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changes took place on the timecard.

Business Process Description

This report is designed to show timecard data entry history. The report will list who, what and when

The Timecard Audit Report provides the following information:

Report Column Title

Description

Record Type (Timecard, Approval)

Type of record — timecard from most recent to oldest timecard

Employee Name

Employee’s Name

Approver Name

Approver’s Name or if unapproved null

Organization

Assigned Organization

Timecard Status

Various Statuses of Working, Submitted, Approved

Updated by Name of person making the update

Entry Date Entry showing individual days of the week of time entry
Comments Comments entered on the timecard

Time Stamp Date and time stamp of change

Project Project Name/Number

Task Number

Task Number

Paycode

Each line of individual pay codes on timecard

Time Entered

Time entered

UoOM

Unit of Measure, i.e. Hours

SURC

Substitute Usage Reason Code

Active Indicator

Displays: Active or Inactive

Trigger

Prerequisites

Note: An electronic copy of the report will be generated on demand as a concurrent request.
output is tab-delimited, so it can be exported into Excel.

Run this report when you need to determine when and by whom timecard entries were made.

e Users, Timecard information and Supervisors must be loaded.

The
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Responsibilities Menu Path
e OTL CSR - DODEA

Process and Reports = Submit Requests

Training Exercise: Create a Timecard Audit report
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Timecard Audit Report

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

] OTL C5R DoDEA
(a3 Preferences

Motifications Summary
4 | Process and Reports

________ e e e e e L e e

[ Submit Requests
8| View Requests
» ] OTL Time Accounting

O Submit a Mew Request

What type of request do yo nt to run?
® Single Eequest(-@

This allows you to submit an individual request.

' Request Set

This allows you to submit a pre-defined set of

requests.
Ok Cancel )I

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

3. Click the OK button to open the Submit Request form.
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§ubmit Request
= x

Run this Request...

rating Linit
Farameters
Language | FIndPODAI%

Hame Applicati
HaDAl Automatic Timecard Generation process WAt
' HxDAl DCPE 5DA Quthound Report HHIDUstc

At these Times... o
DAl Leave Availahility Report HHiZustc
Run the Job WHDA TL Absence Management Reparts WSt
HeDl Timecard Approver Delegation Repaort WHiCuste
#aDAl Timecard Approver Subordinate Report WAt

Upon Caom 5

CATTIME Ay DelEl Report ustc
HxDaAl Timecard Surmmary Report HHZustc
Layout DAl Timekeeper Repart WHCuste
Matify HxDaAl Transfer Time fram OTL to BEE HHZustc

Print to
I e ‘1’ |
Help (C) Find Cancel

Click the Name field button for a list of reports available to this responsibility.

5. Select the XXDAI Timecard Audit Report from the Reports LOV.

Note: Once the Name field is populated with the report name, the Operating Unit field will auto-
complete with the agency operating unit name.

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

a - — Tt — mg = L e ~ - e — = v w

E -
Run this Request...
Copy...

WETTCEl DAl Timecard Audit Report]

7a tating Unit DODEA Operating Unit
FParameters

Language American English

\ 4
Payroll Name DODEA DDEHQ Bi-Weekly Payroll

Start Date 22-FEB-2015 ol Start Date

Employee

Approver
Pay Period
0B-JAR-2008-159-JAM- 2008
H-2008 20-JAM-2008-02-FEE-2008

03-FEB-2008 03-FEEB-20058-16-FEB-2008
17-FFER-7NNA 17-FER-NNA-N1-h &R 2NN%

Organization

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) Click the LOV to select a payroll period Start Date.

c) Click the OK button to populate the payroll period begin date within the Start Date
field.
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Submit Request - Parameters

Fun this Request...

VETO MDAl Timecard Audit Report)

Operating Unit DODEA Operating Unit

Parameters

Language American English

Copy...

ol

Payroll Mame DODEA DDEHQ Bi-Weekly Payroll
Start Date 22-FEB-2015
Employee

O Longlist
This is a long list. Please enter a parl p shorten list

Partial Value |=]=iz4%[®

Cancel

Clear

Help

Submit

| Cancel OK
‘ 8b ’

Help (C)

Cancel

8. a) Click the LOV icon to open the Longlist search box.
b) Enter the Last Name of the person to be searched.

¢) Click the OK button to activate the search.
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Submit Requests — Parameters

= x

Run this Request. ..
Copy...

WEGTERl DAl Timecard Audit Repor]

Operating Unit  DODEA Operating Unit

FParareters

Language American English

D)

Payroll Name DODEA DDEHQ Bi-Weekly Payroll

Start Date 22-FEB-2015
= Employee |

.

Find| SERVICE, B%
Orga

Employes
SERVICE, BEM DODEA

Employee Mumber

SERYICE, BETTY DODEA 112 Help
SERYICE, BOBE DODEA 111
SERWICE, BRAD DODEA 1049
SERVICE, BREMDA DODEA 113
SERVICE, BRIAN DODEA-EURCOPE 114
T | b
=

9. a) Select the person’s name for the report.
b) Click the OK button to complete the parameters.

Note: This report’s design phase has been completed. Additional options would be;
a) torun the report by Approver instead of Employee to return a list of all employees under a
specific approver.
b) to run the report by Organization that would return a list of all employee timecards for the
selected agency group.
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Submit Requests — Parameters

[= »

Run this Request...

Copy...

RETREMC DAl Timecard Audit Repol

Operating Unit DODEA Operating Unit

Parameters

Language American English

[ Parameters

Payroll Name ‘DGDEA DDEHQ Bi-Weekly Payroll

Start Date 22-FEB-2015 7\

Employee |SERVICE, BEN DODEA (20 )
Approver “ N

Organization ‘

( ok | [cancel| [ Clear ) [ Hi

10. | Click the OK button to close the Parameters form and complete the Submit Requests form.
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Submit Audit Report
O Submit Request
B Run this Request. ..

Mame |K}{DAI Timecard Audit Report
Operating Unit |DODEA Operating Unit
Parameters |DODEA DDEHQ Bi-Weekly Payroll:22-FEB-2015:5ERVICE, BEN DODEA::

Language |American English

( Language Settings... [ Debug Options

At these Times...
Fun the Job |45 Soon as Possible ( Schedule... J

V¥ Save all Output Files Burst Outﬂ
11

Layout | \/ ( Options. .. )

Upan Completion...

| Matify | s
Print to |n0print Delivery Opts |
v
11 Hep( ] ( Submit | [ Cancel ]

11. | Click the Submit button to activate the report request.
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Decision
O Decision
@ Request submitted.
(Request ID = 14847104)
Submit another request?
. No )
12.

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

E}I button to submit the request.
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View Requests List

A% Navigator - OTL CSR TMA

Functions | Documents

Process and Reports:View Requests

Preferences Top Ten List

- Process and Reports

& Submit Requests
r View Requests «E’-
[—]
J MNotifications Summary
\'_I

+ OTL Time Accounting

(o

13.

a) Select the View Requests function.
b) Click the Open button to open the Requests window.

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

‘O Find Requests

My Completed Requests
" My Requests In Progress

" Specific Requests

Request ID

Mame |

Date Submitted
Date Completed

Status | |
FPhase | |
Hequestor |
['Include Reguest Set Stages in Query
Order By |Requeat 1D '|
Select the Nurber of Days to Wiew: [
( Submit a Mew Request... J ( Clear | Find )

. 4

14. | Click the Find button to display the Requests box.

Note: The Find Requests form defaults to All My Requests.
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View Audit Report

- q —JOfx

( Refresh Data \ 15a )sts /I ( Submit a New Request... J
Request ID Parent

_ [Mame ‘ Phaze Status Pararmeters

JEEEE | )00AI Timecard Audit Repe| (Completed  |Normal 4357, 226, 2015/02/22 00:00:0 ~-
119069769  |XXDAI Timecard Summary | (Completed  |Normal 4357, 226, 2015/02/22 00:00-0
119069398 [XXDAI Timecard Detail Rep | (Completed  |Normal (OTL CSR DoDEA, 76667, 435
119060807  [XXDAI Leave Availability Re | (Completed  |Normal (OTL CSR DoDEA, 76667, 435 -
119059657 [XXDAI Timecard Approver L | (Completed  Normal 2015/02/25 00:00:00, , , 4367
119051653 [XXDAI Timecard Approver & | (Completed  Normal 2015/02/24 000000, 72684, ,
119051417 [XXDAI Timekeeper Report | (Completed  [Normal 226, 2015/02/24 00:00:00, . .
119003393 |DQM Serial Sync Index Prc| (Completed  [Normal |
119003366  |DQM Serial Sync Index Prc| (Completed |Normal |
119003352 |DQM Serial Sync Index Prc| (Comple Normal | =

( Hold Request [ Wiew Details._. 15b View QOutput J

( Cancel Request [ Diagnostics J ( View Log... J

15. a) Click the Refresh Data button if the report does not display as Complete in the Phase

column and Normal in the Status column.
b) Click the View Output button to view the Audit report.

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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View Audit Report

Eecord Type Employee Name Approver Name Organization
Timecard SERVICE, BEN SERVICE, BRAD DODEA
Comments Time Stamp Project

Z7-FEB-2015 11:37:26& DODER_PAYROLL FY15

ToM SURC Active Indicator

Hours Active

Timecard Status Updated By Entry Date
SUBMITTED SERVICE, BRAD FRIDAY 27-FEB-2015
Task Number Paycode Time Entered
HO PAYROLL RG a0

(Note: Report image compressed due to number of columns.)

16. | Review the Audit Report. This report can be copied into Excel.

Result

Congratulations! You have successfully run the Timecard Audit Report.
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