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Introduction

System For Time And Attendance Reporting (STAR 5.0 Web-Based Version)

The System for Time & Attendance Reporting Web-Based Version 5.0 (STAR 5.0) is a Web-based
application designed, developed, and maintained by the National Finance Center (NFC) for personal
computers (PCs) running with Internet Explorer 6.0 (or higher) or Netscape Navigator 6.23 (or higher).
STAR 5.0 is used to prepare, print, and transmit time and attendance (T&A) reports to the National Finance
Center (NFC) for processing. Transaction Codes (TC), along with Transaction Descriptors (TD), and leave
type tables are used in STAR 5.0. Because STAR 5.0 is a real-time Web-based application, accounting
information is validated through the Management Account Structure Codes System (MASC) as each line
of data is entered on the T&A. This helps to eliminate errors, therefore resulting in fewer corrected T&As.

Through the use of STAR 5.0 and local telecommunications capabilities, employees and timekeepers
prepare T&As on PCs meeting the minimum hardware and software requirements and release the T&A to
be picked up by NFC for processing. This is done on a database at NFC via an Internet connection. The
T&As can be marked for transmit either individually or as a group by contact point. T&As marked for
transmit are pulled from the STAR 5.0 database prior to the running of the T&A Validation System (TIME)
job.

STAR 5.0 allows for both the timekeeper and/or the employee to enter T&A data on a daily basis
throughout the pay period. The timekeeper can also verify the T&A. The employee entry option of STAR
5.0 is available on an agency by agency basis. The agency must request this through their NFC Security
Officer. This is done by submitting the employee’s role based Id, the applicable role(s), and contact point.

STAR 5.0 is used to:

* Maintain an employee detail record for each employee at a specific T&A contact point. This record con-
tains information relating to the employee’s pay plan, work schedule, and other pertinent employee data
needed for T&A reporting.

¢ Display current T&A status on the employee detail record.

* Gather data entered by timekeepers for the purpose of recording attendance and leave and for calculat-
ing employee wages each pay period.

¢ Enter T&A data at any time during the pay period.
¢ Record daily time.

* Allow for employee entry of data (for agencies electing that option). Employee entry is done through the
Employee Personal Page (EPP). This is done through the Time Manager option of the EPP.

¢ Allow for the timekeeper to enter an employee’s T&A if the employee is not available. This is for agen-
cies electing to use the employee entry option. The timekeeper can then Return To Employee once the
employee is again available.

¢ Establish a Default Schedule for an employee so that only absences from work or changes in the tour of
duty must be entered.




¢ Enter scheduled leave in advance.

¢ Allow the agency to select either daily entry or biweekly entry.
* Record cost accounting.

* Track employee activity by project.

¢ Select Transaction Codes (TCs), Transaction Code Descriptors (TDs), Accounting Codes, and Project
Codes from drop—down menus.

* Maintain tables at the agency level.

* Customize agency tables to contain a list of favorites from which to choose.
* Enter corrected/split T&As.

¢ Perform certain edits to determine if the data is correct.

* Print T&As to be reviewed and approved by supervisory personnel.

* Mark T&As for transmission to NFC.

* Provide T&A related reports.

¢ Define STAR 5.0 to the FOCUS Reporting System.

* Provide a View Only option which allows a T&A to be viewed at any point in the process.

This training manual is intended to serve as an accessory to Title |, Chapter 7, Section 5, Web-based
System for Time and Attendance Reporting (STAR 5.0 Web-Based Version).

Hardware And Software Requirements

You will need the following equipment to run STAR 5.0:
* A personal computer (PC) with Internet capabilities.

¢ Access to the Internet with an Internet Explorer browser of 6.0 or higher or a Netscape Navigator brows-
er of 6.2.3.

* Printer capable of printing Web pages.
¢ An NFC User ID with access to STAR 5.0.
For more information please see Title 1, Chapter 7, Section 5.

Regulations/Resources/Contacts

In order to fully understand STAR 5.0, users should familiarize themselves with the following:
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If you need a copy of the procedure, go to www.nfc.usda.gov and click the Pubs & Forms icon.

For training, security issues, or assistance with the system, please contact the Payroll/Personnel Call
Center at 504-255-5230.

STAR 5.0 Users

The local Agency Security Officer requests access for STAR 5.0 users by either sending an e-mail to the
Information Systems Security Officer (ISSO) or by sending a fax which contains the Security Officer’s
signature. Roles are assigned in STAR 5.0 based upon the Security Officer’s Request. Note: The request
should identify the contact point(s) that the user will have access to.

The available roles are as follows:

Employee. Maintains and enters his/her T&A data by using the Time Manager option in EPP (for agencies
requesting that option). Requests are made at the agency level by contact point. Individual employees do
not request this access without agency electing to use this option.

Timekeeper. Performs T&A functions and establishes, maintains, and prints employee data.

Transmitter. Establishes Job Control Language (JCL) and transmits T&As to NFC.

Agency Administrator. An agency employee who is responsible for maintaining the contact points within
an agency.

Agency Table Administrator. An agency employee who is responsible for maintaining the agency specific
Accounting and Transaction Code tables.

NFC Administrator. An NFC employee who is responsible for maintaining the Pay Period List and the
Leave Type, Transaction Code, and Transaction Code Descriptor tables used by all STAR 5.0 users. This
is an NFC Only role.

Inquiry. An agency employee who has “read only” access to view T&A data by contact point. This role has
no update capability.







Logging On To STAR 5.0

STAR 5.0 Logon Page

1. Logon to the Internet.
2. Connect to the NFC home page at www.nfc.usda.gov.
3. Double-click the STAR 5.0 icon. The STAR 5.0 Logon page is displayed.

Login

User ID I
Password ||
Resetl

Change Fasamord I

STAR 5.0 Logon page

4. On the Logon page, complete the fields as follows:

User ID - Type your NFC Mainframe user ID.

U=serid

Password - Type your NFC Mainframe password.

Password

5. Click [Logon] to log onto STAR 5.0.

OR
Click [Reset] to clear the fields.

Change Password Pop-up

1. Onthe STAR 5.0 Logon page, select [Change Password]. The Change Password pop-up
appears.




e Fassverard |
Yorkify Mew Massword |

Lhizrgz Pazserand I

Change Password pop-up

2. On the Change Password pop-up, complete the fields as follows:

New Password — Type your new NFC Mainframe password. A password change will be required
due to either expiration of the old password or any valid security issue.

ey Fassvrard |

Verify New Password - Verify your new NFC Mainframe password by typing the same
password that you typed in the New Password field.

Yorlfy New Massword |

3. Click [Logon].

Drop-down Menus

STAR 5.0 operates with various drop-down menus depending on the window you are currently
working in and/or the function you are performing. The first drop—down menu displayed is the
Select An Action drop—down menu. STAR 5.0 drop-down menus are displayed below:

8dd Contact Point
Agency Tables

Change Database
Clear all

Cantact Point/ICL Detail
Contact Point List

Coapy JCL =
Celete Contact Point

Leave Error Report

NFC Tables -]

Select all
Transmission Results

Select An Action drop-down menu (for the Contact Point List)

Select An Action Drop-Down Menu (for the Contact Point List)

To use the Select An Action (for the Contact Point List) drop-down menu:

1. On the Contact Point List window, click the down arrow. The Select An Action drop-down
menu (for the Contact Point list) is displayed.




2. Select from the following actions on the menu:

Add Contact Point. The Add Contact Point option is used to add contacts for a timekeeper. This
function is performed by the Administrator. The Contact Point tab is displayed when you select
this option.

Agency Tables. The Agency Tables option displays a list of agency tables to be maintained
by the Agency Table Administrator.

Change Database. The Change Database option displays the Select A Database drop down
menu if a timekeeper has access to more than one database. From this menu, a timekeeper can
change the database that he/she is working in.

Clear All. The Clear All option deselects any contact points that were selected on the Contact
Point List. You do not need to have all contact points selected to use this option.

Contact Point/JCL Detail. The Contact Point Detail/JCL Detail option is used to display the
Contact Point JCL (Job Control Language) and the Contact Point tabs. You can modify the JCL or
contact point information using this option.

Contact Point List. The Contact Point List option is a list of contact points available to
that timekeeper within a database. The Contact Point List also indicates whether or not a
Job Control Language (JCL) has been established for that contact point.

Copy JCL. The Copy JCL option is used to copy JCL from one contact point to another contact
point(s). This option is used in conjunction with the Paste JCL option. This function is used by the
Application Administrator only.

Delete Contact Point. The Delete Contact Point option is used to delete contact point(s) from
a timekeeper’s contact point list.

Leave Error Report. The Leave Error Report option is used to access the leave error report
for the contact point for which you are currently processing T&As.

NFC Tables. The NFC Tables option is used by the NFC Administrator to maintain the NFC
Tables. This is an NFC only option. Copy JCL

Paste JCL. The Paste JCL option is used to paste a copied JCL from one contact point to
another contact point(s). This option is used in conjunction with the Copy JCL option. This
function is used by the Application Administrator only.

Select All. The Select All option selects all contact points a timekeeper has access to. This
option can be used even if one (or multiple) contact point(s) is already selected.

Transmission Results. The Transmission Results option is used to check the status of
transmitted T&As.

3. After selecting the applicable option, perform the desired function.




Select An Action (for the Employee List) Drop-Down Menu

To use the Select An Action drop-down (for the Employee List) menu:

1.

On the Contact Point List window, double-click the applicable contact point. The Select An Action
(for the Employee List) drop—down menu is displayed.

Select an action
Acocounting Favarites
Add Emplovee

Add Tad

Zhange Contact Point
Change Database
Clear all

Carrect T&A

Default Schedule
Delete Emploves
Delete Taa

Filter List

Import

Merge T&A

Move Emplovees
Pay Period List
Print Selected TaAs
Print Bivweekly
Refresh

Return To Emploves
Raollover

Select all

Show all Tahs

Show Tan

Split T4

Transmit Selected Thhs

Select An Action (For The Employee List) drop-down menu

Select from the following options:

Accounting Favorites. The Accounting Favorites option is used to set up a table of accounting
codes used on a regular basis.

Add Employee. The Add Employee option is used to add a new employee into STAR 5.0. This is
used only for employees who have not previously been processed in STAR 5.0 or the
Payroll/Personnel database.

Add T&A. The Add T&A option is used to add a new T&A for an employee.

Change Contact Point. The Change Contact Point option is used to change an employee’s
contact point on the Employee Detail.

Change Database. The Change Database option is used to change the database and select a
different database in which to display T&As for.

Clear All. The Clear All option is used to clear all name(s) selected on the Employee List.

Correct T&A. The Correct T&A option is used to prepare a corrected T&A for employee selected
on the Employee List.




Default Schedule. The Default Schedule option is used to prepare a default schedule for an
employee when using the Daily T&A option.

Delete Employee. The Delete Employee option is used to delete an employee from the
Employee List. Once a T&A has been prepared for an employee, that employee cannot be
deleted.

Delete T&A. The Delete T&A option is used to delete a T&A for an employee. You cannot delete
a T&A that has already been transmitted.

Filter List. The Filter List option allows the user to perform various options. For more information
on the Filter List option, see To Use The Filter List Drop—-Down Menu.

Import. The Import option is used to import T&A(s) for one or more employees from the NFC
Payroll/Personnel database into STAR 5.0.

Merge T&A. The Merge T&A option is used to merge a split T&A back into a regular T&A.

Move Employees. The Move Employees option is used to move an employee(s) from one
contact point to a different contact point.

Pay Period List. The Pay Period List option is used to view a list of available pay periods with
the corresponding dates.

Print Selected T&As. The Print Selected T&As option is used to print T&As for any name(s)
selected on the Employee List.

Refresh. The Refresh option closes the open window and displays the Employee List with
updated processed information.

Return To Employee. The Return To Employee option is used by the timekeeper to return an
employee’s T&A to the employee for approval. This option is used when using employee entry of
T&As.

Rollover. The Rollover option is used to roll over all of the T&As for a contact point from one pay
period to the next.

Select All. The Select All option is used to select all names on the Employee List.
Show All T&As. The Show All T&As option displays the current T&A for an employee.
Show T&A. The Show T&A option displays the current T&A for an employee.

Split T&A. The Split T&A option is used to prepare a split T&A for an employee.

Transmit Selected T&As. The Transmit Selected T&As option is used to transmit T&As for any
name(s) selected on the Employee List.

Select A Database Drop-down Menu

The Select A Database drop—down menu is displayed when you select the Change Database option on
the Select An Action drop—down menu (for the Employee List).

To use the Select A Database drop-down menu:

On the Select An Action drop—down menu (for the Employee List), select Change Database. The
Select A Database drop-down menu is displayed.




AGRICULTURE AGEMCIES
OTHER AGEMCIES
TREASURY &GENCIES
HOMELAMD AGENCIES

2. Select from the applicable database.

Show All T&As Drop-down Menu

The Show All T&As drop—down menu is displayed when you select Show All T&As for an employee on the
Select An Action drop—down menu (for the Employee List). The applicable employee’s T&A List is also
displayed with the Show All T&As drop—-down menu.

To use the Show All T&As drop-down menu:

1.

On the Select An Action drop-down menu (for the Employee List), select Show All T&As for a
specific employee. The Show All T&As drop-down menu along with the applicable T&A List is
displayed.

Select an action
Change Contact Paoint
Clear all

Ermployee List

Print Biweekly

Show all T&As drop-down menu

Select from the following options:

Change Contact Point. The Change Contact Point option is used to change an
employee’s contact point on the Employee Detail.

Clear All. The Clear All option clears any T&A(s) that were previously selected on the
T&A List.

Employee List. The Employee List option is used to display the employee list.

Print Biweekly. The Print Biweekly option is used to print biweekly T&A(s).

Filter List Drop-down Menu

The Filter List drop-down menu is used to filter the employee list.
To use the Filter List drop-down menu:

On the Select An Action drop-down menu (for the Employee List), select Filter List. The Filter List
drop-down menu is displayed.

iSelect a status
Ermployee Active
Ermmployee all
Ermployee Inactive
Emplovee Reassigned
Ermployes Separated
Ermplayes Transfer
Tan all

T&& Error

T&& In Progress

Teh New
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Tah Mo Tah
Tah Released
T&d Transmitted
Taa verified
Tahs Submitted

Filter List Drop Down Menu

2. Select from the following options:

Employee Active. The Employee Active option is used to display all active employees on the

employee list.
Employee All. The Employee All option is used to display all employees on the employee list.

Employee Inactive. The Employee Inactive option is used to display all inactive employees

on the employee list.

Employee Reassigned. The Employee Reassigned option is used to display all reassigned

employees on the employee list.

Employee Separated. The Employee Separated option is used to display all separated

employees on the employee list.

Employee Transfer. The Employee Transfer option is used to display all transferred

employees on the employee list.
T&A All. The T&A All option is used to display all T&As for an employee.
T&A Error. The T&A Error option is used to display all T&As on the employee list that are in

error status.

T&A In Progress. The T&A In Progress option is used to display all T&As on the employee

list that are in progress.
T&A New. The T&A New option is used to display all new T&As on the employee list.

T&A No T&A. The T&A No T&A option is used to display all employees on the employee list
that have no T&As.

T&A Released. The T&A Released option is used to display all T&As on the employee list

that have been released to NFC for processing.

T&A Transmitted. The T&A Transmitted option is used to display all T&As on the employee
list that have been picked up by NFC and are in transmitted status.

T&A Verified. The T&A Verified option is used to display all T&As on the employee list that

have been verified.

T&A Submitted. The T&A Submitted option designates that a transmitted T&A has been
received and is waiting to be edited by TIME.

Agency Tables

The Agency Tables drop-down menu is used by the Agency Table Administrator to maintain the agency
tables.

11



To use the Agency Tables option:

1.

2.

On the Contact Point List window, click the down arrow. The Select An Action drop-down
menu (for the Contact Point list) is displayed.

Select Agency Tables from the drop-down menu.
Select from the following actions on the menu:

Transaction Codes. The Transaction Codes option is used to maintain the agency transaction
code table.

Disable All. The Disable All option is to disable all of the transaction codes on the agency
transaction code table.

Disable Selected. The Disable Selected option is to disable only those transaction codes on the
agency transaction code table that are marked for disable.

Enable All. The Enable All option is used to enable all of the transaction codes on the agency
transaction code table.

Enable Selected. The Enable Selected option is used to enable only those transaction codes on
the agency transaction code table that are marked for enable.

Mass Delete Accounting. The Mass Delete Accounting option is used to mass delete a group
of accounting codes on the agency accounting table.

Rollover Accounting. The Rollover Accounting option is used to roll over accounting codes
from one fiscal year to the next.

NFC Tables

The NFC Tables drop-down menu is used by the NFC Administrator to maintain NFC tables. This is an
NFC only role.

To use the NFC Tables option:

1.

2.

On the Contact Point List window, click the down arrow. The Select An Action drop—down
menu (for the Contact Point list) is displayed.

Select NFC Tables from the drop-down menu.
Select from the following actions on the menu:
Pay Periods. The Pay Periods option is used to maintain the pay period table at NFC.

TC Descriptors. The TC Descriptors option is used by the NFC Administrator to maintain a table
of transaction code descriptors.

TransacitonCodes. The Transaction Codes option is used by the NFC Administrator to maintain
the NFC transaction code table.

Feedback

You can comment about STAR 5.0 to NFC via a Feedback link on each STAR 5.0 window.

To use the Feedback option:

1.

On any STAR 5.0 window, click the Feedback link. The Feedback pop-up appears.

12



Feedback

Please take a moment to tell us what you think, Your comments will be used
to improve and enhance STAR 4.0, Privacy

Your Email (optional} I

Your Role (optional) I.. Select One -- vI
Subject Inppearance "I

Comments ;I

 subrit |

Feedback pop-up

2. On the Feedback pop-up, complete the fields as indicated.
3. Click [Submit].

13
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STAR 5.0 Buttons

Button

Build

Cancel

Clear

Clear TA

Close

Delete

Find

Go

Help

Less

Logon

More

OK

Print

Reset

Save

Verify

STAR 5.0 Command Buttons
Description
Used to build JCL.
Used to cancel a function.
Used to clear certain fields on the Employee Detail tab.
Used to clear all fields on the Bi-Weekly T&A tab.
Used to close a pop-up.

Used to delete.

Used to search for the data entered.
Used to perform an action.

Used to display window-level help. Pop-ups do not have
window-level help.

Used to take away lines on the T&A.
Used to logon to STAR 5.0.

Used to add lines to the T&A.

Used to close a window and save data.
Used to print the T&A.

Used to refresh the fields.

Used to save entered data.

Used to verify the information entered on the T&A.

Used to display field-level help.
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STAR 5.0 Command Buttons
Button Description

Used to display lists of data.

Message Pop-ups

Throughout STAR 5.0, message pop-ups appear when certain actions are performed. These pop-ups
notify the user of an action that must be taken and/or an error condition that must be corrected. Command
buttons are used on these pop-ups. These command buttons accept or cancel the message. You must
click a command button in order for the pop-up to disappear and to be returned to the active window.
Following is an example of a message pop-up.

Microzoft Internet Explorer

& “our tranzaction waszs successfully deleted.

Example of a Message pop-up
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Contact Point Maintenance

The Contact Point option is used by NFC to identify the source of T&As being sent in for payment. The
Administrator can establish contact points in STAR 5.0. A contact point added in STAR 5.0 must be in

accordance with the 10-position contact points listed in TMGT, Table 003, T&A Contact Point Name and
Address.

To establish/update a contact point in STAR 5.0:

1. To establish a new contact point, on the Select An Action drop—down menu, select Add Contact
Point. The Contact Point tab is displayed.
OR
To update a contact point, select the applicable contact point on the Contact Point List.
2. Select Contact Point/JCL. The applicable Contact Point Tab is displayed.

Detail

Agency: I gto':‘:: Town: I Unit: I Ilﬁmber: I_
Location

Streetl: I—

Street2: I—

City: |—

State: | x| aip: | |

Phone: | | |

I Comp Time Rollover r Daily Entry r Employee Entry
|

Contact Point tab

3. Complete the fields as follows:

Agency - Type the agency code.

Agency |1 G

State Code - Type the state code.

State
Code £

Town - Type the town code.

Town |1 197
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Unit - Type the unit code.
Unit |1
TK Number - Type the timekeeper number.

TK |
Number ol

Street 1 - Type the first line of the street address.

Shraat1 | 3535 POYDRAS

Street 2 — Type the second line of the street address.

Straet2 IRTE 25

City - Type the city.

City IDETROIT

State - Type the state abbreviation.

State |MI

Zip - Type the ZIP+4 code.

2 | |

Phone - Type the phone number in the XXX-XXX-XXXX format.

Phone |

Comp Time Rollover - Click this box to roll over your compensatory time. If this box is left blank,
the compensatory time balance is zeroed out at the beginning of the leave year. Note: Comp Time

18



Rollover Box will automatically be checked. If you do not want your compensatory time to roll over
click the box and the checkmark will be deleted.

™ Comp Time Rollover
Daily Entry - Click this box if your agency is electing to have this contact point use the daily entry
option of STAR 5.0. If your agency is electing to use employee entry, this box must be checked.

¥ Daily Enty

Employee Entry - Click this box if your agency is electing to have this contact point use the
employee entry option of STAR 5.0. If your agency is electing to use employee entry, the Daily
Entry box must also be checked.

v Employee Entry

Click [Add]. The Contact Point that was added will appear on the contact point list on the left side
of the window.

To Search For A Contact Point

1.

Complete the fields below the contact point list as follows:
Ag - Type the agency code.

-

St - Type the state code.

Tn - Type the town code.

T

Un - Type the unit code.

-
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Tk - Type the timekeeper code.

2. Click [GO]. The applicable contact point(s) is displayed on the contact point list on the left side of
the window.

To Move An Employee From One Contact Point To Another:

If an employee moves from one contact point to another, the application administrator can move the
employee to the new contact point.
1. On the Employee List, select the applicable employee to be moved.

2. On the Select An Action menu (for the Employee List), select Move Employees. The STAR Move
Employees pop-up appears.

3. On the drop-down menu, select Move Employees. The STAR Move Employees pop-up appears.

STAR Move Employees pop-up

4. Onthe STAR Move Employees pop-up, select the applicable contact point from the list box. This
is the contact point that you want to move the employee to.

OR
To locate the applicable contact point, complete the fields as indicated.

20



Ag - Type the agency code.

St - Type the state code.

Tn - Type the town code.

T

Un - Type the unit code.

-

Tk - Type the timekeeper code.

5. If you selected a contact point from the list box, click [GO]. The employee is moved.

OR

If you completed the fields, click [OK]. The applicable contact point is displayed in the list box.

6. After clicking [OK], select the displayed contact point and click [Go]. The employee is moved.

Navigating The Contact Point List

If a timekeeper has access to more than one contact point, a Contact Point List is displayed when he/she
first logs on to STAR 5.0. The Contact Point List contains a list of contact points available to that
timekeeper within a database. The Contact Point List also indicates whether or not a Job Control
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Language (JCL) has been established for that contact point. From the Contact Point List, the timekeeper
can select the applicable contact point and navigate in STAR 5.0.

Note: You can return to the Contact Point List at any time by clicking the Contact Point List Link above the
list displayed on the left-hand side of the active window.

Contact Point List

To Use The Contact Point List:

1. Logonto STAR 5.0. The Contact Point List is displayed with a list of contact points available to
the timekeeper. A corresponding Select An Action drop—down menu is also displayed listing the
actions available to the timekeeper.

2. On the drop-down menu, select the applicable action.

OR

Double-click the applicable contact point to display the corresponding Employee List for that
contact point.
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Building JCL

The Building JCL option allows the Transmitter to build JCL. The JCL that is built is displayed in the
Preview JCL Deck box.

JCL is used when transmitting T&As to NFC for processing. The Contact Point JCL option is used by the
Transmitter to establish or change JCL. JCL must reflect your agency’s specifications to transmit files
before data can be transmitted to NFC. All T&As must be submitted with JCL.

To Build JCL:
1. On the drop-down menu, select Contact Point JCL. The Contact Point JCL tab is displayed.

Contact Point I Contact Point JCL
JCL Parm

Test/Prod ITEST 'l Job Name ID |FF' ITAHETS
Remote ID I
Job Card Comments I

Preview JCL Deck

JCL Identifier ID

Mo JCL Exists For This Contact Point

E B3
Contact Point JCL tab
2. On the Contact Point JCL tab, complete the fields as follows:

Test/Prod - The JCL files can be changed to send transmission files as a test (Test) or can be
changed to send transmission files to production (Prod). If test is entered, the cursor moves to the
Remote Id field. If Prod is entered the cursor moves to the Job Name Id field.

Test/Prod | TEST = |

Job Name Id - Type FP for USDA agencies. For Non-USDA agencies, type the 2 characters
assigned to your agency.

Job Hame ID | |

Remote Id - Type your NFC-assigned printer ID.

Remote ID
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6.

Job Card Comments - Type agency information, as needed, such as telephone number,
initials, contact information, etc. No punctuation (hyphens, dashes, etc.) are allowed in this field.
Your transmission will be corrupted, and the transmission will result in error. The file will not arrive
at NFC if punctuation is used in this field.

Job Card Comments

JCL Identifier — This field is system generated based upon information entered in the above
fields.

JcL Identifier |0

Click [Build] to display the resulting JCL. JCL is established and appears in the middle portion of
the window.

Click [Save].

If further updates are needed after the JCL is established, make the applicable changes in the
JCL Parm box and click [Build] to change the JCL.

Once all changes have been made, click [Save].

To Copy JCL To Another Contact Point:

This option allows the Transmitter to copy JCL from one contact point to one or more contact point(s).

1.

On the Contact Point/JCL Detail tab, select the applicable contact point that contains the JCL to
be copied.

Select Copy JCL. The Copy pop-up appears.
Click [OK].
Select Paste JCL. The JCL is copied.
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Tables

NFC Tables

The Leave Type table and Pay Period Calendar are maintained by the NFC Administrator.

Leave Types Table

The Leave Type table contains a list of leave types contained in the Payroll/Personnel System. In the
event that a new leave type TC is added to the Payroll/Personnel System, the NFC Administrator will add
the TC for the leave type to the table in STAR 5.0. TCs for the leave type cannot be deleted from the Leave

Type table, only added or updated.

To display the Leave Type Table:

1. On the Contact Point List, select the applicable contact point.

2. On the Tables drop-down menu, select NFC Tables. The list of available NFC tables is displayed
on a drop—-down menu and a list of available leave types is displayed on the left. The Leave

Description table is displayed.

, Leawe Descripton

ANHNL
AWOL
COMP
COME
CRED
DOMA
DONE
FFAM
FUURL
HOME
INJUT
LWoP
HILE
HILE
OTHER

ANNUAL LEAVE -
ABSENT WITH OUT LEAY
COMPEMNSATORY LEAVE
COMPENSATORY LEAVWE -
CREDIT LEAVE
DOMATED ANNUAL LEAVI]
DOMATED RESTORED LEi
FAMILY FRIENDLY LEAS
FURLOUGH LEAVE

HOME LEAVE promn
INJURYT LEAVE

LEAVE WITH OUT PALY
MILITARY EMERG
HMILITARY REGULAR
OTHER LEAVE ot

Leave Description Table

3. Select the applicable type of leave from the list. The Leave Type Maintenance table is

displayed.
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Leawe Type Maintenance

Leave Type: |ﬂNNL Data Type: |R. _~| Max Balance: |D-DD

Description: [sNNUAL LEAVE

Accrued Used: |F vI Earned Used: |Y vI Init Forward: |D

Long Name: |ANNUAL LERVE Sequence: [001

= I I I

Leave Type Maintenance table

These fields are only completed by the NFC Administrator. The definitions are as follows:

Leave Type — The 4-position alpha leave type abbreviation.

Leave Type |

Data Type - The down arrow is used to select the data type.
Data Type: |D 'I

Max Balance - The maximum hours balance for this leave type.

Max Balance: |24D.DD

Description — The description of the leave type.

Description: | TESTING GoaAs

Accrued Used - T (True) indicates that this is an accrued leave or F (False) indicates that
this leave type is not accrued. This field indicates whether or not this leave type is an accrued
leave type.

Accrued Used: |F 'I
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Earned Used - Y (yes) indicates the leave type does subtract time from the balance or

N (no) indicates the leave type adds time to the balance. This field indicates whether or not
this leave type adds time used to the balance rather than subtracting from it.

Earned Used: |N "I

Init Forward - The leave balance brought forward for the leave type.

Init Forward: |12IJ

Long Name - The long name of the leave type.

Long Name: [MILITARY REGULAR

Sequence - This field is used to determine the sequence that the leave types will be printed
on the T&A.

Sequence: |
Pay Period Calendar

The Pay Period calendar displays two pay periods at a time. You can use the scroll bar to search for
previous or subsequent pay periods.

Apr 4 Apr 5 Apr & Apr 7 Apr 8 Apr 9 Apr 10 ;I
Pay Period
7 Apr 11 Apr 12 Apr 13 Apr 14 Apr 15 Apr 16 Apr 17
[ EXr T e v J
Apr 18 Apr 19 Apr 20 Apr21 Apr 22 Apr 23 Apr 24
Pay Period
3 Apr 25 Apr 26 Apr 27 Apr 2% Apr 29 Apr 20 May 1
| exr T e v
- May 2 May 3 May 4 May 3 May 6 May 7 May &
=

Pay Period Calendar

Agency Tables

The Agency Table Administrator maintains the Transaction Code (TC), TC descriptor, and accounting code
tables. The Agency Table Administrator also rolls over accounting codes, performs mass delete of
accounting codes, and maintains project accounting.
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To use the agency tables:

1.
2.

3.

Select the applicable contact point from the contact point list.
On the drop-down menu, select Agency Tables. The Agency Table drop-down menu is displayed.

iSelect an action
Transaction Codes
Cisable all

Disable Selected
Enable All

Enable Selected

Mass Delete Accounting
Rollower Accounting

If the agency has accounting codes entered, the accounting codes are displayed. If an
accounting code needs to be added select any code on the list and the Agency Accounting
Maintenance table is displayed. This window is populated with the selected accounting code.
If an accounting code needs to be added to the Agency Accounting Maintenance table click
[Clear]. This allows you to add an additional accounting code to your agency table.

Note: If accounting codes are not entered on the Agency Accounting Maintenance table, the
window is blank.

Agency Accounting Maintenance

Agency: 0| State: | City: | Unit; | Timekeeper: [
Accounting Code: [052HAC4B05D Enabled [+
Description: |
Short Description; |

E I |

Agency Accounting Maintenance

Select the applicable table.

OR
Complete the fields as follows:

Agency - Type the two-position agency field.
Agency: |9E'

State - Type the two-position state code.

State: |
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City - Type the two-position city code.
City: |
Unit - Type the two-position unit code.

Unit: |

Timekeeper - Type the two-position agency-assigned timekeeper number.

Timekeeper: |

Accounting Code - Type the accounting code. This code must be recognized by MASC.

Accounting Code: [D59HAC4ED7D

Enabled - Check this box if this accounting code is to be enabled for use in T&A processing.
The default is this box blank.

Enabled v

Description — Type the description of the accounting code.

Description: | TESTING GoaAs

Short Description - Type the short description of the accounting code.

Short Description: |F=E'3 TIME (723

Agency Transaction Code Maintenance Table

The TC table contains a list of TCs contained in the Payroll/Personnel System. In the event that a new TC
is added to the Payroll/Personnel System, the Agency Administrator will add the TC to the table in
STAR 5.0. TCs cannot be deleted from the TC table, only added or updated.

The Agency Transaction Code Maintenance Table is displayed when you select Transaction Codes
from the drop—down menu. Select the applicable contact point from the Contact Point List. On the
drop-down menu, select Agency Tables. The drop—down menu (for the Agency Tables) is displayed.
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Select Transaction Codes from the drop—down menu. The Agency Transaction Code Maintenance
Table is displayed.

Agency Transaction Code Maintenance

Agency: | Prefix: | Tran Cd: | Suffiz=: I_
Tran Type: I_ List Type I_ Leave Type |

Description |

Short Description: |

Max Pay Period: |

Enabled ” TopFlag I Accrued

£ e el |

Agency Transaction Code Maintenance Table

To use the Agency Transaction Code Maintenance Table:

1. Select the applicable contact point from the drop-down menu.
2. Select Agency Tables from the drop-down menu. The list of agency tables is displayed.

3. Select Transaction Codes from the drop—down menu. The Agency Transaction Code
Maintenance table is displayed.

4. Complete the fields as follows:
Agency - Type the two-position agency code.
Agency: |40
Prefix — Type the prefix for the TC, if applicable.

Prefixz: |

Tran Cd - Type the TC number.

Tran Cd: |D1
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Suffix - Type the suffix for the TC, if applicable.

Suffix:

Description - Type the description of the TC.

Description: | TESTING GoaAs

Short Description - Type the short description of the TC. This description will be displayed
on the Agency Transaction Code Maintenance table.

Short Description: |F=E'3 TIME (723

Max Pay Period - This field is used to record pay period limitation amounts.

Max Pay Period: |IiI

Enabled - Check this box if the agency wants to enable this TC.

Enabled W
Note: Only those TCs marked as Enabled will be displayed on the Transaction Code table.

Top Flag - Check this box if this TC requires accounting.

Top Flag ¥

Accrued - Check this box if this TC is a leave TC that accrues leave.

Accrued

| 0
5. Click [Add] to add the TC, [Update] to update an existing TC, [Delete] to delete data
entered, or [Clear] to clear the fields.

Transaction Code Descriptor Table

The Transaction Code Descriptor table is used to select a Transaction Descriptor from the list. ATD is a
code that is used in conjunction with specific TC(s) on an employee’s T&A. The entry of TDs is optional.
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When Used, they allow agencies to enforce restrictions and limitations for special uses. TDs also provides
a method to handle agency, Office of Personnel Management, and Congressional reporting needs. For a
list of the describers and definitions, see the Transaction Code Table.

To use the TD Table:

1. On the Contact Point List, select the applicable contact point.
2. On the drop-down menu, select NFC Tables. The list of available NFC tables is displayed.

3. On the list of NFC tables, select TC Descriptors. The list of available TC Descriptors is
displayed on the left. The Transaction Code Descriptor list is displayed.

| S T LT S NV R B n VY O AV I I |

Transaction Descriptor table

To add/modify a TD:

1. On the Transaction Code Descriptor list, select the applicable TC. The TC Descriptor Maintenance
window is displayed.

TC Descriptor Maintenance

TeD: o Prefix: [ TC: o suffix:[T

Description: [DETAIL

TC Descriptor Maintenance window
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To add/update a descriptor:

1. On the Contact Point List, select the applicable contact point.
2. On the drop-down menu, select NFC Tables. The list of available NFC tables is displayed.

3. On the list of NFC tables, select TC Descriptors. The list of available TC Descriptors is
displayed on the left. The Transaction Code Descriptor list is displayed.

4. Select a descriptor from the list.
5. Click [Clear] to clear the fields.
6. Complete the fields as follows:

TCD - Type the two-position code to be used as the TD.

TCD: ||3'1

Prefix — Type the prefix, if applicable, for the applicable TC.

Prefixz: |

TC - Type the applicable TC.

TC

-

Suffix - The suffix, if applicable, for the applicable TC.

Suffix:

Description - Type the description of the TD.

Description: | TESTING GoaAs
Rollover Accounting

The agency uses the Rollover Accounting option to roll accounting codes over from one fiscal year to
the next.

To rollover accounting codes:

1. If the timekeeper has access to more than one contact point, select the applicable contact
point from the Contact Point List.
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2. On the drop-down menu, select Agency Tables.
3. Select the applicable accounting code to be changed.

4. On the drop-down menu, select Rollover Accounting. The Accounting Code Rollover pop-up
appears.

Accounting Code RollOver

Change From

Y Yy ===

Change To

Y O Y O O -

! )
B S |

Accounting Code Rollover pop-up

5. Complete the fields as follows:

Change From - Type the applicable positions of the accounting code being changed (the old
accounting code).

Change From

) I O O W

Change To - Type the applicable positions of the accounting code being changed to (the
new accounting code).

Change To

LA A IF SO0 A O8O0 D 0

AG - Type the two-position agency code. If only this field is completed, the rollover is
performed for all contact points within an agency that this administrator has access to.

AG

Ign_

ST - Type the two-position state code. If this is the last field completed, the rollover is
performed for all contact points within a state within an agency that this administrator has
access to.

5T

=
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TN - Type the four-position town code. If this is the last field completed, the rollover is

performed for all contact points within a town, state, and agency that this administrator has
access to.

TH

-

UN - Type the two-position unit code. If this is the last field completed, the rollover is
performed for all contact points within a unit, town, state, and an agency that this
administrator has access to.

UM

=

TK - Type the two-position agency-assigned timekeeper number. If this is the last field
completed, the rollover is completed for only that timekeeper.

TK

-

6. Click [Rollover Accounting].

Delete Mass Accounting

The Agency Table Administrator uses the Mass Accounting option to delete a group of accounting
codes.

To mass delete accounting:

1. If the timekeeper has access to more than one contact point, select the applicable contact
point from the Contact Point List.

2. On the drop-down menu, select Agency Tables.
3. Select Mass Delete Accounting. The Mass Delete Accounting pop-up appears.

Mass Delete Accounting

Accounting Code

N v

2
I

Mass Delete Accounting pop-up
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4. Complete the fields as follows:

Accounting Code - Type the applicable positions of the accounting code to be deleted.

Accounting Code

LD OO DD DO OO e

AG - Type the two-position agency code. If only this field is completed, the mass delete is
performed for all contact points within an agency that this administrator has access to.

AG

Ign_

ST - Type the two-position state code. If this is the last field completed, the mass delete is
performed for all contact points within a state and agency that this administrator has access
to.

5T

=

TN - Type the four-position town code. If this is the last field completed, the mass delete is
performed for all contact points within a town, state, and agency that this administrator has
access to.

TH

-

UN - Type the two-position unit code. If this is the last field completed, the mass delete is
performed for all contact points within a unit, town, state, and agency that this administrator
has access to.

UM

=

TK - Type the two-position agency-assigned timekeeper number. If this is the last field
completed, the mass delete is completed for only that timekeeper.

Project Accounting

When building agency tables, the Agency Table Administrator can enter project associated with
accounting code(s).
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Exercise A

Setting Up Agency Accounting Tables
Agency Accounting Table

1. ROLE Agency Table Administrator
2. ACCOUNTING DATA 999 333-Site Visit

999 5555-Detail
999 4444-Training
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Exercise B

Setting Up Agency Transaction Code

Agency TransactionCode Table

1. ROLE
2. TRANSACTION CODE

Agency Table Administrator

01-Regular Time
21-Overtime
31-Holiday Worked
32-Comp Time Worked
61-Annual Leave
62-Sick Leave
64-Comp Time Used
66-Other Leave
71-LWOP
72-AWOL
73-Suspension
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Contact Point List

The Contact Point List option displays a list of contact points available to a specific timekeeper.

Select Applicable Contact Point

1. Log onto STAR 5.0. Double-click the applicable contact point record on the Contact Point List.
Note: If the timekeeper has access to more than one contact point, the Contact Point List is
displayed.

Contact Point List

Search Contact Point List

You can search for a contact point record on the Contact Point List.

1. Complete the fields as follows:

Ag — Type the agency code.
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St — Type the state code.

Tn - Type the town code.

T

Un — Type the agency-assigned number that identifies the unit. The unit code identifies each
contact point location within a town.

-

Tk - Type the agency assigned number that identifies the timekeeper.

2. Click [GO]. A list of contact points meeting the search criteria is displayed.
3. Select the desired contact point and proceed with a drop down menu item selection.

42



Importing A T&A

The importing a T&A option allows the timekeeper to retrieve the latest T&A for either an individual
employee or a group of employees from the NFC database.

For the first pay period that a timekeeper prepares T&As in STAR 5.0, he/she must import T&As from the
Payroll/Personnel database. Once these records are imported into STAR 5.0, the timekeeper may begin
working in STAR 5.0. Unless a timekeeper gains access to another contact point or a new employee
whose T&A was not previously recorded in STAR 4.25, but was already in the Payroll/Personnel database,
this is a one time function.

Note: If a timekeeper is either adding a new employee or is preparing T&As for employees not previously
in the Payroll/Personnel database, the Import option does not work. The Add Employee option must be
used for any employee(s) not previously in the NFC Payroll/Personnel database.

To Import T&As

1. Double click the applicable contact point. The Employee list for this contact point is displayed.
2. Select Import from the Select An Action drop—down menu. The Import pop-up appears.
3. On the drop down menu, select Select All to import ALL T&As for a contact point.

OR
Select the applicable employee from the employee list to import one employee’s T&A.
4. On the drop down menu, Select Import. An Import pop-up appears.

Microzoft Internet Explorer E3

® Import T&As for the Displayed Pay Penod?

| ] I Cancel |

Import pop-up

5. Click [OK].

A pop-up appears acknowledging that the T&A(s) have been imported. Note: There will not be an
imported T&A for a new employee.

6. A pop-up appears indicating the number of employees imported.

Microzoft Internet Explorer Ed

& Succeszsfully Irmported O af 1 TEA'S that were atternmphed.

Successful Import pop-up




7. Click [OK]. The Employee List is displayed. You should proceed to Rollover to begin a new pay
period for the imported T&A(s).

Note: When the initial import is completed, only the Annual and Sick leave data will be carried
over. Any other leave data the employee may have will need to be re-entered.
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Rollover

The rollover option allows the timekeeper to create a new pay period for all employee records on the
employee list that were successfully transmitted the previous pay period.

A timekeeper has the option of rolling over T&As from one pay period to the next. By doing this, all of the
information recorded in STAR 5.0 for a given pay period is brought forward to the next pay period. When

the Rollover option is selected, all T&As (for that contact point) that were successfully processed the
previous pay period are marked for roll over.

In STAR 5.0:

1. Double-click the applicable contact point.
2. Select Rollover from the drop—down menu.

3. A Rollover pop-up appears, asking the timekeeper whether or not you want to roll over from one
pay period to another. The dates of the applicable pay periods are displayed with the question.

Microsoft x|

@ Rollover from 14 07/11/2004 to 15 07/25; 20047

(0] 4 | Cancel |

Rollover pop-up

4. On the Rollover pop-up, click [OK]. A message appears indicating the number of T&As
successfully rolled over.

Microsoft Internet Explorer Ei

& Rollover Succeszsfully Rolled Ovwer O Tédz of 2 that were attempted.

T&As Successfully Rolled Over pop-up
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5. Click [OK] to accept the message and return to the Employee List for the new pay period.

Harley, Dawve.... 0 0 In
Harley, Mary.... 0 0 New

Employee List

46



Employee List

The Employee List option displays a list of all employees for the selected contact point.

C/5/5tatus
Harley, Dawve._... 0 0 In
Harley, Mary.... 0 0 MNew

Employee List
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T&A Preparation

There are several options available from the Bi-Weekly T&A tab, Daily T&A tab, T&A Header tab, Leave
Acct tab and the Employee Detail tab. Following is a list of available options depending on what tab you
are working in:

*  Employee Detail — This option allows you to view or update the Employee Detail record.

* T&A Header —This option allows you to view or update information on the T&A Header tab.

* Leave Acct — This option allows you to view, add, or update information on the employee’s Leave Acct.
* Biweekly T&A. This option allows you to prepare a biweekly T&A.

e Daily T&A. This option allows you to prepare a daily T&A.

e Default Schedule. This option allows the timekeeper to set up a default schedule when using the Daily
T&A option and the Employee Entry option.
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Add/Update An Employee Record

New Employees may be added in STAR 5.0 when a timekeeper obtains a new employee at an agency or
an employee who was not previously in NFC’s Payroll/Personnel database. Note: If a timekeeper obtains
an employee who was previously in NFC’s Payroll/Personnel database, an Import may be done for that

employee. If the employee is with the same agency. An employee’s detail record may also be updated
using this option.

To add/update an employee record:

1. Double-click the contact point.

2. On the Select An Action (for the Employee List) drop down menu, select Add Employee to add a
new employee.
OR

Double-click the applicable employee on the Employee List to update an employee record. The
Employee Detail tab is displayed.

Employee Cetail
Employee

SEM: I Agency: IQD
Last Name: I First Name: I mMiddla: I

Other Information Leave Information
Work Schadule: Im Annual Leave Category: m
Pay Plan: I General Schedule ;l Sick Leave Category: m
Special Type: I 2 I Annual Leave Ceiling: IW
Tour Of Duty: IW

Status
I- Day Limitation:

Active Inactive Reassigned Separated Transferred
1o . . & -

e

Employee Detail tab

3. Complete the fields as follows:

SSN - Type the employee’s 9-digit SSN. Note: No spaces, dashes, etc.

55N |

Agency - The agency code is displayed in this field based upon the timekeeper’s contact point.

Agency: |9E'
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Last Name - Type the employee’s last name.

Last Mame:

First Name - Type the employee’s first name.

First Manme:

Middle Name - Type the employee’s middle name.

Middle: |

Work Schedule - Click the down arrow to select the employee’s work schedule. (Defaults to Full
Time)

Full Time — Full time employees — Tour of duty is 80 hours.

Part Time — Part Time Employee — If Part Time Employee is selected, then the tour of duty
cannot exceed 79.75 hours.

Intermittent — Intermittent employees — If intermittent is selected, then day limitation must be
checked.

Intermittent 6 — An Intermittent employee who substitutes for a Full-Time employee.

Ist 40 Hours — The first 40 hours of work performed in a week defines the tour of duty for that
particular week.

Work Schedule: |Part Time ;I
Full Time

Intermittent
Intermittent &
1=t 40 Hours

Pay Plan - Click the down arrow to select the employee’s pay plan.
General Schedule — General Schedule Pay Plan (e.g., GS, GW, GH, GM, etc.)
Wage Grade — Federal Wage System Pay Plan (e.g., WG, WL, WS, etc.)
Other — All other types of employee pay plans (e.g., ED, AD, YV, ES, EX, etc.)

Pay Plan: | General Schedule =]

Wage Grade
other
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Special Type — Click the down arrow to select the employee’s special employment type code.
Collaborators — Record Overtime Hours Only
Fire Chief — Bi-Weekly Duty Hours Greater than 80
Fire Fighter — Bi—-Weekly Duty Hours Greater than 80
Other -

Special Type: ;I

Collaborator
Fire Fighter
Fire Chief
Qther

Tour of Duty - Type the number of hours in the employee’s tour of duty. Type the number of hours
in the first 7 positions, and if fractions are necessary, type a “.” and the fraction in the last 2
positions. (This field defaults to 80.00 hours) If Work Schedule is Part Time, than tour of duty
cannot exceed 79.75 hours.

.25 = Y hour
.50 = %2 hour
.75 = % hour
1.00 = 1 hour

Tour OF Duty: IED.DD

Day Limitation - Click this field if the employee’s tour of duty has a day limitation. This field
defaults to blank.

I_ Day Lmitatdon

Annual Leave Category — Click the down arrow to select the employee’s annual leave category.
(This field defaults to 4)

Annual Leave Category |6 'I

0
4
£
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Sick Leave Category — Click the down arrow to select the employee’s sick leave category.
(This field defaults to 4)

Sick Leave Category |4 'I

—

Annual Leave Ceiling - Type the annual leave ceiling in this field if the annual leave ceiling
is an amount other than 240 hours. This field defaults to 240 hours.

Annual Leave Ceiling: |24U.DD

4. Click [Add] to add the employee. The employee is added to that contact point. The Employee
Detail Tab is displayed.

OR
Click [Update] to update the employee’s detail record. The Employee Detail Tab is displayed.

Bi-Weekly T&A |  T&AHeader |  Leave Acct | Employee Detail

Employee

S5M: I— Agency: l_
Last Name: l— First Name: I Middle: I
Other Information Leave Information
Work Schadule: lm Annual Leave Category m
Pay Plan: Im Sick Leave Category m
Special Type: lﬁ Annual Leave Ceiling |240—
Tour OF Duty: IBD—
- e (P Contact Point
fe Tz [ (for o
| Sove [ O

Employee Detail tab

Preparing A Biweekly T&A

T&As are prepared for employees for each two week pay period. These T&As are prepared, verified,
printed, and signed by the timekeeper, employee, and supervisor before transmission to NFC . The
Biweekly T&A tab is used to prepare these T&As.

To prepare an employee’s Biweekly T&A:

1. If the timekeeper has access to more than one contact point, on the Contact Point List,
double-click the applicable contact point for the T&A(s) being imported. The Employee List
for that contact point is displayed.
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2. Select the applicable employee for the T&A to be prepared. The Bi-weekly T&A tab is
displayed.

| Bi-Wieekly TEd I T&M Header I Leawve Acct I Emplayvee Detail |
Current Info ,—
Status: INElU AWS: I Split#: ID Acctng Code: I I | I

Time & Attendance Worksheet

Weekly Totals I I Biweekly Total I 0 Other Hours 0 Mare

Week 1 Weelk 2

Pre TC Suf Description Hours Hours Accounting TC Descriptor/Info

C = I =] —
o= o ol = —
o I =] —
o= o ol =1 —
= - =] —
= ol =] —
= - = —
=1 sl =] ! m—r

Bi-Weekly T&A tab

3. Complete the fields as follows:

Status - This field is system-generated based upon the status of the T&A (i.e., New, In
Progress, etc.)

Status: |NE'UJ

AWS - This field is system-generated based upon the employee’s AWS selection on the
Employee Header record.

AWE:I

Split # - This field is system-generated if the T&A is a split T&A. The default for this field is 0
(zero).

Split#: IU

Acctn Code - This field is system-generated based upon data entered in the Accounting
Data Usage Code field on the Employee Header Record.

Acctng Eude:l

Weekly Totals — These fields are system-generated based upon the totals entered for Week
1 and Week 2 on the Time & Attendance Worksheet on the employee’s Biweekly T&A.

Weekly Totals I o I ]
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Bi-Weekly Total - This field is system generated based upon the hours entered on the
employee’s Time & Attendance Worksheet on the employee’s Bi-Weekly T&A.

Biweekly Total I ]

Other Hours - This field is system-generated based upon the Other Hours entered on the
Time & Attendance Worksheet on the employee’s Bi-Weekly T&A.

Other Hours I ]

Pre — Type the prefix, if applicable.
Pre

o

TC - Type the TC or click the button to select the applicable TC.

TC

-

Suf - Type the suffix, if applicable.

Suf

Description - This field is system-generated based upon the TC entered.

Descripton

Week 1 Hours - Type the number of Week 1 hours for this TC in this field.

Week 1
Hours

=

Week 2 Hours - Type the number of Week 2 hours for this TC in this field.

Weelk 2
Hours

u]
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Accounting - Type the accounting code.

Accounting

TC Descriptor/Info - Type the TC Descriptor, if applicable, or click the button to select the
applicable TC Descriptor.

Descriptor/ Info

Dollar Amt - Type the dollar amount if this is a TC that is paid in dollars and cents.

Dollar
Amt

e

Click [Save] to save the data entered.
Click [Verify] to verify the T&A when all data has been entered, and the T&A is complete.

OR
Click [Print] to print the T&A.

OR
Click [Clear] to clear the fields.

Daily T&A

The Daily Entry option is a check box that is used by the timekeeper for daily timekeeping. This
check box is selected on the Contact Point tab from the Contact Point/JCL option on the drop-down
menu. The Daily T&A tab is used for this.

NOTE: There is a drop-down menu on the Daily T&A tab that allows the timekeeper to:

Show Weekends
Hide Weekends

Hide Week One

Hide Week Two
Reset Display

To prepare an employee’s Daily T&A:

1.

On the Contact Point tab, click the Daily Entry box. If your agency wishes to allow for
employee entry of T&As, this box must be checked with the Employee Entry box.
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2.

If the timekeeper has access to more than one contact point, on the Contact Point List,
double-click the applicable contact point for the T&A(s) being imported. The Employee List
for that contact point is displayed.

Select the applicable employee for the T&A to be prepared. The Daily T&A tab is displayed.

Test , Employee 891235467
| Daily T&A I T&A Header | Leave Acct | Employee Detail |

Current Info

Status: INEUJ AWS: |9 Split#: Iﬂ— Acctng Code: I— —I —I —l =

Time & Attendance Worksheet

Weekly Totals I u] I u] BiWeeakly Total I u] Other Hours I_

Pre TC Suffix DescHption Week Week (Week Week (Week Week Week F
TC Descrptor DescHption One One One One One Tero Two
Accounting Code Mon | Tue | Wed | Thu Fri Mon | Tue |1
Project 07/10 [07/11 [07/12 [07/13 [07/14 [07,/17 [07/18 |0
[T
|
Frorm Favorites
[
|
Frarn Faunvi tac
Daily T&A tab

Complete the fields as follows:

Status - This field is system-generated based upon the status of the T&A (i.e., New, In
Progress, etc.)

Status: |NE'UJ

AWS - This field is system-generated based upon the employee’s AWS selection on the
Employee Header record.

AWE:I

Split # — This field is system-generated if the T&A is a split T&A. The default for this field is 0
(zero).

Split#: IU

Acctng Code - This field is system-generated based upon data entered in the Accounting
Data Usage Code field on the Employee Header Record.

Acctng Eude:l
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Weekly Totals — These fields are system-generated based upon the totals entered for Week
1 and Week 2 on the Time & Attendance Worksheet on the employee’s Biweekly T&A.

Weekly Totals I o I ]

Biweekly Total - This field is system generated based upon the hours entered on the
employee’s Time & Attendance Worksheet on the employee’s Biweekly T&A.

Biweekly Total I ]

Other Hours - This field is system-generated based upon the Other Hours entered on the
Time & Attendance Worksheet on the employee’s Biweekly T&A.

Other Hours I ]

Pre TC Suffix Description TC Descriptor Description Accounting Code Project - This
group of fields is used to enter the prefix (if applicable) TC, and suffix (if applicable) with the
description being system-generated after the data is entered into the field; TC Descriptor (if
applicable) with the description being system-generated after the data is entered into the
field; and accounting code/project.

You can click the button to the right of the Pre TC Suffix Description field to select the
applicable TC from the list.

You can click the button to the right of the TC Descriptor Description field to select the
applicable TC Descriptor from the list.

You can click the button to the right of the Accounting Code field to select the applicable
accounting code if an accounting code table has already been established by the Agency
Table Administrator. If no table has been established, you must enter the accounting code.

Pre TC Suffix Description

TC DescHptor Descripbdon
Accounting Code

Project

[ .
|

From Favorites - Click this field to select the applicable accounting record from the
employee’s accounting favorites. If accounting favorites have not been populated, this field
cannot be used.

I Frorn Favorites
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Week One, Week Two - Type the number of hours for the applicable day for the applicable
TC on that line. Each TC requires a separate line. Only complete the days that correspond to

the applicable TC.

Week (Weel: Weelk (Weel: Week (Weelt Week Week Weel (Weelk
One One One One One Two Two Two Two Twro
Mon Tue Wed | Thu Fri Mon Tue Wed | Thu Fri
07/24 |07/25 [07/26 |07 /27 [07/28 |07/31 [08/01 |08/02 |08/03 |08,/04

5. Click [Save] to save the data entered.
6. Click [Verify] to verify the T&A when all data has been entered, and the T&A is complete.

OR
Click [Print] to print the T&A.

OR
Click [Clear] to clear the fields.

Default Schedule

The Default Schedule option is used by timekeepers who use the Daily Entry option with the
Employee Entry option.

To use the Default Schedule option:

1. If the timekeeper has access to more than one contact point, select the applicable contact
point.

2. From the drop-down menu, select Contact Point/JCL. The Contact Point tab for the
applicable contact point is displayed.

3. On the Contact Point tab, check the Daily Entry and Employee Entry boxes. The contact
point is now available for employee daily entry.

¥ Daily Enty

v Employee Enty

4. Double-click the applicable contact point. The employee list for that contact point is
displayed.

5. Select the applicable employee.

6. While the employee is selected on the employee list, select Default Schedule on the
drop-down menu. The Default Schedule pop-up appears.
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Test , Employee 891235467

Add Tour of Doty Hours

Add New Default Record

Accounting
Project Wk | Wk Wk Wk | Wk | Wk | Wk Wk v
Type Work/Leave 1 1 1 1 1 2 2 2
Descriptor Mon | Tue | Wed | Thu | Fri | Mon | Tue | Wed | T
TOTAL:| .00 .00 .00 00 | .00 .00 .00 .00 il
Week 1 | Week 1 | Week 1 | Week 1 | Week 1 | Week 2 | Week 2 | Week 2
Mon Tue Wed Thu Fri Mon Tue Wed

Default Schedule pop-up

On the Default Schedule pop-up, click [Add Tour Of Duty Hours]. The Add Tour Of Duty

Hours pop-up appears.

‘Sun ‘Mnn ‘Tue |Wed ‘Thu ‘Fri

|5at ‘Sun ‘Mun ‘Tue

ke m] ]

" [ [ [ |
NG

" [ [ [ |
Gy T

Add Tour Of Duty Hours pop-up

Complete the fields (for each day) as follows:

Tour Of Duty Hours — Type the tour of duty hours for the applicable day.

Tour of Duty
Hours

|

Start Time - Type the start time in hours and minutes for the applicable day.

Start Time
{HH:MM)

—

End Time - Type the end time in hours and minutes for the applicable day.

End Time
(HH:MM)

o

Click [Save] to save the default schedule.

Click [Clear] to clear the fields.

OR

OR

Click [Cancel] to cancel the action.
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Exercise C

New Employee

Employee Detail tab

1.

SSN

LAST NAME
FIRST NAME
MIDDLE

WORK SCHEDULE
PAY PLAN
SPECIAL TYPE
TOUR OF DUTY

DAY LIMITATION

11111 XXXX
Newbee

Jane

(Leave Blank)
Full Time

GS

(Leave Blank)
80.00

(Leave Blank)
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Exercise D

New Employee

Employee Detail tab

1.

SSN

LAST NAME
FIRST NAME
MIDDLE

WORK SCHEDULE
PAY PLAN
SPECIAL TYPE
TOUR OF DUTY

DAY LIMITATION

22222XXXX
Doe

Jane

(Leave Blank)
Full Time

GS

(Leave Blank)
80.00

(Leave Blank)
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Update And Delete Employees

Update An Employee Record

Employee records are updated on the employee’s employee detail tab.

1. Double-click the desired employee.
2. Make the applicable changes.
3. Click [Save]. The applicable changes are saved.

Delete An Employee Record

From the Employee List:

1. Select the applicable employee.
2. On the drop—down menu, select Delete Employee. The Delete pop-up appears.

Microsoft Internet Explorer m |

@ Delete The Selecked Employves?
(0] 4 I Cancel |

Delete pop-up

3. Click [OK]. The employee is deleted.

Note: An employee can only be deleted if there are no T&As for that employee. Once a T&A is
prepared for an employee, the employee can no longer be deleted from the Employee List. A
deletion restriction pop-up will appear if you attempt to delete an employee once the T&A process
has begun.
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Maintain A Header Record

This option allows you to maintain information on an employee. The employee’s header record contains
information regarding the employee’s work schedule, advance leave status, standby/administratively
uncontrollable overtime (AUQO)/ availability status, whether the T&A is for a new employee or a final T&A
for an employee, and remarks by the timekeeper.

1.

Double-click the applicable T&A contact point from the Contact Point List. The Employee List is
displayed.

On the Employee List, double-click the applicable employee. The Bi-Weekly T&A tab or Daily
T&A tab is displayed.

OR
Select the applicable employee from the employee list.
On the drop down menu, select Add T&A. The Bi-Weekly T&A tab or Daily T&A tab is displayed.

| Bi-Weekly T I T&A Header I Leave Acct I Employee Detail |

Current Info

Status: IHEIeased AWS: l_ Split#: IU_ Acctng Code: I_ I |—I

Time & Attendance Worksheet

Weekly Totals I 40 I <0 Biweekly Total I =20 Dther Hours 0 Mare

Pre TC Suf Description  Hours Hours Accounting TC Descriptor/Info Amt

[ o[ B[ recucerme [ al[ a0 [ = 1 |
= —— ] ——
= i ] ——
o i ] ——
= —— ] m——
=l [ o[ o] a1
N = | [ o o ) | | —
N = | [ o o = ) | I —
N O == | [ o[ o] B
N == [ o[ o] B

| Z0 B |

Bi-Weekly T&A tab

4. Click [T&A Header] tab. The T&A Header tab is displayed.
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[ aily T&A ] T&AHeader | Leave Acct | Employee Detail
Pay Period Status I

Number |‘1D Begin Date |5.l’14.l‘2006 I‘Jerified
Corrected Split

™ corrected Record ID = split Part ID
Begin End

DayIU 'l Dal:el DayID ;IDal:eI
Detail

T New Employee ¥V Accrue Leave Final T&A I Mot Final T/8 vI
aws |Normal Schedule = Days Worked 00 -

Advance Leave |No advanced leave vl Wage Shift FEGLI ISecond Shift -[

Standby/AUC/Avail Pay

Il Flag
First Week ID Second Weelk ID %% Premium | 00~

Accounting Data Usage Code |1 - Store accounting on first line ;I Stored Accounting |B112564E

Remarks

MFC Use I ;I

JE=
T&A Header tab

The T&A Header tab contains all of the employee’s T&A Header information for the pay period.
Complete the fields as follows:

Number - This field is system generated based upon the current pay period.

Number |15

Begin Date - This field is system generated based upon the begin date of the pay period in
the Number field.

Begin Date IT."ZS."ZDDﬁ

Status - This field is system-generated based upon the status of the employee’s T&A.

Status
INew

Corrected - This field is system-generated if the T&A is a corrected T&A.

Corrected

l- Corrected

70



Record - This field is system-generated when the T&A is a corrected T&A. The record
number of the corrected T&A is displayed in this field.

Record I':'

Split — This field is system-generated when the T&A is a split T&A. A check mark appears in
this field.

™ split

Part — This field is system-generated when the T&A is a split T&A. The part number of the
T&A is displayed in this field.

Part ID

Begin Day - Click the down arrow to select the begin date for a new employee’s first day of
the T&A.

Begin

Daylﬂ "I

Begin Date - This field is system-generated based upon the begin day selected in the Begin
Day field. The date is displayed in this field.

Begin Date IT."ZS."ZDDﬁ

End Day — Click the down arrow to select the ending day of the pay period for the employee. This
field is only used when completing a final T&A for an employee, or designate ending day for a split
T&A.

Day ||:| - |
Date — System generated based on the End Day selected. The date is displayed in this field.

Date |

New Employee - Click this field only if the employee is a new employee.

[ New Employee
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Accrue Leave — Click this box if the employee is eligible to accrue leave. Note: This field is only
used for a new employee or a final T&A.

D Accrue Leave

Final T&A - Click the down arrow to select whether or not this is the final T&A for an employee.

Final T&A | Mot Final T/4 = |

AWS — Click the down arrow to select an alternate work schedule (AWS) option. This field
defaults to Normal Schedule.

aws |Mormal Schedule =

(3% 4 10hr days

(518 2hrs 18 hr

(73 Yariable Day in 40
(3 wariable weel in 80
97 Reset to Marmal
Mormal Schedule oo

Days Worked - Click the down arrow to select the number of days worked by employee. Valid
values are 00-14. This should only be used for employees who are under day limitation
appointments.

Days Wored oo |-

0

Advance Leave — Click the down arrow to select the type of advanced leave that an employee
has been granted.

Adwance Leawe |MNo advanced leave "I

Annual Leave
Sick Leave
drnual/Sick Leave
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Wage Shift FEGLI — Click the down arrow if the employee is eligible for Federal Employees
Group Life Insurance (FEGLI) wage shift. If the employee is coded as General Schedule
employee, the valid values are:

Wage shift FEGLI [Normal T/4 =]

Exceed Biweel

If the employee is coded as Wage Grade employee the valid values are:

Wage Shift FEGLI |First Shift = |

‘First Shift
Second Shift
Third Shift

Varied Shift

Standby/AUO/Avail Pay - This group of fields is used when the employee is eligible for
standby/AUO hours.

Standby AUO Avail Pay
I Flag

First Week II:I Second Week II:I oo Premium |00

Flag — Click this field if the employee is eligible for standby/AUO hours. These are hours and pay
differential entitlements for employees who receive premium pay on an annual basis for
administratively uncontrollable overtime or regularly scheduled standby duty. The default is blank.

[ Flag

First Week — Type the number of standby/AUO hours (2 positions) authorized for the first week
of the pay period. Only fill in this block if the Flag is checked.

First Week |I:I

Second Week — Type the number of standby/AUO hours (2 positions) authorized for the second
week of the pay period. Only complete this block if the Flag and First Week fields are completed.

Second Weel |I:I

73



Percent (%) Premium — Click the down arrow to display the percentage of pay differential
entitlements that will be used to compute the employee’s pay for Standby/AUO worked. Valid
values are 02, 05, 07, 10, 12, 15, 17, 20, 22, 25, or 99. Only fill in this block if the Flag, First Week,
and Second Week are completed.

o Premium |00 =

oo Y
nz T
as
oz
10
1z
15
17
20 |

22
25 F

Accounting Data Usage Code — Click the down arrow to indicate whether or not to use stored
accounting. The default is Accounting on each line.

Note: Accounting cannot be stored on a corrected T&A.

Store Accounting on First Line — Select this option if you want to store the accounting on the first
line of the T&A. Accounting may not be entered on any other line if this option is selected. The
accounting code stored will be retrieved in future pay periods when the T&A is processed with an
Accounting Date Usage Code of 2-Use Stored Accounting.

Use Stored Accounting- Select this option if you would like to use the accounting stored on the
NFC database. No accounting will be reflected on the bi-weekly T&A. This option cannot be used
for a new employee.

Accounting on Each Line — Select this option if you want to distribute accounting for each
transaction code on the Bi-Weekly T&A. This option may be used even if accounting has been
previously stored.

Accounting Data Usage Code | Accounting on each line =l
1 - Store accounting on first line
|& - Use stored accounting

Stored Accounting - Type any accounting to be stored in this field.

Stored Accounting I
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Remarks — Use this field to enter any remarks by the Timekeeper. These remarks appear on the
T&A, however, only the first 23 positions are transmitted to NFC.

NFC Use — Click the down arrow to display the type of employee. (This field is used by NFC
personnel only.)

=

MFC Use

FT - Full tirme tour change
IM - INT tour change
PT - Part time tour change

6. Click [Save] to update the header record.

75



76



Establish And Maintain Leave Accounts

The Leave Acct tab option displays leave data for an employee.

The leave information recorded on the T&A is a method of maintaining an employee’s leave record. When
an employee is imported into STAR 5.0, the employee’s annual and sick leave balances are brought
forward. All other leave types must be added. The leave account consists of leave brought forward from
the prior pay period, leave earned during the current pay period, leave used for the processing pay period,
and the leave balance to date.

Note: When an employee’s annual leave category changes, you must update the Annual Leave Category
field on the Employee Detail tab. A Bi-Weekly T&A must be created before a leave account can be
updated.

The Leave Error Report is used to verify current leave balances in STAR 5.0 against current leave
balances in the Payroll/Personnel database at NFC. The Leave Error Report is available in STAR 5.0, and
is only available for the most recent pay period.

To run the Leave Error Report:

1. On the drop—down menu, select the applicable contact point.

2. Select Leave Error Report. The Leave Error report is displayed.

Leave Error Report
Sensitive Personnel Data -- Use is Restricted
Contact Point: 90 22 1690 04 40 Employing Office: 5317 Date Prepared: 11/6/2004
sep asL Type Type Prior YID  YTD YTD Ending . W‘LEP Accrued ”’?: End
Name SSND PP Leave Empl CaryoverEamed Used Cr Balance "2 " This PP Balance
Date  Cat Balance pp

06/18/89
09/06/73

21 ANN 1 10,50+ 144,00 106,00 27.50 2.00 2.75
21 ANN

comp
21 comp
21 comp

240,00 168,00 75,00 333,00 2,00 14,00
42,25 38,00 4,25 1.25 5.00 5.75%
200 15.50 17.50 23,50 %
50,50 34,75 1575 .50 1.00 21,75 *

06/24/85
03/27/88

@@ m e e
™
jid

1
1
1
1

* COMP Ending Balance = (COMP-CURRENT-BAL + COMP-PRIOR-YR-BAL + COMP-BAL-REL-OBS).

Total Employees: 4 Total Errors: 5

thanges annotated above are certified to be true and comrect as of pay period

Certified By: Date: .

Leave Error Report

Leave Types

Advanced Leave. Advanced annual leave up to the number of hours to be accrued in the
remainder of the leave year.

Advanced sick leave up to a maximum of 240 hours.

Advanced leave should not be entered in STAR 5.0 until after you receive documentation to
support the transaction. An employee’s Header record must be coded appropriately before a T&A
with a negative leave balance may be verified.

The balance in the Forward field may be updated to a negative balance at any time. However, in
order for a T&A with a negative balance to be verified, the Advance Leave field on the employee’s
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T&A Header tab must be properly coded. After the T&A Header tab is updated to allow the
advanced leave, the T&A may be verified with a negative ending balance.

Annual Leave Ceiling. If the employee’s balance displayed on the Leave Acct tab is greater than
the value displayed in the Annual Leave Ceiling field, the Forward field is reset to the Annual
Leave Ceiling value.

Annual Leave Category Change. When an employee’s annual leave category changes, you
must update the Annual Leave Category field on the Employee Detail tab. You can make
corrections to an employee’s leave account at any time during the pay period.

You should receive a report to support the category change before updating an employee’s annual
leave category.

Compensatory Time For Travel. Employees who travel during nonwork time may earn
compensatory time for time spent traveling. This time is to be taken as time off by the employee and
not paid to the employee. Any unused compensatory time for travel will be forfeited by the employee
after 26 pay periods.

Family Friendly Leave-Sick Type. The employee’s family friendly leave balance is reset to 0 hours
in STAR 5.0 at the beginning of the leave year. Family friendly leave is added to the balance for
Family Friendly Leave--Sick Type on the Leave Acct tab as the employee uses it. The same amount
is subtracted from the employee’s Sick Leave balance. The Balance displayed increases instead of
decreases as the employee uses family friendly leave because there is a maximum amount of family
friendly leave that can be used. The employee is allowed to use family friendly leave until the value in
the Forward field reaches 480 hours (12 weeks).

Family Care-General permits the use of 104 hours of sick leave for general health care purposes.
Family Care-Extended permits the use of 480 hours of sick leave. However, the eligibility criteria for
Family Care-Extended is much stricter. The usage of the two types combined may not exceed the
480 hour limit. For additional information, please review your agency policy or the OPM Web site

at www.opm.gov.

Leave Category 6. Full-time employees in Leave Category 6 earn an additional 4 hours of annual
leave during the last full pay period of the calendar year, for a total of 10 hours of annual leave. When
an employee is in nonpay status or reaches a multiple of 80 hours of nonpay status during the last full
pay period of the calendar year, the employee does not earn annual leave during the last full pay
period of the calendar year; therefore, the employee does not earn the additional 4 hours. STAR 5.0
computes this automatically for employees in Leave Category 6 so that no action on the part of the
user is necessary. This does not apply to a part-time employee because his/her leave accrual is
based upon the number of hours worked.

Leave Discrepancies. Leave discrepancies should be resolved by preparing a leave audit and
determining when the leave discrepancy occurred. If the leave error is within STAR 5.0, and the
Payroll/Personnel database is correct, the discrepancy should be resolved in the current pay period.
If the Payroll/Personnel database is incorrect, it must be resolved by submission of the T&A audit to
the individual within your organization responsible for TINQ adjustments.

Military Leave. STAR 5.0 records military leave in hours. A full-time employee eligible for military
leave receives 120 hours of military leave each fiscal year. Military leave may be carried over from
one fiscal year to the next. The maximum amount of military leave that an employee may have is 240
hours (120 hours carried over from the previous fiscal year and 120 hours from the current fiscal
year). Timekeepers should keep track of any military leave carried over in the Remarks field.
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IRIS Program IR138, Regular Military Leave, displays the balance and usage in ascending order.

Nonpay Status. If an employee is on Leave Without Pay (LWOP) for an entire pay period, but a
personnel action has not been processed on him/her, the timekeeper must prepare a T&A and
transmit it to document the employee’s status for the pay period. If a personnel action has been
processed on the employee, there is no need for the timekeeper to prepare a T&A. If a personnel
action was processed, and the employee returns to duty, the timekeeper would select Add T&A from
the Select An Action (For The Employee List) drop-down menu. The Add A T&A For The Selected
Employee pop-up appears. Click [OK]. A new T&A is then created to return the employee to duty.

When a full-time employee is in nonpay status or reaches a multiple of 80 hours of nonpay status
(any combination of LWOP, absent without official leave (AWOL), suspension, furlough, etc.) during a
pay period, the employee does not earn annual leave or sick leave for that pay period. STAR 5.0
computes this automatically so that no action on the part of the user is necessary. If the multiple of 80
hours is reached during the last full pay period of the calendar year and the employee is in Leave
Category 6, the employee does not earn the additional 4 hours of annual leave earned by Leave
Category 6 employees during the last full pay period of the calendar year. This reduction in accruals
does not apply to a part-time employee because his/her leave accrual is based upon time in pay
status each pay period.

Other Leave. Other leave is used to record the following types of leave:

e Jury Duty. An employee is eligible to receive court leave when serving on a jury. The em-
ployee must present documentation of jury duty. Any money received for jury duty must be
returned to the agency.

e Examination.
e  Funeral.

¢ Witness. When an employee is summoned as a witness in a judicial proceeding in which the
Federal, State, or local government is a party.

Note: When an employee is summoned as a witness in a judicial proceeding in an official
capacity on behalf of the Federal government, the employee is on official duty, not court
leave. Also, serving as a witness in a personal capacity (traffic, divorce, custody, etc.) is not
covered.

¢ Voting. Employees may be granted time off from work (without charge to leave) to vote in
Federal, State, local, or municipal elections or for any civic matter in the employee’s commu-
nity.

This is rarely granted due to the fact that polling places are typically open for extended
periods of time. Leave for voting is usually only granted when the polls are not open at least
three hours before or three hours after an employee’s regular work hours. When this leave is
granted, an employee may be allowed to arrive at work three hours after the polls open or
leave three hours before the polls close, whichever requires the least amount of time away
from work.

Also, if an employee’s voting place is beyond the normal commuting distance and absentee
voting is not permitted, the employee may be granted an excused absence from work (not to
exceed one day) to make the trip to the voting place to cast a ballot. If the employee needs
more than one day, the employee must then request annual leave or LWOP for the additional
time away from work.
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¢ Federal Holiday
¢ Transfer of Official Station

e Court (Other than Jury Duty or Witness). If an employee serves as a witness for the Fed-
eral, State, or local government, that employee is entitled to receive court leave. Any money
received for appearing as a witness must be returned to the agency.

e State or Local Holiday
¢ Administrative Leave

* Hazardous Weather Dismissal. This is leave paid to employees who are dismissed and/or
excused from work due to hazardous weather conditions (i.e., hurricanes, snow, etc.) without
charge to the employee’s leave.

e Bone Marrow/Organ Donor. An employee may use up to 7 days of paid leave for bone mar-
row donation, and up to 30 days of paid leave for organ donation when the employee is do-
nating the organ (not receiving the organ).

Note: Use of Other Leave for bone marrow/organ donation does not affect an employee’s
annual and/or sick balance.

When recording Other Leave, use TC66, Other Leave. The type of leave is not displayed
when this TC is used (unless a TC Descriptor is used in conjunction with TC66). The
timekeeper can make a note of the type of Other Leave in the Remarks field if desired.

Religious Compensatory Time. STAR 5.0 tracks religious compensatory time in an account
separate from compensatory time. If an employee does not pay back his/her religious
compensatory time in the time frame established by the agency, an update must be made
changing the un-repayed time from religious compensatory time to an alternate type of leave
(i.e., annual leave, regular compensatory time, credit leave, or LWOP). Because annual leave
and/or regular compensatory time are used to pay back owed religious compensatory time,
the annual leave and/or regular compensatory time balance must also be adjusted in the
Forward field.

Restored Annual Leave. When restoring annual leave, the amount of hours being restored
is entered under the RSTR Restored Leave category in the Forward field. Do not enter this

amount until Pay Period 2. You must wait until Pay Period 1 processing is complete to avoid
any leave errors. An action must be entered in EPIC, or FESI before entering the restored

leave. Also, if leave is restored for more than one leave year, you must track the balances in
the Remarks field on the T&A Header tab in order to keep separate balances for each leave
year. Do not use TC63, Restored Annual Leave, until the employee uses the restored leave.

Time Off Awards. Time off awards should be entered on the employee’s Leave Account in
the pay period in which they are processed in the Payroll/Personnel System. Do not use
Prefix 61, TC66, Time Off Award, until the employee uses the award.

If a time off award is not used by the agency-specified timeframe, it is the responsibility of the
timekeeper to reset the balance accordingly.

Add, Update, Or Delete An Employee Leave Type Record

On the Employee List:
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1. Select the applicable employee record.
2. Select the Leave Acct tab. The Leave Acct tab for that employee is displayed.

[ Draily T |  TaaHeader |  LeaveAct | Employee Detail

Leave Account Worksheet More

Type Description Forward Accrued Used Balance

o T ANNUAL LEAVE | a| & | o &
2 | AwoL [ABSENT wITH OUT LEA [ | 23 | 0| o 28
3 | Lwor | LEavEWITHOUT Pav [E]| a3 | 0| o 43
4 | sick| SICKLEAVE | a| 4| o 4
5 | | =2 of of o] o
5 | | = of of o] o
7 | | = of of o] o
s | | = of of o] o
o | | = of of o] o
| | =1 nl n nl n

-
=

Leave Acct tab

The Employee’s SSN, Name, and Leave Accrual are generated from the Employee Detail tab.
Note: On the Leave Account window when the initial import is being done, only the Annual and
Sick leave date will be carried over. Any other leave the employee may have will have to be
re-entered.

Add A Leave Type To An Employee’s Leave Account

1. On the Leave Acct tab, click the table button for the list of leave types. Note: The table button is
located between the Description and Forward fields.

LEAVE TYPE DESCRIPTIOH
Select AMML ANMUAL LEAVE
Select AWOL ABSENT WITH OUT LEAVE
Select COMP COMPEMSATCORY LEAVE
Selec COMR COMPEMSATORY LEAVE - RELIGIOUS
Select CRED CREDIT LEAVE
Selec DiOMA DOMATED AMMUAL LEAWE
Select COMR DOMATED RESTORED LEAVE
Select FFRAM FAMILY FRIEMDLY LEAVE --- SICK TYPE
Select FURL FURLOUGH LEAVE
Select HOME HOME LEAVE
Select INJU IMJURY LEAVE
Select Lwop LEAVE WITH OUT PAY
Select MILE MILITARY EMERSG
Select MILR MILITARY REGULAR
Select OTHR OTHER LEAVE
Select PTUA PART TIME UNAPPLIED AMMUAL LEAVE
Select PTUS PART TIME UNAPPLIED SICK LEAVE
Select RSTR RESTORED LEAVE
Selec SHOR SHORE LEAVWE
Select SICK SICK LEAVE
Selec SUsP SUSPEMSE LEAVE
Select TOFF TIME COFF AW ARLD

Leave Types
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2. Select the applicable leave type. The new leave type will appear in the Description of the Leave
Acct.

[ Draily T |  TaaHeader |  LeaveAct | Employee Detail

Leave Account Worksheet More

Type Description Forward Accrued Used Balance

o T ANNUAL LEAVE | a| & | o &
2 | AwoL [ABSENT wITH OUT LEA [ | 23 | 0| o 28
3 | Lwor | LEavEWITHOUT Pav [E]| a3 | 0| o 43
4 | sick| SICKLEAVE | a| 4| o 4
5 | | =2 of of o] o
5 | | = of of o] o
7 | | = of of o] o
s | | = of of o] o
o | | = of of o] o
| =1 nl n nl n

ol
=T

3. Click the Forward box.
4. Type the number of whole hours in the first four positions. If fractions must be recorded, type

[IE1]

a “.”(period) and the fraction in the last 2 positions. (.25, .50, .75).
5. Click [Save].

Update A Leave Type

1. On the Leave Acct tab, select the leave type.
2. Click the Forward box and make the appropriate changes to the Forward value.
3. Click [Save].
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Exercise E

New Employee’s 80 Hour Biweekly T&A

Employee List

1. SSN
2. LAST NAME
3. FIRST NAME

4. MIDDLE

T&A Header

1. NEW EMPLOYEE
2. ACCRUE LEAVE
3. BEGIN DAY

4. AWS

5. ACCOUNTING DATA USAGE CODE

Bi-weekly T&A

1. TRANSACTION CODES
Week 1 Week 2
01-40 hrs 01-40 hrs

11111 XXXX
Newbee
Jane

(Leave Blank)

Yes
Yes
Day 1
Normal

Accounting on each line

Accounting
90199999876




84



Exercise F

New Employee’s 80 Hour Biweekly T&A

Employee List

1. SSN
2. LAST NAME
3. FIRST NAME

4. MIDDLE

T&A Header

1. NEW EMPLOYEE
2. ACCRUE LEAVE
3. BEGIN DAY

4. AWS

5. ACCOUNTING DATA USAGE CODE

Bi-weekly T&A
1. TRANSACTION CODES
Week 1 Week 2
00 hrs 01-40 hrs

22222XXXX
Doe
Jane

(Leave Blank)

Yes

No
Day 9
Normal

Accounting on each line

Accounting
90199999876
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Exercise G

New Employee’s 80 Hour Biweekly T&A

Employee Detail

—t
o©

©o NGO RODS

SSN

LAST NAME

FIRST NAME
MIDDLE

WORK SCHEDULE
PAY PLAN
SPECIAL TYPE
TOUR OF DUTY
DAY LIMITATION
LEAVE CATEGORY

Leave Acct tab

1.

LEAVE BROUGHT FORWARD

T&A Header

a ks oebd

NEW EMPLOYEE
ACCRUE LEAVE
BEGIN DAY

AWS

ACCOUNTING DATA USAGE CODE

Bi-weekly T&A

1.

TRANSACTION CODES
Week 1 Week 2
01-40 hrs 01-40 hrs

55555XXXX
Lamb

Mary

(Leave Blank)
Full Time

GS

(Leave Blank)
80.00

(Leave Blank)
Annual - 8

Annual Leave - 92.75
Sick Leave - 247.75

Yes

Yes

Day 1

Normal

Stored Accounting on first line

Accounting
99991234
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Exercise H

New Employee and Resignation (Final T&A)

Employee Detail

1. SSN B66666XXXX

2. LAST NAME Island

3. FIRST NAME Avery

4. MIDDLE (Leave Blank)

5. WORK SCHEDULE Full Time

6. PAY PLAN GS

7. SPECIAL TYPE (Leave Blank)

8. TOUR OF DUTY 80.00

9. DAY LIMITATION (Leave Blank)
10. LEAVE CATEGORY Annual - 4

Leave Acct tab

1.

LEAVE BROUGHT FORWARD

Annual Leave - 0

Sick Leave - 0
T&A Header
1. NEW EMPLOYEE Yes
2. ACCRUE LEAVE No
3. FINAL T&A Final T&A
4. BEGIN DAY Day 4
5. END DAY Day 5
6. AWS Normal
7. ACCOUNTING DATA USAGE CODE Accounting on each line
Bi-weekly T&A
1. TRANSACTION CODES
Week 1 Week 2 Accounting
01-16 hrs 00 hrs 99966666
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Exercise |

Biweekly T&A
Employee Detail

SSN

LAST NAME

FIRST NAME
MIDDLE

WORK SCHEDULE
PAY PLAN
SPECIAL TYPE
TOUR OF DUTY
DAY LIMITATION
LEAVE CATEGORY

©o NGO RODS

—t
o©

Leave Acct tab

1. LEAVE BROUGHT FORWARD

T&A Header

1. AWS
2. ACCOUNTING DATA USAGE CODE

Bi-weekly T&A

1. TRANSACTION CODES
Week 1 Week 2
01-40 hrs 01-40 hrs

TTTTTXXXX
Gras

Mardi

(Leave Blank)
Full Time

GS

(Leave Blank)
80.00

(Leave Blank)
Annual - 6

Annual Leave - 234
Sick Leave - 581.25

Normal
Accounting on each line

Accounting
9019999999
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Exercise J

Biweekly T&A

Employee Detail

1. SSN 88888XXXX
2. LAST NAME Tuesday
3. FIRST NAME Fat
4. MIDDLE (Leave Blank)
5. WORK SCHEDULE Intermittent
6. PAY PLAN GS
7. SPECIAL TYPE (Leave Blank)
8. TOUR OF DUTY (Leave Blank)
9. DAY LIMITATION Yes

10. LEAVE CATEGORY Annual - 0

Leave Acct tab

1. LEAVE BROUGHT FORWARD Annual Leave - 0
Sick Leave - 0
T&A Header
1. AWS Variable day in 40
2. ACCOUNTING DATA USAGE CODE Accounting on each line
Bi-weekly T&A
1. TRANSACTION CODES
Week 1 Week 2 Accounting
01-4 hrs 01-24 hrs 9991111
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Exercise K

Biweekly T&A
Employee Detail

SSN

LAST NAME

FIRST NAME
MIDDLE

WORK SCHEDULE
PAY PLAN
SPECIAL TYPE
TOUR OF DUTY
DAY LIMITATION
LEAVE CATEGORY

©o NGO RODS

—t
o©

Leave Acct tab

1. LEAVE BROUGHT FORWARD

T&A Header

1. AWS
2. ACCOUNTING DATA USAGE CODE

Bi-weekly T&A

1. TRANSACTION CODES

Week 1 Week 2

01-32 hrs 01-24 hrs

61-08 hrs 61-8 hrs
66-8 hrs

99999X XXX
Off

Day

(Leave Blank)
Full Time

ES

(Leave Blank)
80.00

(Leave Blank)
Annual - 4

Annual Leave - 12
Sick Leave - 8

Normal
Stored Accounting

Accounting

(Leave Blank)
(Leave Blank)
(Leave Blank)
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Exercise L

Biweekly T&A
Employee Detail

SSN

LAST NAME

FIRST NAME
MIDDLE

WORK SCHEDULE
PAY PLAN
SPECIAL TYPE
TOUR OF DUTY
DAY LIMITATION
LEAVE CATEGORY

©o NGO RODS

—t
o©

Leave Acct tab

1. LEAVE BROUGHT FORWARD

T&A Header

1. AWS
2. ACCOUNTING DATA USAGE CODE

Bi-weekly T&A
1. TRANSACTION CODES
Week 1 Week 2
01-32 hrs 01-24 hrs
66-8 hrs

61-08 hrs 61-8 hrs

10101 XXXX
Night

Twelfth
(Leave Blank)
Full Time

ES

(Leave Blank)
80.00

(Leave Blank)
Annual - 4

Annual Leave - 240
Sick Leave - 20

Normal
Stored Accounting

Accounting

(Leave Blank)
(Leave Blank)
(Leave Blank)
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Exercise M

Daily T&A

Employee Detail

[ e
wn o

©o NGO RODA

SSN

LAST NAME

FIRST NAME
MIDDLE

PAY PERIOD
CONTACT POINT
PAY PLAN

TYPE EMPLOYMENT
TOUR OF DUTY
WORK SCHEDULE

. ACCOUNTING DATA

LEAVE CATEGORY
LEAVE BROUGHT FORWARD

11111 XXXX

Doe

Jane

B

18

AG-22-1690-13

ES

Full Time

Mon-Fri 6:30 am-3:00 pm
(A) Employee Works as Scheduled
Store Accounting 999 7777
Annual - 8

Annual - 92.75
Sick - 247.75
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Exercise N

Daily T&A
Daily T&A Tab

—t -k
- O

©o NGO RODS

LAST NAME

FIRST NAME
MIDDLE

SSN

PAY PERIOD
CONTACT POINT
PAY PLAN

TYPE EMPLOYMENT
ACCOUNTING DATA
LEAVE CATEGORY
LEAVE BROUGHT FORWARD

Carre

Bon

E

11111 XXXX

18

AG-22-1690-30-13

GS

Full Time

Store Accounting 999 7777
8

Annual Leave 92.75
Sick Leave 247.75
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Exercise O

Daily T&A with Accounting Tables

Daily T&A Tab and Agency Tables

e I T S Y
O =)

©o NGO RODS

LAST NAME

FIRST NAME
MIDDLE

SSN

PAY PERIOD
CONTACT POINT
PAY PLAN

TYPE EMPLOYMENT
TOUR OF DUTY
WORK SCHEDULE

. ACCOUNTING DATA
. LEAVE CATEGORY
. LEAVE BROUGHT FORWARD

River

Mississippi

I

11112XXXX

18

AG-22-1690-30-13

GS

Full Time

Monday-Friday 6:30am-3:00pm
8 Hours a Day

From Agency Accounting Tables
6

Annual Leave 100.75
Sick Leave 300.75
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Exercise P

Daily T&A with Default Schedule

Daily T&A Tab and Default Schedule

10.

1.

12.
13.

©o NGO RODS

LAST NAME

FIRST NAME
MIDDLE

SSN

PAY PERIOD
CONTACT POINT
PAY PLAN

TYPE EMPLOYMENT
DEFAULT SCHEDULE

WORK SCHEDULE

ACCOUNTING DATA

LEAVE CATEGORY
LEAVE BROUGHT FORWARD

Orleans
New

11113XXXX

18
AG-22-1690-30-13
GS

Full Time

Monday-Friday 8 hours a day
01-Regular Time

8 Hours of Annual Leave used on
the 4th day of 1st week

From Agency Accounting Tables for
01-Regular Time

61-Annual Leave

6

Annual Leave 200
Sick Leave 35
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Exercise Q

Coding an 80 Hour Daily T&A with Accounting Favorites

Employee Detail

e I T T Y
O =)

©o NGO RODA

SSN

LAST NAME

FIRST NAME
MIDDLE

PAY PERIOD
CONTACT POINT
PAY PLAN

TYPE EMPLOYMENT
TOUR OF DUTY
WORK SCHEDULE

. ACCOUNTING DATA
. LEAVE CATEGORY
. LEAVE BROUGHT FORWARD

11112XXXX

Bridge

Twin

Span

18

AG-22-1690-13

GS

Full Time

Monday-Friday 6:30 am-3:00 pm
(A) Employee Works as Scheduled
Store Accounting 999 8888
Annual - 6

Annual - 100.75
Sick - 300.00
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Exercise R

Resignation (Final T&A)

Employee Detail

SSN

LAST NAME

FIRST NAME
MIDDLE

WORK SCHEDULE
PAY PLAN
SPECIAL TYPE
TOUR OF DUTY
DAY LIMITATION
LEAVE CATEGORY

©o NGO RODS

—t
o©

Leave Acct tab

1. LEAVE BROUGHT FORWARD

T&A Header
1. AWS FINAL T&A
2. END DAY
3. AWS
4. ACCOUNTING DATA USAGE CODE
Bi-weekly T&A
1. TRANSACTION CODES
Week 1 Week 2
01-40 hrs 01-40 hrs
21-1.50 hrs

33333XXXX
Fest

Jazz

(Leave Blank)
Full Time

GS

(Leave Blank)
80.00

(Leave Blank)
Annual - 6

Annual Leave - 240
Sick Leave - 585.25

Final T&A

Day 14

Normal

Accounting on each line

Accounting
9019999999
9019998765
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Exercise S

Employee in Advanced Sick Leave and Coding an 80 Hour T&A

Employee Detail

SSN

LAST NAME

FIRST NAME
MIDDLE

WORK SCHEDULE
PAY PLAN
SPECIAL TYPE
TOUR OF DUTY
DAY LIMITATION
LEAVE CATEGORY

©o NGO RODS

—t
o©

Leave Acct tab

1. LEAVE BROUGHT FORWARD

T&A Header

1. AWS
2. ADVANCE LEAVE
3. ACCOUNTING DATA USAGE CODE

Bi-weekly T&A
1. TRANSACTION CODES
Week 1 Week 2
01-20 hrs 01-24 hrs
66-8 hrs

62-20 hrs 62-8 hrs

12121 XXXX
Festival
Essence
(Leave Blank)
Full Time

GS

(Leave Blank)
80.00

(Leave Blank)
Annual - 8

Annual Leave - 0
Sick Leave - 12

Normal
Sick Leave
Stored Accounting

Accounting

(Leave Blank)
(Leave Blank)
(Leave Blank)
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Exercise T

Employee with Military Leave and Coding an 80 Hour T&A

Employee Detail

SSN

LAST NAME

FIRST NAME
MIDDLE

WORK SCHEDULE
PAY PLAN
SPECIAL TYPE
TOUR OF DUTY
DAY LIMITATION
LEAVE CATEGORY

©o NGO RODS

—t
o©

Leave Acct tab

1. LEAVE BROUGHT FORWARD

T&A Header

1. AWS
2. ACCOUNTING DATA USAGE CODE

Bi-weekly T&A
1. TRANSACTION CODES
Week 1 Week 2
01-40 hrs 01-24 hrs
65-16 hrs

13131 XXXX
Day

Veterans
(Leave Blank)
Full Time

GS

(Leave Blank)
80.00

(Leave Blank)
Annual - 8

Annual Leave - 181
Sick Leave - 0
Military Leave Used - 2

Normal
Stored Accounting

Accounting
(Leave Blank)
(Leave Blank)
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Exercise U

Wage Grade, Part Time Employee and Coding T&A with A Time Off
Award

Employee Detail

—t
o©

©o NGO RN

SSN

LAST NAME

FIRST NAME
MIDDLE

WORK SCHEDULE
PAY PLAN
SPECIAL TYPE
TOUR OF DUTY
DAY LIMITATION
LEAVE CATEGORY

Leave Acct tab

1.

LEAVE BROUGHT FORWARD

T&A Header

1.
2. ACCOUNTING DATA USAGE CODE

AWS

Bi-weekly T&A

1.

TRANSACTION CODES

Week 1 Week 2

01/1-30 hrs 01/1-24 hrs
66/1-6 hrs

14141 XXXX
Fest

French

Q

Part Time
WG

(Leave Blank)
56.00

(Leave Blank)
Annual - 6

Annual Leave - 101

Sick Leave - 24

Time Off Award - 6

P/T Unapplied - Annual Leave - 8
P/T Unapplied - Sick Leave - 1

Normal
Stored Accounting

Accounting
(Leave Blank)
(Leave Blank)
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Changing A T&A

The Correct T&A option is used to update or change a T&A. You can make changes to the T&A header
record, the employee’s leave account, or the employee’s T&A. Corrected T&As may be submitted up to 26
pay periods after the original T&A was transmitted.

To Change a T&A:

1.

o0 RN

Double-click the applicable contact point. If the timekeeper has access to more than one contact
point, the Contact Point List is displayed. If the timekeeper only has access to one contact point,
the Employee List is displayed.

Double-click the applicable employee from the Employee List.
Select the Bi-Weekly T&A tab or the Daily T&A tab (as applicable).
Make the applicable changes.

Click [Save] to save the changes.

Click [Verify] to verify the information.
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Exercise V

Changing an 80 Hour T&A

Employee Detail

1. SSN 11111 XXXX

2. LAST NAME Newbee

3. FIRST NAME Jane

4. MIDDLE (Leave Blank)

Bi-weekly T&A

1. TRANSACTION CODES
Week 1 Week 2 Accounting
01-20 hrs 01-40 hrs 9039999999
61-20 hrs
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Exercise W

Changing an 80 Hour T&A

Employee Detail

SSN

LAST NAME
FIRST NAME
MIDDLE

PN

T&A Header

1. ACCOUNTING DATA USAGE CODE

Bi-weekly T&A
1. TRANSACTION CODES
Week 1 Week 2
01-24 hrs
61-8 hrs
66-8 hrs

22222XXXX
Doe

Jane

(Leave Blank)

Stored Accounting

Accounting

(Leave Blank)
(Leave Blank)
(Leave Blank)
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Preparing A Split T&A

The Split T&A option is used to prepare a split T&A. A split T&A is prepared when a change occurs during
the pay period, and different variables are applied to part of the pay period (i.e., LWOP balances). A split
T&A requires the completion of two T&As. When preparing a split T&A, select the applicable day before
the change was effective in the Split Part 1 End Day box and the effective day of the change in the Split
Part 2 Begin Day box.

Prepare A Split T&A

1.

Double-click the applicable contact point. Note: If the timekeeper has access to more than one
contact point, the Contact Point List is displayed. If the timekeeper only has access to one contact
point, the Employee List is displayed.

From the Select An Action (For The Employee List) menu, select Split T&A. The Split End and
Start pop-up appears.

Split End and Start

Split Part 1 End Split Part 2 Start

EflasZ2006 ES1E5/2008
EF1E/Z2006 Efle /2008
S5/lesZ20068 551772006
EA17 /2006 SAlefz008
LA18 /2006 SAl8 /2005
i E/19/2006 EAEQF2006

- Eiz
2172006 Sfzz/2008
Sf22/2006 S5f23/2006
L/Z23 72006 /24 /20065
L/24 72006 SAEZE 2005
LF25FE2006 1 SSZesz0068
LfEGSE2008 EFER 2006

Split End And Start pop-up

Select the applicable start and end dates for the spilt T&A.
Click [OK] to confirm your selection and continue with the Split T&A process.
Note: Leave data should be recorded only on the second T&A. Also, if you use TC 65, Regular

Military Leave, when preparing a split T&A, you must record the number of hours of military leave
used on the Leave Acct.

If you click [OK] the T&A will appear on the T&A List on two lines, one for each part of the T&A
(Split Part1 and Split Part 2).
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Select each part individually from the T&A List. On the employee list double click Part 1.
Complete the necessary T&A information on Part 1.

Click [Save] to save the information entered on Split #1.

On the employee list double click Part 2.

© o NoO O

Complete the necessary T&A information on Part 2.
10. Click [Save] to save the information on Split #2.
11. Click [Verify] on Split #2 to verify both Split #1 and Split #2. Both parts of the T&A will be verified.

Note: If you attempt to [Verify] after completing Split #1, an error message will appear.
Both parts must be completed before the T&A may be verified. You do not have to go
back and click [Verify] on Split #1. Clicking [Verify] on Split #2 verifies both parts.

Merging A Split T&A Back Into One T&A

The Merge T&A option is used to merge a split T&A back into one T&A (i.e., a timekeeper
inadvertently prepared a split T&A when it was not necessary).

1. Double-click the applicable contact point. If the timekeeper has access to more than one contact

point, the Contact Point List is displayed. If the timekeeper only has access to one contact point,
the Employee List is displayed.

2. Select the applicable employee from the Employee List.
3. Select either record of a split T&A on the T&A List to be merged.
4. Click [Merge T&A]. The Merge T&A pop-up appears.

Microzoft Internet Explorer Ei

@ Merge The Selected Employes's T b

] I Cancel |

Merge T&A pop-up

5. Click [OK] to merge the T&A. The T&A is how merged back into one T&A. Only the data from
Split #2 is retained.

Note: The merge process does not combine Part 1 and Part 2 TCs. Only the data from
Part 2 of the split is retained. You must update the T&A to reflect the correct information
after choosing the merge option.
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Exercise X

Split T&A with 80 Hours
Employee Detail

SSN

LAST NAME
FIRST NAME
MIDDLE

pPoObd=

Split T&A Information

Part one begin day (default 0)
Part one end day 07

Part two begin day 08

Part two end day (default 0)

Part 1 of Split Bi-weekly T&A

1. TRANSACTION CODES
Week 1 Accounting
01-40 hrs 90199999999

Part 2 of Split Bi-weekly T&A

1. TRANSACTION CODES
Week 2 Accounting
01-40 hrs 90199999999

T7777TXXXX
Gras

Mardi

(Leave Blank)
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Print Selected T&As

The Print Selected T&As option is used to print T&As. T&As are printed prior to transmission. The Print
Selected T&As options can be accessed from the drop-down menu, the Bi-Weekly T&A tab, Daily T&A
tab, or the T&A List.

Print Reports

1. On the Contact Point List, double-click the applicable T&A contact point. Note: If the timekeeper
has access to more than one contact point, the Contact Point List is displayed. If the timekeeper
only has access to one contact point, the Employee List is displayed.

2. On the drop—-down menu, click [Select All] to print all of the T&As for a contact point.

OR
Select only those T&As to be printed.

3. On the drop-down menu, click [Print Selected T&As]. The Print Stored Accounting pop-up
appears.

Microzoft Internet Explorer

® Print Stored Accounting? OK.=rez Cancel=Mao

| Ok, I Cancel |

Print Stored Accounting pop-up

4. On the Print Stored Accounting pop-up, click [OK] to print any applicable stored accounting. The
Print T&A window is displayed.

5. The Print T&A window displays all of the T&As (in the print format) for a contact point. You can
scroll through the T&As to be printed.

OR

From the employee’s Bi-Weekly T&A tab, click [Print]. The Print T&A window is displayed.
OR

From the employee’s Daily T&A tab click [Print]. The Print T&A window is displayed.
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Print T&A Window

6. Click [Print] to print the T&A(s).

NAME: |LOWRY  MATTHEW |sSh#: |437-56-6956 |T&APAYPERIOD: |06 DATE: | 4/15/2004

T & A CONTACT POINT: |34 44 312368 02 |FT PAY PERIOD DUTY: |BD.D

ALT WORK SCHD: Mormal

lg‘[‘):s TRANS DESCRIPTION .ITl.l:I'I‘z)NUSNT \:\FEEK ‘2NEEK ACCOUNTING DATA

Mo records found.

WEEKLY HOURS IN PAY STATUS 0.0 | 0.0

TOTAL HOURS IN PAY STATUS 0.0

WEEKLY OTHER HOURS 0.0 | 0.0

TOTAL OTHER HOURS 0.0

AMHUAL LEAVE CATEGORY: B LEAVE RECORD

SKKLEAE CATEGORY Yo T EAACE dcoruen useo EIONE
ARML o.0n 600 000 6.00

REMARKS SICK 0.00 400 0.00 4.00

PAY PERIOD: 06

BEGIN DATE: 03r2152004

END DATE: 04:04/2004

?E“RETI"FE'EgER EMPLOYEE SUPERVISOR

Cedified Correct: All Regular Time, Leave Overtime, MNight Differential and Holiday Time was worked and approved to

Law and Regulations.
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Transmitting T&As

The Transmitting T&As option is used by the Transmitter to release T&As to NFC for processing.
After T&As have been verified, printed, and signed, they are ready for release to NFC. T&As should
be released by the close of business on Tuesday following the end of the pay period. The
Transmission Results option can be used to check the status of transmitted T&A(s).

Note: You can release the T&A(s) from the Employee List at any time by clicking the
transmit link above the Employee List.

To Release T&A(s)

1.

5.

On the Contact Point List, double click the applicable contact point. Note: If the timekeeper has
access to more than one contact point, the Contact Point List is displayed. If the timekeeper only
has access to one contact point, the Employee List is displayed.

On the drop-down menu, click Select All to release all T&As for a contact point.

OR
Select only those T&As to be transmitted.

On the Select An Action drop-down (for the Employee List) menu, click [Transmit Selected
T&As] to select only those T&As to be transmitted. TheTransmit Selected T&As pop-up
appears.

Microzoft Internet Explorer B4

@ Transmit Selected Tibdz?

ak. I Caticel |

Transmit Selected T&As pop-up

Click [OK] to release theT&A(s). After clicking [OK], the Status of the T&A is Released until the
Payroll/Personnel database picks up the T&A(s). Once the T&A(s) are picked up, the Status is
updated to Transmitted. The Successfully Transmitted pop-up appears.

Microsoft Internet Explorer ﬂ

& Transmit Selected Successfully Transmithed 1 Tésds of 1 that were attempted,

Successfully Transmitted pop-up

Click [OK].

To check the status of the transmission file:

1.

On the Contact Point List, select the applicable contact point.
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2. Select Transmission Results. The T&A Transmission Confirmation report is displayed.

T & A Transmission Confirmation

|Tran5ac:t\c|n Timestamp |Pay Period ‘# Sent # Rovd Comments ‘

|ND recards found. ‘

T&A Transmission Confirmation Report

Confirm The Transmission

NFC confirms receipt of T&A data by transmitting a Confirmation Report(s) to the designated printer listed
in the JCL.

Preceding the Confirmation Report is the JCL printout, which provides information relating to the file (job)
that has been transmitted.

Immediately following the JCL printout is a 3-page report, JES2 Log-System SYSB-NODE NFC. This
report indicates if the transmission is complete, incomplete, or abended.

The confirmation transmittal contains total hours, TC, and T&A totals.

Note: Do not discard or misplace the Confirmation Report. It is only generated once and cannot be
reproduced.
The following fields are displayed on the Confirmation Report.

e Blk/Batch - This field displays the block and batch number assigned by NFC. This is displayed in a

2-position block number, the pay period number, and the sequential batch number.

® Total - This field displays the total number of batches received by NFC. The maximum is 200 T&As per
batch.

* T&As. This field displays the total number of T&As received by NFC. If this number does not match the
number displayed on the Successfully Transmitted pop-up, the timekeeper should contact his/her agency
T&A Coordinator or NFC Customer Support.

* 80 Char Rcds - This field displays the number of 80-character records received at NFC. Each T&A con-

tains twelve 80-character records.

* Transmitted from Ag St Town Un Tmpk — This field displays the contact point on the last T&A trans-

mitted.
¢ Displayed Message - This field displays a system-generated message that identifies the total number of
T&As by type and pay period number.

Job Step Report

The Job Step Report displays the steps involved in transmission. The system-generated message, Job
Has Completed Successfully, indicates that the job has run successfully at NFC. If this message is not
displayed for each step in the transmission process, the timekeeper should re-transmit the T&As.
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Preparing A Corrected T&A

The Preparing A Corrected T&A option is used to prepare a corrected T&A for a transmitted T&A from the
T&A List. Once a T&A has been transmitted, you must prepare a corrected T&A to make any changes to
the T&A. Corrected T&As may be submitted up to 26 pay periods after the original T&A was transmitted.

Prepare current Pay Period during processing cycle

1.

NooaR

Double-click the applicable contact point. Note: If the timekeeper has access to more than one
contact point, the Contact Point List is displayed. If the timekeeper only has access to one contact
point, the Employee List is displayed.

Select the applicable employee from the Employee List.
On the drop—down menu, select Correct T&A. The Correct pop-up appears.

Microzoft Internet Explorer B4

@ Comect the zelected Emplopes's A7

)4 Cancel |

Correct pop-up

On the Correct pop-up, click [OK]. The employee’s Bi-Weekly T&A or the Daily T&A is displayed.
Make the applicable corrections.

Click [Save] to save the information.

Click [Verify] to verify the information.

Prepare corrected T&A for Prior Pay Period

a N

Select Pay Period from the drop down menu. A | ist of pay periods is displayed.
Select the pay period of the corrected T&A.

Click [GO].

On the employee list, select the applicable employee.

Select Correct T&A from the drop down menu. The Correct pop-up appears.

Microzoft Internet Explorer B4

@ Comect the zelected Emplopes's A7

)4 Cancel |

Correct pop-up
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On the Correct pop-up, click [OK]. The employee’s Bi-Weekly T&A or the Daily T&A is displayed.
Make the applicable corrections.

Click [Save] to save the information.

Click [Verify] to verify the information.
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Exercise Y

Corrected T&A to Add Overtime

Import
Employee Detail

SSN

LAST NAME

FIRST NAME
MIDDLE

WORK SCHEDULE
PAY PLAN
SPECIAL TYPE
TOUR OF DUTY
DAY LIMITATION
LEAVE CATEGORY

©o NGO RN

—t
o©

Leave Acct tab

1. LEAVE BROUGHT FORWARD

T&A Header

1. AWS
2. ACCOUNTING DATA USAGE CODE

Bi-weekly T&A

1. TRANSACTION CODES
Week 1 Week 2
01-40 hrs 01- 40 hrs
21-10 hrs 21 - 15 hrs

55555XXXX
Lamb

Mary

(Leave Blank)
Full Time

GS

(Leave Blank)
80.00

(Leave Blank)
Annual - 8

Annual Leave - 100.75
Sick Leave - 251.75

Normal
Stored Accounting

Accounting
(Leave Blank)
(Leave Blank)
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