04 Mar05 War Mar Total
Project Task Tyvpe Code Ind 24 26 27 28 06 o7
DODEA_PAYROLL_F¥15 | HQPAYROLL | RG-Regular Graded and Military 8 8 8 8 5 8 8 8 61
DODEA_PAYROLL_FY15 | HQPAYROLL | LU -Date of Traumatic Injury 3 3
DODEA_PAYROLL_FY15 | HQPAYROLL | LT -Traumatic Injury (COP) 8 8 16
0 8 8 8 8 8 0 0 8 8 8 8 8 0 80
1»Show Timecard Attachments
m Submit
4. |Check the Attestation check box to activate the Submit button.
Create Timecard — Time Entry - Confirmation
Time
LHecent imecauls tieais Loaca ennlass
L“a Confirmation ‘—
Time entries for the given timecard period have been submitted successfully.
Confirmation: SERVICE, BEN DODEA, 108
‘Week Starting Sunday, February 22 2015
Timecard Period (days) 14
Comments
Hours Entered
Regular Premium
Total Hours Entered 80 0
ND Sun, Mon, Tue, Wed, Thu, Fri, Sat, Sun,  Mon, Tue, Wed, Thu, Fri, Sat,
EHO Hours  Feb Feb23 Feb Feb25 Feb Feb Feb Mar01 Mar02 Mar Mar 04  Mar Mar  War Total
Project Task Type Code Ind 22 24 26 27 28 03 05 06 o7
DODEA_PAYROLL_FY15 | HQ PAYROLL | RG-Regular Graded and Military 8 8 8 8 5 8 8 8 61
DODEA_PAYROLL_FY15 | HQPAYROLL | LU - Date of Traumatic Injury 3 3
DODEA_PAYROLL_FY15 | HQPAYROLL | LT- Traumatic Injury (COP) 8 8 16
0 8 8 8 8 8 0 0 8 8 8 8 8 0 80
Return to Recent Timecards 4—_ 5b
N’
5.
a) View the Confirmation screen that the timecard was submitted successfully.
b) Click the Return to Recent Timecards link to return to the Recent Timecard tab.
Result
Congratulations! You have successfully entered time against the Injury code as an Employee and
submitted the timecard for approval.
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Enter Injury Time as a Supervisor

1. |Start the task using the following responsibility and menu path to open the Time Entry screen:
Responsibility: OTL Supervisor Approver — Agency
Menu Path: Time Entry

E
Advanced Worklst
DAI Absence Management
Time Entry
[ ] Reports
Time — Time Entry
Time Entry: People in Hierarchy
&
Focus Mame Assignment Number Job Department Action Details
SERVICE, BEN 3
HARDY, ROBBIMN 110 Human Resources Management (0201).0201 DODEATEST OR .‘g @
SERVICE, BETTY 112 Budget Analysis (0560).0560 DODEA TEST ORGA .‘é =
SERVICE, BOB 111 Human Resources Management (0204).0201 DODEA TEST ORGANIZATION m{‘) :g_’l
SERVICE, BRAD 109 Human Resources Management (0201).0201 DODEA TEST ORGANIZATION ”.3 é—l
SERVICE, BREMNDA 113 Budget Analysis (0560).0560 DODEA TEST ORGANIZATION .u% =
SERVICE, BRIAN 114 Human Resources Management (0201).0201 DODEATEST ORGANIZATION .g =
2. |Click the Action icon to enter a timecard for the selected employee.
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Time — Recent Timecards - Update

Recent Timecards: SERVICE, BEN DODEA, 108
Return to Hierarchy

Search

@ TIP Depending on your search criteria, your search results may or may not include archived timecards. Archived timecards appear in the search results table with summary information and
disabled icons.

Read more..
From Date &y ToDate [y
example: 18-Feb-2015)
»Show Advanced Search Criteria
Go Clear
Select Timecard: Delete || Create Timecard Iﬂ

Select All | Select Mone

Select Timecard Status «~=7 Transferred To Period Starling 257 Period Ending ~~7 Recorded Hours ~=7 Sub ey Update Details  Attachments
[F1  working hNone 08-Feb-2015 21-Feb-2015 a0 & .;-:1]
[E]  Submitted None 22-Feb-2015 07-Mar-2015 80 03-Mar- e E]

Click the Update 4 icon to open the timecard. The timecard already exists since previously
the employee has enter the Injury line on the timecard to create the Injury Number.

Note: Refer to Steps 3, 4 and 5 in the “Enter Injury Time as an Employee” section of this Work
Instruction for further details on entering and submitting a timecard for the employee.

Result

Congratulations! You have successfully entered time against the Injury code as a Supervisor.

DODEA 18 DODEA
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Manually Adjust Injury Information — Exception

If an employee has more than one active injury and the employee or supervisor attempts to enter injury
time (LU or LT) on the timecard, they will receive a Warning Message stating “You have multiple Active
Injuries. Contact your...” they must contact the HR CSR to manually update the Time Entry with the

correct Injury Number.

To update the Injury Number on the Employee’s Element Entry after the time transfer process has been
run, refer to the DAI to DCPS Payroll Processing Work Instruction for details, in the section Update

Element Entry(s) with Injury Number (Manually).

Warning Message for hours posted against a timecard with two outstanding injury numbers activiate for
this employee.

i —

Recent Timecards | Create Timecard Templates

Y Warning

1. The timecard has been saved successfully.

2. Hrs Thu, Sep 25 - Warning: You have multiple Active Injuries. Contact your CSR to select Injury for SDA.
Time Entry: SERVICE, EEN DODEA, 108
Timecard Warning Message by Day

Thu, Sep 25

FiAN | 8
Warning: You have multiple Active Injuries. Contact your CSR to select Injury for SDA.
8

Jieip LODDEd N As
P SERICE SETH

Timecard warning text is shown above
in order to better read the content.

o sty Terralat
» at SunSsp WomSep TueSem  WeaOa  Thoa san, oct0s s
2 Thu Sen 25 27 2 ) w o1 o2 Fi.0ct02
[—] (]| ] ] ] ] —] — []
[— r (] —] — ——] —] — [l
— ] [l S —— — — —— []
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