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System Overview

Paycheck8 is a Web-based Time and Attendance (T&A) report application specially designed to
meet the T&A reporting requirements for Federal Departments or Agencies and their employees.
The application can be securely accessed with an Internet browser, allowing users the flexibility to
enter time from anywhere they have an Internet connection. PaycheckS is used to prepare and
submit T&As to the National Finance Center (NFC) for processing. Transaction Codes (TC),
along with Transaction Descriptors (TD), and leave type tables are used in PaycheckS.

Through the use of Paycheck8 and local telecommunications capabilities, employees and
timekeepers prepare T&As on personal computers (PC) meeting the minimum hardware
requirements. Once approved, the T&As are picked up on scheduled build files and transmitted to
NFC for processing via an Internet connection. Once received, these T&A files are edited using the
Time and Attendance Validation System (TIME) job.

Paycheck8 allows for both the timekeeper and/or the employee to enter and submit T&A data on a
daily basis throughout the pay period.

Note: Paycheck8 requires all time be entered in military time (24-hour clock) ranging from 0000 (midnight)
to 2400 (the next midnight). All time is further broken into quarter hour increments (e.g., 0700, 0715, 0730,
0745, 0800).

Paycheck8 is used to:

e Maintain a personal information record for each employee at a specific T&A contact point.
This record contains employee-related information needed T &A reporting.

e Display current T&A status on the Time and Attendance Detail page.

e Gather data entered for the purpose of recording attendance and leave and for calculating
employee wages each pay period.

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

e Allow for the timekeeper to enter and submit an employee’s T&A if the employee is not
available.

e Establish a default schedule for an employee so that only absences from work or changes in
the tour of duty must be entered.

e Enter leave.
e Record cost accounting.
e Select Prefix, TC, Suffix, Descriptor, and Accounting Codes from drop-down lists.

e Maintain tables at the Agency level.
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e Enter corrected/split/final T&As.
e Perform certain edits to determine if the data is correct.
e Provide T&A-related reports.

e Provide a Show Current T&A option which allows a T&A to be viewed at any point in the
process.

T&As are processed through TIME which reads, collects, edits, audits, and validates the data for
payment. All errors encountered are reflected on an error list, and T&As in question are placed in
an error suspense file. T&A errors are corrected by NFC and are again processed through TIME.
After T&As pass all edits and are validated, the database is updated for subsequent payment
processing.

Timely submission of T&As is necessary because of the impact on the employee’s pay. T&As
should be completed on the last day of the pay period and be processed as soon as possible. T&As
should be transmitted to NFC no later than the Tuesday following the last day of the pay period.

Agencies may obtain information concerning updates to the Payroll/Personnel database through
the Information/Research Inquiry System (IRIS) and the Payroll/Personnel Inquiry System
(PINQ). For more information about IRIS and PINQ, see the IRIS and PINQ procedure manuals
located under the Research and Inquiry publications category on the Publications page of the NFC
Web site.

This section includes the following topics:

PayCheCK8 ROIES .....cooiiiiiiiii e 2
RElAtEA SYSTEMIS ...t e e et e e e e e e s ebbraeeaaeeaas 5
ReferencCe Material...........coiuiiiiiiiie e 6
Hardware REQUITEMENTS ........uuiiiiiiiiiiiiiiiee ettt e e e e e e e e s e e e e e e s st raeeraae s 6
Record Retention REQUIrEMENTS .........uuiiiiiiiiiieiiie et 7
AgenCyY/NFC ReSpONSIDIlITIES ........vviiiiiiiii e 7
Reporting Capabilities.........c..vuiiiiiiiiie e 8
ACCESS REQUESTS ...ttt s 9
Getting Started in PayChecCk8 ..o 9

Paycheck8 Roles

Roles are assigned in Paycheck8 by the Agency ConnectHR Administrator or the Agency
Paycheck8 Role Administrator. The Agency Security Officer requests access for an Agency
ConnectHR Administrator by either sending an email to the Information Systems Security Office
(ISSO) or by sending a fax to 504-426-9704 which must contain the Security Officer's signature.
At least 2 weeks should be allowed for the request to be processed.
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There are two sets of roles:

1. ConnectHR Roles - give the user access to ConnectHR only and allows for Role
Assignment and other Administrative functions in Paycheck8.

2. Paycheck8 Roles - give the user access to Paycheck8 with defined functions.
The following roles are available in ConnectHR:

Agency ConnectHR Administrator (Tier 4)

e Assignsroles to any tier below the assigned role tier.
e Disables an employee.

e Manages passwords for employees.

e Resets employees security questions.

e Removes employees.

e Accesses reports.

e Modifies the welcome message on PaychecksS.

Agency Paycheck8 Role Administrator (Tier 3)

e Assignsroles to any tier below the assigned role tier.
The following roles are available in Paychecks:

Employee (Tier 2)
e Enters, edits, and submits T&A.
e Submits leave and premium pay requests.

e Approves T&As and leave and premium pay requests (if defined as a supervisor).

Note: Supervisor is not a Paycheck8 Role, but users can be defined as supervisors. This allows
the user to approve T&As and leave and premium pay requests.

Employee plus Read (Tier 2)
e Employee role access.

e Read only ability to search for and view data for all employees within the Agency.

Timekeeper (Tier 2)

e Employee plus Read role access.
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e Enters, edits, and submits T&A and leave and premium pay requests for employees
within access defined organizational structures.

e Overrides validation errors for submission to NFC within access defined organizational
structures.

e Accesses standard reports.

Master Timekeeper (Tier 2)
e Employee plus Read role access.
e Enters, edits, and submits T&A and leave and premium pay requests for all employees.
e Overrides validation errors for submission to NFC for all employees.
e Accesses standard reports.
e Accesses Administrative Functions.
e Manages Paycheck8 Alert Messages.
e Views Paycheck8 configuration parameters.

e Manages the Job Control Language (JCL) (Built Info) for each client.

Human Resources (HR) Administrator (Tier 2)
e Master Timekeeper role access.
e Employee Management.

¢ Finds/Edits/Clones employee profiles.

e (reates new profiles.

Agency Change Client (Tier 2)

e Ability to access other Agencies within a defined Department.

Agency Accounting Administrator (Tier 2)
e Employee role access.

e Accesses accounting functions.

VLTP Administrator (Tier 2)
¢ Employee role access.

e Access VLTP functions.
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Related Systems

PaycheckS data is displayed and/or interfaces with the systems and/or applications described
below.

Adjustment Processing System (ADJP). ADJP provides automatic handling for a variety of
payroll adjustments. This system processes adjustments based on data received on corrected T&As
and late personnel actions.

Employee Personal Page (EPP). EPP is used by employees to view payroll, leave, travel, health
insurance, life insurance, and other personal information. It also displays news items from the
Agency or National Finance Center (NFC). EPP further allows employees to link to other sites,
such as TSP, OPM, etc. The Self Service option of EPP is used to change an employee's residence
address, Federal and State tax withholding, financial allotments, and direct deposit information.

FOCUS Reporting System (FOCUS). FOCUS is used to provide Agency offices with ad hoc
reporting capabilities on an "as-needed" basis.

Information/Research Inquiry System (IRIS). IRIS is used for researching personnel-related
inquiries received from employees and other sources. IRIS provides immediate access to at least 1
year of current and 5 years of historical personnel data and certain payroll document history.

Insight. Insight is a comprehensive, enterprise-wide data warehouse with advanced reporting and
business intelligence capabilities. Insight provides customers integrated data and flexible analytics
to drive strategic business decisions.

Management Account Structure Codes System (M ASC). MASC is an online system that
provides users with direct system access to add, replace, delete, and query table data. MASC is
composed of tables and accounting documents that contain support information for edits,
references, reports, and identifiers used in application programs. This support information ensures
that NFC maintains a high degree of data integrity and validity. It is important that MASC contains
up-to-date and accurate data. The accounting codes entered in Paycheck8 are edited against
MASC.

Payroll Processing System (PAYE). Using the data entered in Paycheck8 and the related
personnel information from the database, PAYE computes the employee's gross pay, makes
applicable deductions, applies adjustments (corrected T&As and/or personnel documents) from
ADJP, develops the net amount due, and prepares data for the issuance of a salary payment by
Treasury. PAYE updates the database to reflect salary payments, as well as the employee's leave.
PAYE also prepares an earnings statement for all paid employees each pay period, reflecting the
current payment, plus year-to-date information on earnings, deductions, leave, adjustments,
retirement, etc.

Payroll/Personnel Inquiry System (PINQ). PINQ is used as a tool for researching
payroll-related inquiries received from employees and other sources. PINQ provides immediate
access to at least 25 pay periods of current payroll data. Data enter in Paycheck8 is displayed in
PINQ after it passes the TIME edits.
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Report Generator System (CULPRPT). CULPRPT is an online reporting system used to
generate formatted payroll and personnel-related reports. CULPRPT reports are used to alert

Agency staff to missing T&As or personnel documents, discrepancies in leave balances, and
failure of TIME edits.

Reporting Center (RPCT). RPCT is a Web-based reporting application on the Application
Launchpad on the NFC home page. RPCT offers Administrative, Financial, Personnel, and
Workforce reports. The Leave Error report is used by timekeepers and is available in RPCT.

Time and Attendance Validation System (TIME). The initial processing of T&As is
accomplished through TIME, which reads, collects, edits, audits, and validates the data for
payment. All errors encountered are reflected on RPCT's T&A Error Analysis Report and the
T&A in question is placed in an error suspense file. The T&A is corrected at NFC and is processed
through TIME again. After the T&A passes all edits and is validated, the data is updated on the
database for subsequent payment processing.

Table Management System (TMGT). TMGT is a menu-driven database management system
that provides direct access to table records containing selected data elements from the
payroll/personnel, financial, and administrative systems. TMGT allows authorized users to view
and update records, request reports, and view documentation data for various tables used in
application programs. All TCs used in Paycheck8 are in TMGT Table 032, Transaction Codes.

Time Inquiry Leave Update System (TINQ). TINQ is an online leave entry and correction
system used to update leave data that is incorrect and cannot be corrected by submission of
corrected T&As. It is also used to transfer leave for employees participating in the Voluntary
Leave Transfer Program (VLTP) and the Voluntary Leave Bank Program (VLBP), or the
Emergency Leave Transfer Program (ELTP).

Reference Material

Additional information regarding timekeeping and T&A processing may be found in the Time and
Attendance Instructions (TNAINST) and the TIME Edit Messages procedures. To access this
information, go to the HR and Payroll Clients page from the MyNFC drop-down menu on the NFC
homepage. Click the Publications tab in the center ribbon. Select T&A Processing, then select
TNAINST or TIME Edit Messages.

Hardware Requirements

A PC with Internet capabilities and an Internet Explorer browser of 8.0 or higher, and accessible
via compatible browsers Chrome, Safari, Firefox, etc. are the hardware requirements to access
Paychecks8.
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Record Retention Requirements

For T&A data electronically transmitted to NFC, Agencies must maintain the certified T&A report
and all appropriate supporting documentation for a 6-year period in compliance with General
Records Schedule (GRS)-2 and the General Accounting Office (GAO) audit requirements.

NFC will maintain the personal payment history required in Fair Labor Standards Act (FLSA)
cases and court-ordered restorations as cited in the supplemental authorization NC1-16-79-5 to
GRS-2.

Agency/NFC Responsibilities

Listed below are the responsibilities of the primary organizations involved in processing and
system maintenance.

Agency:

e Requests security access to Paycheck8 for Agency ConnectHR Administrator. The Agency
ConnectHR Administrator grants Paycheck8 access for all Agency PaycheckS roles.

e Enters T&A data for each employee, as required by law and regulations.

e Transmits T&As to NFC by established timeframes. (T&As should be transmitted to NFC
by the close of business on Tuesday following the end of a pay period.)

e Corrects leave errors.

e Monitors T&A related status reports and takes measures to reduce T&A rejections and
leave errors.

e Monitors T&As received by NFC to account for all active and full-time employees.

e Maintains TC and Leave tables.

National Finance Center:
e Processes T&A data within established timeframes.
e FEdits T&A data.

e Reviews T&A edit error messages and corrects the T&A. Contacts the Agency for
assistance as necessary.

e Monitors T&As received to account for all active and full-time employees.

e Provides reports.

Timekeeper:

e Performs T&A functions.




éi$ Publication Category: T&A Processing
C —

Paycheck8

Supervisor:

Reviews and approves/declines leave, comp time, and premium pay requests.

Reviews and approves employee T&As.

Employee:

Documents information on a daily basis in accordance with his/her Agency policy.

Certifies T&A information in accordance with his/her Agency policy, but no later than the
Monday after the close of the pay period.

Reporting Capabilities

Paycheck8 offers reports according to assigned roles and are available to the following roles:

Timekeeper
Master Timekeeper
HR Administrator

Agency ConnectHR Administrator

For more information on reporting within Paycheck8 (including examples of each report), see
Reports (on page 158).

Note: For information on reports with ConnectHR (including examples of each report), see Viewing
Reports (on page 324) in Agency ConnectHR Administration (on page 289).

RPCT provides the following reports to assist Agencies in processing T&As.

Leave Error Report - Lists employees with leave discrepancies. Discrepancies occur when
the employees leave balance(s) on the payroll/personnel database and those on the T&A
report for a particular pay period do not match. This report is produced each pay period a
leave discrepancy exists.

T&A Error Analysis - Lists employee identifies T&A errors corrected by NFC during the
processing pay period.

T&A Missing Personnel Actions - Lists T&As with missing personnel actions which
require an action to be taken by the personnel office before the T&A can process.

T&A Reject Report - Lists the total number of T&As, valid T&As, rejected T&As, and the
percentage of rejected T&As by Department, Agency, and pay period.

T&A YTD (year-to-date) Reject Report - Lists the total number of T&As, valid T&As,
rejected T&As, and the percentage of rejected T&As by Department, Agency, and pay
period from the first pay period of the chosen year through the selected pay period.
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T&As Not Received by NFC - Lists active full/part-time employees whose T&As were not
received by NFC for the current processing pay period. This report should be generated and
reviewed on the Tuesday, Wednesday, Thursday, and Friday mornings after all known

T&As have been electronically transmitted to NFC.

Access Requests

Access to Paycheck8 is granted to Agency ConnectHR Administrators and individual access is
granted at the Agency Leave. To obtain Agency ConnectHR Administrator access, the Agency
Security Officer must submit a properly completed request for security access via Remedy

Requester Console (https://servicecenter.nfc.usda.gov/arsys/home). At least 2 weeks should be
allowed for the request to be processed.

Getting Started in Paycheck8

Paycheck8 can be accessed via NFC's Application Launchpad or using eAuthentication.

For more information see:

Starting PayCheCKS ... 9
PayCheCk8 AlErt MESSAGES .....cocuviiiiiiiie ettt 15
EXiting PAYChECKS ..o 15
Retrieving/Resetting Forgotten CredentialS.........cccccoocciviiiiiiiiiiciiiiecce e 16
PaycheCk8 Main IMENU..........uuiiiiieiiiiie et e e ea e e 21
Paycheck8 Navigating FEAtUIeS ............ciii it 22
PaycheCk8 Drop-DOWN LISTS........cuciiiiiiiiiiiieiiie ettt 23

Starting Paycheck8

To Start Paychecka:

1.

2.

3.

Log on to the Internet.
Connect to the NFC home page at www.nfc.usda.gov.

Select the HR/Payroll Client page from the My NFC drop-down menu.
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4. On the Application Launchpad, click Paychecks. The Paycheck8 Login page is displayed.

Paycheck

USDA

Login Help

Paychecks is a National Finance Center
time and attendance system. It allows
you to access your T&A report at amy

eAuthentication Login

time from any location. To log into PaycheckS with eAuthentication, please click the eAuthentication button
Choose one of two methads to login eAulhenﬁ:atinnI
sacurely to Paychecks.

rhviyeititrotulll Use Name/Password Login
the Iogin method, click on the User Name/Password Login

eAuthentication button to be temparanly

transferrad to the eAuthentication web To log into Paycheck® with your user name and password provide them and click the

site. Proceed as that site instructs. You Log In button

will be returned to PaycheckS when the User Name: % |

eAuthenticabion process is successful

To use your Paychecks credentials enter Password: % |

your user name and password and then

click the Log In button Logn

£ ass!stanr.e i) vou Bavchectd Need assistance with credentials? Need to create credentials?
credentials, use the Forgot Your User )

Name link or Forgot Your Password link Eorgot Your User Name? Establish Usar Name and Password
near the end of the page. Eaorgot Your Password?

If you have mot created your Paycheckd
credentials, select the Establish User
Name and Password link near the end of
the page.

Figure 1: Paycheck8 Login Page
5. Click eAuthentication to login if your Agency accesses Paycheck8 using eAuthentication.
OR

Complete the fields as follows:

Field Instruction
User Name Enter your Paycheck8 user name.
Password Enter your Paycheck8 password.

10
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6. Click Log In. The Rules of Behavior page is displayed.

Paycheck

You are accessing a U.S. Government information system, which includes (1) this computer, (2) this computer network, (3) all computers connected to this network,
and (4) all devices and storage media attached to this network or to a computer on this network. This information system is provided for U.S. Government-authorized
use only.

Unauthonzed or improper use of this system may result in disciplinary action, as well as civil and criminal penalbes.
By using this information system, you understand and consent to the following:

You have no reasonable expectation of privacy regarding any communications or data transiting or stored on this information system. At any time, the govemment
may for any lawful government purpose monitor, intercept, search and seize any communication or data transiting or stored on this information system

Any communications or data transiting or stored on this information system may be disclosed or used for any lawful govermment purpose

Your consent is final and irrevocable. You may not rely on any statements or informal policies purporting to provide you with any expectation of privacy regarding
communications on this system, whether oral or written, by your supenvisor or any other official, except USDA's Chief Information Officer.

e

Figure 2: Rules of Behavior Page

Note: If this is the first time accessing Paycheck8, you will be prompted to create credentials.

7. Click I Agree. The Paycheck8 main menu page is displayed.

11
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To Create Credentials:

1. Select Paycheck8 from the Application Launchpad. The Paycheck8 Login page is
displayed.

Paycheck

USDA

Lol Paychec

Paychecks iz a National Finance Center
eAuthentication Login

time and attendance system. It allows
you to access your T&A repart al any

time from any location. To log into Paycheck8 with eAuthentication, please click the eAuthentication button
Choose one of two methods 1o login aAulhenﬂtatinnI
sacurely to Paychecks.

ser Name/Password Login
the login method, click on the 8i

efuthentication button to be temporarily

wransferred to the eAuthentication web To log into Paycheck® with your user name and password provide them and click the
site. Proceed as that site instructs. You Log In button

will be rsl_urned to Pa'.lchgcka when the User Name: % |

eAuthentication process is successful

To use your Paychecks credentials enter Password: % |

b (g )F n

e Login

:f;iﬁ:::”:;‘f:‘:i?r;;arﬁﬂi' Nead assistance with credentials? Nead to create credentials?

Name link or Forgot Your Password link Forgot Your User Name? Establish User Name and Password
near the end of the page. Eorgot Your Password?

If you have not created your Paycheckd
credentials, select the Establish User
Name and Password link near the end of
the page.

Figure 3: Paycheck8 Login Page

2. Under Need to create credentials?, click Establish User Name and Password. The Create An
Account page is displayed.

Paycheck

USDA

An Account

If you entering the application for the first time, this process will take you through creating a User Name and Password for Paycheck8
If you plan to use ancther authentication method, such as eAuthentication, go back to the Login Screen and select that option.

If you are a new employee, you may have already created credentials through the eForms On-Boarding Process. If this is the case, go back to the Login Screen and
enter the credentials you created in eForms.

If you cannot remember your User Name or Password, use the Assistance on the Login Sereen

First Name: % |First name is required

Last Name: % |Lasl name is required

DateofBirlh:*lMonm ] |Da-’-.v| IYear.v.

Last 4 Digits of SSN: % | Last four digits of SSN required

Return to the Paych i SCY

Figure 4: Create an Account Page

12
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3. Complete the fields as follows:

Field Instruction

*First Name Required

Enter your first name.

*Last Name Required

Enter your last name.

*Date of Birth Required

Select your date of birth from the month, day, and year drop-down lists.

*Last 4 Digits of SSN Required

Enter the last four digits of your Social Security number (SSN).

4. Click Continue. If Paycheck8 is able to locate your employee record, you will need to
complete the criteria listed to create your credentials. Your work email address is
populated from your employee record.

13
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Note: If Paychecks8 is unable to locate your employee record, you will receive the system message
An employee cannot be found.

Paycheck

USDA

Create An Account

Success! With the information you provided, we were able to locate your employee record.
Use the form to create your login credentials for Paychecks.

User Name: % |User name is required

Password: %

Password is required

Password Confirmation: % | Repeat password is required

Work email Email [ inhn doe@usda gov
Address:

Security Question 1: %

I\"f"hu is your favorite cartoon character? 1‘

Answer: %
|SECUI'|T)" Question 1 Answer is required

Security Question 2: &
I ‘Who is your favorite cartoon character? [v]

Answer: %
|Secuntv Question 2 Answer is required

Security Question 3: &
IWho is your favorite cartoon character? e

Answer: &
|Se|:urrty Question 3 Answer is required

Security Question 4: %
I‘-"J’ho is your favorite cartoon character? o~

Answer: %

|Secunty' Question 4 Answer is required

Security Question 5: &
I Who is your favorite cartoon character? 1]

Answer: &
|Se-cum~_f Question 5 Answer is required

Create Account |
Return to the Paychecks Login screen

Figure 5: Create an Account Page - Continued

5. Complete the fields as follows:

Field Instruction

*User Name Required

Enter a Paycheck8 user name according to the User Name
Requirements.

*Password Required

Enter a Paycheck8 password according to the Password
Requirements.
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Field Instruction

*Password Confirmation Required

Enter the password again to confirm.

*Security Question 1 -5 Required

Select five security questions from the drop-down list.

*Answer Required

Answer the five selected security questions.

6. Click create Account. The Paycheck8 main menu page is displayed.

Paycheck8 Alert Messages

PaycheckS8 displays Alert Messages on the main menu page. These messages communicate
important news and T&A related information.

it il
Paycheck

NFC

My TRA aycheck8 Alert Me:

. Welcome to Paycheck8; a web-based Time and Attendance solution for the Federal market. Use the menu at the left to
Show Current TEA navigate through the system.
Submit TRA You have 1 T&A Reports waiting for approval. Please click on the "View Pending List” to review and approve these TaAs.
Pl Personal Security Notice
Dollar Transactions
Show History Paycheckd allows the user to record and submit T&A information anywhere in the world, using any PC with an Intemet
Explorer 8.0 or newer browser. In order to safeguard your personal information, we urge you 1o log out of PaycheckB when you
Revise Pay Period have completed your data entry, and also Exit (close, not just minimize) the browser itself. This is particularly pertinent if you
e happen 1o be using a PC that is "public’, that is, where other people may use the same machine
Profile Information The Paychecks system utilizes personnel information from the Natonal Finance Center, limited to only the information
Established Hours necessary o process your time and attendance report for routing and payment.
Personal Info

Figure 6: Paycheck8 Alert Messages

Exiting Paycheck8

To exit Paycheck8, click Log Out from any page.
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Retrieving/Resetting Forgotten Credentials
To Retrieve Forgotten User Name:

1. Select Paycheck8 from the Application Launchpad. The Paycheck8 Login page is
displayed.

Paycheck

USDA

Login Help

Paychecks iz a National Finance Center
time and attendance system. It allows
you to access your T&A report al any

eAuthentication Login

time from any location. Ta log into PaycheckS with eAuthenticaion, please chick the eAuthentication button
Choose one of two methods 1o login eAulhenu'tatinnI
sacurely to Paychecks.

the login method, cick on the User Name/Password Login

efuthentication button to be temporarily

wransfesred 1o the eAuthentication web To log into Paycheck® with your user name and password provide them and click the
site. Proceed as that site instructs. You Log In button

will be returned to PaycheckS when the User Name: % |

efuthentication process is successful

To use your Paychecks credentials enter Password: % |

your user name and password and then

click the Log In button, Log In

i ass!stan:e Wit your Paychecid Need assistance with credentials? Nead to create credentials?
credentials, use the Forgot Your User )

Mame link or Forgot Your Password link Forgot Your User Name? Establish User Name and Password
near the end of the page. Eorgot Your Password?

If you have not created your Paycheckd
credentials, select the Establish User
MName and Password link near the end of
the page.

Figure 7: Paycheck8 Login Page

2. Under Need assistance with credentials?, click Forgot Your User Name?. The Forgot Y our
User Name? page is displayed.

Paycheck

USDA

Enter your email address and click the "Continue™ button. We will send you an email containing your user name

Email Address: % ||—|115||| address is required

Centinue |

Paych in SCrean

Figure 8: Forgot Your User Name? Page

3. Complete the Email Address field as follows:

Field ‘ Instruction

16
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Field Instruction

*Email Address Required

Enter your email address.

4. Click continue. A system message is displayed stating that your User Name was sent to the
email address entered.

Paycheck

USDA

Paycheck8 just sent your User Name to John.doe@usda.gov. Please check your email to get your User Name
Paych I

Figure 9: Email Sent Message

5. Check email for Paycheck8 email containing user name.

From: rereply Susda.gay Sert P 12122004 10:27 A
Ta: Doe, dohn - OCFO

e

Subject Payeheckl Uver Mame Remender

Paychecks for USDA
JOHN

In response 1o your request to be reminded of your Paychecks User Name, please find below the information we have on file for you. If vou dida't submit this request, you can ignore this
email.

Your Paycheck$ User Name is: johndos

Thank You
The Pavcheck$ Support Team

Do Not Reply to this Message: This is an unmonitored cutbound-oly email address

Message seat by Paycheck$ for USDA

Figure 10: Email from Paycheck8
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To Reset Forgotten Password:

1. Select Paycheck8 from the Application Launchpad. The Paycheck8 Login page is
displayed.

Paycheck

USDA

Login Help

Paychecks iz a National Finance Center
time and attendance system. It allows
you to access your T&A repart al any

eAuthentication Login

time from any location. To log into Paycheck8 with eAuthentication, please click the eAuthentication button
Choose one of two methods 1o login aAulhenﬂtatinnI
sacurely to Paychecks.

ser Name/Password Login
the login method, click on the 8i

efuthentication button to be temporarily
transferred to the eAuthentication web

To log into Paycheck® with your user name and password provide them and click the

site. Proceed as that site instructs. You Log In button

will be returned to Paycheck when the User Name: % |

eAuthentication process is successful

To use your Paychecks credentials enter Password: % |

your user name and password and then

click the Log In button, Log In

i ass!stan:e S your FSychecd Nead assistance with credentials? Nead to create credentials?
credentials, use the Forgot Your User )

Marne link or Forgot Your Password link Forgot Your User Name? Establish User Name and Password
near the end of the page. Eorgot Your Password?

If you have not created your Paycheckd
credentials, select the Establish User
Name and Password link near the end of
the page.

Figure 11: Paycheck8 Login Page

2. Under Need Assistance with credentials?, click Forgot Your Password?. The Forgot Your
Password? page is displayed.

Paycheck

USDA

Forgot Your Password?

Enter your user name below and click the "Continue” button.

Retumn 1o the Paychecks Login screen

* User Name: I

Figure 12: Forgot Your Password? Page

3. Complete the field as follows:

Field Instruction

*User Name Required

Enter your Paycheck8 user name.
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4. Click continue. The user's Security Questions are displayed.

Paycheck

USDA

Forgot Your Password?

Before we can issue you a lamporary password, please answer the following security question

1.) What is your Mother's Maiden Name?

* Answer (case
insensitive):

2.) What is your favorite pet's name?

“ Answer (case
insensitive):

3.) What is your best friend’s last name?

* Answer (case i

insensitive):
Continue

Return to the PaycheckS Login screen

Figure 13: Forgot Your Password? Page - Security Questions

5. Complete the fields as follows:

Field Instruction

*Answers 1 - 3 Required

Enter the answers to the security questions.

6. Click continue. The email address selection is displayed.

Paycheck

USDA

Forgot Your

Please select the email address you would like your temporary password to be sent to and click the "Continue” button
@® john.doe@usda.gov

Continue

Retum to the Paychecks Login screen

Figure 14: Email Address Selection

7. Select your email address.
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8. Click continue. The temporary password sent message is displayed.

Paycheck

USDA

Forgot Your Password?

Paychecks just sent your temporary password to  john.doef@usda.gov. Please check your email to get your password. Upon logging in, you will be required to
create a new password

Retumn to the PaycheckS Login screen

Figure 15: Temporary Password Sent Message

9. Check email for temporary password. Upon logging in to Paycheck8, you will be prompted
to create a new password.

To Reset Forgotten Security Questions:
Security questions can only be reset by an Agency ConnectHR Administrator.

1. Contact your Agency ConnectHR Administrator to request security questions reset. The
Agency ConnectHR Administrator will request security questions reset and Paycheck8

will email the employee.

2. Check email for reset confirmation.

From: noreply Busda.gov

To: Doe, John - OCFQ

Cc

Subject: Your Paychecks Security Questions Have Been Reset
JOHN,

Your Pavcheck8 Security Questions have been reset. When logging in, vou will then be asked to enter new security questions.

Thank You
The Paycheck8 Support Team

Do Not Reply to this Message: This is an unmonitored outbound-only email address

Message sent by Paycheck8 for USDA

Figure 16: Security Questions Reset Email
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3. Login to Paycheck8. The Complete Profile page will be displayed, and you will be
required to select and answer new security questions.

Complete Profile

Some required information is not complete. Please provided the additional required information below

Please complete all security questions.

* Security Question 1: E Who is your favorite cartoon character? =l
* Answer: E

* Security Question 2: E Who is your favorite cartoon character? :]
* Answer: E

* Security Question 3: E Who is your favorite cartoon character? :]
* Answer: E

* Security Question 4: E Who is your favorite cartoon character? _:]
* Answer: E

* Security Question 5: E Who is your favorite cartoon character? :]

* Answer: E
Save

Figure 17: Complete Profile Page

4. Click save. The Paycheck8 main menu page will be displayed.

Paycheck8 Main Menu

The Paycheck8 Main Menu displays various menu options. The options displayed for each user
depend upon the assigned role of the user.
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Note: When an Agency ConnectHR Administrator or a Paycheck8 Role Administrator logs in, a My
Paycheck8 Administration menu is displayed on the right side. For more information see Agency
ConnectHR Administration (on page 289).

i i
Paycheck

NFC
My T&A Paycheck8 Alert Messages
Enter Time Welcome to Paycheck8: a web-based Time and Attendance solution for the Federal market. Use the menu at the left to
Show Current TRA navigate through the system
Submit T&A -

Personal Security Motice

Pay Options
Dollar Transactions. Paycheckd allows the user to record and submit T&A information anywhere in the world, using any PC with an Intemet

) Explorer 8.0 or newer browser. In order to safeguard your personal information, we urge you to fog out of Paycheckd when
Show History you have completed your data entry, and also Exit (close, not just minimize) the browser itself. This is particularly pertinent if
Revise Pay Period you happen to be using a PC that is ‘public’, that is, where other people may use the same machine.

Erase Pay Period

The Paycheck system utilizes personnel information from the National Finance Center, limited to only the information
Profile Information necessary to process your time and attendance report for routing and payment

Established Hours
Personal Info

Leave Information

Leave Balances

Donated Leave

Make a Donation
Request Donated Hours

Other Information

Request Leave

Request Premium Pay

Access Privileges

Change Employee
Change Client

Approvals

View Pending List

View Status List

View Leave Requests

View Premium Pay Requests
View Pending Recipient List

Reports
View a Report

Administration

Employee Management
Donated Leave Management

Account Management

Figure 18: Paycheck8 Main Menu Page

Paycheck8 Navigating Features

Paycheck8 is designed in a Web format, providing mouse-driven, point-and-click functionality. It
is recommended that pop-up blockers be turned off when using Paycheck8.
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Navigation menus are available above the banner, as well as to the right and left of the Welcome
Message.

e The My Links menu displays applications/databases/systems to which the user has access.

e The My Paycheck8 Administration menu includes links to the administrative functions
available to the user.

e The menu above the banner includes the Employee's name, as well as links to the Home
page and Log Out.
Paycheck8 Drop-Down Lists

Paycheck8 pages and/or menu options are accessed by using the drop-down lists. The drop-down
lists that appear on each page depend on what action the user is taking.
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My T&A

The My T&A menu contains eight options which allow users to perform all T&A functions,
including entering time and submitting T&As for transmission to NFC. Users are able to update
various pay options, such as AUO and earnings limitations. Users can also submit final and
corrected T&As through this menu.

This section includes the following topics:

ENTErING TIME .ttt e e e et e e e e e s e e eaeaeean 25
ViIEWING CUITENT T&A ... ittt ettt e sttt e e e e e s et e e e e e e e s sabbaeeaaeeeaanees 41
SUDMITEING @ T&A . et e e e e s e e e e e e e e e aneraeees 43
ViIeWING Pay OPLIONS ...ttt e e e e e e e e e e s enbae e e e e e e e annees 45
Entering Dollar TranSaCtiONS.........ccccuiviiiie et a e 49
VIEWING T&A HISTOMY oottt e e 51
(0] ¢ (=Toi (] g o = T I PSPPSR PP PRRO 52
(D=1 L] AT - T I RSP 54

Entering Time

Enter Time allows users to enter T&A information for past, present, and future pay periods. Time
entry for any pay period may be entered at any time, but must be signed and approved sequentially,
otherwise the T&A will reject. For transaction code definitions, see the TNAINST procedure. To
access this procedure, go to the HR and Payroll Clients page from the MyNFC drop-down menu on
the NFC homepage. Click the Publications tab in the center ribbon. Select T&A Processing, then
select TNAINST.
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1. Select Enter Time from the My T&A menu on the Paycheck8 main menu page. The Time
and Attendance Detail page is displayed and defaults to the current date.

Paycheck

NFC

Enter Time

Show Cumrent T&A
Submit T&A

Pay Options

Dollar Transactions
Show History
Revise Pay Period
Erase Pay Period

Profile Information

Established Hours

Personal Info

Leave Information

Leave Balances

Donated Leave

Make a Donation
Request Donated Hours

Other Information

Request Leave

Request Premium Pay

Access Privileges

Change Employee

Time and Attendance

Time sheet for  JOHN DOE [030712016 Copy Day
Pay Period 5 (0306/16 - 03/19/16) Z<DAY [TVES blished Hour
Revision Copy Requests :1 ueer:m
AddMiew Remarks

Status:  Not started S M T W T F §
Tour:  FullTime 28 286 1 2 3 4 5 Supervisor: JANE DOE
Pay Plan:  GS § I &8 92 0 1 12 Approver  Not set
Work Schedule:  Maxi flex 13 14 15 16 1T 18 1
FLSA Status:  Exempt I o

0 A1 2 23 4 B B
NTE Date:

27 28 29 30 3 1 2
Monday, March 07, 2016
Monday, March 07, 2016
#|Prefix |Suffix |Desc |Accounting [TC [start [Stop [Action
There are no records for this day.
|_| j| ill ﬂ[ ﬂ|01 Regular Time | [ Save Cancel
Current Information Summary

Base Hours Total Hours Leave
Day Week Total Day | Week Total Annual Sick Comp Comp Travel Credit
0 0 0 0 0 0 8 4 0 0 0

Figure 19: Time and Attendance Detail Page

The fields displayed on this page reflect the data on file with Paycheck8 from NFC's daily
feed. The fields and their descriptions are shown below.

Field Description
Time sheet for Displays the employee's name.
Day Displays the current day. To change, type the applicable date, use the
day arrows to scroll, or select the day from the calendar.
Note: The current pay period is highlighted, as well as the current
day in a contrasting color.
Month Year Displays the current day. To change, click on the left facing arrow to view
the preceding month or the right arrow to view a future month.
Pay Period Displays the pay period.
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Field

Description

Time sheet for

Displays the employee's name.

Revision Displays the revision of the T&A. Valid values are Original,
Correctedl, Corrected?2, etc.
Status Displays the current status of the T&A. T&As can be edited at any time
until the build pick-up, but must go through all five processes.
Valid values are:
Value Definition
Not No data entered
started
Not Data entered, not submitted
submitted
Submitted  Submitted for approval
Approved Approved by supervisor
Processed Completed and submitted for processing
Tour Displays the employee's tour of duty.
Pay Plan Displays the employee's pay plan.

Work Schedule

Displays the employee's work schedule. Click the work schedule value
and select from the drop-down list to change the work schedule for the
current pay period.

FLSA Status

Displays the employee's FLSA Status.

NTE Date Displays the employee's not-to-exceed (NTE) date, if applicable.
Supervisor Displays the employee's Supervisor.
Approver Displays the employee's approver, if applicable. If no approver has been

designated, Not Set is displayed.

Complete the remaining fields as follows:
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Field

Instruction

Prefix

Select the transaction code prefix from the drop-down list, if applicable.
Prefixes are limited to special situations as defined for your Agency; only
some transaction codes with prefix combinations are accepted; leave
blank if not required.

Note: Click Prefix to view Prefix meanings and other information
regarding prefixes. To close the detail, click Close Notes.

Suffix

Select the transaction code suffix from the drop-down list, if applicable.
Suffixes are limited to special situations as defined for your Agency; only
some transaction codes with suffix combinations are accepted; leave
blank if not required.

Note: Click Suffix to view Suffix meanings and other information
regarding suffixes. To close the detail, click Close Notes.

Desc

Select the transaction code Descriptor from the drop-down list, if
applicable. Descriptor codes are limited to special situations as defined
for your Agency. Only some transaction codes with descriptor
combinations are accepted; leave blank if not required.

Note: Click Desc to view descriptor meanings and other
information regarding descriptor codes. To close the detail, click
Close Notes.

Accounting

Select the appropriate accounting code from the drop-down list. A valid
accounting code is required on all time line entries. Accounting
information is specific per Agency requirement and must be valid in
MASC.

TC

Select the applicable transaction code from the drop-down list. The
transaction code must be consistent with your employment status,
appointment, work schedule, tour, and pay plan.

Start

Enter the four-digit start time. The start time can range from 0000 to
2345 and must be at least 15 minutes prior to the associated stop time.

Time must be entered in a minimum of quarter hours; the last two
positions must be 00, 15, 30, or 45.

Stop

Enter the four-digit stop time. The stop time can range from 0015 to
2400 and must be at least 15 minutes after the associated start time.

Time must be entered in a minimum of quarter hours; the last two
positions must be 00, 15, 30, or 45.

3. Click save in the Action field. If there are no errors, the entry line is saved.
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Note: If one or more errors are detected, the entry line is not saved, the line remains in edit mode,
and an error message is provided. You must correct the error and click Save before the time entry
line will be stored.

OR

Click cancel if you begin a time entry and realize that you do not wish to continue, or have
made an error.

Once the first time entry has been saved on a T&A, the T&A is considered active and will
be available for viewing.

A
Paycheck

NFC
My T&A Time and Attendance Detail
Enter Time Time sheetfor JOHN DOE 0300772016 Copy Day
Show Current TRA Pay Period 5 (03/06/16 - 03119/16) z=DAY DAY == Copy Established Hours
Submit TEA Revision:  Original Copy Eaquesls
AddMiew Remarks
- Status:  Not submitted 5§ M T W T F §
Pay Options
Tour:  FullTime 28 28 1 2 3 4 5 Supervisor. JANE DOE
Dollar Transactions X
Pay Plan:  GS € T B 2 10 11 12|  Appover Notset
Show History Work Schedule:  Maxi flex 11 14 15 16 17 18 18
Revise Pay Period FLSA Stawe Exempt

23 24 25 26

20 22
NTE Date:
21 28 29 30 M 1 2

Erase Pay Period

Profile Information

Established Hours.

Personal Info Monday, March 07, 2016

Leave Information Monday, March 07, 2016

Leave Balances # | Prefix | Suffix | Desc Accounting TC Start Stop Action

Donated Leave 1 169RXCIXJTBDKD000 | 01 Regular Time 0800 | 1200 |Edit Delete
1 Reqular T 1 1 it Delete

Make a Donation 2 169RXCIXJTBDKO000 | 01 Regular Time 230 | 1630 |Edit

Request Donated Hours I_I ﬂl ﬂ| ﬂllngRXCﬁJTEﬂP" Regular Time :” | Save Cancel

Other Information Current Information Summary

Request Leave

" Base Hours Total Hours Leave

Request Premium Pay

Access Privileges Day | Week | Total | Day | Week | Total | Annual | Sick | Comp Comp Travel Credit

ACCESS FTVIEges 800 | 800 | 800 | 800 | 800 | 800 8 4 0 D 0

Change Employee

Figure 20: Time and Attendance Detail Page - Day Entered

The Current Information Summary section contains summary information for the current
pay period. These hours are updated as needed each time a Time Entry line is added,
changed, or deleted.

The fields and descriptions are as follows:

Base Hours Description

Day Displays the base hours entered for the day.
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Base Hours Description
Day Displays the base hours entered for the day.
Week Displays the base hours entered for the week.
Total Displays the total base hours entered for the pay period.
Total Hours Description
Day Displays the total hours entered for the day.
Week Displays the total hours entered for the week.
Total Displays the total hours entered for the pay period.
Leave Description
Sick Displays the sick leave hours available.
Comp Displays the compensatory hours available.
Comp Travel Displays the compensatory travel hours available.
Credit Displays the credit hours available.

To Copy Days:

Copy Day allows users to copy Established Hours on to other day(s) of the week within the current
pay period. This process will overwrite any hours already recorded for the target day(s).
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1. Select Enter Time from the My T&A menu on the Paycheck8 main menu page. The Time

and Attendance Detail page is displayed and defaults to the current day in the current pay
period.

Paycheck

NFC

My T&A Time and Attendance Detail

Enter Time

Time sheet for JOHN DOE 0310772016 Copy Day
Show Current T&A Pay Period 5 (03/06/16 - 03/19/16) szoav pav>»  Copy Established Hours

AddMiew Remarks

Pay Options Status. Not submitied § M T W TE §
Tour:  FullTime 28 28 1 2 3 4 5 Supervisor. JANE DOE
Dollar Transactions
Pay Plan. GS 6 I & 8 10 11 12 Approver  Not set
Show History Work Schedule: Maxi flex 11 14 15 16 17 18 10
i i FLSA Status: E
Revise Pay Period .'-'9 Aempt 20 021 22 23 24 3 %
Erase Pay Period I ke 28 29 30 M 1 2

Profile Information

Established Hours.

Personal oo o oo

Monday, March 07, 2016
# | Prefix | Suffix |Desc | Accounting TC Start | Stop | Action
Donated Le 1 169RXCIXJTBDKO000 | 01 Regular Time 0800 | 1200 |Edit Delete
1 lar i 1 1 i
Make » Donation 2 169RXC3XJTBDKOO00 | 01 Regular Time 230 [1630 |Edit Delete
Request Donated Hours LT & © []tesRxCIxITE[v][01 Regular Time ~] [ Save Cancel

Other Information

Request Leave

—— Base Hours Total Hours Leave
Day | Week | Total | Day | Week | Total Annual Sick | Comp Comp Travel Credit
5.00 8.00 8.00 800 8.00 8.00 i 4 0 ] a

Change Employee

Figure 21: Time and Attendance Detail Page - Day Entered
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2. Click copy Day on the Time and Attendance Detail page. The Copy Hours page is
displayed.

N et
Paycheck

NFC

My T&A Copy Hours

Enter Time You have requested copying the hours you recorded for today. This process will overarite any hours you have already
Show Current TEA recorded for the target day(s). Click the "Copy Hours® button to continue or the "Cancel” button to cancel the copying.
Submit TRA Today's hours
Pay Options Prefix Suffix Desc Accounting TC Start Stop
Dollar Transactions 169RXC3IXJTEDKDO00 01 Regular Time 0800 1200

. 169RXC3XJTBOKDO00 01 Regular Time 1230 1630
Show History
Revise Pay Period S |M|T |W (T [F |S Week | Weekend
Erase Pay Period Week1|( (O (O OO0 OO0 O

week2|[] (O (OO0 |O0|O0[O(|O0 |O

e Information

Established Hours Cancel

Figure 22: Copy Hours Page

3. Check the boxes of the days to be copied for Weeks 1 and 2.

Paycheck

py Hours
Enter Time You have requested copying the hours you recorded for today. This process will overwnte any hours you have already
Show Current T&A recorded for the target day(s). Click the "Copy Hours™ button 1o continue or the "Cancel” button to cancel the copying
Submit TRA Today's hours
Pay Options Prafix Suffix Desc Accounting TC Start Stop
Dollar Transactions 1ESRXCIXJTEDKOD0D 01 Regular Time 0800 1200
1B9RXCIXJTBOKOD00 01 Regular Ti 1230 1630

Show History eguiar Time
Revise Pay Period S M T (W (T [F |S Week | Weekend
Erase Pay Period Week1|[1 |M |4 [M M |M |[] ] |4 o

Week2|[] |¥ (M | | & |OT] |4 |0

Profile Information

Established Hours Copy Hours Canr.ell

Figure 23: Copy Hours Page - Days Copied
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4. Click Copy Hours. The Time and Attendance Detail is displayed showing the Current
Information Summary with the total hours copied.

Paycheck

Time and Attend
EU Time sheet for JOHN DOE 03/07/2016 Copy Day
Show Current TRA Pay Period: 5 (03106116 - 0319/16) == DAY DAY =2 Copy Established Hours
Submit TRA Revision:  Original e R

AddNiew Remarks

Pay Options Status. Mot submitted § M T W TE §

Tour.  FullTime 28 29 1 2 3 4 5 Supervisor.  JANE DOE
Dollar Transactions.

PayPlan: GS 6§ I 8 2 10 1 12 Approver Not set
Show History Work Schedule:  Maxi flex 13 14 15 16 17 13 18

i i FLSA Stalus: E

Revise Pay Period NTEDam.S xempt 0 21 022 23 24
Erase Pay Period ' Zw20H 12
Profile Information
Established Hours
Personal Info
Leave Information

# Accounting L™ Start | Stop | Action

1 163RXC3IXJTEDKO000 | 01 Regular Time 0800 |1200 |Edit Delete

N F 169RXCIXJTEDKOO00 | 01 Regular Time 1230 | 1630 | Edi Delete

Make a Donation
Request Donated Hours I_I E” Ell Z” ID1 Regular Time Ell I Save Cancel
Other Information
Request Leave
Request Premium Pay Lours jLotal
YP——— Day | Week | Total | Day | Week | Total | Annual | Sick | Comp | CompTravel | Credit
e 800 | 4000 | B0.OD | 80O | 4000 | 80.00 8 4 0 0 0

Change Employee

Figure 24: Time and Attendance Detail Page - Days Copied
To Copy Established Hours:

Copy Established Hours allows users to copy Established Hours onto the T&A for the current pay
period. This process will overwrite any hours already recorded on the T&A.
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1. Select Enter Time from the My T&A menu on the Paycheck8 main menu page. The Time
and Attendance Detail page is displayed and defaults to the current date.

Paycheck

Enter Time Time sheat for  JOHN DOE |uzrz1r2ms Copy Day
Show Current TRA Pay Period 6 (03/20/16 - D4/02/16) DAY pay=:  Copy Established Hours

Submit T&A ! AddNiew Remarks

Status: Not started

Pay Options S M T WTIE S
Tour:  FullTime 28 29 1 2 3 4 5 Supervisor  JANE DOE
Dollar Transactions .
Pay Plan: GS & 7 8 8 1011 12 Approver Not set
Show History Work Schedule:  Maxi flex 13 14 15 18 17 18 19
FL3A Status: E
Revise Pay Period S 5 xempt 0021 2 23 ¢ B W
Erase Pay Period | 27 22 20 30 M 1 2
Profile Information
Established Hours
i Monday, March 21,2016
Leave Information Monday, March 21, 2016
Leave Balances #|Prefix [Suffix [Desc [Accounting  [TC [stan [stop [Action
ate . There are no records for this day.
Make a Donation I_I Ell | Ell |Dl Regular Time E” | Save Cancel

e | CuTentInformation Summary

Other Information

Request Leave Base Hours Total Hours Leave
Request Premium Pay Day | Week Total | Day | Week Total Annual Sick Comp Comp Travel Credit
0 0 0 0 0 0 8 4 0 0 1}

Change Employee

Figure 25: Time and Attendance Detail Page - Copy Established Hours

2. Click Copy Established Hours on the Time and Attendance Detail page. The Copy
Established Hours page is displayed.
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Note: All established hours are selected by default. Uncheck any hours that you do not want copied
or uncheck the box at the top to deselect all hours.

PajN/FEheck

d Hours
Enter Time You have requested copying your established hours. This process will overwrite any hours you have already recorded for any
Show Current TRA day that has a selection. Click the “Copy Hours™ button to continue or the “Cancel” button to cancel the copying.
Submit T&A lvl | Date Prefix | Suffix | Desc | Accounting Tc Start | Stop
Pay Options M | 3212018 169RXCIXGPADKI000 01 Regular Time 0800 (1200
M | 3212016 169RXCIXGPADKOO0D 01 Ragular Time 1230 | 1630
Dollar Transactions
M | 322016 169RXCIXGPADKOO00 01 Regular Time 0800 [1200
ety M |3222016 169RXCIXGPADKI000 01 Regular Time 1230 [ 1630
Revise Pay Period ™ |3232016 169RXCIXGPADKO000 01 Regular Time 0800 | 1200
Erase Pay Period M |3232016 169RXC3XGPADKOO00 01 Regular Time 1230 | 1630
T T M | 3242016 169RXCIXGPADKOO00 01 Regular Time 0800 |1200
32412016 169RXCIXGPADKDO0D o1 lar Ti 1230 | 1630
Established Hours & Regular Time
M |2252016 169RXC3XGPADKOOD0 01 Ragular Time 0800 | 1200
fecoomalinfo ™ | 3252016 169RXCIXGPADKO000 1 Regular Time 1230|1630
| 3282018 169RXCIXGPADKI000 01 Regular Time 0800|1200
M | 3282016 169RXCIXGPADKOODD 01 Ragular Time 1230 | 1630
M | 3292016 169RXC3XGPADKOO00 01 Regular Time 0800 |1200
. M| 3292016 169RXCIXGPADKDO00 01 Regular Time 1230 [ 1630
Make a Donation
M | 3302016 169RXCIXGPADKO000 01 Regular Time 0800 (1200
Roguest Donatud Hoses ¥ |3302016 169RXC3IXGPADKOO00 01 Regular Time 1230 [ 1630
Other Information M |3312016 169RXCIXGPADKOO0D 01 Regular Time 0800 | 1200
Request Leave M | 33172018 169RXCIXGPADKOO0D 01 Regular Time 1230 | 1630
Request Premium Pay & |412018 169RXC3XGPADKOOD0 01 Regular Time 0800 [1200
M | 412016 169RXC3XGPADKOO00 01 Regular Time 1230 | 1630

Change Employee Copy Hoursl Cancsll

Figure 26: Copy Established Hours Page
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3. Click Copy Hours. The Time and Attendance Detail is displayed showing the Current
Information Summary with the total hours copied.

Paycheck

Enter Time Time sheetfor JOHN DOE 03212016 Copy Day
Show Current TEA Pay Period: 6 (0320116 - 04/02/16) s<pAY pay=-  Copy Fstablished Hours
Submit TRA Revision:  Original :
Pay Options Status: Not.submmd $§ M I W I E §
. Tour:  FullTime 28 2 1 2 3 4 5 Supervisor.  JANE DOE
Dollar Transactions
Pay Plan. GS 6 I &8 28 10 11 12 Approver Not set
Show History Work Schedule:  Maxi flex PP I——
Revise Pay Period = et 20 2 22 23 M 25 B
NTEDate: | T

Erase Pay Period 27 28 20 30 M 1 2
Profile Information

Established Hours
Parsona info Monday, March 21,2006

Leave Information

Prefix | Suffix | Desc | Accounting TC Start | Stop | Action
169RXCIXGPADKDO0D | 01 Regular Time 0800 |1200 (Edit Delete
169RXCIXGPADKD000 | 01 Regular Time 1230 1630 | Edit Delete

Leave Balances

Donated Leave

#
1
Make a Donation 2
Request Donated Hours I_I E“ E” E'I Elm Regular Time [~]| | Save Cancel

Other Information

Request Leave

Request Premium Pay Base Hours Total Hours Loave

Access Privileges Day | Week | Total | Day | Week | Total | Annual | Sick | Comp | CompTravel | Credit
Access Priviloges 800 | 4000 | 800D | 800 | 4000 | 60.00 8 4 0 0 ]

Change Employee

Figure 27: Time and Attendance Detail Page - Established Hours Copied
To Copy Requests:

Copy Requests allows users to copy leave and premium pay requests directly onto the T&A.
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1. Select Enter Time from the My T&A menu on the Paycheck8 main menu page. The Time
and Attendance Detail page is displayed and defaults to the current date.

Paycheck

NFC
My TE&A Time and Atte
Enter Time Time sheet for  JOHN DOE 0310772016 Copy Day
Show Current T&A Pay Period: 5 (03/06/16 - 03/19/16) << DAY pavs>  Copy Established Hours
. Copy Requests
Subrt T8 Reviion 0 wmonan e niees
Pay Options Status.  Not started S M T W T F §
Tour:  FullTime 28 286 1 2 3 4 5 Supervisor: JANE DOE
Dollar Transactions
Pay Plan:  GS § I 8 9 10 1 12 Approver Not set
Show History Work Schedule:  Maxi flex 1314 15 16 17 12 18
Sl o AT [ELr 20 21 22 23 24 25 26

NTE Date:

Erase Pay Period

Profile Information

Established Hours

2 28 29 3 ¥ 1 2
Personal Info _
Leave Information Monday, March 07, 2016

Leave Balances # | Prefix | Suffix [Desc [Accounting  [TC [start [stop [Action
There are no records for this day.

Donated Leave
Make a Donation |_I E” Ell El[ EIO‘I Regular Time Ell I Save Cancel

Request Donated Hours

Other Information

Request Leave Base Hours Total Hours Leave
Request Premium Pay Day Week Total Day Week Total Annual Sick Comp Comp Travel Credit
1] ] ] ] 0 0 & 4 4] i] 1]

Change Employee

Figure 28: Time and Attendance Detail Page

2. Click Copy Requests on the Time and Attendance Detail page. The Leave and Premium
Pay Requests page is displayed.
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Note: All requests are selected by default.

Paycheck

NFC

My T&A

Enter Time

Show Current TRA
Submit TRA

Pay Options

Dollar Transactions
Show History
Revise Pay Period

Erase Pay Period

Profile Information

Established Hours
Personal Info

Leave Information

Donated Leave

Make a Donation
Request Donated Hours

and Premium

< |Dae Status Details [stan [stop [Hours

Leave
Prefioc: Suffic Descriptor:

W IT2me Approved TC: 61 Annual Leave 0800 0800 1.00
Accounting: 169RXC3XGPADKDO00

Premium Pay
Prefic Suffic: Descnptor:

7 Ja206 Approved TC: 21 OT Premium Pay 1600 1700 1.00
Accounting: 169RXCIXGPADKDN00
Prefic: Suffic: Descriptor:

) 2016 Approved TC: 32 Comp Time Earmed 1600 1800 2.00
Accounting: 169RXC3XJTEDKOODD
Prefioc: Suffix: Deseriptor:

~ 152016 Approved TC: 32 Comp Time Earmned 1600 1700 1.00
Accounting: 169RXCIXJTEDKDO0D

Copy Requeslsl Canc eII

Figure 29: Leave and Premium Pay Requests Page

3. Uncheck the box under Leave and Premium Pay requests to deselect all requests or
uncheck any requests that you do not want copied.
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4. Click Copy Requests. The leave and premium pay requests are copied onto the applicable
days.

Paycheck
NFC

My T&A Time and Attendance Detail
U Time sheet for  JOHN DOE 0310772016 Copy Day
Show Current T&A Pay Period 5 (03/06/16 - 03/19/16) << DAY oavs>  Copy Established Hours

AddMiew Remarks
Status.  Not submitted

Pay Options 5 M W T F §

- Tour: FullTime 28 28 1 2 3 4 5 Supervisor. JANE DOE
Dollar Transactions Pay Plan. GS 6 I 8 9 10 11 12 Approver  Not set
Show History Work Schedule:  Maxi flex 13 14 15 16 17 18 18
Revise Pay Period R S 0 21 2 23 M B %
Erase Pay Period R Zomomowom o1 o2

Profile Information

Established Hours.

Porsonallnfo Monday, Merch 07,2006

Leave Information Monday, March 07, 2016

Leave Balances # | Prefix | Suffix |Desc |Accounting TC Start | Stop | Action
Donated Leave 1 169RXCIXGPADKDD0D | 61 Annual Leave 0800 | 0900 |EdtDelete
Make a Donation |_I Ell E” E“ E”D‘I Regular Time E” I Save Cancel
ey Curtent Information Summary
Other Information

Request Leave Base Hours Total Hours Leave

e, T e s e e e

s Privileges

Change Employee

Figure 30: Time and Attendance Detail Page - Requests Copied
To Add/View Remarks:

Add/View Remarks allows users to add remarks to the supervisor regarding the T&A.
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1. Select Enter Time from the My T&A menu on the Paycheck8 main menu page. The Time
and Attendance Detail page is displayed and defaults to the current date.

Paycheck
FC

N
My T&A
Enter Time Time sheet for JOHN DOE 031872016
Show Current T&A Pay Period. 5 (03/06/16 - 03/19/16) =< DAY DAY >»
Submit TRA Revision:  Original
Pay Options Status: Mot submitted 5 M T W TE S

i Tour  FullTime 28 28 1 2 3 4 5
Dollar Transactions Pay Plan, GS 6§ I B 2 10 11 12
Show History Waork Schedule: Maxi flex 13 14 15 16 17 18 18
i i FLSA Status:  Exempt

Revise Pay Period . .9 p 20 21 22 23 24 25 26
Erase Pay Period e 27 28 29 W H 1 2

Profile Information

Established Hours

Copy Day
Copy Established Hours
Copy Requests

iew R

Supervisor  JANE DOE
Approver  Not set

Porsonal o Friday, March 18,2006

Leave Information Friday, March 18, 2016
Leave Balances # | Prefix | Suffixc |Desc | Accounting TC Start | Stop | Action
e 1 169RXC3XJTBOKO00O | 01 Regular Time 0800 [1200 | Edit Delets
Make » Donti 2 169RXC3XJTBDKDDO0D | 01 Regular Time 1230|1630 |Edd Delete

e a on
Request Donated Hours u Ell Ell E“ Ellﬂ'l Regular Time E” | I—Igamgamﬂ
Other Information
Request Leave

. Base Hours Total Hours Leave

Request Premium Pay
rY—E— Day | Week | Total | Day | Week | Total | Annual | Sick | Comp Comp Travel Credit
Siite o tiis 800 | 4000 | 8000 | 800 | 4100 | 8400 | 7.00 4 300 0 0

Change Employee

Figure 31: Time and Attendance Detail Page - Show Current T&A
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2. Click Add/view Remarks on the Time and Attendance Detail page. The Time and
Attendance Detail page is displayed with the Remarks section active.

Paycheck

NFC
Time and Attendan

Enter Time Time sheet for  JOHN DOE 03182016 Copy Day
Show Current TRA Pay Period: 5 (03/06/16 - 03/19/16) =< DAY DAY »» Copy Established Hours
Submit TRA Revision:  Original m e

. Status:  Not submitted S M T W T E S
Pay Options

Tour:  FullTime 28 28 1 2 3 4 & Supervisor.  JANE DOE
Dollar Transactions ;
Pay Plan: GS &8 7 & 9 10 11 12 Approver  Not set
Show History Work Schedule:  Maxi flex 13 14 15 16 17 18 19
Revise Pay Period FLSA Status:  Exempt 20 021 22 23 24 2 %
Erase Pay Period NTE Date: 27 28 28 30 M 1 2
Profile Information
Established Hours
Parsonal Info Friday, March 18, 2016
Leave Information Remarks: All overtime and comp time was eaming working on the Paycheckd
procedure
Leave Balances
Donated Leave
Make a Donation
Save Remarks | Cancel
Request Donated Hours —rl —I
Other Information
Current Information Summary

Request Leave
Request Premium Pay Base Hours Total Hours Leave
Access Privileges Day Week Total Day Week Total Annual Sick Comp Comp Travel Credit
Change Employee 800 | 4000 | 5000 | 800 | 41.00 84.00 7.00 4 3.00 0 (]

Figure 32: Time and Attendance Detail Page - Remarks
3. Enter applicable remarks.

4. Click Save Remarks. Remarks will show in Remarks section on the T&A.

Viewing Current T&A

Show Current T&A opens a read-only display of the T&A for the pay period in which you are
currently working.
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1. Select Show Current T&A from the My T&A menu on the Paycheck8 main menu page. The
View T&A page is displayed.

Paycheck

NFC
—_—
Enter Time MM

Show Current TRA

s JOMNOOE Payperods-2ote
Pay Options
. Base Hours: #0.00 Overtime: 0.00 Annual Used: 0.00
Dollar Transactions
- 50.00 0.00 0.00
Show History Total Hours: Comp Earned: Sick Used:
Revise Pay Period NTE: Credit Earned: 0.00 Comp Used: 0.00
Erase Pay Period 1039 Balance: Credit Used: 0.00
Profile Information NFC Time and Attendance Record
Established Hours Employee Name: JOHN DOE SSN:r X000-200-0000 Pay Period and Yearn: 9 2016
Personal Info T&A Contact Point: Pay Period Date:
Admin Unit: 00 2216904056 5/1/2016 - 5/14/2016
Leave Balances Unit & Section: 00 - 0000 Tracking Number: 3646 Official: 0
Donated Leave Established Work Week and Hours:
Make a Donation Remarks:
Request Donated Hours Daily Hours
Other Informa
Other Information lace. frane fn sz [so s [ 57 e Fe [so a2 s fane [ [oren
° Gode sun |Mon [Tue [Wed [Thu [at sun _[Mon [Tue Thu [Fri [sat [Total
Request Leave 1ESRACIITEDKDOD o1 00 [5.00 .00 .00 20D | T 00 [5.00 [500 .00 800 s0.00 fpo.0o
Request Premium Pay [Bas= 00 [5.00 [p.00 .00 00 fooo 00 [5.00 .00 [p.00 0D jso.00 Jpo.00
JaLL o0 [p.00 oo oo jaoo | 00 [e00 jeoo oo jpoo feo.00 fpo.00
Access Privileges T
Change Employee e in
[Time Cut
Approvals IPay Pian: GS. From lpa00 [oeoo jpeon jpeoo joeoa 200 [oeoo joeoo joeoo foeon
View Pending List vk Sch: o 1600 1600 J1600 1600 1500 [1600 [1e00 Je00 is00 |1s00
our: FullTime: From
View Status List [Hours: 80.00 [To.
Vi L jar Cat 8 From
few Leave Reql [5vD: 12282014 fo
View Premium Pay Requests INTE: From
View Pending Recipient List al L
il L Lt 0 From
orts IRSEL: T
" ath. ¥ From
View a Report [FinaiF LS& NID o
Edployee M [Bront Fwd Jccrued Javaiabie [Used  [Balance [rght Fwd [ccrued Jovaiable Jused [Balance
prnnual | 205.00 & 00 218,00 |216.00 M Reguiar
Donated Leave Management [Sick eosn0 [am 0900 0200 |l Emergency
Account [y i
IComp Trl [Furiough
fcreat [ppt Limt
Lwor [C/0 Annual
awoL e
[Buspended [ays in Pay Status
[Restored [other
[Religious Comp
Other
Quarters: Split T&GA ¥ Status Start: Status End: COLA:
Remote Site
Allowance:
AUO Percent: AUO Week 1: AUO Week 2t Foreign:
E: Account  [C Amount _[imprest Azcount imprest Amount [rravel Account [rravel Amount |

Mate: The penaly for an employee found guiky of falsification of a payroll decument for personal gain i remaval (DPM 751, Appendix A). H convicted
in & court of lew. the individual is subject io a fine of not more than $10,000 or impriscnment of not more than & years, or both.
| GERTIFY THAT THE ABOVE INFORMATION ON HOURS WORKED AND LEAVE USED IS TRUE AND ACCURATE.
Employee’s Signature Date Supervisor's Signature Date
PANACY AT HOTICE
SHED00 311 01 TIHG § UST AMONZNE Camactan of
B e —

Prace e recparen normanon may resust
mme g

Figure 33: View T&A Page

2. Click Print to print the T&A.
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OR

Click cancel to return to the Time and Attendance Detail page.

Submitting a T&A
Submit T&A displays all active T&As that have not yet been verified and submitted.

1. Select Submit T&A from the My T& A menu on the Paycheck8 main menu page. The Submit
T&A page is displayed.

iR R I
Paycheck

NFC
My T&A Submit T&A
Enter Time Select a TRA to submit for approval.
e Pay Period Revision Number | Action
Submit T&A Pay Period 5 - 2016 | Onginal View

Pay Options

Figure 34: Submit T&A Page
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2. Click view to verify and submit the applicable T&A for approval. The Submit T&A page is
displayed.

S ————————————
Paycheck

NFC

Submit
Enter Time
Show Current TRA Remarks:
Submit T8A
Pay Options
Dollar Transactions Cancel
Show History
Revise Pay Period JOHN DOE: Pay Period 5 - 2016
Erase Pay Period
Base Hours: 50.00 Overtime: 1.00 Annual Used: 1.00
Profile Information
Total Hours: 84.00 Comp Earmned: 3.00 Sick Used: 0.00
Established Hours
NTE: Credit Earmmed: 0.00 Comp Used: 0.00

Personal Info

Credit Used: 0.00

ve Information

Time and Attendance Record

Leave Balances
Employee Name: JOHN DOE SSN: 00(-X0-1000K Pay Period and Year: 5 2016
Make & Donation Pay Period Date:
Request Donated Hours Admin Unit: 00 T&A Contact Point: 2216504056 3/6/2016 - 3/19/2016
Other Information Unit & Section: 00 - 0000 Tracking Number: 3306 Official: 0
Request Leave Established Work Week and Hours:
Request Premium Pay Remarks: All overtime and comp time worked on was the Paycheckd procedure.
Access Privile Daily Hours
Change Employee Jace frrans b6 for fe e pio font Jurz [ ira s s fune T s fane [ farana
. [code [sun [Mon [Tue |Wed [Thu [Fri  [Sat jsun_Mon [Tue |Wed [Thu Fri  [Sal [Fotel
ot oo oo jeoo jpoo oo .00 00 Jeoo jpoo feoo [s.oo 0.0 fre.c0
View Pending List 189RXCIXITEOKD000 |21 .00 100 oo
168RXCIXITEDKD00D |32 koo oo fi-on 00 oo
View Status List 18R C3%GRADKD0D [E1 100 100 oo
View Leave Requests [Base 00 [00 B00 j300 |00 o0 00 [poo jpo0 [so0 oo 00 jpa oo
= 00 o0 fio00e00 jsoo 200 00 Jpoo jpoo feoo feoo froofaon
View Premium Pay Requests CiReE HBrS
View Pending Recipient List ~[Time in:
[Time Out
[Pay Pian G5 [From [psaa p730 o730 jpaco oo eon o730 [pa00 jpaco jpson
[k Sch w0 [fo 1200 1200 1200 [1200 [i200 1200 [i200 [i200 [1200 [1200
[Tour FullTime [From 1230 1230 1230 [1230 [1230 1230 1230 [1230 [1230 [1230
Hours 80.00 [re 1630 [1600 J1e00 1630 1630 1630 1600 1630 [1630 [1630
Employee facars [From fosca
— . [SYD: 1272802014 fro %00
nated Leave = From
Account Jppt Limt [To
it Ly Lt @ [From
RSEL fro
[Osth: ¥ [From
[FinaliFLSA: NIO [fo
Leave
[Eront Fua [fccrued [avaiiabie [Used  [Baiance [Bront Fuwd [acerued Javaiisbie |Used  [Baisnce
pannual 15200 |spo0 1gopo | 100 [15ap0 |Ml Regular
[Sick 24000 | 400 [24400 244 00 [Mil Emergeney
(Comp 1500 [300 1800 1800 Home
[Comp T [Furiough
[Credit Jepot Limit
Lwop |70 annuai
JawoL /o siex
Suspended Pays in Pay Staius
Restored [other
Religious Comp
Other
Quarters: Split T&RA N Status Start: Status End: COLA:
Remote Site Allowance:
AUO Percent: AUO Week 1: AUO Week 2: Foreign:
[commissary Account Jeommissary Ameunt  Jmprest Azeount Jimprest Amount [rrevet account [Travet amount |

Note: The pensiy for an employee found guilty of faisification of & payroll document for personsl gsin is removal (DPM 751, Appendic A} if
convicted in a court of law, the Individus! is subject to & fine of not more than $10,000 or imprisanment of not more than & years, or both

| CERTIFY THAT THE ABOVE INFORMATION ON HOURS WORKED AND LEAVE USED IS TRUE AND ACCURATE

Employee’s Signature  Date Supervisor’s Signature  Date

SRAAGY AGT NITISE

5 USC aumonzes wlecon
of P N 5K w6201 recm ar0
2pprave your e ana abandance ang
Selenine yous ) Use of 8 33N b saliotzsy
oy 50 5057, Famurm 13 provcs e e
Iecmann may resut n aemyes prymern

Figure 35: Submit T&A Page
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3. Click Submit T&A Report to submit the T&A to the supervisor for approval. Emails are sent
to both the employee and supervisor to confirm the submission. If the employee's
supervisor has appointed a designated alternate, the alternate will receive an email as well.

Note: If there are validation errors, the Submit T&A page will display showing the validation
errors. Click Override Validation Failure(s) and Submit to override the errors. Select Enter Time to
return to the T&A and correct the errors.

Viewing Pay Options

Pay Options allow the user to administer additional types of information to be associated with the
T&A Detail. The Pay Options displayed are dependent on the employee's profile.

Note: Prior to entering any pay option information, it is important to verify that the information being
entered into the T&A is for the pay period to which it applies. Paycheck8 defaults to the current pay period
and date when you log in. To administer pay options to a previous or future pay period, return to the Enter
Time page and select a date within the pay period in which you want to make pay option changes.
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1. Select Pay Options from the My T&A menu on the Paycheck8 main menu page. The Pay
Options page is displayed for the pay period selected.

Paycheck
FC

N

Enter Time

Show Current T&A Administratively Uncontrollable Overtime
Submit TEA

Pay Options

Dol Transactions Authorization of Overtime
Show History Overtime Authorization Detail | Save

Revise Pay Period

Erase Pay Period

Profile Information Set to 4 when temporarily posted to an emergency
Established Hours RSEL value | 0 - WG employees — Compute annual FEGLI coverage amount {[~]  Save
Personal Info

Leave Information

FLSA val No Ch: F
Leave Balances value | o Changes o FLSA  [v]  Save

Donated Leave

Wake 3 Donation e e M ] ot el € ST P a0 EAvE ekl et R Mo By e

T el Split Day Nosplit'~]  Save

Other Information

Request Loave StatusStat
Request Premium Pay Please select the effective day of your accessionfhire action.

Access Privileges Start Day | Save

Change Employee

Please select Yes if this is your Final T&A

View Pending List

View Status List

View Leave Requests

View Premium Pay Requests

Final TEA No Save

cOLA NotSet StartCOLA  Stop COLA

View Pending Recipient List

View a Report Foreign Post Notset StartForeignPost Stop Foreign Post

Administration

Employee Management
] d Leave Manag
Account Management

Figure 36: Pay Options Page

2. Complete the fields as follows:
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Field

Instruction

Administratively
Uncontrollable Overtime

Instruction

AUO Percent

Select the AUO percentage from the drop-down list. The percentage is
dependent upon the employee's action entitlement. Valid values are 00,
10, 15, 20, 25, and 99.

Action

Click Save.

Authorization of
Overtime

Instruction

Overtime Authorization
Detail

Enter the overtime authorization number (provided by your supervisor) in
the Overtime Authorization Detail field. This field has a 23-character limit.

Note: A record of Authorization of Overtime will be displayed on
the T&A Report within the Remarks field. The record will
precede any other remarks entered.

Action

Click Save.

Earnings Limitation
Emergency Exception
(Fire, etc.)

Instruction

RSEL (Regular Schedule
Earnings Limitation)
Value

This field is used for two purposes.

For GS employees, this field indicates the employee's ability to exceed
the biweekly earnings limitation for that pay period. To allow this, select 4
from the drop-down list.

For WG employees, the data in this field is used to calculate the annual
FEGLI coverage amount based on the shift of the pay period worked. For
this function, select the applicable shift code from the drop-down list.
Valid values are:

0 - WG employees - Compute annual FEGLI coverage
amount based on the first shift.

2 - WG employees - Compute annual FEGLI coverage
amount based on second shift.

3 -WG employees - Compute annual FEGLI coverage
amount based on third shift.

4 - WG employees - Compute annual FEGLI coverage
amount based varied shift.

Action

Click Save.
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Field Instruction
FLSA Status Change Instruction
FLSA Value Select the applicable FLSA value from the drop-down list. Valid values
are:
No Change to FLSA
1lst Week Non-Exempt
2nd Week Non-Exempt
Both Weeks Non-Exempt
Action Click Save.
Split T&A Instruction
Split Day Select the applicable end day from the drop-down list. The status start

date will be set to the following day.

Note: 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.
Action Click Save.
Status Start Instruction
Start Day Select the applicable start day of the accession/hire action from the

drop-down list.

Action Click Save.
Final T&A Instruction
Final T&A Select whether or not this is a final T&A from the drop-down list. Valid

values are Yes and No.

Action Click Save.

COLA Description/Instruction

COLA Indicates whether or not the employee is receiving COLA (cost-of-living
allowance).

Note: The T&A will display an S after COLA is started.

Action Click Start COLA to start. Click Stop COLA to stop.
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Field Instruction

Foreign Post Description/Instruction

Foreign Post Indicates whether or not the employee is receiving Foreign Post
Differential.

Note: The T&A will display an S after Foreign Post is started.

Action Click Start Foreign Post to start. Click Stop Foreign Post

to stop.

Entering Dollar Transactions

Dollar Transactions is used to add the following dollar transactions:

Commissary

Fringe Benefit (Noncash)
Fringe Benefit (Parking)
Fringe Benefit (Transit Pass)
Imprest

Incentive Pay

Meals

Remote Worksite

Sales Commission
Services Payment
Tips/Cash Received
Travel Reimbursable
Uniform Allowance

Uniform Allowance (Non Tax)
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To Add Dollar Transactions:

1. Select Dollar Transactions from the My T&A menu on the Paycheck8 main menu page. The
Dollar Transactions page for the current pay period is displayed.

Paycheck

NFC

My T&A Dollar Transactions - Period: 5

Enter Time Enter any dollar transactions for pay period

ShosCurspias Transaction Type Date [ Accounting Amount Action
Submit T&A There are no dollar transactions associaled to this TRA

Pay Options

Dollar Transactions

Show History

Revise Pay Period

Erase Pay Period

Figure 37: Dollar Transactions Page

2. Click Add to enter the dollar transaction. The Enter Dollar Transaction page is displayed.

Paycheck

NFC
My TEA Enter Dollar Transaction
Enter Time Transaction Type: | ﬂ
Show Cument TEA Calendar Date: ,WM
Submit T&A Accounting: | - =
Pay Options Amounts ,—

Dollar Transactions

Show History Savel Cancel

Revise Pay Period
Erase Pay Period

Figure 38: Enter Dollar Transaction Page

3. Complete the fields as follows:

Field Instruction

Transaction Type Select the applicable transaction type from the drop-down list.
Calendar Date Select the applicable date from the drop-down list.
Accounting Select the applicable accounting code from the drop-down list.
Amount Enter the transaction dollar amount.
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4. Click save. The Dollar Transactions page for the current pay period is displayed.

Paycheck

NFC

My T&A Dollar Transactions - Pay Penod: 5

Enter Time Enter any dollar transactions for pay period

Show Curvent TRA Transaction Type Date MAccounting Amount Action
Submit TRA. Travel Reimbursable anT2me 169RXC3XJTBOKO00D 15.00 Edit Delete
Pay Options

Dollar Transactions
Show History
Revise Pay Period
Eraze Pay Period

Figure 39: Dollar Transactions Page - Transaction Added

Viewing T&A History

Show History provides access to historic T& As and defaults to current year history T&As. To view
historic T&A Reports, select the appropriate year from the drop-down list.

To See T&A History:

1. Select Show History from the My T&A menu on the Paycheck8 main menu page. The
Review Past T&A Reports page is displayed.

Paycheck

NFC

My T&A

Enter Time Select the Year and the Pay Period to choose a TAA Report to review, then click the View T&A button to see it

Show Current TRA Pay Year: Im

Submit T&A

s Pay Period Revision Number Action

Pay Options Pay Period 1 - 2016 Original View

Dollar Transactions Pay Period 2 - 2016 Original Vigw

Show History Pay Period 3 - 2016 Origmal View

Revise Pay Period Pay Period 4- 2016 Original View

Erase Pay Period Pay Period 5 - 2016 Original Wiew
Pay Period 6 - 2016 Original View

Profile Information

Established Hours

Parsonal Info

Figure 40: Review Past T&A Reports Page

2. Click view next to the pay period to view. The selected T&A will be displayed.

3. Click Print to print a copy of the T&A.
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Click cancel to return to the Review past T&A Reports page.

Correcting a T&A
Revise Pay Period allows users to correct previously-submitted T&As. Corrections are allowed to
T&As up to 25 pay periods in arrears. T&As extending beyond 25 pay periods may not be
submitted through Paychecks.
To Correct a T&A:

1. Select Enter Time from the My T&A menu on the Paycheck8 main menu page. The Time
and Attendance Detail for the current pay period is displayed.

Paycheck

NFC

My T&A Time and Attendance

U= Time sheetfor  JOHN DOE 03282016 Copy Day
Show Current TRA Pay Period 6 (0320116 - 04/02/16) 22 DAY AY =2 Copy Fstablished Hours

s s o (o S o] e
AddMNiew Remarks

Pay Options Status Submitted § M T W T FE §

Tour:  FullTime 28 20 1 2 3 4 5 Supervisor:  JANE DOE
Dollar Transactions

Pay Plan: GS 6 I 8 8 10 1 12 Approver Not set
Show History Work Schedule: Maxi flex 13 14 15 16 17 18 19
Revise Pay Period FLSA Statws: Exempt

NTE Date:

Erase Pay Period

Profile Information

Established Hours

persona nfo ‘Monday, Maren28,2006

Leave Information

Leave Balances # |Prefix | Suffix |Desc | Accounting TC Start | Stop | Action
Donated Leave 1 169RXCIXIJTEDKO00D | 01 Regular Time 0800 1200 | Edit Dalete
e cion 2 169RXCIXITBDKO000 | 01 Regular Time 1230 [ 1630 |Edd Delsie
Request Donated Hours |_| EI EI EI |D‘ Regular Time Ell [ l%l

Other Information

Request Leave

. Base Hours Total Hours Leave
Request Premium Pay
PV E— Day | Week Total Day | Week | Total Annual Sick | Comp Comp Travel Credit
e 800 | 4000 | 800D | 800 | 4000 | 8000 8 1 0 0 0

Change Employee

Figure 41: Time and Attendance Detail Page - Current

2. Scroll through the calendar to reach the correct pay period.
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3. Click within the pay period to activate.

Paycheck

NFC
My T&A Time ¢
e Time sheetfor  JOHN DOE 0310772016
Show Current T&A Pay Period 5 (03/06/16 - 03119/16) =< DAY DAY »>
Siatus; Processed
PG s Proces $ M I WTIES
—— ) Tour:  FullTime 2 29 1 2 3 4 5
r [ransactions Pa')f F'Ian GS § I E g m u 12
Show History Work Sehedule:  Maxi flox o E e
i i FLSA Stats: Exempt | __
Revise Pay Period .IJS xempt 0 2 2 3 om =
Erase Pay Period NTE Date: =

Profile Information
Established Hours.

Supervisor:  JANE DOE

Approver

Not set

Porsonal o ‘Monday, Merch 07,2006

Leave Information Monday, March 07, 2016
Leave Balances # | Prefix | Suffix | Desc | Accounting 1C Start | Stop | Action
Donated Leave 1 169RXC3XJTBDKD000 | 01 Regular Time 0800 |1200 |EdiDelete
1 lar Ti 1 1 i
Make a tion 2 169RXC3XJTBDKDO0D | 01 Regular Time 230 630 | Edit Delete
Request Donated Hours L] M [ []163RXC3XITE[w][01 Regular Time ~ [ Save Cancel
Other Information
Request Leave
" Base Hours Total Hours Leave
Request Premium Pay
Day Week Total Day Week Total Annual Sick Comp Comp Travel Credit
500 800 8.00 8.00 8.00 500 & 4 0 1] 1]

Figure 42: Time and Attendance Detail Page - Pay Period Activated

4. Select Revise T&A from the My T&A menu. The Revise Time and Attendance page for the

selected pay period is displayed.

Paycheck

e Time and Attendance - Pay Period: 5

Enter Time You have chosen to revise your T&A for Pay Period 5. This will create a Corrected T&A for entry and submission. Click the

Show Current T&A

Submit TRA ro—

Pay Options

Dollar Transactions
Show History
Revise Pay Period
Erase Pay Period

Figure 43: Revise Time and Attendance Page

Revisa T&A button to continue or the Cancel button 1o returm,
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5. Click Revise T&A. The Time and Attendance Detail page for the selected pay period is
displayed showing Corrected 1 inthe Revision field.

Paycheck
NFC

My TEA Tme and Attendance Detail

Enter Time Time sheet for  JOHN DOE 032122016 Copy Day
Show Current TRA Pay Period: 6 (03/20/16 - 04/02/16) =< DAY DAY > Copy Established Hours
Submit T8A RedsionCorrected |0 magciiang @] el
. AddNiew Remarks
Pay Opiions. Status Hot.suhmttmd 5§ M I W I E §
Tour:  FullTime 28 29 1 2 3 4 3 Supervizor.  JANE DOE
Dollar Transactions
Pay Plan: GS 6 7 8 8 10 1 12 Approver Not set
Show History Work Schedule: Maxi flex 13 14 15 16 17 18 19
Revise Pay Period :;SE“D?NUE- Exempt 002 292 oMo
. te:
Erase Pay Period 27 28 29 30 M 1 2
Profile Information
Established Hours
Parsonal Info Monday, March 21, 2016
Leave Information Monday, March 21, 2016
Leave Balances # | Prefix | Suffix |Desc |Accounting TC Start | Stop | Action
Donated Leave 1 169RXC3IXGPADKDO00 | 01 Regular Time 0800 |1200 | Edi Delete
2 1689RXC3IXGPADKDO0D | 01 Regular Ti 1230 1630 Delete
Make a Donation =i e .
Request Donated Hours |_| ﬂl ﬂ[ ﬂl ﬂ[m Regular Time ﬂ[ Save Cancel
Other Information Current Information Summary
Request Leave
Base Hours Total Hours Leave
Request Premium Pay
— Day | Week | Total | Day | Week | Total | Annual | Sick | Comp | Comp Travel Credit
~cess Privileaes
'SS FTIVIeges 00 | 4000 | BODD | 800 | 4000 | 80.00 8 4 0 0 ]

Change Employee

Figure 44: Time and Attendance Detail Page - Corrected 1

6. Make the applicable corrections

7. Select Submit T&A from the My T&A menu.

8. Click view next to the corrected T&A. The selected T&A is displayed.

9. Click Submit T&A Report to submit the T&A for approval.

Deleting a T&A

Erase Pay Period allows users to delete all previously entered T&A Detail for a specific pay period

before it is transmitted to NFC.
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To Delete T&As:

1. Select Enter Time from the My T&A menu on the Paycheck8 main menu page. The Time

and Attendance Detail page for the current pay period is displayed.

Paycheck

lme and Attendan

Enter Time Time sheet for ROBERT DOE

D2msrMe

Show Current TEA Pay Period: 3 (02/07/16 - 02/20116) S<DAY DAY =2
Pay Options Status:  Submitted S M I W I F §

. Tour FullTime 31 1 2 3 4 5 86
Dollar Transactions Pay Plan: GS 108 9 0123
Show History Work Schedule:  Maxi flex VIR S M SR A
Revise Pay Period FLSA Status:  Exempt M2 2325 B A
Erase Pay Period NTE Date: 2829 1 2 3 4 5

Profile Information

Established Hours

Superisor.  JANE DOE

Approver  Not set

Personalnfo el |

Leave Information

Leave Balances Monday, February 15, 2016 is a Federal Holiday: please ensure the hours worked are coded accurately for the

Holiday.

Donated Leave

Make a Donation

Monday, February 08, 2016
Request Donated Hours # | Prefix | Suffix |Desc |Accounting TC Start | Stop | Action
Other Information 1 169RXCIXITBOKO000 | 01 Regular Time 0800 1200 | Edit Delete
Request Leave 2 169RXCIXITBOKO000 | 01 Regular Time 1230 | 1630 | Edit Delete
Request Premium Pay |_I EI E|| EI E||D‘I Regular Time Ell Iw‘

Change Employee

Approvals Base Hours Total Hours

View Pending List Day Week Total Day Week

Annual Sick

Credit

8.00 40.00 &0.00 &.00 40.00
View Status List

£0.00

Figure 45: Time and Attendance Detail - Erase Pay Period

2. Ifyou are not in the pay period that you want to delete, scroll through the calendar to reach

the pay period.

3. Click any day within the desired pay period to activate.
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4. Select Erase Pay Period from the My T&A menu. The Erase Time and Attendance page for
the selected pay period is displayed.

ol il
Paycheck

NFC

My T&A Erase Time and Attendance - Pay P

Enter Time

You have chesen to delete all hours and pay options associated with Pay Period 3. It is highly recommended that you print a
Show Current TRA copy of your T&A before you delete it. Click Show Current T8&A and using your browser print a copy. Once you have printed
your T&A, click the Erase my T&A button to continue or the Cancel button to return.

Submit TEA

Pay Options Cancel

Dollar Transactions
Show History
Revise Pay Period
Erase Pay Period

Figure 46: Erase Time and Attendance Page

5. Click Erase T&A. A confirmation message is displayed.

Note: If you erase the T&A, all stored information in Pay Options will be removed. Before starting
anew T&A, you must re-establish the information in Pay Options.

Paycheck

Erase Time and Attendance - Pay Pe

Enter Time Please confirm the delete of your pay period.

Show Current TRA )

Submit TRA Erase my T&AI Cancel |

Pay Options Warmning! If you erase this T&A, you are removing all stored information in Pay Options (i.e. quarters, AUO, etc.). Before you
Dollar Transactions begin a new T&A for this pay period. you will need to re-establish this information in Pay Cptions.

Show History

Revise Pay Period
Erase Pay Period

Figure 47: Erase Time and Attendance Page - Confirmation

6. Click Erase my T&A.

7. Select Show History from the My T&A menu to verify the deletion.
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Profile Information

The Profile Information menu contains options which allow users the ability to build established
hours and to view personal information. Users are also allowed to edit certain fields on the
Personal Information page, such as accounting, AUO (administratively uncontrollable overtime)
percent, and default work schedule.

This section includes the following topics:

Establishing Default HOUIS ...t 57
Viewing Personal INformation ...........ccccooiiiiiiiiic e 63

Establishing Default Hours

Established Hours allows users the ability to establish a standard two-week pay period, which can
be copied onto future T&As.

To use this feature, for each day you must indicate the Week, Day, Accounting, TC, Start, Stop,
and, if applicable, a Prefix, Suffix, and/or Descriptor.

Note: If your work day includes a break, enter two lines of time to record each set of hours.
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To Create Established Hours:

1. Select Established Hours from the Profile Information menu on the Paycheck8 main menu
page. The Established Hours (Regularly Scheduled Administrative Work Week) page is
displayed.

Pa {theck

My TEA Established Hours (Regularly Scheduled Administrative Work W

Enter Time Established Hours allows users to create a standand Pay Period, which can be copied onto future T&A Reports at the click of

Show Current TRA a button. To add a line of time, select the ‘Week’, Day’, *Accounting”, TC', “Start’ time, and "Stop’ time; as applicable include a
) Prefin', ‘Suffix’, and'or Descriptor’. Click 'Add’ to save the line of time. If hours are consistent throughout the Pay Penod. click

Submit T&A the ‘Copy Day’ button. Select the days to copy the hours to and click the 'Copy’ button

Pay Options NOTE: If your work day includes a break. enter two lines of time to record each set of hours before using the "Copy Day

button. To copy, edit or delete a single line of time, click the desired Action adjacent to the time entry. To clear all entries,
click the ‘Clear All Hours' button

Week | Day Prefix | Suffix | Desc | Accounting TC Start | Stop | Action
Add

Dollar Transactions

Show History
Revise Pay Period
Erase Pay Period

Profile Information Wesk 1

Established Hours Day of week Prefix | Suffix |Desc | Accounting |TC [Start |Stop |Total |Action
Personal Info No established hours.

Leave Information Sub Total 0 |

1. Sun v v v v - v 01

Cancel

Leave Balances Week 2

Donated Leave ot s Prefix__ [Suffix _[Desc _[Accounting [TC [swant [stop [Total |Action
n Mo established hours

Make a Donation ST | = |

Request Donated Hours

- Total Hours : ]
Other Information

Request Leave Copy Day| | Clear All Hours

Request Premium Pay

Figure 48: Established Hours (Regularly Scheduled Administrative Work Week) Page

2. Complete the fields as follows:

Field Instruction

Week Select the applicable week from the drop-down list.

Day Select the beginning day of your work week from the drop-down list.
Prefix Select a transaction code prefix from the drop-down list, if applicable.
Suffix Select a transaction code suffix from the drop-down list, if applicable.
Desc Select a transaction code descriptor from the drop-down list, if applicable.
Accounting Select the required accounting code from the drop-down list.

TC Select the applicable transaction code from the drop-down list.
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Field Instruction

Start Enter the four-digit start time. The start time can range from 0000 to 2345
and must be at least 15 minutes prior to the associated stop time. Time must
be entered in a minimum of quarter hours; the last two positions must be 00,
15, 30, or 45.

Stop Enter the four-digit stop time. The stop time can range from 0000 to 2345
and must be at least 15 minutes after the associated start time. Time must
be entered in a minimum of quarter hours; the last two positions must be 00,
15, 30, or 45.

3. Click Add. The first line of time entered is displayed.

e
Paycheck

NFC

My T&A Established Hours (Regularly Scheduled Administrative Work Week)

Enter Time Established Hours allows users to create a standard Pay Period, which can be copied onto future TEA Reports at the click of
Show Current TRA a button. To add a line of time, select the Week', Day’, "Accounting’, TC', "Start’ time, and "Stop’ time; as applicable include a
i ‘Prefix, "Suffix’, and/or Descriptor’. Click Add’ to save the line of time. If hours are consistent throughout the Pay Period. click
Submit TEA the ‘Copy Day’ button. Select the days to copy the hours to and click the ‘Copy’ button.
Pay Options MNOTE: If your work day includes a break, enter two lines of time 1o record each set of hours before using the Copy Day’
Dollar Transactions button. To copy, edit or delete a single line of time, click the desired Action adjacent to the time entry. To clear all entries
click the Clear All Hours” button.
Show History
Week Day Prefix Suffix Desc Accounting TC Start Stop Action
Revise Pay Period Add
Erase Pay Period 1 «|||Mon + - - w ||| 159RSCIXAGHPADDOO + | 01 + Eﬂi&l
.
Profile Information Week 1
Established Hours Day of week | Prefix [ Suffix |Desc |Accounting TC | Start | Stop | Total | Action
Pessonal lnfo Monday 159RSC1XAGHPADDDD 01 |osoo [1200 [400 |Copy Edit Delete
Leave Information Hb Tote =
Leave Balances Week 2
Donaled Leave Day of week Prefix | Suffix [Desc [Accouning  [TC [Stant [swp [Total [Action
Mo established hours
Make a Donation Sub Total | 0 I

Request Donated Hours

Total Hours ! 4.00
Other Information
Request Leave Copy Day| Clear All Hours

Request Premium Pay

Figure 49: Established Hours Page - Line Added

Note: Click Edit to edit the information or click Delete to delete the line added.

4. Repeat Steps 2 and 3 above until the first day is complete.

5. Click Copy to copy only the specific line to other defined days of the week within the pay
period.
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Click Copy Day to copy established hours to other defined days of the week within the pay

period.

Paycheck

NFC

Enter Time

Show Current T&A
Submit T&A

Pay Options

Dollar Transactions
Show History
Revise Pay Period
Erase Pay Period

Profile Information

Established Hours
Personal Info

2 Information

Leave Balances

Donated Leave

Make a Donation
Request Donated Hours

Other Information

Request Leave
Request Premium Pay

Access Privileges

Change Employee
Change Client

View Pending List

View Status List
View Leave Requests
View Premium Pay Requests

View Pending Recipient List

Figure 50: Established Hours Page - Copy Day

\dministrati

Established Hours allows users to create a standard Pay Penod, which can be copied onto future T&A Reports at the click of
a button. To add a line of time, select the Week', Day', "Accounting’, TC', "Start' time, and Stop” time; as applicable include 2
Prefix, "Suffix, and’or Descriptor’. Click "Add’ to save the line of time. If hours are consistent throughout the Pay Period, click
the 'Copy Day’ button. Select the days to copy the hours to and click the 'Copy’ button.

NOTE: If your work day includes a break. enter two lines of time to record each set of hours before using the 'Copy Day'
button. To copy, edit or delete a single line of time, click the desired Action adjacent to the time entry. To clear all entries,

click the ‘Clear All Hours" button.

Week | Day Prefix | Suffix | Desc | Accounting Tc Start | Stop | Action
Add
1 vl M ] ' v v ||| 159RSCIXAGHPAQDOD ||| 01 » —
o I:l . Cancel
Week 1
Day of week | Prefix | Suffix |Desc | Accounting TC | Start | Stop | Total |Action
Monday 159RSC1XAGHPADDOD 01 (0800 |1200 |4.00 |Copy Edit Delate
Monday 159RSC1XAGHPADOO0 01 (1230 |1630 |4.00 |Copy Edit Delste
Sub Total 8.00
Week 2
Day of week Prefix  [Suffix [Desc [Accounting [tc [stan [swop [Total [Action
Mo established hours.
Sub Total [o |
Total Hours : 8.00

Copy Da-,-'i Clear All Hours

Select day to copy Week 1: Monday v

S /M |T |W [T [F (5§ Week | Weekend
Week 1 |
Week 2 [

Cancel

Copy]
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6. Check the boxes for the specific days to copy the established hours.

Paycheck

NFC
Enter Time Established Hours allows users 1o create a standard Pay Period, which can be copied onto future TSA Reponts at the click of
Show Current T&A a button. To add a line of time, select the Week', Day’, ‘Accounting’, TC', Start’ time, and "Stop’ ime; as applicable include a
‘Prefin', ‘Suffi’, and/or Descriptor’. Click "Add' to save the line of time. If hours are consistent throughout the Pay Period, click
Submit T&A the 'Copy Day’ button. Select the days to copy the hours to and click the ‘Copy’ button
Pay Options MOTE: If your work day includes a break. enter two lines of time to record each set of hours before using the ‘Copy Day’
Dollar Transactions button. To copy, edit or delete a single line of time, click the desired Action adjacent to the time entry. To clear all entries,
click the ‘Clear All Hours' button.
Show History
. . Week | Day Prefix | Suffix | Desc | Accounting 1c Start | Stop | Action
Revise Pay Period Add
Erase Pay Period 1 ] Mon ~ M v v ||| 159RSCIXAGHPADOOD v ||| 01 v p——
Profile Information Week 1
Established Hours Day of week | Prefix | Suffix |Desc | Accounting TC | Start | Stop | Total | Action
Personal Info Monday 159RSC1XAGHPADODD 01 |08oo [1200 |400 |Copy Edit Delete
e [ e Monday 159RSCIXAGHPADOOD 01 | 1230 1630 |4.00 | Copy Edit Delete
Sub Total 8.00
Leave Balances
Donated Leave ihatd
Dayofweek  |Prefix | Suffix  |Desc | Accounting [TC |Stant  [Stop |Total | Action
Make a Donation -
No established hours.
Request Donated Hours Sub Total | 0 |
Other Information
: : : Total Hours : 8.00

Request Leave

Request Premium Pay Copy Day| Clear All Hours
o ——— (Copy Established Hours

Change Client

Select day to copy VWeek 1: Monday w

S M| T |W | T F L Week | Weekend
Week 1 o
View Status List Week 2 * | | | | "

Copy| Cancel

View Pending List

-
LY
LY

View Leave Requests
View Premium Pay Requests

View Pending Recipient List

Figure 51: Established Hours Page - Copy Established Hours
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7. Click copy. The Established Hours page displays the hours copied.

e el
Paycheck

NFC
Enter Time Established Hours allows users to create a standard Pay Peried, which can be copied onto future TSA Reports at the elick of
Show Current TRA a button. To add a line of time, select the Week, Day’, "Accounting’, TC', "Start’ time, and "Stop’ time; as applicable inciude a
. Prefi’, ‘Suffix’, andior Descrptor’. Click ‘Add’ to save the line of time. If hours are consistent throughout the Pay Period. click
Submit TRA the ‘Copy Day’ button. Select the days to copy the hours to and click the 'Copy’ button.
Pay Options NOTE: If your work day includes a break, enter two lines of time to record each set of hours before using the ‘Copy Day’
Pl e button. To copy, edit or delete a single line of time, click the desired Action adjacent to the time entry. To clear all entnes,
click the ‘Clear All Hours' button
Show History
Week | Day Prefix | Suffix | Desc | Accounting TC Start | Stop | Action
Revise Pay Period T add
Erase Pay Period 1 v|||Mon « A ¥ ¥ || 159RSCIXAGHPADDOD v {101 »
Profile Information Woeek 1
Established Hours Day of week | Prefix | Suffix | Desc | Accounting TC | Start | Stop | Total |Action
Persanal Info Monday 159RSC1XAGHFADDDO 01 (0800 |1200 |4.00 |Copy Edi Delete
Toave Tionneion Monday 159RSC1XAGHPADDOD 01 (1230 |1630 |4.00 |Copy Edi Delete
Tuesday 159RSC1XAGHPADDDD 01 (0800 |1200 |4.00 |Copy Edit Delete
Leave Balances -
Tuesday 159RSC1XAGHPADDDO 01 (1230 |1630 |4.00 |Copy Edit Delete
Donated Leave Wednesday 159RSC1XAGHPAODO0 |01 |0B00 |1200 |2.00 | Copy Edit Delete
Make a Donation Wednesday 158RSC1XAGHPADDDD 01 | 1230 | 1630 |4.00 | Copy Edit Delete
Request Donated Hours Thursday 159RSC1XAGHPADDO0 |01 [0800 [1200 [4.00 | Copy Edit Delete
Lo o —— Thursday 158RSC1XAGHPADDDD 01 | 1230 [1630 |4.00 Copy Edit Delete
Friday 158RSC1XAGHPADODD 01 | 0800 |1200 |4.00 Copy Edit Daleta
[iouastLeas Friday 1ESRSCIXAGHPADDOD |01 | 1230 | 1630 |4.00 | Copy Edit Delste
Request Premium Pay Sub Total 40.00
Access Pnvileges 2
Change Employee Day of week | Prefix | Suffix | Desc | Accounting TC | Start | Stop | Total | Action
Change Client Menday 159RSC1XAGHPADDOO 01 (0800 |1200 |4.00 |Copy Edi Delete
Approvals Monday 159RSC1XAGHPADDDO 01 (1230 |1630 |4.00 |Copy Edit Delete
. . ; Tuesday 159RSC1XAGHPADDOD 01 (0800 |1200 |4.00 |Copy Edit Delete
View Pending List .
Tuesday 159RSC1XAGHPADDDD 01 (1230 |1630 |4.00 |Copy Edit Delete
View Status List Wednesday 159RSC1XAGHPADDOD |01 |0B0D | 1200 |4.00 | Copy Edit Delete
View Leave Requests Wednesday 158RSC1XAGHPADDIO 01 (1230 [1630 [4.00 |Copy Edit Delete
View Premium Pay Requests Thursday 159RSC1XAGHPADDOD 01 |0BDO |1200 |4.00 Copy Edit Delete
View Pending Recipient List Thursday 159RSC1XAGHPADDOO |01 [1230 [1630 |4.00 | Copy Edit Delete
Friday 158RSC1XAGHPADDDD 01 (0800 |1200 |4.00 |Copy Edit Delete
Friday 159RSC1XAGHPADDOD 01 (1230 |1630 |4.00 |Copy Edi Delete
Sub Total 40.00
Total Hours : 80.00
Employee Management
Donated Leave Management Copy Da';l Clear All ers|

Figure 52: Established Hours Page - Copy Days

&. Review the table to ensure the hours established are correct.

Note: To edit specific lines of time, click the applicable button. Click Clear All Hours to clear all
Established Hours.
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Viewing Personal Information

Personal Info allows an employee to view their personal information and to edit certain fields. Click
Personal Info to view personal information under the Profile Information menu, to view the
Personal Information page.

——————
Paycheck

NFC
Enter Time Listed below is the personal information on file with Paycheck8. You may change some of this information as allowed with
Show Current TEA links, dropdown lists, and text boxes below. If any other informaticn should be changed, please see your supervisor
Submit TRA Employee Name: JOHN DOE
Pay Options SSN: WK1
Dollar Transactions EmpowHR ID:
Show History Employee Email: john.dos@usda gov
Revise Pay Period Supervisor: JANE DOE
Erase Pay Period Approver: Mot set
Agency: DM, OFFICE OF THE CHIEF FINANCIAL OFFICER
Established Hours Sub-unit: NATIONAL FINANCE CENTER OFFICE OF THE DIRECTOR
Personal Info Sectiom: GOVT EMPLOYEES SERVICES DIVISION

Leave Information Contact Point: 2216904056

Leave Balances LA-NEW ORLEANS USDA GOVERNMENT EMPLOYEE SRVC DIV
Designated Alternate: Mot set  Change
Donated Leave <
Accounting: 1E9RXCIXJTBDKO00 *
Make a Donation
AUOQ P t: 10
Request Donated Hours sreen .
- Default Work Schedule: Standard v
Other Information
Work Schedule Description:
Request Leave
Does your shift cross over No v

Request Premium Pay Ly
midnig

Access Privileges
Change Employee Save| Print

Change Client

You must click the Save button before leaving this page or any changes will NOT be saved
Approvals

Figure 53: Personal Information Page

Below is a description of the fields that cannot be edited by an employee.

Field Description

Employee Name Displays the employee's name.

SSN Displays the employee's SSN with the first five digits masked.
EmpowHR ID Not applicable.

Employee Email Displays the employee's email address.

Supervisor Displays the employee's supervisor.

Approver Displays the person allowed to approve the employee's T&A, if set by the
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Field Description

supervisor as a designated alternate.
Agency Displays the employee's Agency.
Sub-unit Displays the employee's 2nd level organizational structure.
Section Displays the employee's 3rd level organizational structure.
Contact Point Displays the employee's contact point number.

Below is a description of the fields that can be edited by an employee.

Field

Description

Designated Alternate

Displays the supervisor's designated alternate, if set, and can only be
edited by a supervisor. If the supervisor has not set a designated
alternate, the field displays Not Set.

Accounting

Displays the default accounting code, if set.

AUO

Displays the employee's AUO percentage, if applicable.

Default Work Schedule

Displays the employee's work schedule.

Work Schedule
Description

Displays the employee's work schedule description, if entered.

Does your shift cross
midnight?

Displays whether or not the employee's shift crosses midnight, if
applicable.
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To Set or Change Designated Alternate:

1. Select Personal Info from the Profile Information menu on the Paycheck8 main menu page.
The Personal Information page is displayed.

——————
Paycheck

NFC
My T&A 1al Information
Enter Time Listed below is the personal information on file with Paycheck®. You may change some of this information as allowed with
Show Current TRA links, dropdown lists, and text boxes below. If any other information should be changed, please see your supervisor
Submit T&A Employee Name: JOHN DOE
Pay Options SSN: WHH-RH-1111
Dollar Transactions EmpowHR ID:
Show History Employee Email: john.dos@usda gov
Revise Pay Period Supervisor: JANE DOE
Erase Pay Period Approver: Nat set
Profile Information Agency: DM, OFFICE OF THE CHIEF FINANCIAL OFFICER
Established Hours Sub-unit: NATIONAL FINANCE CENTER OFFICE OF THE DIRECTOR
Personal Info Section: GOVT EMPLOYEES SERVICES DIVISION
Leave Information Contact Point: 22165904056
Leave Balances LA-NEW ORLEANS USDA GOVERNMENT EMPLOYEE SRVC DIV
" Designated Alternate: Mot set  Change
Donated Leave
Accounting: 1E9RXCIXJTBDKO00 *
Make a Donation
AUOQ P t: 0
Request Donated Hours sreen
5 Default Work Schedule: Standard v
Other Information
Work Schedule Description:
Request Leave
Does your shift cross over No v

Request Premium Pay Ly
midnig

Access Privileges
Change Employee Save| Print

Change Client

You must click the Save button before leaving this page or any changes will NOT be saved

Approvals

Figure 54: Personal Information Page
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2. Click change next to the Designated Alternate field on the Personal Information page. The
Designated Alternate search section is displayed.

Paycheck
NFC

My T&A sonal Information

Enter Time Listed below is the personal information on file with Paycheck8. You may change some of this information as allowed with

Show Current TRA links, dropdown lists, and text boxes below. If any other information should be changed, please see your supensor

Submit TRA Empleyee Name: JOHNDOE

Pay Options S5SN: HRM-HR-111

Dollar Transactions EmpowHR ID:

Show History Employee Email: john. doe@usda. gov

Revise Pay Period Supervisor: JANE DOE

Erase Pay Period Approver: Not set

Profile Information Agency: DM, OFFICE OF THE CHIEF FINANCIAL OFFICER

Established Hours Sub-unit: NATIONAL FINANCE CENTER OFFICE OF THE DIRECTOR

Personal Info Section: GOVT EMPLOYEES SERVICES DIVISION

Leave Information Contact Point: 2216804056

Leave Balances LA-NEW ORLEANS USDA GOVERNMENT EMPLOYEE SRVC DIV
Designated Alternate: Mot set  Close

Donated Leave

- Search by last name, or last name plus other details
Make a Donation J P

First name
Request Donated Hours
Other Information L L
Email Address
Request Leave
Request Premium Pay e
Inactive

Access Privileges

Change Employee Search| Clear| Close

Change Client

Approvals Accounting: 169RXCIXJTEDKD0O v
View Pending List AUO Percent: 10~

View Status List Default Work Schedule: Standard =
View Leave Requests Work Schedule Description:

View Premium Pay Requests Does your shift cross over MNo =

View Pending Recipient List midnight?

View a Report
Adminisiration You must click the Save button before leaving this page or any changes wall NOT be saved

Figure 55: Personal Information Page - Designated Alternate Search

3. Complete the search fields as described below. Users can search using last name, email
address, or SSN.

Field Instruction

First name Optional

Enter at least one letter of of the employee's first name.

Last name Enter at least two letters of the employee's last name.
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Field Instruction
Email Address Enter the employee's email address.
SSN Enter the employee's Social Security number (SSN).
Inactive Check this box to include inactive employees in the search.

4. Click search. The employee search result is displayed.

Paycheck

NFC
Enter Time Listed below is the personal informaticn on file with PaycheckB. You may change some of this information as allowed with
Show Current T&A links, dropdown lists, and text boxes below. If any other information should be changed, please see your supenasor
Submit T&A Empleyee Name: JOHN DOE
Pay Options SSN: SEEA SRR
Dellar Transactions EmpowHR ID:
Show History Employee Email: john_doe@usda.gav
Revise Pay Period Superviser: JANE DOE
Erase Pay Period Approver: Not set
Profile Information Agency: DM. OFFICE OF THE CHIEF FINANCIAL OFFICER
Established Hours Sub-unit: NATIONAL FINANCE CENTER OFFICE OF THE DIRECTOR
Personal Info Section: GOVT EMPLOYEES SERVICES DIVISION
Contact Point: 2216504056
Leave Balances LA-NEW ORLEANS USDA GOVERNMENT EMPLOYEE SRVC DIV
Designated Alternate: Mot set  Close

Donated Leave

Search by last name, or last name plus other details.

First name ROBERT

Make a Donation
Request Donated Hours

Other Information L OE

Email Address
Request Leave

Request Premium Pay e

Inactive

Access Privileges

Change Employee Searchl Clear, Cosel

Change Client

o — o
View Pending List EOBERTDOE [afeEr 0n2Fusdz o0 Change
View Status List Accounting: . .

View Leave Requests AUOD Percent: I
View Premium Pay Requests Default Work Schedule: Standard =
View Pending Recipient List Work Schedule Description:
Reports Does your shift cross over No ¥
midnight?

View a Report

Administration Save| [ Print

Employee Management

D t You must click the Save button before leaving this page or any changes will NOT be saved

Figure 56: Personal Information Page - Designated Alternate Search Results
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5. Click change next to the employee being designated as alternate. The Personal Information
page is displayed with the Designated Alternate listed.

Paycheck
NFC

Enter Time Listed below is the personal information on file with Paycheck8. You may change some of this information as allowed with
links, dropdown lists, and text boxes below. If any other information should be changed, please see your SUPerisor.

Show Current T&A

Submit TR&A Employee Name: JCIHN DOE

Pay Options S5N: AR 111

Dollar Transactions EmpowHR I1D:

Show History Employee Email: john. doe@usda. gov

Revise Pay Period Supervisor: JANE DOE

Erase Pay Period Approver: Not set

Profile Information Agency! DM, OFFICE OF THE CHIEF FINANCIAL OFFICER

Established Hours Sub-unit: MATIONAL FINANCE CENTER OFFICE OF THE DIRECTCR

Personal Info Section: GOVT EMPLOYEES SERVICES DIVISION

Leave Information Contact Point: 2216904056

Leave Balances LA-NEW ORLEANS USDA GOVERNMENT EMPLOYEE SRVC DIV

. Designated Alternate: ROBERT DOE  Change  Clear

Donated Leave
Accounting: = v

Make a Donation
AUO Percent: - r

Request Donated Hours

" . Default Work Schedule: Standard v

Other Information L
Work Schedule Description:

Request Leave
Does your shift cross over No -

Request Premium Pay

midnight?

Access Privileges

Change Employee Save F‘rinII

Change Client

Approvals

Figure 57: Personal Information Page - Designated Alternate

“You must click the Save button before leaving this page or any changes will NOT be saved.

Note: Only a user designated as a supervisor can set a Designated Alternate. Once set, that
designated alternate is shown as Approver on any employee under that supervisor.

6. Click save. The Designated Alternate change is saved.
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To Set or Change Default Accounting:

1. Select Personal Info from the Profile Information menu on the Paycheck8 main menu page.

The Personal Information page is displayed.

Paycheck

NFC

My T&A

Enter Time

Show Current T&A
Submit TEA

Pay Options

Dollar Transactions
Show History
Revise Pay Period
Erase Pay Period

Profile Information

Established Hours

Personal Info

Leave Information

Leave Balances

Make a Donation
Request Donated Hours
Other Information

Request Leave

Request Premium Pay

Access Privileges
Change Employee
Change Client

Approvals

Personal Information

Listed below is the personal information on file with Paycheck®. You may change some of this information as allowed with
links, dropdown lists, and text boxes below. If any other information should be changed, please see your supenvisor

Employee Name:
SSN:

EmpowHR I1D:
Employee Email:

Supervisor:

Approver:
Agency:
Sub-unit:
Section:

Contact Point:

Designated Alternate:
Accounting:

AUOQ Percent:

Default Work Schedule:
Work Schedule Description:

Does your shift cross over
midnight?

JOHN DOE
M1

john. doe@usda. gov

JANE DOE

Mot set

DM, OFFICE OF THE CHIEF FINANCIAL OFFICER
NATIONAL FINANCE CENTER OFFICE OF THE DIRECTOR
GOVT EMPLOYEES SERVICES DIVISION

2216504056
LA-NEW ORLEANS USDA GOVERNMENT EMPLOYEE SRVC DIV
Mot set  Change

1EURXCIXJTEDKOND ~
0
Standard v

You must click the Save button before leaving this page or any changes will NOT be saved

Figure 58: Personal Information Page

2. Select the applicable accounting code from the drop-down list to use as default accounting

on the T&A.

Note: Valid MASC accounting codes must be added by the Agency Accounting Administrator
before default accounting can be stored.
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3. Click save. The selected accounting code is saved.

TR Ry,
Paycheck

NFC

My TEA Personal Information

Enter Time Listed below is the personal information on file with PaycheckB. You may change some of this information as allowed with
Show Current T&A links, dropdown lists, and text boxes below. If any other information sheuld be changed, please see your supervisor
Submit T&A Employee Name: JOHN DOE

Pay Options SSN: KO-

Dollar Transactions EmpowHR ID:

Show History Employee Email: john.doe@usda. gov

Revise Pay Period Supervisor: JANE DOE

Erase Pay Period Approver: Mot set

Profile Information Agency: DM, OFFICE OF THE CHIEF FINANCIAL OFFICER

Established Hours Sub-unit: MNATIOMAL FINANCE CENTER OFFICE OF THE DIRECTOR
Personal Info Section: GOVT EMPLOYEES SERVICES DIVISION

ve Information Contact Point: 2216904056

e — LA-NEW ORLEANS USDA GOVERNMENT EMPLOYEE SRVC DIV
. Designated Alternate: ROBERTDOE Change  Clear
Donated Leave

Accounting: 169RXCINAGPADDDD *
Make a Donation

AUO Percent: ..
Request Donated Hours
Default Work Schedule: Standard v
Other Information

Work Schedule Description:
Request Leave

Does your shift cross over No v

t Premium P,
Request Premium Pay midnight?
ss Privileges

Change Employee Save| Print

Change Client

You must click the Save button before leaving this page or any changes will NOT be saved

Approve

Figure 59: Personal Information Page - Change Accounting

To Change AUO Percent:

Note: This field is only visible for employees eligible to work AUO.
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1. Select Personal Info from the Profile Information menu on the Paycheck8 main menu page.

The Personal Information page is displayed.

Paycheck

NFC

My T&A Personal Information

Enter Time

Show Current T&A
Submit T&A

Pay Options SSN:

Dollar Transactions EmpowHR ID:

Show History Employee Email:
Revise Pay Period Supervisor:
Erase Pay Period Approver:
saene
Established Hours Sub-unit:
Personal Info Section:

Leave Information

Ceontact Point:

Leave Balances

Designated Alternat
Donated |Leave e rnate:

Accounting:
Make a Donation
AUO Percent:
Request Donated Hours
= Default Work Schedule:
Other Information

Work Schedule Description:
Request Leave

Does your shift cross over
midnight?

Request Premium Pay

Access Privileges
Change Employee
Change Client

Approvals

Figure 60: Personal Information Page

99.

Listed below iz the personal information on file with Paychecks. You may change zome of this information as allowed with
links, dropdown lists, and text boxes below. If any other information should be changed, please see your supensor

Employee Name:

JOHN DOE
RHH-HH-1111

john. doe@usda. gov

JANE DOE

Mot set

DM, OFFICE OF THE CHIEF FINANCIAL OFFICER
NATIOMAL FINANCE CENTER OFFICE OF THE DIRECTOR
GOVT EMPLOYEES SERVICES DIVISION

2216504056
LA-NEW ORLEANS USDA GOVERNMENT EMPLOYEE SRVC DIV
Mot set  Change

169RXCIXJTEDKO0D ~
0
Standard v

You must click the Save button before leaving this page or any changes will NOT be saved

Select the AUO Percent from the drop-down list. Valid values are 00, 10, 15, 20, 25, and

Click save. The selected AUO Percent is saved.
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To Change Default Work Schedule:

1. Select Personal Info from the Profile Information menu on the Paycheck8 main menu page.
The Personal Information page is displayed.

Paycheck

NFC

My T&A

Enter Time

Show Current T&A
Submit T&A

Pay Options

Dollar Transactions
Show History
Revise Pay Period
Erase Pay Period

Profile Information

Established Hours

Personal Info

Leave Information

Leave Balances

Donated Leave

Make a Donation
Request Donated Hours
Other Information

Request Leave

Request Premium Pay

Access Privileges
Change Employee
Change Client

Approvals

Personal Information

Listed below is the personal information on file with Paycheck®. You may change some of this information as allowed with
links, dropdown lists, and text boxes below. If any other information should be changed, please see your supenvisor

Employee Name:
SSN:

EmpowHR I1D:
Employee Email:
Supervisor:
Approver:
Agency:
Sub-unit:
Section:

Contact Point:

Designated Alternate:
Accounting:

AUQ Percent:

Default Work Schedule:

Work Schedule Description:

Does your shift cross over
midnight?

JOHN DOE
RAE-XA-1111

john.dog@usda gov

JANE DOE

Mot set

DM, OFFICE OF THE CHIEF FINANCIAL OFFICER
NATIONAL FINANCE CENTER OFFICE OF THE DIRECTOR
GOVT EMPLOYEES SERVICES DIVISION

2216504056
LA-NEW ORLEANS USDA GOVERNMENT EMPLOYEE SRVC DIV
Mot set  Change

169RXCIXJTEDKODD ~
0

Standard v

No v

You must click the Save button before leaving this page or any changes will NOT be saved

Figure 61: Personal Information Page

Select the applicable work schedule from the drop-down list. Defaults the first time you use
Paycheck8. This is the default work schedule that will be effective for all pay periods
unless changed, or the Work Schedule is changed for the specific pay period as a one-time

change.

Note: Pay period data must be erased before changing the work schedule for the current pay period.
If the T&A contains data, the work schedule may only be changed for the subsequent pay period.

3. Click save. The Default Work Schedule is saved.
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To Change Work Schedule Description:

1. Select Personal Info from the Profile Information menu on the Paycheck8 main menu page.
The Personal Information page is displayed.

——————
Paycheck

NFC

My T&A Personal Information

Enter Time Listed below is the personal information on file with Paycheck8. You may change some of this information as allowed with
Show Current TEA links, dropdown lists, and text boxes below. If any other informaticn should be changed, please see your supervisor
Submit TRA Employee Name: JOHN DOE
Pay Options SSN: WK1
Dollar Transactions EmpowHR ID:
Show History Employee Email: john.dos@usda gov
Revise Pay Period Supervisor: JANE DOE
Erase Pay Period Approver: Mot set
Agency: DM, OFFICE OF THE CHIEF FINANCIAL OFFICER
Established Hours Sub-unit: NATIONAL FINANCE CENTER OFFICE OF THE DIRECTOR
Personal Info Section: GOVT EMPLOYEES SERVICES DIVISION

Leave Information Contact Point: 2216504056
LAJNEW ORLEANS USDA GOVERNMENT EMPLOYEE SRVC DIV

Leave Balances

Designated Alternate: Mot set  Change
Donated Leave <

Accounting: 1E9RXCIXJTBDKO00 *
Make a Donation

AUOQ Percent: 0
Default Work Schedule: Standard v

Request Donated Hours
Other Information

Work Schedule Description:
Request Leave

Does your shift cross over No *
midnight?

Request Premium Pay

Access Privileges
Change Employee Save| Print

Change Client

You must click the Save button before leaving this page or any changes will NOT be saved

Approvals

Figure 62: Personal Information Page

2. Enter the work schedule description in the field.
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3. Click save. The Work Schedule Description is saved.

Paycheck
NFC

My T&A Personal Information
Enter Time Listed below is the personal information on file with PaycheckS. You may change some of this information as allowed with
Show Current TRA links, dropdown lists, and text boxes below. If any other informaticn should be changed, please see your supenvisor
Submit TRA. Employee Name: JOHN DOE
Pay Options SSN: W11
Dollar Transactions EmpowHR ID:
Show History Employee Email: john doe@usda gov
Revise Pay Period Supervisor: JANE DOE
Erase Pay Period Approver: Not set
Agency: DM, OFFICE OF THE CHIEF FINANCIAL OFFICER
Established Hours Sub-unit: MNATIONAL FINANCE CENTER OFFICE OF THE DIRECTOR
Personal Info Section: GOVT EMPLOYEES SERVICES DIVISION

Leave Information Contact Point: 2216904056

s P LA-NEW ORLEANS USDA GOVERNMENT EMPLOYEE SRVC DIV

Designated Alternate: ROBERTDOE Change  Clear
nated Leave

Accounting: 1E9RXCIXAGPADDOD ~

Make a Donation = = =
AUO Percent: 10 -

Request Donated Hours

e Default Work Schedule: Maxi flex v

Other Information
Work Schedule Description: Variable workweek hours within an B0-hour pay period

Request Leave

Request Premium Pay Save| Print

Access Privileges

You must click the Save button before leaving this page or any changes will NOT be saved

Change Employee

Figure 63: Personal Information Page - Change Work Schedule Description

To Change Your Shift Crossing Midnight Information:

Note: This field is only visible for wage shift employees and defaults to No.
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1. Select Personal Info from the Profile Information menu on the Paycheck8 main menu page.

The Personal Information page is displayed.

Paycheck

NFC

My T&A Personal Information

Enter Time

Show Current T&A
Submit T&A

Pay Options SSN:

Dollar Transactions EmpowHR ID:

Show History Employee Email:
Revise Pay Period Supervisor:
Erase Pay Period Approver:
saene
Established Hours Sub-unit:
Personal Info Section:

Leave Information

Ceontact Point:

Leave Balances

Designated Alternat
Donated |Leave e rnate:

Accounting:
Make a Donation
AUO Percent:
Request Donated Hours
= Default Work Schedule:
Other Information

Work Schedule Description:
Request Leave

Does your shift cross over
midnight?

Request Premium Pay

Access Privileges
Change Employee
Change Client

Approvals

Figure 64: Personal Information Page

Listed below iz the personal information on file with Paychecks. You may change zome of this information as allowed with
links, dropdown lists, and text boxes below. If any other information should be changed, please see your supensor

Employee Name:

JOHN DOE
RHH-HH-1111

john. doe@usda. gov

JANE DOE

Mot set

DM, OFFICE OF THE CHIEF FINANCIAL OFFICER
NATIOMAL FINANCE CENTER OFFICE OF THE DIRECTOR
GOVT EMPLOYEES SERVICES DIVISION

2216504056
LA-NEW ORLEANS USDA GOVERNMENT EMPLOYEE SRVC DIV
Mot set  Change

169RXCIXJTEDKO0D ~
0
Standard v

You must click the Save button before leaving this page or any changes will NOT be saved

2. Select No or Yes from the drop-down list in the Does your shift cross over midnight? field.

3. Click save. The selection is saved.
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Leave Information

The Leave Information menu has only one menu option, Leave Balances, which allows users to
view the Detailed Leave Information page showing current information for all leave types. These
balances show only accruals while waiting for transmission to NFC. After transmission, the leave
balances will be the actual balances. The number of hours to be earned for the remainder of the
leave year is also displayed.

e
Paycheck

NFC

My T&A Detailed Leave

This information in the Accrued column is valid as of Pay Penod 2. New information ks normally available as of the second

Show Current TRA Monday of the cumrent Pay Period.
Submit T&A Leave Type Accrued Earned Available Used Balance
.
Pay Options Annual 0.00 4.00 4.00 0.00 400
Dotlar T . Sick? 0.00 400 400 0.00 400
t
T iransactions Comp 0.00 000 0.00 0.00 0.00
Sty CompTravel 000 000 000 0.00 0.00
Revise Pay Period Credit 0.00 0.00 0.00 0.00 0.00
Erase Pay Period Lwop 0.00 0.00 0.00 0.00 0.00
Profile Information AwOL 0.00 0.00 0.00 0.00 0.00
e Suspension 0.00 0.00 0.00 0.00 0.00
Restored 0.00 0.00 0.00 0.00 0.00
flersonal info CompRelig 0.00 0.00 0.00 0.00 0.00
Leave Information MilReg 0.00 0.00 0.00 0.00 0.00
Leave Balances MilEmg 0.00 0.00 0.00 0.00 0.00
T g Home 0.00 0.00 0.00 0.00 0.00
TimeOff 0.00 0.00 0.00 0.00 0.00
Make a Donation I

b a .
Request Donated Hours 'Remaining eamable hour this year - Annual: 96 - Sick: 96.

If you are concemned that there is an error in any of your leave balances, learn how to verify balances and correct mistakes on

Other Information the Leave Balance FAQ

Request Leave
Accrued: Hours eamed and camed over from previcus Pay Penods and, possibly, years
Earned this Pay Period: Hours projected to be eamead in the current Pay Period
Available: The sum of Accrued and Earned this Pay Period.

Used this Pay Period: Hours entered in the current Pay Period.
Change Employee Bal timate: Avalable minus Usad this Pay Period
Approvals

Request Premium Pay

View Pending List

View Status List
View Leave Requesis
View Premium Pay Requests

View Pending Recipient List

Reports

View a Report

Figure 65: Detailed Leave Information Page
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Donated Leave

The Donated Leave menu contains options which allow users to to donate leave to an approved
leave recipient in the (VLTP) and/or donate leave to the Voluntary Leave Bank Program
(VLBP), whichever is applicable to the Agency. This menu also allows the user to submit an
application for approval to request leave donations from the applicable program.

Any employee may:

e Apply to become a recipient of donated hours.
e View the status of the request.
e View the details of the request.
e Edit at least some of the details of the pending request.
e Use hours received from donors.
e Apply to donate hours to an approved leave recipient.
e View the status of the donation offer(s).
e View the details of any of pending donation offer(s).
e Edit at least some of the details of the pending donation offer(s).

e Decide how to handle refunded donated hours.
A supervisor may (for those in chain of command):

e Approve or disapprove requests for donated hours (as a recommendation to the VLTP
Administrator).

e View the status of requests for donated hours.

e View the details of any recipient requests.

This section includes the following topics:

MakKing a Leave DONALION .........ccoiiiiiiiiiee et e e e e st e e e e e 77
Requesting Donated HOUIS .........cooiiiiiiiiie et 90

Making a Leave Donation

Make a Donation allows users to make a new donation to a VLTP recipient or the VLBP and view
existing donation records. Users are also allowed to review historic donation details or take action
on pending donation refunds. Pending donation refunds are donations which were returned to the
donor by the VLTP Administrator.
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To View Current or Historic Leave Donations:

1. Select Make a Donation from the Donated Leave menu on the Paycheck8 main menu page.
The Make a New Donation page is displayed and shows leave donation requests for the
current year.

Note: Requests in pending status may be edited. Requests in approved or rejected status may only
be viewed.

T e
Paycheck

NFC

My T&A Make A New Donation

Enter Time

Below is a list of previous donations. To make a new leave donation, click either the Add VTP Denation button or the Add
Show Current TRA WLBP Donation button below. VTP Donations are made directly to active VLTP recipients, while VLBP Donations are made
te a Leave Bank Program.

Submit TEA
Pay Options Existing Leave Donation Requests

Dollar Transactions Select the Year to review. Namow the search by selecting a specific status. Requests in pending status may be edited

Show History Requests in approved o rejected status may only be viewed
Revise Pay Period Pay Year: 016 ¥
Erase Pay Period Status: Al "

Profile Information Recipient name | Program | Active dates | Leave Type | Pay Period Approved | Donated hours | Status | Action
JOHN DOE VLTP 04/18-05/27 | Annual .00 Pending | Edit

Established Hours

Personal Info

——— Add VLTP Donation| Add VLEP Donation| Cancel|
Leave Information

Leave Balances

Figure 66: Make a New Donation Page

2. To view historic requests, complete the fields as follows:

Field Instruction

Pay Year Select the year of the donated leave requests to review from the
drop-down list.

Status Select the status of the donated leave requests to review from the
drop-down list. Valid values are All, Approved, Pending, and
Rejected.
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3. The historic requests are displayed. If no requests are found, the message, There are no leave

donations for the selected year and status, is displayed.

Paycheck
NFC

My T&A U A New Donation

Enter Time

Below is a list of previous donations. To make a new leave donation, click either the Add VLTP Donation button or the Add
Show Current T&A VLBP Donation button below. VLTP Donations are made directly to active VILTP recipients, while VLBP Donations are made
to a Leave Bank Program.

Submit T&A

Dollar Transactions

Select the Year to review. Namow the search by selecting a specific status. Requests in pending status may be edited

Show History Requests in approved or rejected status may only be viewed.
Revise Pay Period Pay Yean 05 -
Erase Pay Period Status: All v

Profile Information Recipient name |Plogru'n |Amlw dates |Lms‘l‘ypn |P|yFuiodApprmd |Donmd hours |Sm |An.1|nr|
There are no leave donations for the selected year and status

Established Hours

Personal Info

e R O Add VLTP Dorlatwn| Add VLEP Donauorl] Carlcel|

Leave Balances

Figure 67: Make a New Donation Page - Historic Search

To Make a VLTP Donation:

1.

Select Make a Donation from the Donated Leave menu on the Paycheck8 main menu page.
The Make a New Donation page is displayed.

Paycheck

NFC

My T&A M oW tion

Enter Time

Below is a hist of previous donations. To make a new leave donation, click either the Add VLTP Donation button or the Add
Show Current T&A WLBP Donation butten below. VTP Donations are made directly to active VLTP recipients, while VLBP Donations are made
to a Leave Bank Program

Submit T&A
Pay Options Existing Leave Donation Requests

Dollar Transactions

Select the Year to review. Mamow the search by selecting a specific status. Requests in pending status may be edited.

Show History Requests in approved or rejected status may only be viewed
Revise Pay Period Pay Year: 2016
Erase Pay Period Status: Al v

Profile Information Recipient name |Progr|m [Acuve dates |Lean)e |Pt}‘ Period Approved |Dunmd hours | Status |Amion
There are no leave donations for the selected year and status.

Established Hours

Personal Info

. Add VLTP Donation| Add VLEP Denation| Cancel|
Leave Information

Leave Balances

Figure 68: Make a New Donation Page
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2. Click Add VLTP Donation. The Make a New VLTP Donation page is displayed with a list of
approved recipients. Users may search for a specific recipient by typing the recipients
name in the search box. Users may also sort any column in ascending or descending order.

Paycheck

NFC

My T&A New VLTP Donation

Enter Time The Woluntary Leave Transfer Program (VLTP) allows you to make donations to active leave recipients. Select a recipient

Show Current T&A below

R (Recipient Selection

Pay Options.

Dollar Transactions The table displays employess cumently eligible to receive donated leave. Use the search box to locate a specific person or sort
the table ascending or descending by any column. Select a recipient with the link in the Action column

Show History

Search for specific name or text:
Revise Pay Period

Erase Pay Period

Name ~ |Active Dates ¢ | Donation Period ¢ | Nature and Severity ¢ |Hours Needed & | Action ¢

JOHN DOE | 04/18.06/27 04/13.05/27 Knee replacement 40,00 Select
Profile Information
Established Hours Cancel

Personal Info

Figure 69: Make a New VLTP Donation Page - Recipient Selection

3. Click Select in the Action field of the employee to receive the leave donation. The page
now displays the recipient's information and requires the donation specifics.

Paycheck

NFC
My TEA Make a New VLTP Donation
Enter Time The Voluntary Leave Transfer Program (VLTP) allows you to make donations to active leave recipients, Select a recipient
Show Current TRA below
Submit T&A
Pay Options
T The table displays employees currently eligible to receive donated leave. Use the search box to locate a specific person or sort
the table ascending or descending by any column. Select a recipient with the link in the Action column
Show Hisi
Sy Reciplent: JOHNDOE  gaane
Revise Pay Period
Nature and Severity: Knee replacement

Erase Pay Period

Profile Information

Established Hours Leave Type: Annual v
Personal Info Hours Donating:
Leave Information Accounting: _ v

Leave Balances

Donated Leave Submit] Cancel

Make a Donation

Figure 70: Make a New Donation Page - Donation Specifics

4. Complete the fields as follows:
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Field Instruction

Leave Type Select the leave type to donate from the drop-down list. Valid values are
Annual and Restored.

Hours Donating Enter the number of hours to donate.

Accounting Select the accounting code from the drop-down list.

5. Click submit. The Make a New Donation page is displayed with the new donation shown.
Donations will remain in a pending status until approved by the VLTP administrator.
Donations may be edited as long as they are in a pending status. Donations in an approved
status may be viewed, but not edited. The donated hours will be deducted when the T&A is
processed.

Paycheck

NFC

My T&A Make A New Donation

Enter Time Below is a list of previous donations. To make a new leave donation, click either the Add VLTP Donation button or the Add

Show Current T&A WLBP Donation button below. VTP Denations ane made directly to active VLTP recipients, while VLEP Donations are made
to a Leave Bank Program.

Submit TEA

Pay Options Existing Leave Donation Requests

Dollar Transactions Select the Year to review. Namow the search by selecting a specific status. Requests in pending status may be edited

Show History Requests in approved or rejected status may only be viewed

Revise Pay Period Pay Year: 2016 v

Erase Pay Period Status: Al =

Profile Information Recipient name | Program | Active dates | Leave Type | Pay Period Approved | Donated hours | Status | Action
JOHN DOE VLTP 04/18-0527 | Annual 8.00 Pending | Edit

Established Hours

Personal Info

X X _ Add VLTP Donatlonl Add VLBP Donimon| Cancel|
Leave Information

Leave Balances

Figure 71: Make a New Donation Page - New Donation Shown
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To Make a VLBP Donation:

1. Select Make a Donation from the Donated Leave menu on the Paycheck8 main menu page.
The Make a New Donation page is displayed

Paycheck

NFC
My T&A
Enter Time Below is a hist of previous donations. To make a new leave donation, click either the Add VLTP Donation button or the Add
Show Current T&A WLBP Donation butten below. VTP Donations are made directly to active VLTP recipients, while VLBP Donations are made
to a Leave Bank Program
Submit T&A
Pay Options Existing Leave Donation Requests
Dollar Transactions Select the Year to review. Namow the search by selecting a specific status. Requests in pending status may be edited.
Show History Requests in approved or rejected status may only be viewed
Revise Pay Period Pay Year: 2016
Erase Pay Period Status: Al v

Profile Information Recipient name |Progr|m [Acuve dates |Lean)e |Pt}‘ Period Approved |Dunmd hours | Status |Amion
There are no leave donations for the selected year and status.

Established Hours

Personal Info
Add VLTP Donation| Add VLEP Denation| Cancel|

Leave Information

Leave Balances

Figure 72: Make a New Donation Page

2. Click Add VLBP Donation. The Make a New VLBP Donation page is displayed with a list of
active leave banks. Users may search for a specific leave bank by typing the leave bank
name in the search box. Users may also sort the column in ascending or descending order.

Paycheck

NFC
My T&A Aake a New VLBP Donation
Enter Time The Voluntary Leave Bank Program (VLBP) allows you to make donations to Leave Banks. Select a Leave Bank for your
Show Current T&A donation below.
Submit T&A

Pay Options

The table displays Leave Banks accepting leave donations. Use the search box to locate a specific Leave Bank or sort the
table ascending or descending by any column. Select a Leave Bank with the link in the Action column.

Dollar Transactions

Show Histor
" Search for specific name or text:

Revise Pay Period
Leave Bank Name - | Action %

Erase Pay Period
Medical Emergency Select

Profile Information

Established Hours

Personal Info

Figure 73: Make a New VLBP Donation Page
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3. Click Select in the Action field of the applicable leave bank. The page now displays the
leave bank selection and requires the donation specifics.

e
Paycheck

NFC

My T&A Make a New VLBP Donation

S The Voluntary Leave Bank Program (VLEP) allows you to make donations to Leave Banks. Select a Leave Bank for your
Show Current TRA donation below.
Submit T&A q

— Leave Bank Selection
Pay Options
Dollar Transactions You can change your Leave Bank selection by clicking the change link.
Show History Leave Bank Name: Medical Emergency  cnange
Revise Pay Period Donation Specifics
Erase Pay Period

Leave Type: Apnual v

Profile Information

Hours Donating:

Established Hours
Accounting: = v
Personal Info

Leave Information Submit| Cancel

Leave Balances

Figure 74: Make a New VLBP Donation Page - Donation Specifics

4. Complete the fields as follows:

Field Instruction

Leave Type Select the leave type to donate from the drop-down list. Valid values are
Annual and Restored.

Hours Donating Enter the number of hours to donate.

Accounting Select the accounting code from the drop-down list.
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5. Click Submit. The Make a New Donation page is displayed with the new donation shown.
Donations will remain in a pending status until approved by the VLTP administrator.
Donations may be edited as long as they are in a pending status. Donations in an approved
status may be viewed, but not edited. The donated hours will be deducted when the T&A is
processed.

—————————————————
Paycheck

NFC

My T&A Make A New Donation

Enter Time

Below is a list of previous donations. To make a new leave donation, click either the Add VLTP Donation button or the Add
Show Current TRA WLBP Donation butten below. VLTP Donations are made directly to active VLTP recipients, while VLEP Donations are made

to a Leave Bank Program.

Select the Year to review. Namow the search by selecting a specific status. Requests in pending status may be edited

Submit T&A

Pay Options

Dollar Transactions

Show History Requests in approved or rejected status may only be viewed

Revise Pay Period Pay Year: 2016 *

Erase Pay Period Status: Al .

Profile Information Recipient name Prog Active dates | Leave Type | Pay Period Approved | Donated hours | Status | Action

Establizhed Hours JOHN DOE VLTP 04/18-05/27 | Annual 8.00 Pending | Edit
Medical Emergency | Leave Bank | 04/13-1231 | Annual 4.00 Pending | Edit

Personal Info

Leave Information

Add VLTP Donatlonl Add VLEP Donahon‘ Canr.el|

Leave Balances

Figure 75: Make a New Donation Page - VLBP Donation Shown
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To Take Action on a Pending Refund:

1. Select Make a Donation from the Donated Leave menu on the Paycheck8 main menu page.
The Make a New Donation page is displayed showing a donation refund.

Paycheck

NFC

My T&A

Enter Time

e A New

Below ie a list of previous donations. To make a new leave donation, click either the Add VLTP Donation button or the Add
VLBP Donation button below. VLTP Donations are made directly to active VILTP recipients, while VLEP Donations are made
to a Leave Bank Program.

Show Current T&A
Submit T&A
Pay Options

Dollar Transactions Select the Year to review Narrow the search by selecting a specific status Requests in pending status may be edited

Show History Requests in approved or rejected status may only be viewed

Revise Pay Period Pay Year: 2016 *

Erase Pay Period Status: Al b

Profile Information Recipient name | Program | Active dates | Leave Type |Pay Period Approved | Donated hours | Status Action
Established Hours JOHN DOE VLTP  [0229-03/22 | Annual Pay Period 7-2016 | 2.00 Approved | Vien

Personal Info

Leave Information

e EEEeE These refunds of donated hours are waiting your decision on how to handle the refund

Donated Leave Recipient name Active Dates Donated hours Refunded hours Action
JOHN DOE 02/29-03/22 200 200 Refund

Make a Donation

[iawuset Donated Hows Add VLTP Donation| Add VLBP Donation| Cancel

Other Information

Figure 76: Make a Donation Page - Refunded Donations
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2. Click Refund. The Donated Leave Refund Selection page is displayed showing the
previous donation information and the refund election function.

My T&A Donated Leave Refund Selection
Enter Time A designated recipient of your donated leave is no longer in need. Onginal donation details and the refunded amount are
Show Current T&A shown below
Submit T&A [

. Previous Donation information
Pay Options '
Dollar Transactions Previous Recipient Name: JOHN DOE
Show History Reason: Knee replacement
Revise Pay Period Active Dates: 02/29-0%22
Erase Pay Period Total Donatred Hours: 2.00
Profile Information ;

Refund Election

Established Hours '
Personal Info You must select what to do with the refund. (1) apply it to your cument Annual Leave balance; (2) add it to your next year's

Leave Information

Leave Balances

Donated Leave
Make a Donation
Request Donated Hours

Other Information

Request Leave

Request Premium Pay

Annual Leave; or, (3) donate it to another recipient (whom you will select)
Refund Amount: 2.00
Refund Selection:

Current Annual Leave
Mext Year Annual Leave

Donate to ancther recipient

Submit| Cancel

Figure 77: Donated Leave Refund Selection Page

3. The following fields are displayed:

Field

Description

Previous Recipient Name

Displays the recipient's name.

Reason

Displays the reason for the medical emergency.

Active Dates

Displays the active dates of the emergency.

Total Donated Hours

Displays the total number of hours donated to the recipient.

Refund Amount

Displays the amount of the refund.

4. Complete the remaining field as follows:

Field

Instruction

Refund Selection

Select the option to apply the refunded leave. Valid values are
Current Annual Leave, Next Year Annual Leave, and
Donate to another recipient.
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5. Click Submit. If Donate to another recipient is selected, the Recipient Selection
section is displayed.

Paycheck

My T&A

Enter Time A designated recipient of your donated leave is no lenger in need. Original denation details and the refunded amount are
Show Current T&A shown below.

Submit T&A

Pay Options

Dollar Transactions Previous Recipient N JOHN DOE

Show History Reason: Knee replacement

Revise Pay Period Active Dates: 02/29-03/22

Erase Pay Period Total Donatred Hours: 200

Profile Information

Established Hours

Personal Info You must select what to do with the refund: (1) apply it to your current Annual Leave balance; (2) add it to your next year's

I S Annual Leave: or, (3) donate it to another recipient (whom you will select)
Leave Information

Refund Amount: 2.00

Leave Balances

- Refund Selection:
Donated Leave Current Annual Leave
Make a Donation < Next Year Annual Leave

-

Request Donated Hours * [onate to another recipient

Other Information

Request Leave

Request Premium Pay The table displays employees cumently eligible to receive donated leave. Use the search box to locate a specific person or sort

Access Privileges the table ascending or descending by any column. Select a recipient wath the link in the Action column.

Search for specific name or text:

Change Employes !
Name « | Active Dates & | Donation Period ¢ | Nature and Severity ¢ |Hours Needed & |Action 2
JOHNNY DOE | 04/14-05/18 04/14-05/18 Broken leg 59.00 Selegt
View Pending List =
ROBERT DOE | 0411707723 04/14-07/23 Hip replacement 40.00 Select

View Status List

View Leave Requests Cancel
View Premium Pay Requests

View Pending Recipient List

Subm itl Cancel

Figure 78: Donated Leave Refund Selection Page - Recipient Selection
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6. Click Select adjacent to the new recipient's name. The Recipient Selection is displayed.

NFC
My T&A
Enter Time A designated recipient of your donated leave is no longer in need. Original donation details and the refunded amount are
Show Current T&A shown below.
Submit T&A
Pay Options
Dollar Transactions Previous Recipient Name: JOHN DOE
Show History Reason: Knee replacement
Revise Pay Period Active Dates: 02/25-0322
Erase Pay Period Total Donatred Hours: 200

Profile Information

Established Hours

Personal Info You must select what to do with the refund: (1) apply it to your current Annual Leave balance; (2) add it to your next year's
— I E—— Annual Leave; or, (3) donate it to another recipient (whom you will select).
Leave Information
Refund Amount: 2.00

Leave Balances
Refund Selection:
Current Annual Leave

Make a Donation &' Mext Year Annual Leave

. 1o
Request Donated Hours ® [Donate to another recipient

Request Leave

Request Premium Pay The table displays employees cumently eligible to receive donated leave. Use the search box to locate a specific person or sort
the table ascending or descending by any column. Select a recipient with the link in the Action column.
Recipient: JOHNNY DOE ~ Chenge
Nature and Severity: Broken leg

View Pending List

View Status List Submit Carlcell

View Leave Requests

Figure 79: Donated Leave Refund Selection Page - Recipient Selected
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7. Click submit to finalize the election. The Make a Donation page is displayed with the
donation listed.

Paycheck

My TEA

Enter Time Below is a list of previous donations. To make a new leave donation, click either the Add VLTP Denation button or the Add

Show Current TRA VLBP Donation button below. VLTP Donations are made directly to active VLTP recipients, while VYLEP Donations are made
to a Leave Bank Program_

Submit T&A

Pay Options

Dollar Transactions Selact the Year to review. Namow the search by selecting a specific status. Requests in pending status may be edited.

Show History Requests in approved or rejected status may only be viewed.

Revise Pay Period Pay Year: 2016

Erase Pay Period Status: All v

Profile Information Recipient name | Program | Active dates | Leave Type | Pay Period Approved | Donated hours | Status Action
JOHN DOE VLTP 02/29-03/22 | Annual Pay Period 7 - 2016 200 Approved | View

Established Hours

Parsonal Info

Leave Information

Leave Balances These refunded donations have been profferred to another recipient and are awaiting administrative action

Donated Leave Status. Previous. recipient name New recipient name Active dates Donated Hours Action
Pending | JOHN DOE JOHNNY DOE 04/14-05/18 200 View

Make a Donation
Request Donated Hours

Add VLTP Donation| Add VLBP Donation| Cancel|

Other Information

Figure 80: Make a New Donation Page - Donations Redirected to Another
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8. Click View to review the donation details. Donations redirected to another employee details
are displayed to review.

Paycheck

Enter Time

Previous Recipient Name: JOHN DOE
Show Cumrent T&A

Nature and Severity: Knee replacement
Submit T&A

Active Dates: 02/29-0322
Pay Options

Total Donation Amount: 2.00

Dollar Transactions

Show History

Revise Pay Period New Recipient Name: JOHNNY DOE
Erase Pay Period Active Dates: 04/14-05/18
Profile Information Nature and Severity: Broken leg
Established Hours Hours Still Needed: 59.00

Personal Info

Leave Information
Leave Balances Refunded Donation Amount: 200

Donated Leave

Make a Donation
Request Donated Hours

Figure 81: Donattions Directed to Another Employee Details Page

Requesting Donated Hours

Request Donated Hours allows users to complete and submit the Application to Become a Leave
Recipient Under VLTP and VLBP. Users are also allowed to view previously submitted requests.

Note: Pending requests may be edited until approved by a VLTP Administrator. Approved requests are
view only.
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To Request Donated Hours Under VLTP:

1. Select Request Donated Hours from the Donated Leave menu on the Paycheck8 main menu
page. The View Existing Recipient Requests page is displayed.

e e ]
Paycheck

NFC

My T&A View Existin

e Click the Select link to view request details. Requests which have been approved may not be edited but some edits are
Show Current TRA allowed for those still pending approval.
Submit T&A Original Active Current Active Needed Donated Pending
Dates Dates Program Hours Hours Hours Status | Action
Pay Options —
There are no requests al this time
Dollar Transactions
Show History Add VLTP Request I Add VLBP Request
Revise Pay Period
Erase Pay Period

Profile Information
Established Hours

Personal Info

Leave Information

Leave Balances

Donated Leave

Make a Donation
Request Donated Hours

Figure 82: View Existing Recipient Requests Page

91



Publication Category: T&A Processing
Paycheck8

2. Click Add VLTP Request. The New Donated Leave Recipient Request page is displayed.

Paycheck

NFC

Enter Time
Show Curent T4 Application to Become a Leave Recipient Under the Voluntary Leave Transfer Program
Submit TR&A - ] : ) .
lease provide all requested information on this form to apply to become a leave recipient under the VLTP program. If your
Pay Options application is approved, you will be eligible for leave donations
Dollar Transactions I N
Show Hi E b JOHN DOE
ow History Last 4 SSN: 1119

fiaxiec Rav eried Employee ID:
Ei Pay Period

o Job Title: PROG ANAL
Profile Information Pay Plan: =
Established Hours

Grade/Pay Level: 12

Personal Info
Name Of Organization:

DM, OFFICE OF THE CHIEF FINANCIAL OFFICER | NATIONAL FINANCE CENTER OFFICE OF THE DIRECTOR | GOVT
EMPLOYEES SERVICES DVISION | CLIENT SERVICES DIRECTORATE (CSD) | TRAINING AND COMMUNICATIONS
BRANCH (TCB) | SEC 2 - PUBLICATIONS

Make a Donation Office Phone Number:

Request Leave Nature and severity: |

Request Premium Pay Type of Emergency: [ setect an Emergency Type [¥]
Access eges Date beganiwill begin: —
Change Employee Date ended/expected to end: ,7
Change Client Name of physician: ’7

ovals Description option: [] Applicant does not want a description distributed
View Pending List Name disclosure option: [ Applicant does not wish to have name used with the description or
disclosed o anyone except the supervisor, the supervisory channel and the
View Status List deciding official, and individuals who maintain the program.
View Leave iption to be i to
servicing personnel so that other
View Premium Pay Requests employees may donate annual

leave to the applicant:

Annusl Leave Balance: 1
Sick Leave Balance: [ 1
LWOP Hours: [ ]

Eoployes Management Individual completing the application (if applying on behalf of the employee applicant)

Donated Leave Management
Individual’s last name:
Individual’s first name:

Individual's relationship to
employee:

Individual's telephone:

View Pending Recipient List

Account Management

By submitting this form | certify that the information provided is true

Caes

Privacy Act Statement

Participation in this program is voluntary; however, itation of this i is

under 5U_5.C. 6332, The information fumished will be used to identify records property
asssociates with the fransfer of annual leave. It may skso be discoloed to 8 nationsl, State, or local law enforcement agency where thers is an
indication of & violation or potential violation of civil or criminal law, rule, or reguistion; or to another agency or court with the Govemnment is party to
& suit. Public Law 104-134 (April 26, 1996) requires that sny person doing buginss with the Federsl Govemment fumish & socisl secunty number
or tax dentification number, This is an amendment to tile 31, Secton 7701, Fumishing the soclal security number, as well &5 other dats, s
veluntary, but fsilure 1o 0 $0 May delay of PFEVERt S10N oA Ihe SPEIESION. If YOUF SgEnty USes INe INKIMAtion TuMisNed on his. form for
purpeses cther than thase indicsted above, it may provide you with an sdditionsl statement reflacting those purpeses

Figure 83: New Donated Leave Recipient Request Page

3. Complete the applicable Application to Become a Leave Recipient Under the Voluntary
Leave Transfer Program fields as follows:
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Field Description/Instruction
Employee Name Displays the employee name.
Last 4 SSN Displays the last 4 digits of the employee's SSN.
Employee ID Not applicable.
Job Title Displays the employee's job title.
Pay Plan Displays the employee's pay plan.
Grade/Pay Level Displays the employee's grade.
Name of Organization Displays the literal name of the employee's organizational structure.
Office Phone Number Enter the office telephone number.

4. Complete the Details regarding this medical emergency fields as follows:

Field Instruction

Nature and severity Enter the nature and severity of the medical emergency.

Type of Emergency Select the type of emergency from the drop-down list. Valid values are
Personal Medical Emergency and Family Medical
Emergency.

Date began/will begin Enter the date the medical emergency began or will begin.

Date ended/expected to Enter the date the medical emergency ended or is expected to end.

end

Name of physician Enter the name of the physician for the medical emergency.

Description option Check this box if applicant does not want a description of the medical

emergency distributed.

Name disclosure option Check this box if applicant does not wish to have name used with the
description or disclosed to anyone except the supervisor, the
supervisory channel and the deciding official, and individuals who
maintain the program.

Description to be Enter the description applicant wishes to have distributed to other
distributed to servicing employees in leave request.

personnel so that other
employees may donate
annual leave to the

applicant
Annual Leave Balance Enter the applicant's annual leave balance.
Sick Leave Balance Enter the applicant's sick leave balance.
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Field

Instruction

LWOP Hours

Enter the applicant's leave without pay balance.

5. Complete the Individual completing the application (if applying on behalf of the employee
applicant) fields as follows:

Field

Instruction

Individual's last name

Enter the last name of the individual completing the application on
behalf of the employee, if applicable.

Individual's first name

Enter the first name of the individual completing the application on
behalf of the employee, if applicable.

Individual's relationship to
employee

Enter the relationship of the individual completing the application to the
individual, if applicable.

Individual's telephone

Enter the telephone number of the individual completing the application
on behalf of the employee, if applicable.

6. Click submit. The View Existing Recipient Requests page is displayed with request in a
pending status awaiting approval. Requests will remain in a pending status until approved
by the VLTP administrator. Requests may be edited as long as they are in a pending status.
Requests in an approved status may be viewed, but not edited.

Logged in as JOHN DOE Log Out

My T&A View Existing Recipient Requests

Enter Time
| New Donated Leave Recipient RequeEll Wiew Existing Recipient Requests |
Show Current T&A
Submit T&A Click the Select link to view request details. Requests which have been approved may not be edited but some edits are
) allowed for those still pending approval.

Pay Options

. Original Active Current Active Needed Donated Pending .
Dollar Transactions Program Status | Action

Dates Dates Hours Hours Hours

Show History 06/04-0717 VLTP |0 [i 0 Pending | Edit

Revise Pay Period

Erase Pay Period

Figure 84: View Existing Recipient Requests Page - Request Pending
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To Request Donated Hours Under VLBP:

1. Select Request Donated Hours from the Donated Leave menu on the Paycheck8 main menu
page. The View Existing Recipient Requests page is displayed.

e e ]
Paycheck

NFC

My T&A View Existin

e Click the Select link to view request details. Requests which have been approved may not be edited but some edits are
Show Current TRA allowed for those still pending approval.
Submit T&A Original Active Current Active Needed Donated Pending
Dates Dates Program Hours Hours Hours Status | Action
Pay Options —
There are no requests al this time
Dollar Transactions
Show History Add VLTP Request I Add VLBP Request
Revise Pay Period
Erase Pay Period

Profile Information
Established Hours

Personal Info

Leave Information

Leave Balances

Donated Leave

Make a Donation
Request Donated Hours

Figure 85: View Existing Recipient Requests Page

95



Publication Category: T&A Processing
Paycheck8

2. Click Add VLBP Request. The New VLBP Recipient Request page is displayed.

e
Paycheck

NFC

My T&A New VLBP Recipient Req

e LESCLTTE S T
Show Curmrent TRA

Submit T&A The table below displays VLEP Leave Banks. Select which Leave Bank you are applying to. Use the search box to locate a

specific Leave Bank or sort the table ascending or descending by any column.
Pay Options T 1
Search for specific name or text:
Dollar Transactions

Leave Bank Name = | Action #

Show History
Medical Emenrgency Leave Bank Select

Revise Pay Period

Profile Information

Please provide all requested information on this form to apply to become a leave recipient under the Voluntary Leave Bank
Program. If your application is approved. you will be eligible for |eave hours from the Leave Bank

Established Hours

Personal Info Employee Name: JOHN DOE

Leave Information Last 4 SSN: 11

Leave Balances Employee ID:

Donated Leave Job Title: Prog Anal

Make a Donation Pay Plan: GS

LT T Grade/Pay Level 12z

Other Information Name Of Organization: DM, OFFICE OF THE CHIEF FINANCIAL OFFICER

Request Leave Office Phone Number: |

Request Premium Pay

UEESE s e

Nature and severity: A
Type of Emergency: Select an Emergency Type v

View Pending List

Date began/will begin:

View Status List Date ended/expected to end:

View Leave Requests

Name of physician:
View Premium Pay Requests < . .
Description option: | Applicant does not want a description distributed.
View Pending Recipient List Name disclosure option: Applicant does not wigh 1o have name usad with the description or
disclosed to anyone except the supenvisor, the supenvsory channel and the
deciding official, and individuals who maintain the program.
= Eerat Deseription to be distributed to
Administratio servicing personnel so that other
employees may donate annual
Employes Management leave to the applicant:
Donated Leave Management Annual Leave Balance:
Account Management Sick Leave Balance:
LWOP Hours:

Individual's last name:
Individual's first name:
Individual's relationship to

employee:

Individual's telephone:
By submitting this form | certify that the information provided is true

Submit Caru:sl‘

Privacy Act Statement Participation in this program Is voluntary; howsver, solk tation of this information s authorized
under 5 U.S.C. 6332 The information furnished wil be used to identify rec ords properly

associates with the transfer of annuai lsave. |t may aiso be discoioed to 8 national, State, of ozl kw enforcement agen: y where there is an indic ation
of & violation or potential violation of civil or criminal lew, rule, or regulstion: of to ancther agency of court whh the Government is party o 2 sult. Publc
Law 104-134 (April 28, 1996) requires that any person doing businss with the Federal Government furnish a sotisl security number of tax

number. This is an 10 fithe 31, Section 7701, Furnishing the social security number, s well as other dats, is voluntary, but
faiure to do 50 may delay or prevent action on the application. If your agency uses the information furnished on this form for purposes other then
these indicated sbove, & may provide you with an additional statement reflecting those purpeses

Figure 86: New VLBP Recipient Request Page
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3. Click Select next to the applicable leave bank. The Leave Bank Selection is displayed.

el
Paycheck

NFC

My T&A New VILBP Recipient Requ

o I

Show Current T&A
Submit T&A You can change your Leave Bank selaction by clicking the change link.
Pay Options Leave Bank Name: Medical Emergency Leave Bank  Change
o e e e
Show History
Revise Pay Period Please provide all requested information on this form to apply to become a leave recipient under the Voluntary Leave Bank
Program. If your application is approved, you will be eligible for leave hours from the Leave Bank.
Erase Pay Period
= = Employee Name: JOHN DOE
Profile Information
Last 4 SSN: mm
Established Hours
Employee ID:
Personal Info T PROG ANAL
Leave Information
Pay Plan: GS
Leave Balances
- Grade/Pay Level: 12
Donated Leave

Name Of Organization: DM, OFFICE OF THE CHIEF FINANCIAL OFFICER

Make a Donation

Office Phone Numbenr:
Request Donated Hours.

Otver nformation Detolls rogerding the medicsl emergency

uest Leave
Req Nature and severity:

Request Premium Pay

Type of Emergency: Select an Emergency Type v

Date began/will begin:
Change Employee

Date ended/expected to end:
Name of physician:

View Pending List

Description option: [ Applicam does not want 3 description distributed
View Status List . . .
ew st Name disclosure optiont ! Applicant does not wish to have name used with the description or
View Leave Requests disclosed to anyone except the supervsor, the supervisory channel and the

deciding official, and individuals who maintain the program.
View Premium Pay Requests e L
Description to be distributed to

View Pending Recipient List servicing personnel so that other
employees may donate annual
leave to the applicant:

Annual Leave Balance:

Sick Leave Balance:

Employee Management LWOP Hours:
Donated Leave Management

Account Management

Individual's last name:
Individual's first name:
Individual's relationship to

employee:

Individual's telephone:
By submitting this form | cestify that the information provided is true

Submit Canca\l

Privacy Act Statement Partizipation In this program s voluntary; however, sol Ration of this information is authorized

under 5U.S.C. 6332, The information furnished will be used to identlfy re ords properly
associates with the transfer of annual leave. It may also be discoloed to a national, State, or local law enforcement agency where there is an indication
of & violation or potentisl vickstion of ¢ivil or criminal lew, rule, or regulation; or to another sgency or ¢curt with the Govemment is party to 8 sult. Public
Law 104-134 (Apeil 26, 1996) requires that any person doing businss with the Federal Government furnish & soc ial secury number of tax
identific ation number. This is an amendment to tite 31, Section 7701. Furnishing the social security number, as wel as cther data, is voluntary, but
taiure to oo 80 may delay o prevent acton on the applcation. If your agency uses the formation furnished on this form for purposes other than
mose indic 8l Sbove, it May PIOVICE YOU WIth 8N SACIoNS! SIAIEMENT FENECting IOSE PUFPOSEs.

Figure 87: New VLBP Recipient Request Page - Leave Bank Selection

4. Complete the applicable Application to become a Leave Recipient Under the Voluntary
Leave Bank Program fields as follows:
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Field Description/Instruction
Employee Name Displays the employee name.
Last 4 SSN Displays the last 4 digits of the employee's SSN.
Employee ID Not applicable.
Job Title Displays the employee's job title.
Pay Plan Displays the employee's pay plan.
Grade/Pay Level Displays the employee's grade.
Name of Organization Displays the literal name of the employee's organizational structure.
Office Phone Number Enter the office telephone number.
5. Complete the Details regarding this medical emergency fields as follows:
Field Instruction
Nature and severity Enter the nature and severity of the medical emergency.
Type of Emergency Select the type of emergency from the drop-down list. Valid values are
Personal Medical Emergency and Family Medical
Emergency.
Date began/will begin Enter the date the medical emergency began or will begin.
Date ended/expected to Enter the date the medical emergency ended or is expected to end.
end
Name of physician Enter the name of the physician for the medical emergency.
Description option Check this box if applicant does not want a description of the medical

emergency distributed.

Name disclosure option Check this box if applicant does not wish to have name used with the
description or disclosed to anyone except the supervisor, the
supervisory channel and the deciding official, and individuals who
maintain the program.

Description to be Enter the description applicant wishes to have distributed to other
distributed to servicing employees in leave request.

personnel so that other
employees may donate
annual leave to the

applicant
Annual Leave Balance Enter the applicant's annual leave balance.
Sick Leave Balance Enter the applicant's sick leave balance.
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Field Instruction

LWOP Hours Enter the applicant's leave without pay balance.

6. Complete the Individual completing the application (if applying on behalf of the employee
applicant) fields as follows:

Field Instruction

Individual's last name Enter the last name of the individual completing the application on
behalf of the employee, if applicable.

Individual's first name Enter the first name of the individual completing the application on
behalf of the employee, if applicable.

Individual's relationship to | Enter the relationship of the individual completing the application to the
employee individual, if applicable.

Individual's telephone Enter the telephone number of the individual completing the application
on behalf of the employee, if applicable.

7. Click submit. The View Existing Recipient Requests page is displayed with the request in a
pending status awaiting approval. Requests will remain in a pending status until approved
by the VLTP administrator. Requests may be edited as long as they are in a pending status.
Requests in an approved status may be viewed, but not edited.

Paycheck

NFC
My T&A View Existing Recipient Requests
Enter Time Click the Select link to vew reguest details. Requests which have been approved may not be edited but some edits are
Show Current TRA allowed for those still pending approval.
; Original Active Curmrent Active Needed Donated Pending .
Submit T&A
Dates Dates AT Hours Hours Hours o =it
Pay Options
Leave .
Dollar Transactions 04/14-06/24 Bank 0 0 0 Pending | Edit
Show History
Revise Pay Period

Add VLTP Request| Add VLBP Request|

Erase Pay Period

Figure 88: View Existing Recipient Requests Page - Leave Bank Request
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Other Information

The Other Information menu contains options which allow users to request and view leave and
premium pay requests.

This section includes the following topics:

REQUESTING LEAVE ...ttt 101
Requesting PremiUum PaY ... ......o it e e 115

Requesting Leave

Request Leave allows users to add a new leave request and to edit and/or delete pending and
approved leave requests.

101



Publication Category: T&A Processing
Paycheck8

To Add a Leave Request:

1.

Select Request Leave from the Other Information menu on the Paycheck8 main menu page.
The Leave Request Display page is displayed and lists current and future pay period leave
requests.

]
Paycheck

NFC

My TE&A

Enter Time Leave Requests on file with Paycheckd. Please note: only requests from the current Pay Period forward will appear. To view
Show Current T&A histonc requests, click the ‘Search Leave Requests' ink.

Submit TEA Search Leave Requests

Pay Options Dates Status [ Days [ Total hours Action

There are no requests at this time
Dollar Transactions =

Show History

Revise Pay Period

Erase Pay Period
Profile Information
Established Hours.

Personal Info

Leave Information

Leave Balances

Donated Leave

Make a Donation
Request Donated Hours

Other Information

Request Leave

Raguest Premium Pay

Figure 89: Leave Request Display Page
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2. Click Add. The Enter Leave Request page is displayed.

Paycheck

NFC

My TEA Enter Leave Request

Enter Time To Request Leave, enter the leave details below. When complete, click the Add button, review the day-by-day detailz, and

Show Current TRA click the Submit button when ready.

Submit T&A Prefix Suffix Desc TC Start Stop

Pay Options [ I [v] I | I 50 Credit Hours Used [w] [ |

Daollar Transactions Start Date: I—

Show History Stop Date: I—

Revise Pay Period

Erase Pay Period

file Inf tio v

Profile Information Current Inf tion Summary

Established Hours

Personal Info Base Hours Total Hours Leave

Leave Information Day | Week Total Day | Week Total Annual Sick Comp Comp Travel Credit
0 0 1] o 0 1] 4 4 0 /] 1]

Leave Balances

Donated Leave

Retum to Leave Request page
Make a Donation

Request Donated Hours

Other Information

Request Leave

Request Premium Pay

Figure 90: Enter Leave Request Page

3. Complete the fields as follows:

Field Instruction

Prefix Select the transaction code prefix from the drop-down list, if applicable.

Suffix Select the transaction code suffix from the drop-down list, if applicable.

Desc Select the transaction code descriptor from the drop-down list, if
applicable.

TC Select the leave transaction code from the drop-down list.

Start Enter the four-digit start time. The start time can range from 0000 to

2345 and must be at least 15 minutes prior to the associated stop time.
Time must be entered in a minimum of quarter hours. The last two
positions must be 00, 15, 30, or 45.

Stop Enter the four-digit stop time. The stop time can range from 0015 to
2400 and must be at least 15 minutes after the associated start time.
Time must be entered in a minimum of quarter hours. The last two
positions must be 00, 15, 30, or 45.
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Field Instruction
Reason Select the reason for the sick leave request from the drop-down list.
Note: This field is only visible for sick leave.
Start Date Select the start date for the leave request from the calendar or enter the
date.
Stop Date Select the stop date for the leave request from the calendar or enter the
date.

4. Click Load Accounts. The valid accounting codes are loaded onto the Enter Leave
Request page, and the Include and Remarks fields are displayed.

Paycheck

NFC
My T&A Enter Leave Request
Enter Time To Request Leave, enter the leave details below. When complete, click the Add button, review the day-by-day details, and
Show Current TRA click the Submit button when ready.
Submit T&A Prefix Suffix | Desc TC Start Stop
Pay Options I | I [~ I Il | 62 Sick Leave ] | [1200 1600
Dollar Transactions Reason: | Other [+
Show History Start Dates 022212016
Revise Pay Period Stop Date: 022272016
Erase Pay Period Accounting: | ) v
Profile Information Include: S [M [T [W [T [F |S || Week|Weekend
Established Hours
Personal Info Identify the specific days in the date range using check boxes.

Leave Information Remarks:

Leave Balances

Donated Le
Make a Donati
aie o Honation Addl Change Dalesl
Request Donated Hours
Other Information Current Information Summary
Request Leave
Pramium P Base Hours Total Hours Leave
st
R s Day | Week | Total | Day | Week | Total | Annual | Sick | Comp | Compiravel | Credit
Access Privileges 0 0 0 0 0 0 F] 4 0 ] 0

Change Employee

Approvels Return to Leave Request page |

Figure 91: Enter Leave Request Page - Load Accounts

5. Complete the remaining fields as follows:

Field Instruction

Accounting Select the applicable accounting code from the drop-down list.
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Field Instruction
Include Uncheck any days to exclude from the leave request.
Remarks Enter any remarks for the supervisor regarding request.

6. Click Add. A summary of the leave request is displayed in a draft status for verification.

Note: Click Add request to add additional leave requests before submitting.

Paycheck

To Request Leave, enter the leave details below. When complate, click the Add button, review the day-by-day details, and

Show Current T&A click the Submit button when ready.
Submit TRA
‘You must submit request before an approver will see the request(s).
Pay Options
Dollar Transactions
) Date Status Details Start Stop Action

Show History

Prefic Suffic: Descriptor:
Revise Pay Feriod TC: 62 Sick Leave
Erase Pay Period 212212018 Draft Accounting: 169RXCIXGPADKD00D 1200 1600 Edit Delete
Profile Information Reason: Other .

Remarks: Doctor appointment.

Established Hours
Add request

Personal Info
Submitl Return to Leave Request pagel

Leave Information

Leave Balances

Figure 92: Enter Leave Request Page - Draft Status

7. Click submit. The leave request is submitted to the supervisor to approve or decline and
displays in a pending status.

Paycheck
NFC

Enter Time Leave Requests on file with Paychecks. Please note: only requests from the current Pay Period forwand will appear. To view
Show Current T&A histone requests, click the "Search Leave Requests’ link

Submit TRA Search Leave Requests

Pay Options Dates Status Days Total hours Action

Dollar Transactions 0222 (16) Pending L e e

Show History \ﬁ]

Revise Pay Period

Erase Pay Period

Figure 93: Leave Request Display Page - Pending Status
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To Edit a Leave Request for Current or Future Pay Periods:

1. Select Request Leave from the Other Information menu on the Paycheck8 main menu page.

The Leave Request Display page is displayed and lists current and future pay period leave
requests.

Paycheck

N

My T&A

Enter Time Leave Requests on file with Paychecks. Please note: only requests from the curment Pay Period forward will appear. To view
Show Current T&A historic requests, click the "Search Leave Requests’ link
Submit T&A Search Leave Requests
Pay Options Dates. Status Days Total hours Action
Dollar Transactions grz (16) Approved 1 4.00 Edit Delete
02726 (16) Pending 1 8.00 Edit Delets

Show History
Revise Pay Period
Erase Pay Period

Figure 94: Leave Request Display Page

Note: You cannot edit an approved leave request. You must delete the request and reenter it

correctly.

Paycheck

My T&A

Enter Time

Show Current TRA
Submit TRA

Pay Options.

Dollar Transactions
Show History
Revise Pay Period
Erase Pay Period

Profile Information

Established Hours

Click Edit next to the pending leave request. The Enter Leave Request page is displayed.

To Request Leave. enter the leave details below. When complete, click the Add button, review the day-by-day details, and
click the Submit button when ready.

Date Status Details. Start Stop Action
Prefix Suffioc Descriptor:
TC: 61 Annual Leave
Pendi 4 ;
2282018 NG| Accounting 163RXCIXGPADKOD00 0800 1600 | EditDelete
Remarks: Vacation day
Add request

Retum to Leave Request page

Figure 95: Enter Leave Request Page - Edit Pending
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3. Click Edit. The Start and Stop fields are now active and can be edited.

Paycheck

My T&A

Enter Time To Request Leave, enter the leave details below. When complete, click the Add button, review the day-by-day details, and
Show Current TRA click the Submit button when ready.
Submit TRA Date Status | Details Start Stop Action
Pey Oposs Ky
" nual Leave
e 2262016 | Pending |, ounting: 169RXCIXGPADKogoo | 10000 |17600 | Undate
Show History Remarks: Vacation day
Revise Pay Period Agd request
Erase Pay Period

| Retumn to Leave Request page

Profile Information

Established Hours
Personal Info

Figure 96: Enter Leave Request Page - Edit Times
4. Make applicable changes.

5. Click Update. The leave request is changed and displays in a draft status.

o
Paycheck

NFC
Enter Leav
Enter Time To Requast Leave, enter the leave details belew. When complete, click the Add bution, review the day-by-day details, and
Show Current TRA chck the Submit button when ready.
Submit TRA
You must submit request before an approver will see the request(s).
Pay Options
Dollar Transactions
Show History Date Status Details Start Stop | Action
Rovise Pay Po Prafix: Suffic Descriptor
ise Fay Period TC: 61 Annual Leave
Erase Pay Period 26206 Drat Accounting: 165RXCIXGPADKOOND 0900 1700 Lt Delete
Profile Information EVBRE N\ e ahiOH B
Established Hours iz
Personal Info Submrtl Reiurn fo Leave Requesi page

Leave Information

Leave Balances

Figure 97: Enter Leave Request Page - Draft Status
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6. Click submit. The leave request is submitted to the supervisor to approve or decline and

displays on the Leave Request Display page in a pending status.

Enter Time

Show Current TRA
Submit TRA

Pay Options

Dollar Transactions
Show History
Revise Pay Period
Erase Pay Period

Leave Requests on file with Paycheckf. Please note: only requests from the current Pay Penod forward will appear. To view
historic requests, click the "Search Leave Requests’ link

Search Leave Requests

Dates. Status Days Total hours Action
02/22 (16) Approved 1 4.00 Edit Delete
02/26 (16) Pending 1 8.00 Edit Deleta

Figure 98: Leave Request Display Page

To Edit a Pending Leave Request from a Previous Pay Period:

1.

Select Request Leave from the Other Information menu on the Paycheck8 main menu page.
The Leave Request Display page is displayed and lists current and future pay period leave
requests.

Paycheck

NFC

My T3A

Enter Time

Show Current TRA
Submit TRA

Pay Options

Dollar Transactions
Show History
Revise Pay Period
Erase Pay Period

Leave Requests on file with PaycheckB. Please note: only requests from the current Pay Pencd forward will appear. To view
histonic requests, click the 'Search Leave Requests’ link

Search Leave Requests

Dates Status Days Total hours Action

0307 (16) Pending 1 1.00 Edit Delete
[Aad]

Figure 99: Leave Request Display Page
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2. Click search Leave Requests from the Leave Request Display page. The Leave Request

Search page is displayed and includes leave requests for 30 days prior.

e
Paycheck

NFC

My T&A

Enter Time

Show Current TRA
Submit T&A

Pay Options

Dollar Transactions
Show History
Revise Pay Period
Erase Pay Period

Profile Information

Established Hours.

Figure 100: Leave Request Search Page

3. Complete the fields as follows:

To find a Leave Raquest specify the date range within which to search.

Start Date: | 211412016
Stop Date: | 3NM52016

cancel
Dates Days Total Status Action
02122 (16) 1 400 Approved Edit
02126 (16) 1 7.00 Pending Edit
03/07 (16) 1 1.00 Pending Edit

Note: Complete these fields if the leave request is prior to the last 30 days and is not listed.

Field Instruction
Start Date Select the start date of the search from the calendar or enter the date.
Stop Date Select the stop date of the search from the calendar or enter the date.
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4. Click search. Leave requests for the date range are displayed.

e i
Paycheck

NFC

My T&A Le eq rch

Enter Time To find a Leave Request specify the date range within which to search.
Show Current TEA Start Date: I 114/2016
Submit TRA Stop Date: [3r5r2016
Pay Options
Dollar Transactions \ﬂ]ﬂ,
Show History Dates Days Total Status Action
Revise Pay Period 01/25 (16) 1 200 Deleted Edit
Erase Pay Period 02001 (16) 1 4.00 Approved Edt
Profile Information 02122 (18) 1 400 Approved s
Established Hours 02125 (16) ! ro = =
02104 (16) 1 1.00 Pending Edrt
Personal Info
02/08-02/11 (16) 4 32.00 Pending Edit
Leave Information 03107 {16) 1 1.00 Pending Edit

Leave Balances

Figure 101: Leave Request Search Page - Search Results

5. Click Edit next to the applicable leave request. The Enter Leave Request page is displayed
showing the leave request summary.

/e
Paycheck

NFC
My T&A
Enter Time To Request Leave, enter the leave details below. When complete, click the Add button, review the day-by-day details, and
Show Current TRA click the Submit button when ready.
Submit TRA Date Status Details Start | Stop | Action
Prefoc Suffoc Descriptor:
Pa ons
Y Opt TC: 62 Sick Leave
Dollar Transactions 20472016 Pending Accounting 169RXCIXGPADKDDO0 1500|1600 Edit Delete
Show History Reason: Other

Revise Pay Period Remarks: Not feeling well

Erase Pay Period Sty

Profile Information Return to Leave Request pagE|

Established Hours

Figure 102: Enter Leave Request Page - Request Summary
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6. Click Edit. The Start and Stop fields are now active and can be edited.

Paycheck

My T&A

Enter Time To Request Leave, enter the leave details below. When complete, click the Add button, review the day-by-day details, and
Show Current T&A click the Submit button when ready.
Submit TRA Date | Status | Details Start |Stop | Action
Pay Options Prefix: Suffix: Descriptor:
TC: 62 Sick Leave
Dollar Transactions 21472016 | Pending | Accounting: 169RXC3XGPADKD000  |[1500 |[1600 | Update Retum o Leave Request page
Show History Reason: Other
Revise Pay Period Remarks: Not feeling well.
Erase Pay Period Add request

Profile Information I Retum to Leave Request pagel
Established Hours

Figure 103: Enter Leave Request Page - Edit Times

7. Make applicable changes.

8. Click Update. The leave request is changed and displays in a draft status.

e e
Paycheck
FC

N

My T&A

Enter Time To Request Leave, enter the leave details below. When complete, click the Add button, review the day-by-day details, and
Show Current TRA click the Submit button when ready.

Submit TRA

You must submit request before an approver will see the request(s).
Pay Options
Dollar Transactions
Date Status Details Start Stop Action
Show History
Prefoc Suffic: Descnptor:

ey et TC: 62 Sick Leave

Erase Pay Period 21412016 Draft Accounting: 169RXCIXGPADKDOOD 1400 | 1600 Edit Delete
5 Reason: Other
Profile Information

o normaton Remarks: Not feeling well.
Established Hours

Add request

Personal Info

Leave Information Submrtl Return fo Leave Request page‘

Leave Balances

Figure 104: Enter Leave Request Page - Updated Leave Request
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9. Click submit. The leave request is submitted to the supervisor and the Leave Request
Search page is displayed showing the edited leave request in a pending status.

. e—
Paycheck

NFC
My T&A eave Reques
Enter Time To find a Leave Request specify the date range within which to search
Show Current TEA Start Date: 1142016
Submit TRA Stop Date: 3152016
Pay Options
Dollar Transactions M
Show History Dates Days Total Status Action
B ey il 01/25 (16) 1 200 Deleted Edit
Erase Pay Period 02/01 (16) 1 4.00 Approved Edil
Profile Information 02722 (16) 1 athl Approved Edt
Established Hours 02126 (16) ! ro = =
02/04 (16) 1 200 Pending Edit

Personal Info

- 02/08-02/11 (16) 4 32.00 Pending Edit
Leave Information 03107 (16) 1 1.00 Pending Edit

Leave Balances

Figure 105: Enter Leave Request Page - Pending Edited Leave Request

To Delete a Previous Pay Period Leave Request:

Note: The only action for an approved or declined leave request is delete. The leave request will not
be deleted off of the T&A or the database, but only marked in a deleted status.

1. Select Request Leave from the Other Information menu on the Paycheck8 main menu page.
The Leave Request Display page is displayed and lists current and future pay period leave
requests.

Paycheck

NFC
Leave Request Display
Enter Time Leave Requests on file with PaycheckB. Please note: only requests from the current Pay Pencd forward will appear. To view
Show Current TRA histonic requests, click the 'Search Leave Requests’ link
Submit TRA Search Leave Requests
Pay Options Dates Status Days Total hours Action

Dollar Transactions 03107 (16) Pending 1 100 Edt

Show History Mdl
Revise Pay Period
Erase Pay Period

Figure 106: Leave Request Display Page
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2. Click search Leave Requests from the Leave Request Display page. The Leave Request
Search page is displayed and includes leave requests for 30 days prior.

e
Paycheck

NFC

My T&A

Enter Time To find a Leave Request specify the dale range within which to search.

Show Current T&A e [2ma2006

Submit TRA Stop Date: [ans=o6

Pay Options

Dollar Transactions %'

Show History oy Days Total Status Action
Revise Pay Period 0222 (16) 1 4.00 Approved Edit
Erase Pay Period 02/26 (16) 1 7.00 Pending Edit
Profile Information 03107 (16) 1 .00 Giancng Edr

Established Hours.

Figure 107: Leave Request Search Page

3. Complete the fields as follows:

Note: Complete these fields if the leave request is prior to the last 30 days and is not listed.

Field Instruction
Start Date Select the start date of the search from the calendar or enter the date.
Stop Date Select the stop date of the search from the calendar or enter the date.
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4. Click search. Leave requests for the date range are displayed.

e i
Paycheck

NFC

My T&A Le eq rch

Enter Time To find a Leave Request specify the date range within which to search.
Show Current TEA Start Date: I 114/2016
Submit TRA Stop Date: [3r5r2016
Pay Options
Dollar Transactions \ﬂ]ﬂ,
Show History Dates Days Total Status Action
Revise Pay Period 01/25 (16) 1 200 Deleted Edit
Erase Pay Period 02001 (16) 1 4.00 Approved Edt
Profile Information 02122 (18) 1 400 Approved s
Established Hours 02125 (16) ! ro = =
02104 (16) 1 1.00 Pending Edrt
Personal Info
02/08-02/11 (16) 4 32.00 Pending Edit
Leave Information 03107 {16) 1 1.00 Pending Edit

Leave Balances

Figure 108: Leave Request Search Page - Search Results

5. Click Edit next to applicable leave request. The Enter Leave Request page is displayed
showing the leave request summary.

— meeeeeme
Paycheck

NFC
My TEA
i To Request Leave, enter the leave details below. When complete, click the Add button, review the day-by-day details, and
Show Current T&A click the Submit button when ready
Submit T&A Date Status Details Start Stop Action
Pay Options Prefix: Sul’ﬁx Descriptor

. TC: 62 Sick Leave

Dollar Transactions 212212016 Approved Accounting: 169RXC3XGPADKDO00 1200|1600 Delels
Show History Reason: Other
Revise Pay Period Remarks: Doctor appointment

Erase Pay Period
= | Retum to Leave Request pagel

Profile Information

Figure 109: Enter Leave Request Page - Delete Request
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6. Click Delete. The leave request will not be deleted off of the T&A or database, but only
marked in a deleted status.

Paycheck

h-"|':_.f TE&A
Enter Time To Request Leave, enter the leave details below. When complete, click the Add button, review the day-by-day details, and
Show Current TRA click the Submit button when ready.
Submit TRA Date Status Details Start Stop Action
Pay Options Prefix: Suffoc Descriptor:

TC: 62 Sick Leave
e 202272016 Deleted Accounting: 169RXC3XGPADKDDOD 1200 | 1600 Delete
Show History Reason: Other

Remarks: Doctor appointment

Revise Pay Period
Erase Pay Period

Profile Information

| Return to Leave Request page |

Figure 110: Enter Leave Request Page - Deleted Status

7. Click Return to Leave Request page to verify the deletion.

My T&A

Enter Time To find a Leave Request specify the date range within which 1o search
Show Current TRA Start Date: 1142016
Submit T&A Stop Date: 3152016
Pay Options
Dollar Transactions Cancel
Show History Dates Days Total Status Action
ey Rariod 01725 (16) 1 2,00 Deleted Edit
Erase Pay Period 02/01 (16) 1 4.00 Approved Edit
Profile Information 02722 (16) 1 4.00 Delated Edit
Established Hours 02726 (16) 1 7.00 Pending Edit
02/04 (18) 1 2.00 Pending Edit

Personal Info

. : 02/08-02/11 (16) 4 32.00 Panding Edit
Leave Information 03707 (16) 1 1.00 Pending Edit

Leave Balances

Figure 111: Leave Request Search Page - Deleted Status

Requesting Premium Pay

Request Premium Pay allows users to add a new premium pay request and to edit and/or delete
pending and approved premium pay requests.
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To Add a Premium Pay Request:

1. Select Request Premium Pay from the Other Information menu on the Paycheck8 main
menu page. The Premium Pay Request Display page is displayed and lists current and
future pay period premium pay requests.

T e e |
Paycheck

NFC

My TEA Premium Pe

Enter Time Premium Pay Requests on file with Paycheck8. Please note: only requests from the current Pay Period forward wall appear. To
Show Current T&RA view historic requests, click the 'Search Premium Pay Requests’ link.
Submit TBA Search Premium Pay Requests
Pay Options Dates TC Days Total Status. Action
Dollar Transactions 03408 (16) 21 1 100 Pending Edit Delete
03102 (16) 32 1 1.00 Panding Edit Delete

Show History

Revise Pay Period

Erase Pay Period

Profile Information

Established Hours
Personal Info

Leave Information

Leave Balances

Donated Leave

Make a Donation

Request Donated Hours

Other Information

Request Leave

Request Premium Pay

Figure 112: Premium Pay Request Display Page
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2. Click Add. The Enter Premium Pay Request page is displayed.

————,
Paycheck

NFC

My T&A

Enter Time

Show Current TR&A
Submit TE&A

Pay Options

Dollar Transactions
Show History
Revise Pay Period
Erase Pay Period

Profile Information

Established Hours.

Personal Info

Leave Information

Leave Balances

Donated Leave

Enter Premium Pay Request

To Request Premium Pay, enter the details below. When the entry is complete, click "Submit "

Prafix Suffix | Dese TC Start Stop
| w | v| I w | 14 Hazard Pay v| |
Start Date:

Stop Date:

Load Accounts

Current Information Summary

Base Hours Total Hours Leave
Day Week Total Day Week Total Annual Sick Comp Comp Travel Credit
0 0 0 ] 0 0 8 4 0 0 ]

Retum to Premium Pay Request pagel

Figure 113: Enter Premium Pay Request Page

3. Complete the fields as follows:

Field Instruction

Prefix Select the transaction code prefix from the drop-down list, if applicable.

Suffix Select the transaction code suffix from the drop-down list, if applicable.

Desc Select the transaction code descriptor from the drop-down list, if
applicable.

TC Select the applicable premium pay transaction code from the drop-down
list.

Start Enter the four-digit start time. The start time can range from 0000 to
2345 and must be at least 15 minutes prior to the associated stop time.
Time must be entered in a minimum of quarter hours. The last two
positions must be 00, 15, 30, or 45.

Stop Enter the four-digit stop time. The stop time can range from 0015 to
2400 and must be at least 15 minutes after the associated start time.
Time must be entered in a minimum of quarter hours. The last two
positions must be 00, 15, 30, or 45.

Start Date Select the start date of the leave request from the calendar or enter the
date.
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Field Instruction
Stop Date Select the stop date of the leave request from the calendar or enter the
date.

4. Click Load Accounts. The valid accounting codes are loaded onto the Enter Premium Pay
Request page, and the Include and Remarks fields are displayed.

Paycheck

NFC
My T&A Enter Premium Pay Request
Enter Time To Request Premium Pay, enter the details below. When the entry is complete, click “Submit
Show Current TEA Prefix Suffix Desc TC Start Stop
Submit TRA [ = ™ ] |32 Comp Time Eamed [v] |[1600 [1700
P .
oy Options Start Date: 03152016
Dollar Transactions ,—
Stop Date: 03182016
Show History
: . Accounting: [ 169RXCIXITBOKD000 [+]
Revise Pay Period
) Include: | 5 |M|T (W T |F |5 Week | Weekend |
Erase Pay Period [0 miinini[EEEE ] |

Profile Information

Identify the specific days in the date range using check boxes

Established H
stanlis ours Remarks: Paycheck8 procedure

Personal Info

Leave Information

Leave Balances
Donated L Change Datesl

Make a Donation

Current Information Summary
Request Donated Hours

Other Information Base Hours Total Hours Leave
Request Leave Day | Week | Total | Day | Week | Total Annual | Sick | Comp Comp Travel Credit
0 0 0 0 0 0 ] 4 0 0 0

Request Premium Pay

Access Privileges

Return to Premium Pay Reguest page |

Change Employee

Figure 114: Enter Premium Pay Request - Load Accounts

5. Complete the remaining fields as follows:

Field Instruction

Accounting Select the applicable accounting code from the drop-down list.
Include Uncheck any days to exclude from the premium pay request.
Remarks Enter any remarks for the supervisor regarding request.

6. Click Add. A summary of the premium pay request is displayed in a draft status for
verification.
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Note: Click Add request to add additional premium pay requests before submitting.

Paycheck
NFC

My T&A Enter Premium Pay Re
Enter Time To Request Premium Pay, enter the details below. When the entry is complete, click “Submit *
Show Current TEA
Submit T&A ‘You must submit request before an approver will see the request(s).
Pay Options
Dollar Transactions Date Status Details Start Stop Action
Show History Prefix: Suffix: Descriptor
. . TC: 32 Comp Time Eamned )
Revise Pay Period 352016 Draft Accounting: 169RXCIXJTBOKOD00 1600 1700 Edit Delete
Erase Pay Period Remarks: Paycheckd procedure.

Profile Information Add request

Established H
stablis ours Subrml Retum to Premium Pay Request page |

Personal Info

Figure 115: Enter Premium Pay Request Page - Draft Status

7. Click Submit. The premium pay request is submitted to the supervisor to approve or decline
and displays on the Premium Pay Request Display page in a a pending status.

Paycheck

NFC

My T&A Premium Pay

Enter Time Premium Pay Requests on file with Paycheck8. Please note: only requests from the current Pay Peniod forward will appear. To

Show Current TRA view historic requests, click the "Search Premium Pay Requests’ link

Submit TEA Search Premium Pay Requests

Pay Options Dates TC Days Total Status Action

Dollar Transactions 03M15 (16) 32 1 1.00 Pending Edit Delete
03/08 (16) 21 1 1.00 Pending Edit Delete

] 0309 (16) 2 1 1.00 Pending Edit Delete

Revise Pay Pariod

Erase Pay Period

Profile Information

Figure 116: Premium Pay Request Display Page - Pending Status
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To Edit a Premium Pay Request for Current or Future Pay Periods:

1. Select Request Premium Pay from the Other Information menu on the Paycheck8 main
menu page. The Premium Pay Request Display page is displayed and lists current and
future pay period premium pay requests.

Paycheck

NFC
My TEA Premium Pe
Enter Time Premium Pay Requests on file with Paycheck8. Please note: only requests from the current Pay Period forward will appear. To
Show Current TBA view historic requests, click the 'Search Premium Pay Requests' link.
Submit TBA Search Premium Pay Requests
Pay Options Dates TC Days Total Status Action
Dollar Transactions 03/08 (186) 21 1 1.00 Pending Edit Delete

03/09 (16) 32 1 1.00 Pending Edit Delete

Show History
Revise Pay Period
Erase Pay Period

Profile Information

Established Hours
Personal Info

Leave Information

Leave Balances

Donated Leave

Make a Donation

Request Donated Hours

Other Information

Request Leave

Request Premium Pay

Figure 117: Premium Pay Request Display Page

Note: You cannot edit an approved premium pay request. You must delete the request and reenter it
correctly.

120



Publication Category: T&A Processing
Paycheck8

2. Click Edit next to the applicable premium pay request. The Enter Premium Pay Request
page is displayed.

Paycheck

Enter Premium Pay Rec

Enter Time To Request Premium Pay, enter the details below. When the entry is complete, chick “Submit
S Date Status Details Start | Stop | Action
Submit T&A Prefix: Suffix. Descriptor

: ) TC: 32 Comp Time Eamed :
Pay Options 4 I

‘ 392016 Pending Accounting: 169RXCIXJTBDK0000 1600 1700 Edit Delete

Dollar Transactions Remarks: Paycheckd
Show History Add
Revise Pay Period

| Return to Premium Pay Request pagel

Erase Pay Period

Figure 118: Enter Premium Pay Request Page - Edit Pending

3. Click Edit. The Start and Stop fields are now active and can be edited.

Paycheck
FC

N

My T&A Enter Premium Pay

Enter Time To Request Premium Pay, enter the details below. When the entry is complete, click “Submit *

Show Current T&A Date Status | Details Start Stop Action

Submit TEA Prefix: Suffix: Descnptor:

Pay Options 392016 | Pending | |- 22 ComP Time Eamed [0 [0 | Update Cancel
9 Accounting: 169RXC3IXJTEDKOD00

Dollar Transactions Remarks: Paychecks

Show History
Revise Pay Period
Erase Pay Period

Agdd request

| Retum to Premium Pay Request pagel

Figure 119: Enter Premium Pay Request Page - Edit Times

4. Make applicable changes.
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5. Click Update. The premium pay request edited and shown in a draft status.

Enter Time

Show Current TRA
Submit TRA

Pay Options

Dollar Transactions
Show History
Revise Pay Period

Erase Pay Period

Profile Information

Established Hours

Persaonal Info

Enter Premium Pay R

To Request Premium Pay, enter the details below. When the entry is complete, click “Submit.”

You must submit request before an approver will see the request(s).

Date Status Details Start Stop Action

Prefix: Suffix: Descriplor:

TC: 32 Comp Time Earned
Accounting: 169RXCIXJTBDKDOOD
Remarks: Paychecks

1600 1800 Edit Delete

Subrnrtl Return o Premium Pay Request page|

Figure 120: Enter Premium Pay Request Page - Edited

6. Click Submit. The premium pay request is submitted to the supervisor to approve or decline
and displays on the Premium Pay Request Display page in a pending status.

Paycheck

NFC

Enter Time

Show Current TRA
Submit TRA

Pay Options

Dollar Transactions
Show History
Revise Pay Period
Erase Pay Period

Profile Information

Premium Pay Reques

Premium Pay Requests on file with Paycheck8. Please note: only requests from the current Pay Period forward will appear. To
view historic requests, click the 'Search Premium Pay Requests’ link

Search Premium Pay Requests

Dates TC Days Total Status Action

0315 (16) 12 1 1.00 Pending Edit Delete
03/08 (16) 2 1 1.00 Pending Egiit Delete
03104 (16) 32 1 200 Pending Ediit Delete

=

Figure 121: Premium Pay Request Display Page - Submitted
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To Edit a Pending Premium Pay Request from a Previous Pay Period:

1. Select Request Premium Pay from the Other Information menu on the Paycheck8 main
menu page. The Premium Pay Request Display page is displayed and lists current and
future premium pay requests.

Paycheck

NFC

Premium Ps

LS Premium Pay Requests on file with PaycheckB. Please note: only requests from the current Pay Penod forward will appear. To
Show Current T&A view historic requests, click the 'Search Premium Pay Requests’ link.
Submit T&A Search Premium Pay Requests
Pay Options Dates TC Days Total Status Action
Dollar Transactions 03108 (16) A 1 100 Pending Edit Delete
03/0%9 {16) 32 1 1.00 Pending Edit Delate
Show History
Revise Pay Period
Erase Pay Period

Profile Information
Established Hours
Personal Info

Leave Information

Leave Balances

Donated Leave

Make a Donation

Request Donated Hours

Other Information

Request Leave

Request Premium Pay

Figure 122: Premium Pay Request Display Page
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2. Click search Premium Pay Requests from the Premium Pay Request Display page. The
Premium Pay Request Search page is displayed and includes premium pay requests for 30

days prior.

e e
Paycheck

NFC

My T&A

Enter Time

Show Current T&A
Submit T&A

Pay Options

Dollar Transactions
Show History
Revise Pay Period
Erase Pay Period

Profile Information
Established Hours
Personal Info

Premium Pay R

To view a Premium Pay Request, populate the search field

Start Date: I 2152016
Stop Date: | IN62016
Cam:ell

Dates Status TC Days Total Action
02123 (16) Approved 2 1 2.00 Edit
0315 (16) Pending 32 1 1.00 i
03108 (16) Pending 21 1 1.00 Edit
03109 (16) Pending 32 1 2.00 Edit

Figure 123: Premium Pay Request Search Page

3. Complete the fields as follows:

Note: Complete these fields if the leave request is prior to the last 30 days and is not listed.

Field Instruction

Start Date Select the start date of the premium pay request search from the
calendar or enter the date.

Stop Date Select the stop date of the premium pay request search from the
calendar or enter the date.
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4. Click search. The premium pay requests for the date range is displayed.

Paycheck
NFC

Enter Time To view a Premium Pay Request. populate the search field.

e Start Date: [1r152016

Submit T&A Stop Date: EZ

Pay Options

Dollar Transactions Caru;ell

Show History

Revise Pay Period Dates Status c Days Total Action

Erase Pay Period 01725 (16) Pending 32 1 1.00 Edit
02123 (16) Approved 32 1 2.00 Edit

Profile Information 0315 (16) Pending 32 1 1.00 Edit

Established Hours. 03108 (16) Pending 21 1 1.00 Edit

Personal Info Q309 (16) Pending 32 1 2.00 Edit

Leave Information

Figure 124: Premium Pay Request Search Page

5. Click Edit next to applicable premium pay request. The request summary is displayed.

Paycheck

NFC
My TEA Enter Premium Pa
Enter Time To Request Premium Pay, enter the details below. When the entry is complete, click “Submit ™
Show Cunrent TEA Date Status Details Stat | Stop | Action
Submit T&A Prefix: Suffic Descriptor:
) TC: 32 Comp Time Eamed )
Pay Options
i 1/2572016 Pending Accounting: 169RXC3XJTBDK0G00 1600 1700 Edit Delete
Dollar Transactions Remarks: Paycheck8 procedure.
Show History .
Revise Pay Period

| Return to Premium Pay Request pagel

Erase Pay Period

Figure 125: Enter Premium Pay Request Page - Request Summary

125



Publication Category: T&A Processing
Paycheck8

My TEA Enter Premium Pay
Enter Time To Request Premium Pay, enter the details below. When the entry is complete, click “Submit
Show Current TBA Date Status | Details Start Stop Action
Submit T&A Prefix: Suffic: Deseriptor:

i ) TC: 32 Comp Time Earned
Pay Options 1 1 Pend 1 |1T

2e20e ™| Accounting: 169RXCIXJTBOKO000 o o Lndime Canest

Doltar Transactions Remarks: Paychecks procedure.

Show History
Revise Pay Period

Erase Pay Period | Retum to Premium Pay quuestpag:el

Figure 126: Enter Premium Pay Request Page - Edit Times

7. Make applicable changes.

8. Click Update. The Premium Pay Request is changed and displays in a draft status.

Paycheck

NFC
My T&A Enter Premium Pay Rec
Enter Time To Request Premium Pay, enter the details below. When the entry is complate, chick “Submit
Show Current T&A
Submit TEA You must submit request before an approver will see the request(s).
Pay Options
Dollar Transactions Date Status Details Start Stop Action
Show History Prefie: Suffix: Descriptor

TC: 32 Comp Time Eamed
Accounting: 165RXC3XJTEDKODDO0
Erase Pay Period Remarks: PaycheckS procedure.
Profile Information Add request

Established Hours

Revise Pay Period 11252016 Draft 1600 1800 Edit Delete

Submrtl Return to Premium Pay Reguest page|

Personal Info

Figure 127: Enter Premium Pay Request Page - Times Edited
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9. Click Submit. The premium pay request is submitted to the supervisor to approve or decline
and displays on the Premium Pay Request Search page in a pending status.

Paycheck

NFC
My TEA Premium Pay Reques
Enter Time To view a Premium Pay Request, populats the search field.
e ] Start Date: 11502016
Submit TBA Stop Date: 3162016
Pay Options
Dollar Transactions Cancel
Show History
Revise Pay Period Dates Status C Days Total Action
01425 (16) Pending 32 1 200 Edit
Erase Pay Period
. 02/23 (16) Approved 32 1 2.00 Edit
Profile Information 0315 (16) Pending 2 3 100 Edi
Established Hours D308 (16) Pending 21 1 1.00 Edit
Personal Info 03/0% (16) Pending 32 1 2.00 Edit

Leave Information

Figure 128: Premium Pay Request Search Page - Edited Request

To Delete a Previous Pay Period Premium Pay Request:

Note: The only action for an approved or declined premium pay request is delete. The premium pay
request will not be deleted off of the T&A or the database, but only marked in a deleted status.
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1. Select Request Premium Pay from the Other Information menu on the Paycheck8 main
menu page. The Premium Pay Request Display page is displayed and lists current and
future pay period premium pay requests.

e el
Paycheck

NFC
My T&A Premium Pz
Enter Time Premium Pay Requests on file with PaycheckB. Please note: only requests from the current Pay Penod forward will appear. To
Show Current TRA view historic requests, click the 'Search Premium Pay Requests’ link.
Submit TE&A rch Premi P,
Pay Options Dates TC Days Total Status. Action
Doltar Transactions 03108 (16) 2 1 1.00 Pending Edil Delste
03/09 (16) 32 1 1.00 Pending Edit Delste

Show History

Revise Pay Period

Erase Pay Period

Profile Information

Established Hours
Personal Info

Leave Information

Leave Balances

Donated Leave

Make a Donation
Request Donated Hours

Other Information

Request Leave

Request Premium Pay

Figure 129: Premium Pay Request Display Page
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2. Click search Premium Pay Requests. The Premium Pay Request Search page is displayed
and includes premium pay requests for 30 days prior.

Paycheck

NFC

Premium Pay R

Enter Time To view a Premium Pay Request, populate the search field
Show Current T&A Start Date: [ 21152018
Submit TRA Stop Date: ECZEE
Pay Options
Dollar Transactions Cam:ell
Show History
Revise Pay Period Dates Status TC Days Total Action
) 02123 (16) Approved 32 1 2.00 Edit
Erase Pay Period -
0315 (16) Pending 32 1 1.00 Edit
rofile Information - -
Profile Information 03108 (16) Pending 21 P 100 Edit
Established Hours 0309 (16) Pending 32 1 2.00 Edit

Personal Info

Figure 130: Premium Pay Request Search Page

3. Complete the fields as follows:

Note: Complete these fields if the leave request is prior to the last 30 days and is not listed.

Field Instruction
Start Date Select the start date of the search from the calendar or enter the date.
Stop Date Select the stop date of the search from the calendar or enter the date.
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Premium Pay Re

Enter Time To view a Premium Pay Request, populate the search field_

L EL L Start Date: [1152016
Submit TRA Stop Date: 3162016

Pay Options

Dollar Transactions Cancell

Show History

Revise Pay Period Dates Status TC Days Total Action

1125 (1 i 1 i

Erase Pay Period 017125 (16) Pending 32 1.00 Edit
02123 (16) Approved 32 1 2.00 Edit

Profile Information 03015 (16) Pending = 1 100 Edit

Established Hours. 03/08 (16) Pending 2 1 1.00 Edit

Personal Info 03109 (16) Pending 32 1 200 Edit

Leave Information

Figure 131: Premium Pay Request Search Page

5. Click Edit next to the applicable premium pay request. The Enter Premium Pay Request
page is displayed showing the premium pay request summary.

Paycheck

NFC
Enter Premium F
Enter Time To Request Premium Pay, enter the details below. When the enlry is complete, ¢lick “Submit”
Show Curent TRA Date Status Details Start | Stop | Action
Submit TRA Prefoc Suffic Descriptor:

TC: 32 Comp Time Earned 1600 1800

Pay Options 2232016 ed
. Approw Accounting 169RXC3IXJTBOKD00D 2
et Remarks: Paycheck procedurs
Show History
Revise Pay Period | Retum to Premium Pay Request pagel
Erase Pay Period

Figure 132: Enter Premium Pay Request Page - Delete Request
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6. Click Delete. The premium pay request will not be deleted off of the T&A or database, but
only marked in a deleted status.

NFC

My TEA Enter Premium Pay Request

Enter Time To Reguest Premium Pay, enter the details below. When the entry is complete, click “Submit.
ST Date Status Details Start  |Stop | Action
Submit T&A Prefix: Suffix: Descriptor

. TC: 32 Comp Time Eamed
Pay Options

. 220010 Dol Accounting: 169RXCIXJTEDKDOOD Uil o Lelete

o Remarks: Paychecks procedurs.
Show History
Revise Pay Period [ Return to Premium Pay Request pagel

Erase Pay Period

Figure 133: Enter Premium Pay Request Page - Deleted Status

7. Click Return to Premium Pay Request page to return to the Premium Pay Request Search

page to verify the deletion.

Paycheck

My T&A

Enter Time To view a Premium Pay Request, populate the search field
Show Current TRA Start Date: 1152016
Submit TEA Stop Dater T
Pay Options
Dollar Transactions ‘:a"“"l
Show History
Revise Pay Period Dates Status TC Days Total Action
01725 (16) Pending 32 1 200 Edit

Erase Pay Period

_ 02123 (16) Deleted 12 1 2.00 Edit
Profile Information 03115 (16) Pending 32 1 1.00 Edit
Established Hours. 03I08 (16) Pending 21 1 1.00 Edit
Personal Info 03/0% (16) Pending 32 1 200 Edit

Leave Information

Figure 134: Premium Pay Request Search Page - Deleted Status
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Access Privileges
The Access Privileges menu contains options which allow users to access to view and edit another

employee's information, if granted access to do so. This menu also allows users, with the Agency
Change Client role, the ability to change among Agencies within a defined Department.

This section includes the following topics:

Changing EMPIOYEE ... e 133
Changing CHENT ...t e e e e e e e e e e e e e anees 137

Changing Employee

Change Employee allows users to create or edit T&As for delegated employees.
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To Change Employee:

1.

Select Change Employee from the Access Privileges menu on the Paycheck8 main menu
page. The Edit Another's T&A Report page is displayed. If the user is allowed to create or
edit T&As for delegated employees, the Employee Search section will be visible. If the
user is not allowed this permission, the Employee Search section will not be visible.

Paycheck

NFC
My T&A Edit Another's T&A Report
Enter Time You are allowed to creale or edit T&A Report information for the people in this table. You may use the "Work on” link
Show Current TRA adjacent to the name to begin working on that employee’s T&A Report
S U | Go back to my T&A|
Pay Options
Dollar Transactions Employee | Email Address IM"“
Show History You do not have access to anyone’s T&A.
Revise Pay Period
Employee Search

Erase Pay Period
Profile Information Search by last name, or last name plus other details.
Established Hours First name
Personal Info Last name
Leave Information Email Address
Leave Balances SSN
Donated Leave Inactive
Make a Donation

Search| Clear

Request Donated Hours
Other Information

Request Leave

Request Premium Pay

Access Privileges

Change Employee

Figure 135: Edit Another's T&A Report Page

Complete the fields as instructed below. Users can search using last name, email address,
or SSN.

Field Instruction

First name Optional

Enter at least one letter of the employee's first name.

Last name Enter at least two letters of the employee's last name.
Email Address Enter the employee's email address.

SSN Enter the employee's SSN.

Inactive Check this box to include inactive employees in the search.
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3. Click search. The Edit Another's T&A Report page is displayed with search results.

el ol
Paycheck

NFC
My T&A Edit Another's T&A Report
Enter Time You are allewed to create or edit T&A Report infarmation for the people in this table. You may use the "Work on” link
Show Current T&A adjacent to the name to begin working on that employes’s T&RA Report.
ELTER Go back to my T&A
Pay Options
Dollar Transactions Employee | Email Address | Action
Show History You do not have access to anyone's TRA

S (Employee Search

Erase Pay Period

Profile Information Search by last name, or last name plus other details
Established Hours First name | John

Personal Info Last name Doe
Leave Information Email Address
Leave Balances SSN

Donated Leave Inactive

Make a Donation

Search| Clear
Request Donated Hours _I _I
Other Information Employee Email Address Action
e JOHN DOE johir doe@usda gow Select
JOHNNY DOE johnmy doeiusda.gay Select

Request Premium Pay

Figure 136: Edit Another's T&A Report Page - Search Results

4. Click select next to applicable employee. The Paycheck8 main menu page for the selected
the employee is displayed. The Logged in as field (upper right-hand corner) displays the
name of the employee whose T&A is being entered.

T e
Paycheck

NFC
My TEA \ g
Fnter Time Welcome to Paychecks; a web-based Time and Attendance solution for the Federal market. Use the menu at the left to
Show Current TRA navigate through the system
Submit TRA Your current T&A Report is unsigned. There are 5 days left until the end of the Pay Penod

Dollar Transactions

Paycheckd allows the user to record and submit T&A information anywhere in the world, using any PC with an Intemet
Explorer 8.0 or newer browser. In order to safeguard your personal information, we urge you to log out of Paychecks when
Revise Pay Period you have completed your data entry, and also Exit (close, not just minimize) the browser itself. This is particularly pertinent if

Show History

. you happen to be using a PC that 15 ‘public’, that is, where other people may use the same machine
Erase Pay Period

Profile Information The PaycheckB system utilizes personnel information from the National Finance Center, limited to only the information
necessary 1o process your time and attendance report for routing and payment

Established Hours

Personal Info

Figure 137: Paycheck8 Main Menu Page - Logged in an Another Employee
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5. Select Enter Time from the My T&A menu to enter time for the selected employee. The
Time and Attendance Detail page for the selected employee is displayed.

Paycheck

05/02/2016

NFC
My T&A Time and Attendance Detai
Enineglins Time sheet for  JOHN DOE
Show Current TRA Pay Period: 9 (05/01/16 - 05/14/16) 2= DAY
Submit TRA Revision:
Stat Not started

Pay Options. s £ MBI

. Tour  FullTime 12 3
Dellar Transactions PayPlan  GS 2 8 1
Show History Work Sehedule:  Maxi flex 15 16 17
Revise Pay Period :_lrSEADSmLﬁ Exempt 223 24
Erase Pay Period e 9 30 31

Profile Informatlion

Established Hours

Copy Day
Copy Established Hours

Copy Requests
AddView Remarks

Supervisor.  JANE DOE
Approver  Not set

Parsonal Ino ‘Monday, Mey02,2006

Leave Information Monday, May 02, 2016

Leave Balances il Prefix | Suffix IM |A¢mmﬁng |TC | Start I Stop |M¢n
Donated Leave There are no records for this day

Make a Donation |:| v | v | ) | v | 01 Regular Time v | |

TCreowsmm  Curentnformation Summary
Other Information

Request Leave Base Hours Total Hours Leave

Request Premium Pay Day | Week | Total | Day | Week | Total Annual Sick | Comp Comp Travel Credit
= s 0 L] 0 0 0 0 8 4 1] 0 1]
s Privileges

Change Employee

Figure 138: Time and Attendance Detail Page - Logged in as Another Employee

6. Enter time for employee.
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7. Select Change Employee to return to the Edit Another's T& A Report page.

o et
Paycheck

NFC

My T&A Edit Another's T&EA Report

Enter Time You are allowed to create or edit T&A Report information for the people in this table. You may use the "Work on” link
Show Current T&A adjacent to the name to begin working on that employee’s T&A Report
it T
Submit T8A Go back to my T&A
Pay Options
Dollar Transactions Employee | Email Address | Action
Show History You do not have access lo anyona's TRA

Revise Pay Period

Erase Pay Perlod
Profile Information Search by last name, or lagt name plus other details

Established Hours First name

Personal Info Last name

Leave Information Email Address
Leave Balances SSN
Donated Leave Inactive

Make a Donation

Search| Clear|
Request Donated Hours J J

Figure 139: Edit Another's T&A Report Page - Go Back to my T&A

8. Click Go back to my T&A to return to your T&A.

Changing Client

Change Client is used by users with the Agency Change Client role to access other Agencies for
which they cross-service.
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To Change Client:

1. Select Change Client from the Access Privileged menu on the Paycheck8 main menu page.
The Switch Client page is displayed.

e
Paycheck

NFC
Switch Client
Enter Time Switch clients with Paychecks. Use the drop down arrow below to select a Client. Then, click the Switch Client button.
Show Current TRA
Client: NFC[&
Submit TEA

Dollar Transactions
Show History
Revise Pay Period

Erase Pay Period

Profile Information
Established Hours
Personal Info

Leave Information

Leave Balances
Donated Leave

Make a Donation
Request Donated Hours

Other Information

Request Leave

Request Premium Pay

Access Privileges

Change Employee
Change Client

Figure 140: Switch Client Page

2. Select the Agency to access from the drop-down list.
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3. Click switch Client. The Paycheck8 main menu page is displayed for the Agency selected.

Paycheck

Federal Ayency

My T&A ‘aycheck8 Alert Mes

Enter Time Welcome to Paycheck8; a web-based Time and Attendance solution for the Federal market. Use the menu at the left to
Show Current TRA navigate through the system

Submit TRA Your current T&A Report is unsigned. There are 9 days left until the end of the Pay Period

S letices  Personal Security Notice

Dollar Transactions

Show History Paychecks allows the user to record and submit T&A information anywhere in the world, using any PC with an Internat
Explorer 8.0 or newer browser. In order to safeguard your personal information, we urge you to log out of Paycheck when you

Revise Pay Period have completed your data entry, and also Exit (close, not just minimize) the browser itself. This is particularly pertinent if you

happen to be using a PC that is ‘public’, that is, where other paople may use the same machine.

Erase Pay Period

Profile Information The Paycheckd system utilizes personnel information from the National Finance Center, limited to only the information
Established Hours necessary to process your ime and atiendance report for routing and payment

Persanal Info

Leave Information

Donated Leave

Make a Donation
Request Donated Hours

Other Information

Request Leave

View Leave Requests
Request Premium Pay

View Premium Pay Requests

Change Employee
Change Client

Figure 141: Switch Client Page - Client Switched
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Approvals

The Approvals menu contains options which allow supervisors the ability to view submitted T&A
Reports pending approval. It also provides a list highlighting the current status of all T&A Reports
for which they are responsible. From this menu, supervisors are able to view and approve pending
requests, including leave, premium pay, and leave recipient.

This section includes the following topics:

Viewing the Pending T&A LISt ........coiiiiiiiiiiiiie e 141
Viewing the T&A Status LiST.....ccuuiiiiiiiiiiiiii e 144
Managing Leave REQUESTS.........c.oiviiiiriiiiiei ettt 146
Managing Premium Pay REQUESTES .........oiiiiiiiiiiiieee e 151
Managing the Pending Leave Recipient LiSt..........cccccooviiiiiieeiiiiiiiiiiee e 155

Viewing the Pending T&A List

View Pending List is used by supervisors to view T&A Reports that are pending approval for
employees reporting to them.

To View Pending T&As:

1. Select View Pending List from the Approvals menu on the Paycheck8 main menu page. The
T&A Reports Pending Your Approval page is displayed.

141



Publication Category: T&A Processing
Paycheck8

Note: If there are any designated employees assigned to you, they will be listed in a designated
employee section below your direct reports.

Paycheck

NFC

My TEA T'&A Reports Pending Your Approval
Enter Time
Show Current T&A
Submit TS&A T&A Reports that have been submitted for your review and decision to approve or decline. Click on the "View" link adjacent to
a name to view and act on that T&A Report.

Pay Options

- Employee Name | Email SSN Pay Period | Year |Revision |Action
Dollar Transactions o |amy poE amy_doe@usda ov XXX-XX-0013 [g 2016 | Original | View
Show History GARY DOE nary. doe@usda. gov XXX-XX0012 |8 2016 | Original View
Revise Pay Period

Approve,

Erase Pay Period

Profile Information

F—— Designated Employees
Personal Info The people in this table are curmently designated to you.

Leave Information [ [Employee Name [ Email [ssn [Pay Period [ vear [Revision [Action |
Leave Balances | ponaLD DoE |donald doe @uetagoy | XXX-XX-0007 |8 [2016 [onginal  |view |
Donated Leave Approve|

Make a Donation
Request Donated Hours

Other Information

Request Leave
Request Premium Pay

Access Privileges

Change Employee

View Pending List

Figure 142: T&A Reports Pending Your Approval Page
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2. Click view next to the name of the employee of the T&A Report to review. The employee's
T&A is displayed.

Paycheck

NFC

Enter Time

T&A Reports Pending Your Approval

Remarks:

Show Current TRA
Submit TRA
Pay Options

Dollar Transactions Approve T8A Report| Reject T&A Report| Cancel

Show History
Revise Pay Period

GARY DOE: Pay Period 8 - 2016

Erase Pay Period

Profile Information

Established Hours

Personal Info

ve Information

Leave Balances
Donated Leave
Make a Donation

Base Hours: 80.00
Total Hours: 80.00
NTE:

1039 Balance:

NFC

Employee Name: GARY DOE

Admin Unit: 00

Overtime: 0.00
Comp Earned: 0.00
Credit Earned: 0.00

Time and Attendance Record
SSN: 0X-XX-1000K

T&A Contact Point:
2216904056

Annual Used: 5.00
Sick Used: 0.00
Comp Used: 0.00

Credit Used: 0.00

Pay Period and Year: & 2016
Pay Period Date:

4/17/2016 - 4/30/2016

Request Donated Hours
Unit & Section: 00 - 000D Tracking Number: 3625 Official: 0
Other Information

Established Work Week and Hours:
Request Leave

Remarks:
Request Premium Pay

Daily Hours

Access Privileges

s 17

fun

118
pon

g
HHEEE

24
fpun

£E

[ counting [Total

Jaza.
= |-

.00
0.00

| T

Change Employee

Approvals

View Pending List

rand
ls0.00

0
J40.00 fpo.00

40,00 Jp0 00

[16SRXCIX TEOKD00D
[Fase
oL

Closk Hemrs

1o

EHH
EE3
g|a[s|f &
HEHE
HEEE
HHERE
HHEH
o
HHEIRE

View Status List [Time in |
[Time Out
[Pay Flan WG
[VE Sen M
fTour Fulime
Fours: 80.00
L Cat 4

SYD. 362016

TE [From.
[apet Lme
psil Ly Lmt: 1
RSEL

ot Y
[FinetFLSA NID
Leave
[ Broht Fuwd [Accrued
|nnual
ek
[Famp
[Eome Tri
[Eredit
lwor
[wor
[uspencea
[Restored
[Religious Comp
Donated Leave

View Leave Requests.

2%
§|—_ SSSE@

View Premium Pay Requests 1600 [1600 [1600 1600 1600 [1600 [1600 [1600

View Pending Recipient List

View a Report

[vsiable  Jused ht Fwd [Acc rued

1.00
ja00

il Reguiar
[t Emesgency

leoo oo

[Furiough

[C/O Annusl
[c/0 Skk
[Bays in Pay Staws

fear to date] |Leave Received lused .

'sgi’

|Donated Annual =
[Ponated Restored 3

Other

Quarters: Split T&A ¥ Status Start: Status End: COLA:

Remote Site

Allowance: AUO Week 1: AUO Week 2:

oo 0.

Jmerest Amount

AUO Percent: 10 0. oo

[Fommissary Account  [Commissary Amount

Foreign:

[rravel Amount |

Jmprest Account [Travei account

Hote: The penalty fof n employ ee found guity of falsfic ation of & payrol Jocument for personal gain is removal (DPM 751, Appendix A). If convicted
in.a court of law, the indwvidual i subject to.a fine of nat more than $10,000 or imprisonment of not more than & years, or bath
| CERTIFY THAT THE ABOVE INFORMATION ON HOURS WORKED AND LEAVE USED IS TRUE AND ACCURATE.

Employee's Signature  Date Supervisor's Signature  Date
smnacTAGT NGTCE
secan s armnes
e
o W 3 st s
18012 9% sty 0 837 Fanses
R
anpiapp—

ARYDOE, malled to JANE DOE 4/25/2016 1:51:23 PM (Cenbral Tim &) ]

[Etectron:

Figure 143: T&A Reports Pending Your Approval Page - Approve T&A Report
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3. Review the T&A detail.
4. Click Approve T&A Report.
OR

Click Reject T&A Report.

Note: Remarks must be entered if the T&A Report is rejected. The employee will be notified
through email of the action taken. The email includes any remarks the Supervisor/Approver may
have added.

Viewing the T&A Status List

View Status List is used by supervisors to view the status of current T&As for employees reporting
to them.
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To View T&A Status List:

1. Select View Status List from the Approvals menu on the Paycheck8 main menu page. The
T&A Status for the pay period is displayed.

Paycheck
FC

N
My T&A T&A Status for Pay Penod 6
Enter Time q
' Direct Reports
Show Current TEA
Submit TRA The people in this table are your direct reports
Pay Options Employee Name Email 55N Status NTE Date
Dollar Transactions AMY DOE amy. doe@usda, aoy FOHK-XX-0013 Mot submitted
DONALD DOE donald doe@usda gov KX X-0014 Submitted
Show Histo
g GARY DOE aaty. doeg@usda. gov XXXND012 Not started
Revise Pay Period JOHN DOE ohn, doeg@usda. Gov 200X Submitted
Erase Pay Period JOHNNY DOE inhnne doe@usda. qov FHK-XX-0006 Submitted
Profile Information JULIE DOE iulie.doe@usda. qov JXX-XX-0008 Submitted
Establiched Hours ROBERT DOE robert doe@usda qov F0OOC-XXK-0001 Submitted

Personal Info

ave Information

Leave Balances

Donated Leave

Make a Donation
Request Donated Hours

Other Information

Request Leave
Request Premium Pay

Access Privileges

Change Employee

Approvals

View Pending List
View Status List

Figure 144: T&A Reports Pending Your Approval - Status List
Valid Status values are:
Value Meaning
Not Started The employee has not entered any time for the pay period.

Not Submitted The employee has entered time for the current pay period, but has not
submitted the T&A.

Submitted The employee has completed the T&A detail and submitted the T&A for
approval.

Approved The T&A was submitted and approved.

Processed The T&A has been sent to TIME for validation and processing.
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Note: Rejected T&A Reports are returned to Not Submitted status.

Managing Leave Requests

View Leave Requests is used by supervisors to respond to pending leave requests submitted for
approval and view historic leave requests.
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To Manage Pending Leave Requests:

1.

Select View Leave Requests from the Approvals menu on the Paycheck8 main menu page.
The Pending Leave Requests page is displayed showing pending leave requests awaiting
action by the supervisor in a list and calendar view. The calendar view defaults to Week,
but can be displayed in Day, Week, Month, or Work Week view by clicking the
appropriate option. The calendar view displays leave requests of all statuses.

Paycheck

NFC
My TEA Pending Leave Requesis
Enter Time Submitted Leave Requests awaiting your review and action. Please take action to Approve or Decline each request
Show Current TBA Employee Dates Status Days |Total |Action
Submit T&A JOHN DOE 0204 Pending 1 200 Approve Decline View Sync
Pay Options JOHN DOE Q2/08-02/11 Pending 4 32.00 Approve Decline View Sync
Dollar Transactions JOHN DOE 02126 Pending 1 T.00 Approve Decline View Sync

) ROBERT DOE 02126 Pending 1 4.00 Approve Decline View Sync
Show History
Revise Pay Period Approve| Decling
Erase Pay Period
Profile Information 4P sodny = Bailiesk m Mok

February, 2016
Established Hours
3l OLFeh 2 3 4 5 6
Personal Info
" 1.DOE (A 1, DOE [7)
Leave Information e
Leave Balances
Donated Leave 7 8 9 10 2 13
Make a Donation J. DOE (P) J. DOE (P J.DOE [P} 1.DOE [P}
Request Donated Hours R. DOE (&)
Other Information
Request Leave 14 15 16 17 18 19 20
Request Premium Pay
Access Privileges
Change Employee = = o o o5 o0 T
ovals

Approvals 1. DOE (D) R. DOE (&) 1. DOE [F)
View Pending List R DOE 7
View Status List
View Leave Requests 28 29 01 Mar 2 3 4 5
View Premium Pay Requests
View Pending Recipient List
Reporis

Figure 145: Pending Leave Request Page

Each request in the calendar view displays one of the following values next to the
requester's name. The value represents the status of the request. Valid values are:

Value  Meaning

(A) Approved
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(P) Pending

(D) Declined

Note: From the calendar view, supervisors can double-click the appropriate leave request to view,
approve, or decline.

The following fields are displayed in the Pending Leave Request list:

Field Description

Employee Displays the name of the employee requesting leave.
Dates Displays the dates of the leave request.

Status Displays pending status.

Days Displays the number of days included in the leave request.
Total Displays the total number of hours in the leave request.
Action Displays the available actions for the leave request.

2. Click view to see additional details about the leave request. After reviewing, you may
approve or decline the request by clicking the appropriate button.

Paycheck

NFC
My T&A Approve Leave Request
Enter Time Leave Request detail for JOHN DOE awaiting your review and action. Please take action to Approve or Decline.
Show Current TRA
. Date Status Details Start Stop
SV Prefix Suffix Descriptor
Pay Options TC: 62 Sick L
242016 Pending SIeh e 1400 1600
Dollar Transactions Reason: Other
Remarks: Not feeling well
Show History
Revise Pay Period Approve|  Decline| Cancel

Erase Pay Period

Figure 146: Approve Leave Request Page
OR

Click Approve to approve the leave request. The Pending Leave Request page is displayed
with the leave request removed from the list and showing a value of (A) in the calendar
view.
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OR

Click Decline. The Approve Leave Request page displays with the remarks field activated.
You must enter an explanation for declining the leave request.

e el
Paycheck

NFC

My T&A Approve Leave Request

Enter Time Leave Request detail for JOHN DOE awaiting your review and action. Please take action to Approve or Decline.
Show Current T&A
. Date Status Details Start Stop
Subrmit TEA Prefix Suffix Descriptor
Pay Options 212612016 Pending TC: 61 Annual Leave 0900 1600
Dollar Transactions Remarks: Vacation day
Show History Please enter explanation for Too many employees scheduled off
Revise Pay Period declining request(s).

Erase Pay Period

Profile Information

Save Remarks and decline reguest [5]| Cancel|
Established Hours

Personal Info

Figure 147: Approve Leave Request Page - Explanation for Decline

3. Click Save Remarks and decline request(s). The Pending Leave Request page is displayed
with the leave request removed from the pending list and showing a value of (D) on the
calendar view.
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To Sync Leave Requests:

Click sync to display a calendar view of Leave Requests. You may view requests by day, week,
month, or work week.

Paycheck
FC

N

My T&A Pending Leave Requ

Enter Time Submitted Leave Requests awaiting your review and action. Please take action to Approve or Decline each request.
Show Current T&A Employes Dates Status Days |Total |Action
Submit T&A JOHN DOE 02/08-02/11 Pending 4 3200 | Approve Decline Yiew Sync
Pay Options ROBERT DOE 0226 Pending 1 400 Approve Decline View Sync
Dollar Transactions
Show History MJ M
Revise Pay Period l 4F today ™ Day  Week m Work Week |
Erase Pay Period February, 2016
31 01 Feb 2 3 a 5 [3
Established Hours [~00Ew 1.DOE A

Parsonal Info

Leave Information

7 ] 9 10 11 12 13

Leave Balances
), DOE [7) |J- DOE ) J. DOE {P) J. DCE {P)
Donated Leave
|R DOE (&)

Make a Donation
Request Donated Hours 14 15 16 17 18 19 20
Other Information
Request Leave
Request Premium Pay

21 22 23 24 25 26 27

Access Privileges

E | (&) . DOE [
Change Employee LOCED) R-DOE(A [+-BoE @)
[RDoE R
Approvals
View Pending List 28 29 o1 Mar 2 3 a 5

View Status List
View Leave Requests

View Premium Pay Requests

View Pending Recipient List

Figure 148: Sync Calendar Page

Each request will display one of the following values next to the requester's name. The
value represents the status of the request. Valid values are:

Value  Meaning
(A) Approved
(P) Pending

(D) Declined
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Managing Premium Pay Requests

View Premium Pay Requests is used by supervisors to respond to pending premium pay requests
submitted for approval and view historical premium pay requests.

To Manage Pending Premium Pay Requests:

1.

Select View Premium Pay Requests from the Approvals menu on the Paycheck8 main menu
page. The Pending Premium Pay Requests page is displayed showing pending premium
pay requests awaiting action by the supervisor in a list and calendar view. The calendar
view defaults to Week, but can be displayed in Day, Week, Month, or Work Week view by
clicking the appropriate option. The calendar view displays leave requests of all statuses.

Paycheck

NFC

My TEA Pending Premium Pay Requesls

Enter Time Below i= a list of the Pending Premium Pay Requests that have been submitted for your rewew. Please take action to
Show Current TRA Approve/Decline the request.
Submit TRA Employee Dates Status TC |Days | Total Action
Pay Options ROBERT DOE 04/04 Pending R 1 2.00 Approve Decline View Sync
ROBERT DOE 0405 Pending 32 1 1.00 Approve Decline View Sync
Dollar Transactions - - "
JOHN DOE 0408 Pending 21 1 1.00 Approve Decline View Sync
Show History
Revise Pay Period Approve De. cline
Erase Pay Period
——— i 4 b today w Day m Manth  Work Week
rone informanon
 Profie Inormaiion S
Established Hours gem
Personal Info
Leave Information gam
Leave Balances
Donated Leave 10°"
Make a Donation
11"
Request Donated Hours.
Other Information
12pFm
Request Leave
Request Premium Pay 2pm
s Privileges
Change Employee 2Fm
Approvals
View Pending List 3rm
View Status List
View Leave Requests ol
View Premium Pay Requests .H;-DDE el Lo
spm i i
View Pending Recipient List S
:
2 show 24 hours

View a Report

Figure 149: Pending Premium Pay Requests Page

Administration
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Each request in the calendar view displays one of the following values next to the
requester's name. The value represents the status of the request. Valid values are:

Value  Meaning
(A) Approved
(P) Pending

(D) Declined

Note: From the calendar view, supervisors can double-click the appropriate leave request to view,
approve, or decline.

The following fields are displayed in the Pending Premium Pay Requests list:

Field Description

Employee Displays the name of the employee requesting premium pay.
Dates Displays the dates of the premium pay request.

Status Displays pending status.

TC Displays the transaction code of the premium pay.

Days Displays the number of days included in the premium pay request.
Total Displays the total number of hours in the premium pay request.
Action Displays the available actions for the premium pay request.

2. Click view to see additional details about the premium pay request. After reviewing, you
may Approve or Decline the request by clicking the appropriate button.

Paycheck

NFC

My TERA Approve Premium Pay Request
Enter Time Premium Pay request detail Premium pay requests for ROBERT DOE awaiting your review and action. Please take action
Show Current T&A to Approve or Decline
Submit T&A Date Status Details Start Stop
Pay Options Prefix. Suffix Descriptor

¥ P 4412016 Pending TC: 32 Comp Time Eamed 1630 1830
Dollar Transactions Remarks: PaycheckS procedure
Show History

Approve| Decline|  Cancel

Revise Pay Period

Erase Pay Period

Figure 150: Approve Premium Pay Request Page
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OR

Click Approve to approve the premium pay request. The Pending Premium Pay Requests
page is displayed with the premium pay request removed from the list and showing a value
of (A) in the calendar view.

OR

Click Decline to decline the premium pay request. the Approve Premium Pay Request page
now contains a remarks box. You must enter an explanation for declining the premium pay
request.

e
Paycheck

NFC

My T&A Approve Premium Pay Request

Enter Time Premium Pay request detail Premium pay requests for JOHN DOE awaiting your review and action. Please take action to
Show Current T&A Approve or Decline
Submit TRA Date Status Details Start Stop
Pay Options Prefixc Suffix Descriptor
L 4812016 Pending TC: 21 OT Premium Pay 1630 1730
Dollar Transactions Remarks: Paychecks procedure.
Sl Please enter explanation for Mo overtime funds. Change to comp time
Revise Pay Period declining request(s).
Erase Pay Period
Profile Information
Established Hours Save Remarks and decline request{51| Cancel|

Personal Info

Figure 151: Approve Premium Pay Request Page - Explanation for Decline

3. Click save Remarks and decline request(s). The Pending Premium Pay Requests page is
displayed with the premium pay request removed from the pending list and with a value of
(D) in the calendar view.
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To Sync Premium Pay Requests:

Click sync to display a calendar view of premium pay requests. Y ou may view requests by day,
week, month, or work week.

e e e
Paycheck

NFC

My T&A Pending Premium Pay Requests

Enter Time Below is a list of the Pending Premium Pay Requests that have been submitted for your review. Please take action to
Show Current T&A Approve/Decline the request.

Submit TRA _ Employee Dates Status TC | Days Total Action

Pay Options ROBERT DOE 04/05 | Pending 12 | 100 | Approve Decline View Sync
Dollar Transactions Appm\ml M

Show History

Revise Pay Period AF odsy v Doy Weex [ Work Week
Erase Pay Period April, 2016

Established Hours

Personal Info

Leave Information 3 o - . = . ;
Leave Balances 2 ooE RDCER S
Donated Leave J.DOE(A)

Make a Donation

Request Donated Hours 10 11 12 13 14 15 16
Other Information

Request Leave

Request Premium Pay
Access Privileges . 18 “ 0 o @ “
Change Employee
Approvals

View Pending List 24 25 26 27 28 29 30
View Status List

View Leave Requests

View Premium Pay Requests

View Pending Recipient List

Figure 152: Sync Calendar Page - Premium Pay Requests

Each request in the calendar view displays one of the following values next to the requester's
name. The value represents the status of the request. Valid values are:

Value  Meaning
(a) Approved
(P) Pending

(D) Declined
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Managing the Pending Leave Recipient List

View Pending Recipient List is used by supervisors to respond to pending leave recipient requests
submitted for approval. Supervisory approval is considered a recommendation to the VLTP
Administrator for the employee's participation in the program.

To Manage the Pending Recipient List:

1. Select View Pending Recipient List from the Approvals menu on the Paycheck8 main menu
page. The Pending Requests for Donated Leave page is displayed.

Paycheck

NFC

My T&A Pending Requests for Donated Leave

Enter Time Donated Leave requests awaiting your review and action. Select one or more requests to process and please provide a reason
Show Current TRA for a decline.

Submit TRA Select desired recipient: | Al L

Pay Options Employee Name Program Begin Date End Date Nature and severity Action

Dollar Transactions AMY DOE Leave Bank 03032016 040872016 Pregnancy complications Select

Show History
Revise Pay Period
Erase Pay Period
Established Hours

Personal Info

Leave Information

Leave Balances

Donated Leave

Make a Donation
Request Donated Hours

Other Information

Request Leave
Request Premium Pay

Access Privileges

Change Employee

View Pending List

Approvals

View Status List
View Leave Requests
View Premium Pay Requests

View Pending Recipient List

Figure 153: Pending Requests for Donated Leave
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2. Click select next to the request to view. The Recipient Request is displayed.

Paycheck

My T&

Enter Time

Please approve or decine this request. The employee below is applying for the Voluntary Leave Bank Program.

Show Current TRA

Leave Bank Name: Medical Emergency Leave Bank

Submit TRA

Pay Options

Dollar Transactions Employee Name: AMY DOE

Show History Last 4 SSN: 0013

Revise Pay Period Employee ID:

Erase Pay Period Job Title:

Profile Information Pay Plan: WG

Established Hours Grade/Pay Level

Personal Info Name Of Organization: DM, OFFICE OF THE CHIEF FINANCIAL OFFICER
@ Information Office Phone Number: 55!

Leave Balances

Make a Donation Nature and severity: Pregnancy complications.

Request Donated Hours Type of Emergency: Personal Medical Emergency v

er Information Date began/will begin: H32016
Request Leave Date ended/expected to end: 41812016
Request Premium Pay Name of physician: Dr. Green

Description option: Applicant does not want a descrption distnbuted

Name disclosure option: Applicant does not wish to have name used with the description or
disclosed 1o anyone except the supervsor, the supervisory channel and the
deciding official, and individuals who maintain the program

View Pending List Description to be distributed to Employee expenencing pregnancy complications.
servicing personnel so that other  Ordered on
View Status List employees may donate annual

leave to the applicant:

Annual Leave Balance: 0.00

View Premium Pay Requests
Sick Leave Balance: 0.00

View Pending Recipient List
e—— LWOP Hours: 0.00

View Leave Requests

Individual's last name: Jane
Individual's first name: Doe
Individual's relationship to ,Slmsnnsur—

employee:
Individual's telephone:

Supervisor Remarks:

By submitting this form | certfy that the information provided is true

Appruvel Decline, Can:ell

Privacy Act Statement Participation in this program is voluntary. however, soli hation of this information & authorized

under § U5.C. 8332 The information furnished will be used to identify records properly
s230¢iates With the tranefer of annual lesve. it may aigo be oizc oloed 12 8 Nabonal, Stete, of koo sl 8w enforc ement Sgency where there ie an indic stion
of & violation or potential viokation of civi or criminal law, rule, of reguistion; of 10 another agenty or court with the Goverment is party to a suit Publc
Law 104-134 (Apri 25, 1966) requires that any person doing businss with the Federsl Government furnish a social seurity number or tax

tification number. This is an 1o tifle 31, Section T701. Fumishing the social sec urtty number, a5 wel as other data, is voluntary, but
faiure fo do s0 may delay or prevent action on the applic ation. If your agency uses the information furnished on this form for purposes other than
those indicated above, it may provide you with an addtional staterent reflecfing those purposes.

Figure 154: VLTP Recipient Request Page

3. Click Approve to approve the request and forward to the VLTP Administrator for final
approval.
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OR

Click Decline to decline the request. You must enter an explanation for declining the
request.
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Reports

The Reports menu has one menu option, View a Report, which allows authorized users to generate
various T&A related reports. There is a report tool bar on each report which allows the user to
preview the report, print the report, and/or export the report in other common PC formats.

For more information see:

Running the T&A Status Report

Running the T&A SUMMANY REPOIT........cviiiiiiiieieie e
Running the T&A Transaction Code REPOIt.........ccceevviiiiiiiieeee et
Running the Appointment Limitation Report
Running the QUArters REPOIT .........ccviiiiiiieeiiiie et
Running the Quarters Summary Report
Running the VLTP Summary Report........c.cccoocvvveirnneeenn

Running the Timekeeper Employee Report

Running the T&A Status Report

TA Status generates a report which provides a description of the employee's current T&A status.
This report is available to the 8th organizational level.

To Run the T&A Status Report:

1. Select View a Report from the Reports menu on the Paycheck8 main menu page. The Report
Selection page is displayed.

.l
Paycheck

NFC

Reports Report Selection

TA Status

There are a variety of T&A reports and cther reports available using the menu at the left.

TA Summary Make any parameter selections at the top of the report request pages and click on the Run Report button to view the repert on

TA Transaction Code the screen. There is a report 'tool bar which will allow you to page through the report, print it, preview what it will look like
printed, and/or export the report in other commen PC formats

Appointment Limitation

Quarters

Quarters Summary

VLTP Summary

Timekeeper Employee

Return

Figure 155: Report Selection Page
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Click TA status. The Timesheet Status Report page is displayed.

Paycheck

NFC

Logged inasJOHN DOE  Log Out

TA Status

TA Summary

TA Transaction Code
Appointment Limitation
Quarters

Quarters Summary
VLTP Summary

Timekeeper Employee

Timesheet Status Report

Please select the parameters defined below, and ¢lick Run Report

Pay Year: I 2015[v]

Pay Period: Pay Period 1 - 2015

OrgCode: 90- 00- 00- 0000- 00- 0O- 00- 00 Close
Agency: IEO - DM, OFFICE OF THE CHIEF FINANCIAL OFFICER
RSA: I 00 - Please select Level
Unit: I 00 - Pleas:

Return

Subunit 000

Please select Leve

Level 5: 0o

Level T:

[ €] &) E [ &) & &

|

|
Level 6: | 00- P

|

|

00 - Please select Level

Level 8:

Org Description: DM, OFFICE OF THE CHIEF FINANCIAL OFFICER

O @ I( < 1] of - ) >| IE:(:\:r. to the selected fo'mat Export ‘,—21 (2]

s

Figure 156: Timesheet

Status Report Page

Complete the fields as follows:

Field Description/Instruction

Pay Year Select the Pay Year from the drop-down list.

Pay Period Select the Pay Period from the drop down list.

Org Code Displays the organizational structure as it is selected from the drop-down
lists. Click Close to close the search lists.

Agency Select the Agency code from the drop-down list.

RSA Select the 2nd level organizational structure from the drop-down list.

(Region/Section/Area)

Unit Select the 3rd level organizational structure from the drop-down list.
Subunit Select the 4th level organizational structure from the drop-down list.
Level 5 Select the 5th level organizational structure from the drop-down list.
Level 6 Select the 6th level organizational structure from the drop-down list.
Level 7 Select the 7th level organizational structure from the drop-down list.
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Field

Description/Instruction

Level 8

Select the 8th level organizational structure from the drop-down list.

Click Run Report. The Paycheck8: T&A Status Report is displayed.

Paycheck ‘'

NFC

Logged on as JOHN DOE

Log Out

Timesheet Status Report

TA Status
TA Summary

TA Transaction Code

Change Parameters

Please select the parameters defined below, and click Run Report.

Appointment Limitation

‘ Qo O I < |1 of 1 » )lIExponlotheselectedformal Export T @ @

Quarters.
Quarters Summary
VLTP Summary

Timekeeper Employee

Return

The following options are available on the report toolbar:

Option

Paycheck8: T&A Status Report

907020040020200000

IANE
IANET
TOHN
ROEERT

DOE
DOE
DOE

Not started
Mot started
Hot started
Hot started

[Run by: .JOHN DOE Page 1 of 1

Figure 157: Paycheck8: T&A Status Report

Description

Navigate back

Toggles to the previous report.

Navigate forward

Toggles to the next report.

First page

Navigates to the first page of the report.

Previous page

Navigates to the previous page of the report.

Current page

Displays the current page number.

Total pages

Displays the total number of pages.

Next page

Navigates to the next page of the report.

Last page

Navigates to the last page of the report.
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Option Description

Export format type Lists the available export formats.

Export Exports the report to the selected format.
Refresh Navigates back to the first page of the report.

Switch to print preview Displays a print version of the report.

Print

Generates the report to the selected printer.

Running the T&A Summary Report

TA Summary generates a report which provides an overall summary containing the number of
employees within the specified Organizational Structure Level; current count of T&A status for
the Organizational Structure; T&A revision details (i.e., count of Original and Corrected T&As).
This report is available to the 8th organizational level.

To Run the T&A Summary Report:

1. Select View a Report from the Reports menu on the Paycheck8 main menu page. The Report
Selection page is displayed.

Logged in as JOHN DOE Log Out

Pa_!‘/theck 8

TA Status

TA Summary

TA Transaction Code
Appointment Limitation
Quarters

Quarters Summary
VLTP Summary

Timekeeper Employee

Return

There are a variety of T&A reports and other reports available using the menu at the left.

Make any parameter selections at the top of the report request pages and click on the Run Report button to view the report on
the screen. There is a report 'tool bar which will allow you to page through the report, print it, preview what it will look like
printed, and/or export the report in other common PC formats

Figure 158: Report Selection Page
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2. Click TA summary. The Timesheet Summary Report page is displayed.

Logged inasJOHN DOE  Log Out

Timesheet Summary Report

Please select the parameters defined below, and click Run Report.

TA Status
TA Summary
Pay Year:
TA Transaction Code
Pay Period:
Appointment Limitation
OrgCode:
Quarters.
Quarters Summary Agency:
VLTP Summary Sl
. Unit:
Timekeeper Employee
Return
Level 5:
Level 6:
Level 7:
Level 8:

Figure 159: Timesheet Summary Report Page

3. Complete the fields as follows:

Org Description:

Pay Period 9 - 2015

90- 70- 20- 0400- 20- 20- 00- 00 Close
I 90 - DM, OFFICE OF THE CHIEF FINANCIAL OFFICER
I 70 - NATIONAL FINANCE CENTER OFFICE OF THE DIRECTO[]
I 20 - GOVT EMPLOYEES SERVICES DIVISION

I 0400 - CLIENT SERVICES DIRECTORATE (CSD)
I 20 - TRAINING AND COMMUNICATIONS BRANCH (TCB)

|2O - SEC 2 - PUBLICATIONS

[ E| [ ) €] [«

DM, OFFICE OF THE CHIEF FINANCIAL OFFICER
MNATIONAL FINANCE CENTER OFFICE OF THE DIRECTOR
GOVT EMPLOYEES SERVICES DIVISION

CLIENT SERVICES DIRECTORATE (CSD)

TRAINING AND COMMUNICATIONS BRANCH (TCB)

SEC 2 - PUBLICATIONS

‘ Q0 O K < 0 of- » >|IExa:r.tcﬁese»:—-:te:lf-)’mal Expot S @ &

Field Description/Instruction

Pay Year Select the Pay Year from the drop-down list.

Pay Period Select the Pay Period from the drop-down list.

OrgCode Displays the organizational structure as it is selected from the drop-down
lists. Click Close to close the search lists.

Agency Select the Agency from the drop-down list.

RSA Select the 2nd level organizational structure from the drop-down list.

Unit Select the 3rd level organizational structure from the drop-down list.

Subunit Select the 4th level organizational structure from the drop-down list

Level 5 Select the 5th level organizational structure from the drop-down list.
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Field Description/Instruction

Level 6 Select the 6th level organizational structure from the drop-down list.
Level 7 Select the 7th level organizational structure from the drop-down list.
Level 8 Select the 8th level organizational structure from the drop-down list.
Org Description Displays the selected organizational structure.

4. Click Run Report. The Paycheck8: T&A Summary Report is displayed.

Logged inasJOHN DOE ~ Log Out

Paycheck

NFC

Timesheet Summary Report

TA Status

Please select the parameters defined below, and click Run Report

TA Summary Change Parameters
TA Transaction Code
Appointment Limitation ‘ Q O IK ¢ |1 of1 ) )l|Exponmtheselectedformal Export & 8% & ‘

Quarters
Quarters Summary

VLTP Summary

Timekeeper Employee Paycheck8: T&A Summary Report

Return

|90702004uo20200000 |

b HORNBOR

Figure 160: Paycheck8: T&A Summary Report

The following options are available on the report toolbar:

Option Description

Navigate back Toggles to the previous report.

Navigate forward Toggles to the next report.

First page Navigates to the first page of the report.
Previous page Navigates to the previous page of the report.
Current page Displays the current page number.

Total pages Displays the total number of pages.
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Option Description

Next page Navigates to the next page of the report.
Last page Navigates to the last page of the report.
Export format type Lists the available export formats.

Export Exports the report to the selected format.
Refresh Navigates back to the first page of the report.

Switch to print preview

Displays a print version of the report.

Print

Generates the report to the selected printer.

Running the T&A Transaction Code Report

TA Transaction Code generates a report which provides transaction code usage details on the
specified transaction code combination. This report is available to the 8th organizational level.

To Run the T&A Transaction Code Report:

1. Select View aReport from the Reports menu on the Paycheck8 main menu page. The Report
Selection page is displayed.

Paycheck

Logged in as JOHN DOE

Log Out

NFC

TA Status There are a variety of T&A reports and other reports available using the menu at the left.
TA Summary Make any parameter selections at the top of the report request pages and click on the Run Report button to view the report on
TA Transaction Code the screen. There is a report 'tool bar which will allow you to page through the report, print it, preview what it will look like

printed, and/or export the report in other commen PC formats

Appointment Limitation
Quarters

Quarters Summary
VLTP Summary

Timekeeper Employee

Return

Figure 161: Report Selection Page

164



Publication
Paycheck8

I
Category: T&A Processing @
¢

2. Click TA Transaction Code. The Timesheet Transaction Code Report page is displayed.

Logged inasJOHN DOE  Log Out

Timesheet Transaction Code Report

TA Status Please select the parameters defined below, and click Run Report

Pay Yean: 2015

TA Summary

TA Transaction Code

Pay Period: Pay Penod 9- 2015 |»
Appointment Limitation ) g
OrgCode: 90- 70- 20- 0400- 20- 20- 00- 00 Close
Quarters,
Quarters Summary Agency: I 90 - DM, OFFICE OF THE CHIEF FINANCIAL OFFICER
VLTP Summary RSA: I 70 - NATIONAL FINANCE CENTER OFFICE OF THE DIRECTO
Timekeeper Employee Unit: I 20 - GOVT EMPLOYEES SERVICES DIVISION
- Subunit I 0400 - CLIENT SERVICES DIRECTORATE (CSD)
eturn
Level 5: I 20 - TRAINING AND COMMUNICATIONS BRANCH (TCEB)
Level 6: I 20 - SEC 2 - PUBLICATIONS
Level 7: I 00 - Please select Level
Level 8: I 00 - Please select Level
Org Description: DM, OFFICE OF THE CHIEF FINANCIAL OFFICER

NATIONAL FINANCE CENTER OFFICE OF THE DIRECTCR
GOVT EMPLOYEES SERVICES DIVISION

CLIENT SERVICES DIRECTORATE (CSD)

TRAINING AND COMMUNICATIONS BRANCH (TCB)

SEC 2 - PUBLICATIONS

Prefix:

Suffix:

Descriptor:

Transaction Code: I 01 Regular Time

Run Reporll

‘ Q O K ¢ ID of- » )lIE:(acmctﬂeeee-:teclfo'mat Export 5h 8 &

Figure 162: Timesheet Transaction Code Report

3. Complete the fields as follows:

Field Description/Instruction

Pay Year Select the Pay Year from the drop-down list.

Pay Period Select the Pay Period from the drop-down list.

OrgCode Displays the organizational structure as it is selected from the drop-down

lists. Click Close to close the search lists.

Agency Select the Agency from the drop-down list.
RSA Select the 2nd level organizational structure from the drop-down list.
Unit Select the 3rd level organizational structure from the drop-down list.
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Field Description/Instruction

Subunit Select the 4th level organizational structure from the drop-down list
Level 5 Select the 5th level organizational structure from the drop-down list.
Level 6 Select the 6th level organizational structure from the drop-down list.
Level 7 Select the 7th level organizational structure from the drop-down list.
Level 8 Select the 8th level organizational structure from the drop-down list.
Org Description Displays the selected organizational structure.

Prefix Select the Prefix code from the drop-down list, if applicable.

Suffix Select the Suffix code from the drop-down list, if applicable.
Descriptor Select the Descriptor code from the drop-down list, if applicable
Transaction Code Select the Transaction Code for the report from the drop-down list.

4. Click Run Report. The Paycheck8: T&A Transaction Code Report is displayed.

Logged inasJOHN DOE ~ Log Out

Paycheck

NFC

Timesheet Transaction Code Report

TA Status

Please select the parameters defined below, and click Run Report

TA Summary Change Parameters
TA Transaction Code
Appointment Limitation ‘ Q@ O IK ¢ 1 oft » 3| IExpDrHo the selected format[™] Export 5 @ @& ‘

Quarters

Quarters Summary

VLTP Summary
Timekeeper Employee Paycheck8: T&A Transaction Code Report

Return

Runby: JOHN DOE Page 1 of 1

Figure 163: Paycheck8: T&A Transaction Code Report
The following options are available on the report toolbar:

Option Description

Navigate back Toggles to the previous report.
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Option Description

Navigate forward Toggles to the next report.

First page Navigates to the first page of the report.
Previous page Navigates to the previous page of the report.
Current page Displays the current page number.

Total pages Displays the total number of pages.

Next page Navigates to the next page of the report.
Last page Navigates to the last page of the report.
Export format type Lists the available export formats.

Export Exports the report to the selected format.
Refresh Navigates back to the first page of the report.
Switch to print preview Displays a print version of the report.

Print Generates the report to the selected printer.

Running the Appointment Limitation Report

Appointment Limitation generates a report which provides information on employees with
appointment expiration dates and hours/days/dollars associated with the employees. This report is
available to the 8th organizational level.
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To Run the Appointment Limitation Report:

1. Select View aReport from the Reports menu on the Paycheck8 main menu page. The Report
Selection page is displayed.

i el
Paycheck

NFC

Reports Report Selection

TA Status

There are a variety of T&A reports and other reports available using the menu at the left.

TA Summary Make any parameter selections at the top of the report request pages and click on the Run Report button to view the report on

TA Transaction Code the screen. There is a report 'tool bar which will allow you to page through the report, print it, preview what it will look like
printed, and/or export the report in other commen PC formats.

Appointment Limitation

Quarters
Quarters Summary
VLTP Summary

Timekeeper Employee

Return

Figure 164: Report Selection Page

2. Click Appointment Limitation. The Appointment Limitation Report page is displayed.

Paycheck

NFC

Reports Appointment Limitation Report

TA Status Please select the parameters defined below, and click Run Report.
TA Summary
Pay Year: I 2015
TA Transaction Code
Pay Period: I Pay Period 1-2015 [@
Appointment Limitation e
OrgCode: 90- 00- 00- 0000- 00- 00- 00- 00 Close
Quarters
A d 90 - DM, OFFICE OF THE CHIEF FINANCIAL OFFICER
Quarters Summary gency I :
VLTP Summary RSA: [ 00 - Please select Level
Timekeeper Employee Unit: I 00 - Please select Level
Sul I 0000 - Please select Level
Return
Level 5: I 00 - Please select Level
Level 6: I 00 - Please select Level
Level T: I 00 - Please select Level
Level &: I 00 - Please select Level
Org Description: DM, OFFICE OF THE CHIEF FINANCIAL CFFICER

‘ Qo O I < ID of— > )lIExpontotheselectedformat Expot 9 B

Figure 165: Appointment Limitation Report Page

3. Complete the fields as follows:
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Field Description/Instruction

Pay Year Select the Pay Year from the drop-down list.

Pay Period Select the Pay Period from the drop-down list.

OrgCode Displays the organizational structure as it is selected from the drop-down
lists. Click Close to close the search lists.

Agency Select the Agency from the drop-down list.

RSA Select the 2nd level organizational structure from the drop-down list.

Unit Select the 3rd level organizational structure from the drop-down list.

Subunit Select the 4th level organizational structure from the drop-down list

Level 5 Select the 5th level organizational structure from the drop-down list.

Level 6 Select the 6th level organizational structure from the drop-down list.

Level 7 Select the 7th level organizational structure from the drop-down list.

Level 8 Select the 8th level organizational structure from the drop-down list.

Org Description Displays the selected organizational structure.
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4. Click Run Report. The Paycheck8: Appointment Limitation Report is displayed.

Logged inasJOHN DOE  Log Out

TA Status

TA Summary

TA Transaction Code
Appointment Limitation
Quarters

Quarters Summary
VLTP Summary

Timekeeper Employee

Appointment Limitation Report

Please select the parameters defined below, and click Run Report.

Change Parameters

‘ o O K < 1 of1 % >|IExpuntolhese\ectediormal Export S @ @ ‘

Return

Paycheck8: Appointment Limitation Report

| |go7ozoo4cozozooooo |

| | [ \ [ |

[1aNE [ [ DoE 3/9/2014  [rooHours  |o.00 [ |
12:00:00 AM

[ [o07020040030200000 |

| | | \ | |

[RozERT [ [ DoE 3/9/2014 1039 Hours [o.00 [ |
12:00:00 AM

Run by: JOHN DOE Page 1 of 1

Figure 166: Paycheck8: Appointment Limitation Report

The following options are available on the report toolbar:

Option

Description

Navigate back

Toggles to the previous report.

Navigate forward

Toggles to the next report.

First page

Navigates to the first page of the report.

Previous page

Navigates to the previous page of the report.

Current page

Displays the current page number.

Total pages Displays the total number of pages.
Next page Navigates to the next page of the report.
Last page Navigates to the last page of the report.
Export format type Lists the available export formats.
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Option Description
Export Exports the report to the selected format.
Refresh

Navigates back to the first page of the report.

Switch to print preview

Displays a print version of the report.

Print

Generates the report to the selected printer.

Running the Quarters Report

Quarters generates a report which provides information on employees currently on quarters and the
amount claimed within the pay period selected. This report is available to the 8th organizational

level.

To Run the Quarters Report:

1. Select View aReport from the Reports menu on the Paycheck8 main menu page. The Report
Selection page is displayed.

.l
Paycheck

NFC
Reports Report Selection
TA Status There are a variety of T&A reports and cther reports available using the menu at the left.
TA Summary Make any parameter selections at the top of the report request pages and click on the Run Report button to view the report on
TA Transaction Code the screen. There is a report 'tool bar which will allow you to page through the report, print it, preview what it will look like
printed, and/or export the report in other commen PC formats
Appointment Limitation
Quarters

Quarters Summary
VLTP Summary

Timekeeper Employee

Return

Figure 167: Report Selection Page
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2. Click Quarters. The Quarters Report page is displayed.

Logged inasJOHNDOE ~ Log Qut

Paycheck

NFC
TA Status Please select the parameters defined below, and click Run Report
TA Summary
Pay Year: 2015
TA Transaction Code
Pay Period: Pay Penod 1-2015 v
Appointment Limitation 2
OrgCode: 90- 00- 0O- DOOO- 00- 0O- 00- 00 Close
Quarters
Agency: I 90 - DM, OFFICE OF THE CHIEF FINANCIAL OFFICER
Quarters Summary
RSA: I 00 - Please select Level

VLTP Summary

Timekeeper Employee Unit: I 00 - Please select
— Subunit: [ 0000 - Please s
Level 5: ||:--
Level 6: [ 00-Plea
Level 7: [0
Level 8: I 00 - Plea evel
Org Description: DM, OFFICE OF THE CHIEF FINANCIAL OFFICER
‘ O O |IK] < 0 of~ » 2l IE.(:I:htche selected format[&]| Export 5 @) &
Figure 168: Quarters Report Page
3. Complete the fields as follows:
Field Description/Instruction
Pay Year Select the Pay Year from the drop-down list.
Pay Period Select the Pay Period from the drop-down list.
OrgCode Displays the organizational structure as it is selected from the drop-down
lists. Click Close to close the search lists.
Agency Select the Agency from the drop-down list.
RSA Select the 2nd level organizational structure from the drop-down list.
Unit Select the 3rd level organizational structure from the drop-down list.
Subunit Select the 4th level organizational structure from the drop-down list
Level 5 Select the 5th level organizational structure from the drop-down list.
Level 6 Select the 6th level organizational structure from the drop-down list.
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Field Description/Instruction
Level 7 Select the 7th level organizational structure from the drop-down list.
Level 8 Select the 8th level organizational structure from the drop-down list.

Org Description

Displays the selected organizational structure.

Paycheck

NFC

4. Click Run Report. The Paycheck8: Quarters Report is displayed.

Logged inasJOHNDOE  Log Out

TA Status

TA Summary

TA Transaction Code
Appointment Limitation
Quarters

Quarters Summary
VLTP Summary
Timekeeper Employee

Please select the parameters defined below, and click Run Report.

Change Parameters

‘ [« > ] I( 'Y 1 of1 P )lIExpomolheselecledformal Export '-5 (2] S ‘

Return

Paycheck8: Quarters Report

Run by: JOHN DOE Page 1 of 1

Figure 169: Paycheck8: Quarters Report

The following options are available on the report toolbar:

Option

Description

Navigate back

Toggles to the previous report.

Navigate forward

Toggles to the next report.

First page

Navigates to the first page of the report.

Previous page

Navigates to the previous page of the report.

Current page

Displays the current page number.

Total pages Displays the total number of pages.
Next page Navigates to the next page of the report.
Last page Navigates to the last page of the report.
Export format type Lists the available export formats.
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Option

Description

Navigate back

Toggles to the previous report.

Export

Exports the report to the selected format.

Refresh

Navigates back to the first page of the report.

Switch to print preview Displays a print version of the report.

Print

Generates the report to the selected printer.

Running the Quarters Summary Report

Quarters Summary generates a report which provides a summary of quarters count by
organizational level. This report is available to the 8th organizational level.

To Run the Quarters Summary Report:

1. Select View a Report from the Reports menu on the Paycheck8 main menu page. The Report
Selection page is displayed.

T ]
Paycheck

NFC

Reports

TA Status

TA Summary

TA Transaction Code
Appointment Limitation
Quarters

Quarters Summary
VLTP Summary

Timekeeper Employee

Return

Report Selection

There are a variety of T&A reports and other reports available using the menu at the left.

Make any parameter selections at the top of the report request pages and click on the Run Report button to view the report on
the screen. There is a report tool bar which will allow you to page through the report, print it, preview what it will look like
printed, and/or expoert the report in other commen PC formats

Figure 170: Report Selection Page
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2. Click Quarters Summary. The Quarter Summary Report page is displayed.

Logged in as JOHN DOE  Log Out

Paycheck

NFC
Reports Quarters Summary Report
TA Status Please select the parameters defined below, and click Run Report.
TA Summary
Pay Yeanr: I 2016 w|
TA Transaction Code ay rean s
Pay Period: I Pay Period 1 - 2016 |v|
Appointment Limitation
OrgCode: 90- 00- 00- 0OO0O- 00- OD- OO0- 00 Close
Quarters
SR Agency: IEE-- DM, OFFICE OF THE CHIEF FINANCIAL OFFICER v|
VLTP Summary RSA: IE-E- - Please select Level ~|
R EEa Unit: I Please select Lave ~]
i I ot Level ﬂ
Retum
Level 5: | - Please select Leve <]
Level 6: I Please salect Lave V|
Level T: Illrrrlrr ﬂ
Level 8: I - Please select Leve LI
Org Description: DM. OFFICE OF THE CHIEF FINANCIAL OFFICER
‘ Q@ O I < 1] of— > )l|rx: i 1o the selected formal| » o .
Figure 171: Quarters Summary Report Page
3. Complete the fields as follows:
Field Description/Instruction
Pay Year Select the Pay Year from the drop-down list.
Pay Period Select the Pay Period from the drop-down list.
OrgCode Displays the organizational structure as it is selected from the drop-down
lists. Click Close to close the search lists.
Agency Select the Agency from the drop-down list.
RSA Select the 2nd level organizational structure from the drop-down list.
Unit Select the 3rd level organizational structure from the drop-down list.
Subunit Select the 4th level organizational structure from the drop-down list
Level 5 Select the 5th level organizational structure from the drop-down list.
Level 6 Select the 6th level organizational structure from the drop-down list.
Level 7 Select the 7th level organizational structure from the drop-down list.
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Field

Description/Instruction

Level 8

Select the 8th level organizational structure from the drop-down list.

Org Description

Displays the selected organizational structure.

4. Click Run Report. The Paycheck8: Quarters Summary Report is displayed.

e e ]

Paycheck
NFC

Reports
TA Status

TA Summary

TA Transaction Code
Appointment Limitation
Quarters

Quarters Summary
VLTP Summary

Timekeeper Employee

Quarters Summary Report

Please select the parameters defined below, and click Run Report.
Change Parameters

Return

‘ QO O €K < 1 ofl » )l[l’:xpoftmthoselecwd‘onﬂalll Expot T 8 &

Paycheck8: Quarters Summary Report

[Run by: JOHN DOE Page 1 of 1]

Figure 172: Quarters Summary Report

The following options are available on the report toolbar:

Option

Description

Navigate back

Toggles to the previous report.

Navigate forward

Toggles to the next report.

First page

Navigates to the first page of the report.

Previous page

Navigates to the previous page of the report.

Current page

Displays the current page number.

Total pages Displays the total number of pages.
Next page Navigates to the next page of the report.
Last page Navigates to the last page of the report.
Export format type Lists the available export formats.
Export Exports the report to the selected format.
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Option

Description

Navigate back

Toggles to the previous report.

Refresh

Navigates back to the first page of the report.

Switch to print preview

Displays a print version of the report.

Print

Generates the report to the selected printer.

Running the VLTP Summary Report

VLTP Summary generates a report which provides a count of VLTP applications received and
approved and the type of application. This report is available to the 8th organizational level.

To Run the VLTP Summary Report:

1. Select View a Report from the Reports menu on the Paycheck8 main menu page. The Report
Selection page is displayed.

e
Paycheck

NFC
Reports Report Selection
TA Status There are a variety of T&A reports and other reports available using the menu at the left.
TA Summary Make any parameter selections at the top of the report request pages and click on the Run Report button to view the report on
TA Transaction Code the screen. There is a report 'tool bar’ which will allow you to page through the report, print it, preview what it will look like
printed, and/or export the report in other commen PC formats
Appointment Limitation
Quarters

Quarters Summary
VLTP Summary

Timekeeper Employee

Return

Figure 173: Report Selection Page
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2. Click VLTP Summary. The VLTP Summary Report page is displayed.

Logged in as JOHN DOE Log Out

TA Status

TA Summary

TA Transaction Code
Appointment Limitation
Quarters

Quarters Summary
VLTP Summary
Timekeeper Employee

Return

Figure 174: VLTP Summary Report Page

3. Complete the fields as follows:

Please select the parameters defined below, and click Run Report.

Pay Year:

OrgCode:
Agency:
RSA:
Unit:
Subunit:
Level 5:
Level 6:
Level 7:

Level 8:

Org Description:

2015 ]

90- 70- 20- D400- 20- 00- 0O- 00 Close

I 90 - DM, OFFICE OF THE CHIEF FINANCIAL OFFICER

I 70 - NATIONAL FINANCE CENTER OFFICE OF THE DIRECTO

I 20 - GOVT EMPLOYEES SERVICES DIVISION

I 0400 - CLIENT SERVICES DIRECTORATE (CSD)

I 20 - TRAINING AND COMMUNICATIONS BRANCH (TCE)

I 00 - Please select Level

| 00 - Ple:

L L] &) )| <)

| 00 - Ple

DM, OFFICE OF THE CHIEF FINANCIAL OFFICER
NATIONAL FINANCE CENTER OFFICE OF THE DIRECTCR
GOVT EMPLOYEES SERVICES DIVISION

CLIENT SERVICES DIRECTORATE (CSD)

TRAINING AND COMMUNICATIONS BRANCH (TCB)

‘ Qo O K < ID of- » )lIE:(acmctﬂeeee-:teclfo'mat Export Sh & &

Field Description/Instruction

Pay Year Select the Pay Year from the drop-down list.

Pay Period Select the Pay Period from the drop-down list.

OrgCode Displays the organizational structure as it is selected from the drop-down
lists. Click Close to close the search lists.

Agency Select the Agency from the drop-down list.

RSA Select the 2nd level organizational structure from the drop-down list.

Unit Select the 3rd level organizational structure from the drop-down list.

Subunit Select the 4th level organizational structure from the drop-down list

Level 5 Select the 5th level organizational structure from the drop-down list.

Level 6 Select the 6th level organizational structure from the drop-down list.
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Field Description/Instruction

Level 7 Select the 7th level organizational structure from the drop-down list.
Level 8 Select the 8th level organizational structure from the drop-down list.
Org Description Displays the selected organizational structure.

4. Click Run Report. The Paycheck8: VLTP Summary Report is displayed.

Paycheck

NFC

TA Status Please select the parameters defined below, and click Run Report

TA Summary Change Parameters

TA Transaction Code

Appointment Limitation ‘ Q © K ¢ |1 of1 )lIExporttotheselectedformat Expot 5 & @& ‘

Quarters

Quarters Summary

VLTP Summary
Timekeeper Employee Paycheck8: VLTP Summary Report
Return
[ L 11907020040020000000
Leave Year 3Uls
Applications Received | Applications Approved | Personal Family
0

4 0 0
4 0 0 0
4 0 0 0
4 0 0 0

Figure 175: Paycheck8: VLTP Summary Report

Running the Timekeeper Employee Report

Timekeeper Employee generates a report which displays assigned timekeeper/employee
relationships. After selecting a Timekeeper, the report output will detail assigned employee names
and organizational codes.
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To Run the Timekeeper Employee Report:

1. Select View aReport from the Reports menu on the Paycheck8 main menu page. The Report
Selection page is displayed.

Paycheck

NFC

Report Selection

Reports

TA Status There are a variety of T&A reports and other reports available using the menu at the left.

TA Summary Make any parameter selections at the top of the report request pages and click on the Run Report button to view the report on

TA Transaction Code the screen. There is a report 'tool bar which will allow you to page through the report, print it, preview what it will look like
printed, and/or export the report in other common PC formats

Appointment Limitation

Quarters
Quarters Summary
VLTP Summary

Timekeeper Employee

Return

Figure 176: Report Selection Page

2. Click Timekeeper Employee. The Timekeeper Employee Report page is displayed.

Paycheck

NFC

Timekeeper Employee Report
TA Status Please select the parameters defined below, and click Run Report.
TA Summary
Employee:
TA Transaction Code
Appointment Limitation Search by last name, or first name and last name.

Quarters First name l—
Quarters Summary Last name l—
VLTP Summary Email Address I—
Timekeeper Employee SSN l—

P 0

Return

Run Report

‘ Qo 9 |< ( ID of - ) )lIExoarltohese\ectedfo'mat Export @ [ =

Figure 177: Timekeeper Employee Report Page

3. Complete the fields as instructed below for the timekeeper. Users can search using last
name, email address, or SSN.

Field ‘ Instruction
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Field Instruction

First name Optional

Enter at least one letter of the employee's first name.

Last name Enter at least two letters of the employee's last name.
Email Address Enter the employee's email address.

SSN Enter the employee's SSN.

Inactive Check this box to include inactive employees in the search.

4. Click search. The Timekeeper Employee Report page is displayed with search results.

Paycheck -
FC

N
Timekeeper Employee Report
TA Status

Please select the parameters defined below, and click Run Report.
TA Summary

Employee:
TA Transaction Code

Appointment Limitation Search by last name, or first name and last name.

Quarters First name I—
Quarters Summary Last name doe
VLTP Summary Email Address I
Timekeeper Employee SSN I
Inacti O
Return
Gea
Employee Email Address Action
JOHN DOE JOHN.DOE@usda gov Select

Run Report

‘ O @ |< < 1] of - > )lIExo-:\rltohese\ectedfo'mat Export ';E. B -

Figure 178: Timekeeper Employee Report - Search Results
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5. Click Select next to the timekeeper.The timekeeper name is displayed.

Paycheck

NFC

Reports Timekeeper Employee Report

TA Status

Please select the parameters defined below, and click Run Report

TA Summary

Employee: JOHN DOE  Change
TA Transaction Code

Appointment Limitation

Quarters

Quarters Summary

VLTP Summary ‘ Q0 O I ¢ ID of— > )IIExs-:lrttoheSelecledfofmal Expot & @ &

Timekeeper Employee

Return

Figure 179: Timekeeper Employee Report

6. Click Run Report. The Timekeeper Employee Report is displayed.

Paycheck

NFC

Reports Timekeeper Employee Report

TA Status Please select the parameters defined below, and click Run Report

TA Summary Change Parameters

TA Transaction Code

Appointment Limitation o O IK ¢ of 1 » || Exporttothe selected format v | Export 9 B @&
Quarters

Quarters Summary

VLTP Summary Timekeeper Employee Report

Timekeeper Employee

Return

Run by: JOHN DOE

Figure 180: Timekeeper Employee Report

The following options are available on the report toolbar:

Option Description

Navigate back Toggles to the previous report.

Navigate forward Toggles to the next report.

First page Navigates to the first page of the report.
Previous page Navigates to the previous page of the report.
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Option Description

Current page Displays the current page number.

Total pages Displays the total number of pages.

Next page Navigates to the next page of the report.
Last page Navigates to the last page of the report.
Export format type Lists the available export formats.

Export Exports the report to the selected format.
Refresh Navigates back to the first page of the report.
Switch to print preview Displays a print version of the report.

Print Generates the report to the selected printer.
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Employee Management
HR Administrators have access to the Employee Management menu through which they can find

(in order to edit) and create employee profiles and modify Regional Timekeeper management.

This section includes the following topics:

Finding EMPIOYEE Profil@S ........coiiiiiiiiiiiiii et 185
Creating Employee Profiles ... 224

Finding Employee Profiles

Find Profile allows HR Administrators the ability to locate and edit a user's profile information. HR
Administrators must use this menu option in order to perform employee management functions.

For more information see:

Editing EMPIOYEe ProfileS.........ueviiiiie e 185
Managing Employee APPOINTMENTS .......c.ueieiiiiiiiiiie e 190
Viewing Employee OrganiZations ............coccueieiiiiieeniiiieeiieee e 205
Managing Timekeeper FUNCHIONS .........cooiiiiiiiieiiie e 209

Editing Employee Profiles

Edit Profile allows HR Administrators to edit an employee's profile information.

To Edit an Employee Profile:

1. Select Employee Management from the Administration menu on the Paycheck8 main menu
page. The Employee Management page is displayed.

Paycheck

NFC

Employee Management Employee Management
hindbfic With Employee Management you can Find or Create an Employee Profile. To find a profile, click on “Find Profile.” To create a
Create Profile Profile, click on "Create Profile "

Return

Figure 181: Employee Management Page
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2. Select Find Profile from the Employee Management menu. The Find Employee page is

displayed.

e ]
Paycheck

NFC

Employee Management

Find Profile

Create Profile

Return

Find Employee

Use the Employee Search below to locate an employee by searching with their First Name, Last Name, Email Address and/ or
SSN. Please note; you must enter the first two characters of the employee's |ast name within the Last Name field to initiate a
search. In the results list, click the link "Select” adjacent to the name you want.

Employee Search

Search by last name, or first name and last name.

First name l—
Last name I—
Email Address ]
SSN ]
Inactive O

Figure 182: Find Employee Page

3. Complete the fields as instructed below. Users can search using last name, email address,

or SSN.
Field Instruction
First name Optional
Enter at least one letter of the employee's first name.
Last name

Enter at least two letters of the employee's last name.

Email Address

Enter the employee's email address.

SSN

Enter the employee's SSN.

Inactive

Check this box to include inactive employees in the search.
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4. Click search. The Find Employee page is displayed with search results.

Pa_L/theck

Employee Management

Find Profile Use the Employee Search below to locate an employee by searching with their First Name, Last Name, Email Address and/ or

Create Profile SSN. Please note; you must enter the first two characters of the employee's last name within the Last Name field to initiate a
search. In the results list, click the link "Select" adjacent to the name you want.

Return
Employee Search

Search by last name, or first name and last name.

First name I Robert

Last name Doe

Emsil Address [
SsN 1

Inactive o
s

Employee | Email Address Action

Robert Doe | robert. doei@usda. gov Select

Figure 183: Find Employee Page - Search Results
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5. Click Sselect next to the the employee to edit. The selected employee's Profile Data page
displays with Profile menu options.

Paycheck -

NFC

Logged inasJOHN DOE ~ Log Out

Employee Management Profile Data

Find Profile With Edit Profile you can edit an Employees Status (e, Active, Inactive, Gone); manage an employee's Contact Point and
Create Profile Email (status and address); change a Supervisor; and, much more.
Profile S5N: HXX-XX-0001
Edit Profile Employee Status: Active
View Appoiniments EmpowHR ID I
View Organizations First Name: IRobert—
Regional Management Middle Name: I—
Retumn Last Name: Doe
TA Contact Point:
Timekeeper Code: IDZ—
Employee Email: IW
Email Status: Emails
Supervisor: JAME DOE Change
Supervisory:
AUO Percent:
Work Schedule: Maxi flex

Cancel |  Print

Figure 184: Profile Data Page - Selected Employee

6. Edit the fields as follows:

Field

Description/Instruction

SSN

Displays the last 4 digits of the employee's SSN.

Employee Status

Select the employee's current status from the drop-down list (if
applicable). Valid values are Active, Inactive, Gone, and

Visitor.

EmpowHR ID Not applicable.

First Name Enter the employee's first name, if applicable.
Middle Name Enter the employee's middle name, if applicable.
Last Name Enter the employee's last name, if applicable.

TA Contact Point

Select the employee's T&A contact point from the drop-down list, if
applicable.

Timekeeper Code

Enter the employee's timekeeper code, if applicable.
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Field

Description/Instruction

Employee Email

Enter the employee's email address, if applicable.

Email Status

Note: This setting is set at an application level and is consistent
for all users and cannot be changed by the Agency.

Supervisor

Click Change to change the employee's supervisor, if applicable.
Complete the search form, and click Search. From the search results
provided, select the applicable supervisor and click Change to change
the supervisor.

Supervisory

Select the supervisory status of the employee from the drop-down list, if
applicable. Valid values are No and Yes.

AUO Percent

Select the AUO Percent that the employee is allowed to earn from the
drop-down list, if applicable. Valid values are 00, 10, 15, 20, 25, and

99.

Work Schedule

Select the employee's work schedule from the drop-down list, if
applicable. Valid values are:

Value Meaning

4/10 Four 10-hour workdays per workweek

5-4/9 Nine workdays (eight 9-hour days and one
8-hour day)

1st 40 First 40 hours of work performed in a week

define the tour of duty for that pay period

Gliding Variable workday hours within a 40-hour
workweek

Intermittent An irregular number of hours or days for which
there is no prearranged scheduled tour of duty

Maxi flex Variable workweek hours within an 80-hour pay
period

No Work No defined schedule

Schedule

Standard Five 8-hour workdays within a 40-hour
workweek

Variable Day Variable workday hours within a 40-hour week.

Variable Week Variable workweek hours within an 80-hour pay
period

7. Click save.
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Managing Employee Appointments

View Appointments allows HR Administrators to edit, clone, or add an appointment to an
employee's record and to view a historical record of employee appointments.

To Add an Appointment:

1. Select Employee Management from the Administration menu. The Employee Management
page is displayed.

Paycheck

NFC
Employee Management Employee Management
Find Profile With Employee Management you can Find or Create an Employee Profile. To find a profile, click on "Find Profile.” To create a
Create Profile Profile, click on "Create Profile "
Return

Figure 185: Employee Management Page

2. Select Find Profile from the Employee Management menu. The Find Employee page is
displayed.

Pa_!‘/éheck

Employee Management Find Employee

Find Profile Use the Employee Search below to locate an employee by searching with their First Name, Last Name, Email Address and/ or
Create Profile SSN. Please note; you must enter the first two characters of the employee's |ast name within the Last Name field to initiate a
search. In the results list, click the link "Select” adjacent to the name you want

Return
Employee Search

Search by last name, or first name and last name.

First name l—
Last name I—
Email Address ]
ssN ]
Inactive o

Figure 186: Find Employee Page

3. Complete the fields as instructed below. Users can search using last name, email address,
or SSN.

Field ‘ Instruction ‘
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Field Instruction
First name Optional

Enter at least one letter of the employee's first name.
Last name Enter at least two letters of the employee's last name .

Email Address

Enter the employee's email address.

SSN

Enter the employee's SSN.

Inactive

Check this box to include inactive employees in the search.

4. Click search. The Find Employee page is displayed with search results.

Paycheck -

Find Employee

Find Profile
Create Profile

Return

Use the Employee Search below to locate an employee by searching with their First Name, Last Name, Email Address and/ or
SSN. Please note; you must enter the first two characters of the employee's last name within the Last Mame field to initiate a
search. In the results list, click the link "Select” adjacent to the name you want

Employee Search

Search by last name, or first name and last name.

First name I Robert

Last name Dee

Email Address I

SSN I

Inactive o
s

Employee | Email Address Action

Rabert Doe | robert. doeif@usda. gov Select

Figure 187: Find Employee Page - Search Results
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5. Click Select next to the employee to view. The selected employee's Profile Data page
displays with a Profile menu.

Paycheck

Find Profile With Edit Profile you can edit an Employees Status (Le., Active, Inactive, Gone); manage an employee's Contact Point and
Create Profile Email (status and address); change a Supervisor; and, much more.

Profile SSN: XOOCXX-0001

Edit Profile Employee Status: Active
View Appointments EmpowHR ID I
View Organizations First Name: IRObeI‘t—
Regional Management Middle Name: I—
Retumn Last Name: Doe
TA Contact Point:
Timekeeper Code: |D2—
Employee Email: IW

Email Status: Emails

Supervisor: JAME DOE Change
Supervisory: I Yes[v]

AUO Percent:

Work Schedule: Maxi flex

Cancel |  Print

Figure 188: Profile Data Page - Selected Employee

6. Click View Appointments. The Employee Appointment Data page is displayed.

Paycheck
FC

N

Employee Management Employee Appointment Data for Robert Doe XXX-XX-0001

Find Profile Listed below is the Employee's Appeintment Data on file with Paycheckd. To add an Appeintment, click "Add." To edit or clone
Create Profile an appointment, click on "Edit” or "Clone."

Effective Date Tour Pay Plan FLSA Status Appointment Limit Action
Edit Profile Pay Period 10 - 2015 F GS Non-exempt Edit Clone
View Appointments
View Organizations

Regional Management

Return

Figure 189: Employee Appointment Data Page
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7. Click Add. The Add Appointment page is displayed.

Logged inasJOHN DOE  Log Out

Paycheck

NFC

Employee Management Add Appointment for Robert Doe XXX-XX-0001

Find Profile
Create Profile
Profile

Edit Profile

View Appointments
View Organizations

Regional Management

Return

Listed below is the Employee’s Appointment Data on file with PaycheckB. To edit, update the desired fields below (i.e.,
TourlLEQ/Pay Plan) and "Save" your entry.

Effective PP:

Pay Plan:
FLSA Status:

Tour:

Tour Hours per Pay Period:
Annual Leave Category
Leave Service Comp Date:
NTE Date:

Appointment Limit:
Service Year Date:
Standby/AUO/LEAP:

LEO:

Remote Site Allowance:

Telework:

Military Status:

0CC Series

Special Employee Code
COPR Status:

Cancel |

Figure 190: Add Appointment Page

8. Complete the fields as follows:

Field Instruction

Effective PP Select the effective pay period for the appointment from the drop-down
list.

Pay Plan Select the Pay Plan from the drop-down list.

FLSA Status Select the FLSA Status from the drop-down list. Valid values are
Exempt and Non-exempt.

Tour Select the employee's tour from the drop-down list.

Period

Tour Hours per Pay

Enter the tour of duty hours per pay period.

Annual Leave Category

are 4, 6, and 8.
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Field Instruction

Leave Service Comp Date | Enter the employee's Service Computation Date for Leave or select the
date from the calendar.

NTE Date Enter the employee's NTE Date or select the date from the calendar, if
applicable.
Appointment Limit Select the employee's Appointment Limitation, if applicable. Valid values

are 1039 Hours, 1300 Hours, 30 Days,and 700 Hours.

Service Year Date Enter the employee's Service Year Date or select the date from the
calendar.
Standby/AUO/LEAP Select Yes or No from the drop-down list indicating whether or not the

employee is entitled to earn standby pay, AUO, or Law Enforcement
Availability Pay (LEAP). Standby/AUO/LEAP are hours and pay
differential entittlements for employees who receive premium pay on an
annual basis for administratively uncontrollable overtime or regularly
scheduled standby duty.

LEO Select whether or not the employee is a Law Enforcement Officer (LEO).
Valid values are Yes, No, or K.

Note: K is an Agency specific selection.

Remote Site Allowance Select Yes or No from the drop-down list indicating whether or not the
employee is entitled to a remote site allowance.

Telework Select Yes or No from the drop-down list indicating whether or not the
employee is entitled to telework.

Military Status Select the employee's military status from the drop-down list.

OCC Series Enter the occupational series of the employee.

Special Employee Code Enter the employee's Special Employee Code.

COPR Status Not applicable.
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9. Click save. The Employee Appointment Data page is displayed with appointment added.

Paycheck

NFC

Employee Management Employee Appointment Data for Robert Doe XXX-XX-0001

Find Profile Listed below is the Employee's Appointment Data on file with Paychecks. To add an Appointment, click "Add.” To edit or clone
Create Profile an appointment, click on "Edit” or "Clone.”
Profile Effective Date Tour Pay Plan FLSA Status Appointment Limit Action

Edit Profile Pay Period 12 - 2015 F G5 Non-exempt Edit Clone

Pay Period 10 - 2015 F G5 Mon-exempt Edit Clone

View Appointments

View Organizations

Regional Management

Return
Figure 191: Employee Appointment Data Page

To Edit an Appointment:

1. Select Employee Management from the Administration menu. The Employee Management
page is displayed.

Paycheck

NFC

Employee Management Employ: anagement

indBrofile With Employee Management you can Find or Create an Employee Profile. To find a profile, click on "Find Profile.” To create a
Create Profile Profile, click on "Create Profile.”
Return

Figure 192: Employee Management Page
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2. Select Find Profile from the Employee Management menu. The Find Employee page is

displayed.

e ]
Paycheck

NFC

Employee Management

Find Profile

Create Profile

Return

Find Employee

Use the Employee Search below to locate an employee by searching with their First Name, Last Name, Email Address and/ or
SSN. Please note; you must enter the first two characters of the employee's |ast name within the Last Name field to initiate a
search. In the results list, click the link "Select” adjacent to the name you want.

Employee Search

Search by last name, or first name and last name.

First name l—
Last name I—
Email Address ]
SSN ]
Inactive O

Figure 193: Find Employee Page

3. Complete the fields as instructed below. Users can search using last name, email address,

or SSN.
Field Instruction
First name Optional
Enter at least one letter of the employee's first name.
Last name

Enter at least two letters of the employee's last name.

Email Address

Enter the employee's email address.

SSN

Enter the employee's SSN.

Inactive

Check this box to include inactive employees in the search.
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4. Click search. The Find Employee page is displayed with search results.

Pa_L/theck

Employee Management

Find Profile Use the Employee Search below to locate an employee by searching with their First Name, Last Name, Email Address and/ or

Create Profile SSN. Please note; you must enter the first two characters of the employee's last name within the Last Name field to initiate a
search. In the results list, click the link "Select" adjacent to the name you want.

Return
Employee Search

Search by last name, or first name and last name.

First name I Robert

Last name Doe

Emsil Address [
SsN 1

Inactive o
s

Employee | Email Address Action

Robert Doe | robert. doei@usda. gov Select

Figure 194: Find Employee Page - Search Results
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5. Click Select next to the employee to view. The selected employee's Profile Data page
displays with additional Profile menu options.

Paycheck

Employee Management Profile Data
Find Profile With Edit Profile you can edit an Employees Status (Le., Active, Inactive, Gone); manage an employee's Contact Point and
Create Profile Email (status and address); change a Supervisor; and, much more.

Profile SSN: XOOCXX-0001

Edit Profile Employee Status: Active

View Appointments EmpowHR ID I
View Organizations First Name: IRObeI‘t—
Regional Management Middle Name: I—
Retumn Last Name: Doe
TA Contact Point:
Timekeeper Code: |D2—
Employee Email: IW

Email Status: Emails

Supervisor: JAME DOE Change
Supervisory: I Yes[v]

AUO Percent:

Work Schedule: Maxi flex

Cancel |  Print

Figure 195: Profile Data Page - Selected Employee

6. Click View Appointments. The Employee Appointment Data page is displayed.

Paycheck

NFC

Employee Management Employee Appointment Data for Robert Doe XXX-XX-0001

Find Profile Listed below is the Employee's Appointment Data on file with Paycheck8. To add an Appointment, click "Add.” To edit or clone
Create Profile an appointment, click on "Edit" or "Clone.”
Effective Date Tour |Pay Plan FLSA Status Appointment Limit Action
Edit Profile Pay Period 12 - 2015 F G5 Mon-exempt Edit Clone
Pay Period 10 - 2015 F G5 Mon-exempt Edit Clone
View Appointments

View Organizations

Regional Management

Return

Figure 196: Employee Appointment Data Page
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7. Click Edit in the Action field of the Appointment to edit. The Edit Appointment page is

displayed.

Paycheck

NFC

Logged in as JOHNDOE  Log Out

Employee Management Edit Appointment for Robert Doe XXX-XX-0001

Find Profile Listed below is the Employee’s Appointment Data on file with Paycheck8. To edit, update the desired fields below (i.e.,
Create Profile Tour/LEQ/Pay Plan) and "Save" your entry.
Profile Effective PP: Pay Period 10 - 2015[3]
Edit Profile Pay Plan: | GS
View Appointments FLSA Status: I Non-exempt [W]
View Organizations Tour: I Full-ime
Regional Management Annual Leave Category 4[v]
Return Leave Service Comp Date: IW
NTE Date: [ ]
Appointment Limit:
Service Year Date: IW
Standby/AUO/LEAP:
LEO: No
Remote Site Allowance: Yes[¥]
Military Status: | NONE
OCC Series [o3a0
Special Employee Code ID—
COPR Status:

Save

Cancel

Figure 197: Edit Appointment Page

8. [Edit the fields as follows:

Field

Description/Instruction

Effective PP

Displays the selected Pay Period.

Pay Plan

Select the Pay Plan from the drop-down list, if applicable.

FLSA Status

Select the FLSA status from the drop-down list, if applicable. Valid values
are Exempt and Non-exempt.

Tour

Select the employee's tour from the drop-down list, if applicable.

Annual Leave Category

Select the Annual Leave Category from the drop-down list, if applicable.
Valid values are 4, 6, and 8.

Leave Service Comp Date

Enter the employee's leave service computation date or select the date
from the calendar, if applicable.

NTE Date

Enter the employee's NTE date or select the date from the calendar, if
applicable.
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9.

Field

Description/Instruction

Appointment Limit

Select the employee's appointment limitation date, if applicable. Valid
values are 1039 Hours, 1300 Hours, 30 Days, and 700
Hours.

Service Year Date

Enter the employee's service year date or select the date from the
calendar, if applicable.

Standby/AUO/LEAP

Select Yes or No from the drop-down list indicating whether or not the
employee is entitled to earn standby pay, AUO, or LEAP, if applicable.
Standby/AUO/LEAP are hours and pay differential entittements for
employees who receive premium pay on an annual basis for
administratively uncontrollable overtime or regularly scheduled standby
duty.

LEO

Select whether or not the employee is a LEO. Valid values are Yes, No,
and K.

Note: K is an Agency specific selection.

Remote Site Allowance

Select Yes or No from the drop-down list indicating whether or not the
employee is entitled to a remote site allowance, if applicable.

Military Status

Select the employee's military status from the drop-down list, if
applicable.

OCC Series

Enter the occupational series of the employee, if applicable.

Special Employee Code

Enter the employee's Special Employee Code, if applicable.

COPR Status

Not applicable.

Click save.

To Clone an Appointment:

1.

Select Employee Management from the Administration menu. The Employee Management

page is displayed.

Logged in as JOHN DOE

Log Out

Find Profile

Create Profile

Return

Employee Management Employee Management

With Employee Management you can Find or Create an Employee Profile. To find a profile, click on "Find Profile.” To create a
Profile, click on "Create Profile.”

Figure 198: Employee Management Page
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2. Select Find Profile from the Employee Management menu. The Find Employee page is
displayed.

e ]
Paycheck

NFC

Employee Mana
Find Profile

Use the Employee Search below to locate an employee by searching with their First Name, Last Name, Email Address and/ or
Create Profile SSN. Please note; you must enter the first two characters of the employee's |ast name within the Last Name field to initiate a
search. In the results list, click the link "Select” adjacent to the name you want.

Return

Employee Search

Search by last name, or first name and last name.

First name l—
Last name I—
Email Address ]
ssN ID—

Figure 199: Find Employee Page

3. Complete the fields as instructed before. Users can search using last name, email address,

or SSN.
Field Instruction
First name Optional
Enter at least one letter of the employee's first name.
Last name Enter at least two letters of the employee's last name.
Email Address Enter the employee's email address.
SSN Enter the employee's SSN.
Inactive Check this box to include inactive employees in the search.
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Find Employee

Find Profile Use the Employee Search below to locate an employee by searching with their First Name, Last Name, Email Address and/ or

Create Profile SS5N. Please note; you must enter the first twe characters of the employee's last name within the Last Name field to initiate a
search. In the results list, click the link "Select” adjacent to the name you want

Return
Employee Search

Search by last name, or first name and last name.

First name I Robert

Last name Dee

Email Address ]
SSN ]

Inactive o
s
Employee | Email Address Action

Rabert Doe | robert. doeif@usda. gov Select

Figure 200: Find Employee Page - Search Results
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5. Click Select next to the employee to view. The selected employee's Profile Data page

displays with additional Profile menu options.

Paycheck

Employee Management
Find Profile

Create Profile

Profile

Edit Profile

View Appointments
View Organizations

Regional Management

Profile Data

With Edit Profile you can edit an Employees Status (ie., Active, Inactive, Gone); manage an employee's Contact Point and
Email (status and address); change a Supervisor; and, much mare.

Employee Status:
EmpowHR ID
First Name:

Middle Name:

XX-XX-0001
Active

[Rober
—

Retumn Last Name: Doe
TA Contact Point: I 22169030+
Timekeeper Code: I 02

Employee Email:

I robert.dosi@usda. gov

Email Status: Emails

Supervisor: JAME DOE Change
Supervisory: I Yes[v]

AUO Percent:

Work Schedule: Maxi flex

Cancel |  Print

Figure 201: Profile Data Page - Selected Employee

6. Click View Appointments. The Employee Appointment Data page is displayed.

Paycheck

NFC

Employee Management Employee Appointment Data for Robert Doe XXX-XX-0001

Find Profile

Listed below is the Employee's Appointment Data on file with Paychecks. To add an Appointment, click "Add.” To edit or clone
an appointment, click on "Edit" or "Clone.”

Create Profile

Effective Date Tour |Pay Plan FLSA Status Appointment Limit Action
Edit Profile Pay Period 12 - 2015 F G5 Non-exempt Edit Clone
Pay Period 10 - 2015 F G5 Mon-exempt Edit Clone
View Appointments
View Organizations

Regional Management

Return

Figure 202: Employee Appointment Data Page
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7. Click Clone in the Action field of the Appointment to clone. The Clone Appointment page
is displayed.

Logged inas JOHN DOE  Log Out

Paycheck

NFC

Employee Management Clone Appointment for Robert Doe XXX-XX-0001
Find Profile Listed below is the Employee’s Appointment Data on file with Paycheck8. To edit, update the desired fields below (i.e
Create Profile TourlLEQ/Pay Plan) and "Save" your entry.
Profile Effective PP:
Edit Profile Pay Plan: GS
View Appointments FLSA Status: Non-exempt[V]
View Organizations Tour: I Full-time
Regional Management Annual Leave Category 4-
Return Leave Service Comp Date: 5172015
NTE Date:
Appointment Limit:
Service Year Date: 51712015
Standby/AUO/LEAP: No
LEO: No
Remote Site Allowance: Yes[V]
Military Status: | NONE
0CC Series 0340
Special Employee Code ID_
COPR Status:
Cancel |
Figure 203: Clone Appointment Page
8. Edit the fields as follows:
Field Instruction
Effective PP Select the effective pay period from the drop-down list.
Pay Plan Select the Pay Plan from the drop-down list, if applicable.
FLSA Status Select the FLSA status from the drop-down list, if applicable. Valid values

are Exempt and Non-exempt.

Tour Select the employee's tour from the drop-down list, if applicable.

Annual Leave Category Select the Annual Leave Category from the drop-down list, if applicable.
Valid values are 4, 6, and 8.

Leave Service Comp Date | Enter the employee's leave service computation date or select the date
from the calendar, if applicable.

NTE Date Enter the employee's NTE date or select the date from the calendar, if
applicable.
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Field

Instruction

Appointment Limit

Select the employee's appointment limitation date, if applicable. Valid
values are 1039 Hours, 1300 Hours, 30 Days, and 700
Hours.

Service Year Date

Enter the employee's service year date or select the date from the
calendar, if applicable.

Standby/AUO/LEAP

Select Yes or No from the drop-down list indicating whether or not the
employee is entitled to earn standby pay, AUO, or LEAP, if applicable.
Standby/AUO/LEAP are hours and pay differential entittements for
employees who receive premium pay on an annual basis for
administratively uncontrollable overtime or regularly scheduled standby
duty.

LEO

Select whether or not the employee is a LEO. Valid values are Yes, No,
and K.

Note: K is an Agency specific selection.

Remote Site Allowance

Select Yes or No from the drop-down list indicating whether or not the
employee is entitled to a remote site allowance, if applicable.

Military Status

Select the employee's military status from the drop-down list, if
applicable.

OCC Series

Enter the occupational series of the employee, if applicable.

Special Employee Code

Enter the employee's Special Employee Code, if applicable.

COPR Status

Not applicable.

Click save.

Viewing Employee Organizations

View Organizations allows HR Administrators to view an employee's organizational data.

Note: This information is not editable.
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To View an Employee's Organization:

1.

Select Employee Management from the Administration menu. The Employee Management
page is displayed.

T e
Paycheck

NFC

Employee Management Employee Management

Gind Bt With Employee Management you can Find or Create an Employee Profile. To find a profile, click on "Find Profile.” To create a
Create Profile Profile, click on "Create Profile.”
Return

Figure 204: Employee Management Page

Select Find Profile from the Employee Management menu. The Find Employee page is
displayed.

Paycheck

Find Profile

Use the Employee Search below to locate an employee by searching with their First Name, Last Name, Email Address and/ or
Create Profile S5N. Please note; you must enter the first two characters of the employee's last name within the Last Name field to initiate a
search. In the results list, click the link "Select” adjacent to the name you want.

Return
Employee Search

Search by last name, or first name and last name.

First name l—
Last name I—
Email Address ]
ssN ]
Inactive o

Figure 205: Find Employee Page

Complete the fields as instructed below. Users can search using last name, email address,
or SSN.

Field Instruction

First name Optional

Enter at least one letter of the employee's first name.

Last name Enter at least two letters of the employee's last name.
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Field Instruction
Email Address Enter the employee's email address.
SSN Enter the employee's SSN.
Inactive Check this box to include inactive employees in the search.

4. Click search. The Find Employee page is displayed with search results.

Pa_Lngheck

Employee Management Find Employee
Find Profile

Use the Employee Search below to locate an employee by searching with their First Name, Last Name, Email Address and/ or
Create Profile SSN. Please note; you must enter the first two characters of the employee's last name within the Last Name field to initiate a

search. In the results list, click the link "Select" adjacent to the name you want.
Return

Employee Search

Search by last name, or first name and last name.

First name I Robert

Last name Doe

Email Address I
SSN I

Inactive o
s
Employee | Email Address Action

Robert Doe | robert. doei@usda. gov Select

Figure 206: Find Employee Page - Search Results
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5. Select the employee to view. The selected employee's Profile Data page displays with
additional Profile menu options.

Paycheck

Employee Management Profile Data
Find Profile With Edit Profile you can edit an Employees Status (ie., Active, Inactive, Gone); manage an employee's Contact Point and
Create Profile Email (status and address); change a Supervisor; and, much more.

Profile SSN: XHX-XX-0001

Edit Profile Employee Status: Active

View Appointments EmpowHR ID I
View Organizations First Name: IR‘oben—
Regional Management Middle Name: I—
Retumn Last Name: Doe
TA Contact Point:
Timekeeper Code: |D2—
Employee Email: IW

Email Status: Emails

Supervisor: JAME DOE Change
Supervisory: I Yes[v]

AUO Percent:

Work Schedule: Maxi flex

Cancel |  Print

Figure 207: Profile Data Page

6. Click View Organizations. The Employee Organization Data for the selected employee is
displayed.

il nleel
Paycheck

NFC

Employee Management Employee Organization Data for Robert Doe XXX-XX-0001

Find Profile Listed below is the Employee's Organizaticnal Data on file with Paychecks.
Create Profile Effective Date Organization

Pay Period 10 - 2015 900000000000000000
Edit Profile

View Appointments
View Organizations

Regional Management

Return

Figure 208: Employee Organization Page
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Managing Timekeeper Functions

Regional Management allows HR Administrators to add and remove employees and organizations
to and from timekeepers.

To Add an Employee to a Timekeeper:

1. Select Employee Management from the Administration menu. The Employee Management
page is displayed.

Paycheck

NFC
Employee Management Employee Management
Find Profile With Employee Management you can Find or Create an Employee Profile. To find a profile, click on "Find Profile.” To create a
Create Profile Profile, click on "Create Profile.”
Return

Figure 209: Employee Management Page

2. Select Find Profile from the Employee Management menu. The Find Employee page is
displayed.

Paycheck

NFC
Employee Management Find Employee
Find Profile Use the Employee Search below to locate an employee by searching with their First Name, Last Name, Email Address and/ or
Create Profile SSN. Please note; you must enter the first two characters of the employee's last name within the Last Name field to initiate a

search. In the resulis list, click the link "Select” adjacent to the name you want.

Return
Employee Search

Search by last name, or first name and last name.

First name l—
Last name I—
Email Address [
SSN ID—

Figure 210: Find Employee Page

3. Complete the fields as instructed below. Users can search using last name, email address,
or SSN.

‘ Field ‘ Instruction
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Field Instruction
First name Optional

Enter at least one letter of the employee's first name.
Last name Enter at least two letters of the employee's last name.

Email Address

Enter the employee's email address.

SSN

Enter the employee's SSN.

Inactive

Check this box to include inactive employees in the search.

4. Click search. The Find Employee page is displayed with search results.

il bl
Paycheck -

NFC

Employee Management
Find Profile
Create Profile

Return

Find Employee

Use the Employee Search below to locate an employee by searching with their First Name, Last Name, Email Address and/ or
SSN. Please note; you must enter the first two characters of the employee's last name within the Last Mame field to initiate a
search. In the results list, click the link "Select” adjacent to the name you want

Employee Search

Search by last name, or first name and last name.

First name

Last name

Email Address

SSN

Inactive

[Rebet
—
—

O

Employee | Email Address Action
Rabert Doe | robert. doeif@usda. gov Select

Figure 211: Find Employee Page - Search Results
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5. Select the timekeeper to edit. The selected timekeeper's Profile Data page displays with
additional Profile menu options.

N el
Paycheck

NFC

Employee Management Profile Data
Find Profile

With Edit Profile you can edit an Employees Status (ie., Active, Inactive, Gone); manage an employee's Contact Point and
Create Profile Email (status and address); change a Supervisor; and, much mare.

Profile SSN: XHX-XX-0001

Edit Profile Employee Status: Active

View Appointments EmpowHR ID I
View Organizations First Name: IR‘oben—
Regional Management Middle Name: I—
Retumn Last Name: Doe
TA Contact Point:
Timekeeper Code: |D2—
Employee Email: IW

Email Status: Emails

Supervisor: JAME DOE Change
Supervisory: I Yes[v]

AUO Percent:

Work Schedule: Maxi flex

Cancel |  Print

Figure 212: Profile Data Page - Selected Employee

6. Click Regional Management. The Regional Management page is displayed and lists
employees and organizations currently assigned to the Timekeeper selected. If the table is
blank, the Timekeeper has not been assigned to employees or organizations to administer.

il el
Paycheck

NFC

Employee Management Regional Management for Robert Doe XXX-XX-0001

Find Profile The table below lists employees and organizations currently assigned to the Timekeeper selected. If the table is blank, the

Create Profile Timekeeper has not been assigned any employees or organizations to administer.

Profile To add an employee to the Timekeeper, click the "Add’ button. Select Access Type = Employee’ and populate the search form
with the desired employee’s information. Click "Search.” Select the employee and click the "Add’ button to add the employee to

Edit Profile the Timekeeper.

View Appointments To add an organization to administer to the Timekeeper, select Access Type = 'Org Code.' Click the 'Change’ link and

. S complete the desired values. After the organizational access is defined, click the 'Add’ button.
View Organizations

. To remove an employee or organization from the Timekeeper, click the 'Remove’ link on the desired entry_
Regional Management

Access To Action

fenm JANE DOE Remove

Figure 213: Regional Management for Timekeeper Page
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7. Click Add. The Regional Management page with Access Type option is displayed.

Paycheck

NFC
Employee Management Regional Management for Robert Doe XXX-XX-0001
Find Profile " S " " B}
The table below lists employees and organizations currently assigned to the Timekeeper selected. If the table is blank, the
Create Profile Timekeeper has not been assigned any employees or organizations to administer.
To add an employee to the Timekeeper, click the 'Add’ button. Select Access Type = 'Employee’ and populate the search form
with the desired employee's information. Click "Search.’ Select the employee and click the 'Add’ button to add the employee to
Edit Profile the Timekeeper.
View Appointments To add an crganization to administer to the Timekeeper, select Access Type = 'Org Code.’ Click the 'Change’ link and

complete the desired values. After the organizational access is defined, click the "Add” button.

View Organizations

To remove an employee or organization from the Timekeeper, click the ‘Remove’ link on the desired entry.

Regional M
Access To Action
Relum JANE DOE Remove
Access Type: ® OrgCode O Employee
OrgCode: 90- 00- 00- D000- 00- 00- 00- 00 Change
Org Description: D, OFFICE OF THE CHIEF FINANCIAL OFFICER

Add | Cancel

Figure 214: Regional Management Page - Access Type
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8. Click Employee from the Access Type field. The Regional Management page is displayed
with Employee Search activated.

Logged inasJOHN DOE ~ Log Out

Paycheck

NFC

Employee Management Regional Management for Robert Doe XXX-XX-0001

Find Profile The table below lists employees and organizations currently assigned to the Timekeeper selected. If the table is blank, the

Create Profile Timekeeper has not been assigned any employees or organizations to administer.

Profile To add an employee to the Timekeeper, click the 'Add’ button. Select Access Type = 'Employee’ and populate the search form
with the desired employee’s information. Click "Search.” Select the employee and click the "Add’ button to add the employee to

Edit Profile the Timekeeper.

View Appointments To add an organization to administer to the Timekeeper, select Access Type = 'Org Code.' Click the "Change' link and

complete the desired values. After the organizational access is defined, click the 'Add’ button

View Organizations

) To remove an employee or organization from the Timekeeper, click the 'Remave’ link on the desired entry.
Regional Management

Access To Action

Petan JANE DOE Remove
Access Type: O OrgCode ® Employee
Employee:

Search by last name, or first name and last name.

First name I—
Last name l—
Email Address I—
sSN [

Inactive t

Search |ﬂ|
M Cancel

Figure 215: Regional Management for Timekeeper Page - Employee Search

9. Complete the fields as instructed below. Users can search using last name, email address,

or SSN.
Field Instruction
First name Optional
Enter at least one letter of the employee's first name.
Last name Enter at least two letters of the employee's last name.
Email Address Enter the employee's email address.
SSN Enter the employee's SSN.
Inactive Check this box to include inactive employees in the search.

10. Click search.The Regional Management for Timekeeper page is displayed with search
results.
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11. Select the employee to add.

Paycheck

Employee Management Regional Management for Robert Doe XXX-XX-0001
Find Profile The table below lists employees and organizations currently assigned to the Timekeeper selected. If the table is blank, the
Create Profile Timekeeper has not been assigned any employees or organizations to administer.
To add an employee to the Timekeeper, click the 'Add’ button. Select Access Type = 'Employee’ and populate the search form
with the desired employee’s information. Click "Search.” Select the employee and click the "Add’ button to add the employee to
Edit Profile the Timekeeper.
View Appointments To add an organization to administer to the Timekeeper, select Access Type = "Org Code.' Click the "Change' link and

complete the desired values. After the organizational access is defined, click the 'Add’ button

View Organizations

) To remove an employee or organization from the Timekeeper, click the 'Remave’ link on the desired entry.
Regional Management

Access To Action
Return JAME DOE Remove

Access Type: O OrgCode ® Employee

Employee: JOHMDOE  Change

ﬂl Cancel

12. Click Add to add the employee to the timekeeper. The Regional Management for
Timekeeper page is displayed with employee added.

el el
Paycheck

NFC

Employee Management Regional Management for Robert Doe XXX-XX-0001

Find Profile The table below lists employees and organizations currently assigned to the Timekeep lected. If the table is blank, the

Create Profile Timekeeper has not been assigned any employees or organizations to administer.

Pro To add an employee to the Timekeeper, click the 'Add’ button. Select Access Type = 'Employee’ and populate the search form
with the desired employee’s information. Click 'Search.” Select the employee and click the "Add’ button to add the employee to

Edit Profile the Timekeeper.

View Appointments To add an organization to administer to the Timekeeper, select Access Type = 'Org Code.’ Click the "Change’ link and

complete the desired values. After the organizational access is defined, click the 'Add' button.

View Organizations

) To remove an employee or organization from the Timekeeper, click the 'Remave’ link cn the desired entry.
Regional Management

Access To Action
Return JANE DOE Remove
JOHN DOE Remove

Figure 216: Regional Management for Timekeeper Page - Employee Added
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To Remove an Employee From a Timekeeper:

1.

Select Employee Management from the Administration menu. The Employee Management
page is displayed.

e el
Paycheck

NFC
Employee Management Employ nagement
Find Profile With Employee Management you can Find or Create an Employee Profile. To find a profile, click on "Find Profile.” To create a
Create Profile Profile, click on "Create Profile "
Return

Figure 217: Employee Management Page

Select Find Profile from the Employee Management menu. The Find Employee page is
displayed.

Pa_!‘/theck

Employee Management Find Employee

Find Profile

Use the Employee Search below to locate an employee by searching with their First Name, Last Name, Email Address and/ or
Create Profile S5N. Please note; you must enter the first two characters of the employee's last name within the Last Name field to initiate a

search. In the results list, click the link "Select” adjacent to the name you want

Return
Employee Search

Search by last name, or first name and last name.

First name l—
Last name I—
Email Address ]
ssN ]
Inactive o

Figure 218: Find Employee Page

Complete the fields as instructed below. Users can search using last name, email address,
or SSN.

Field Instruction

First name Optional

Enter at least one letter of the employee's first name.

Last name Enter at least two letters of the employee's last name.
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Field

Instruction

Email Address

Enter the employee's email address.

SSN

Enter the employee's SSN.

Inactive

Check this box to include inactive employees in the search.

Click search. The Find Employee page is displayed with search results.

el e
Paycheck ~

NFC

Employee Management
Find Profile
Create Profile

Return

Find Employee

Use the Employee Search below to locate an employee by searching with their First Name, Last Name, Email Address and/ or
SS5N. Please note; you must enter the first twe characters of the employee's last name within the Last Name field to initiate a
search. In the results list, click the link "Select” adjacent to the name you want

Employee Search

Search by last name, or first name and last name.

First name I Robert

Last name Dee

Email Address I
SSN I

Inactive o
s

Employee | Email Address Action

Rabert Doe | robert. doeif@usda. gov Select

Figure 219: Find Employee Page - Search Results
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5. Select the timekeeper to edit. The selected timekeeper's Profile Data page displays with
additional Profile menu options.

N el
Paycheck

NFC
Employee Management Profile Data
Find Profile With Edit Profile you can edit an Employees Status (ie., Active, Inactive, Gone); manage an employee's Contact Point and
Create Profile Email (status and address); change a Supervisor; and, much more.

Profile SSN: XHX-XX-0001

Edit Profile Employee Status: Active

View Appointments EmpowHR ID I
View Organizations First Name: IR‘oben—
Regional Management Middle Name: I—
Retumn Last Name: Doe
TA Contact Point:
Timekeeper Code: |D2—
Employee Email: IW

Email Status: Emails

Supervisor: JAME DOE Change
Supervisory: I Yes[v]

AUO Percent:

Work Schedule: Maxi flex

Cancel |  Print

Figure 220: Profile Data Page - Selected Employee

6. Click Regional Management. The Regional Management page is displayed and lists
employees and organizations currently assigned to the Timekeeper selected. If the table is
blank, the Timekeeper has not been assigned to employees or organizations to administer.

el el
Paycheck

NFC
Employee Management Regional Management for Robert Doe XXX-XX-0001
Find Profile The table below lists employees and organizations currently assigned to the Timekeeper selected. If the table is blank, the
Create Profile Timekeeper has not been assigned any employees or organizations to administer.
To add an employee to the Timekeeper, click the 'Add’ button. Select Access Type = 'Employee’ and populate the search form
with the desired employee’s information. Click 'Search.” Select the employee and click the "Add’ button to add the employee to
Edit Profile the Timekeeper.
View Appointments To add an organization to administer to the Timekeeper, select Access Type = 'Org Code.’ Click the "Change’ link and

complete the desired values. After the organizational access is defined, click the 'Add' button.

View Organizations

) To remove an employee or organization from the Timekeeper, click the '‘Remove’ link on the desired entry.
Regional Management

Access To Action
Return JANE DOE Remove
JOHN DOE Remove

Figure 221: Regional Management for Timekeeper Page - Employee Added
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7. Click Remove next to the employee to remove.

Paycheck

Employee Management Regional Management for Robert Doe XXX-XX-0001

Find Profile The table below lists employees and organizations currently assigned to the Timekeeper selected. If the table is blank, the

Create Profile Timekeeper has not been assigned any employees or organizations to administer.

Profile Te add an employee to the Timekeeper, click the 'Add’ bution. Select Access Type = 'Employee’ and populate the search form
with the desired employee’s information. Click 'Search.” Select the employee and click the "Add’ button to add the employee to

Edit Profile the Timekeeper.

View Appointments Te add an organization to administer to the Timekeeper, select Access Type = 'Org Code.’ Click the 'Change’ link and

complete the desired values. After the organizational access is defined, click the "Add’ button.

View Organizations

. To remove an employee or organization from the Timekeeper, click the 'Remove’ link on the desired entry.
Regional Management

Access To Action

Return

JANE DOE Remaove

Figure 222: Regional Management for Timekeeper Page - Employee Removed

To Add an Organization to a Timekeeper:

1. Select Employee Management from the Administration menu. The Employee Management
page is displayed.

Paycheck

NFC

Employee Management Employ anagement

indBrofile With Employee Management you can Find or Create an Employee Profile. To find a profile, click on "Find Profile.” To create a
Create Profile Profile, click on "Create Profile.”
Return

Figure 223: Employee Management Page
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2. Select Find Profile from the Employee Management menu. The Find Employee page is
displayed.

e ]
Paycheck

NFC

Employee Mana
Find Profile

Use the Employee Search below to locate an employee by searching with their First Name, Last Name, Email Address and/ or
Create Profile SSN. Please note; you must enter the first two characters of the employee's |ast name within the Last Name field to initiate a
search. In the results list, click the link "Select” adjacent to the name you want.

Return

Employee Search

Search by last name, or first name and last name.

First name l—
Last name I—
Email Address ]
ssN ID—

Figure 224: Find Employee Page

3. Complete the fields as instructed below. Users can search using last name, email address,

or SSN.
Field Instruction
First name Optional
Enter at least one letter of the employee's first name.
Last name Enter at least two letters of the employee's last name.
Email Address Enter the employee's email address.
SSN Enter the employee's SSN.
Inactive Check this box to include inactive employees in the search.
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Find Employee

Find Profile Use the Employee Search below to locate an employee by searching with their First Name, Last Name, Email Address and/ or

Create Profile SS5N. Please note; you must enter the first twe characters of the employee's last name within the Last Name field to initiate a
search. In the results list, click the link "Select” adjacent to the name you want

Return
Employee Search

Search by last name, or first name and last name.

First name I Robert

Last name Dee

Email Address ]
SSN ]

Inactive o
s
Employee | Email Address Action

Rabert Doe | robert. doeif@usda. gov Select

Figure 225: Find Employee Page - Search Results

220



Publication Category: T&A Processing
Paycheck8

5. Select the timekeeper to edit. The selected timekeeper's Profile Data page displays with
additional Profile menu options.

N el
Paycheck

NFC
Employee Management Profile Data
Find Profile With Edit Profile you can edit an Employees Status (ie., Active, Inactive, Gone); manage an employee's Contact Point and
Create Profile Email (status and address); change a Supervisor; and, much more.

Profile SSN: XHX-XX-0001

Edit Profile Employee Status: Active

View Appointments EmpowHR ID I
View Organizations First Name: IR‘oben—
Regional Management Middle Name: I—
Retumn Last Name: Doe
TA Contact Point:
Timekeeper Code: |D2—
Employee Email: IW

Email Status: Emails

Supervisor: JAME DOE Change
Supervisory: I Yes[v]

AUO Percent:

Work Schedule: Maxi flex

Cancel |  Print

Figure 226: Profile Data Page - Selected Employee

6. Click Regional Management. The Regional Management page is displayed and lists
employees and organizations currently assigned to the Timekeeper selected. If the table is
blank, the Timekeeper has not be assigned any employees or organizations to administer.

el el
Paycheck

NFC
Employee Management Regional Management for Robert Doe XXX-XX-0001
Find Profile The table below lists employees and organizations currently assigned to the Timekeeper selected. If the table is blank, the
Create Profile Timekeeper has not been assigned any employees or organizations to administer.
To add an employee to the Timekeeper, click the 'Add’ button. Select Access Type = 'Employee’ and populate the search form
with the desired employee’s information. Click 'Search.” Select the employee and click the "Add’ button to add the employee to
Edit Profile the Timekeeper.
View Appointments To add an organization to administer to the Timekeeper, select Access Type = 'Org Code.’ Click the "Change’ link and

complete the desired values. After the organizational access is defined, click the 'Add' button.

View Organizations

) To remove an employee or organization from the Timekeeper, click the '‘Remove’ link on the desired entry.
Regional Management

Access To Action
Return JANE DOE Remove
JOHN DOE Remove

Figure 227: Regional Management for Timekeeper Page - Employee Added
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7. Click Add. The Regional Management page with Access Type option is displayed.

 reea
Paycheck

NFC

Employee Management Regional Management for Robert Doe XXX-XX-0001

Find Profile The table below lists employees and organizations currently assigned to the Timekeeper selected. If the table is blank, the

Create Profile Timekeeper has not been assigned any employees or organizations to administer.

Profile To add an employee to the Timekeeper, click the "Add’ button. Select Access Type = 'Employee’ and populate the search form
with the desired employee's information. Click "Search.” Select the employee and click the "Add’ button to add the employee to

Edit Profile the Timekeeper.

View Appointments To add an organization to administer to the Timekeeper, select Access Type = 'Org Code.' Click the 'Change’ link and

complete the desired values. After the organizational access is defined. click the 'Add’ button.

View Organizations

) To remove an employee or organization from the Timekeeper, click the 'Remave’ link on the desired entry.
Regional Management

Access To Action

Return John Doe Remove

Access Type: ® OrgCode O Employee

OrgCode: 90- 00- 00- 000C- 00- 0O- 00- 00 Change
Org Description: DM, OFFICE OF THE CHIEF FINANCIAL OFFICER

Add | Cancel |

Figure 228: Regional Management for Timekeeper Page - Access Type

8. Click orgCode in the Access Type field.
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9. Click change in the OrgCode field. The Regional Management page is displayed with the
OrgCode search feature.

Logged inasJOHN DOE  Log Out

Employee Management Regional Management for Robert Doe XXX-XX-0001

Find Profile The table below lists employees and organizations currently assigned to the Timekeeper selected. If the table is blank, the

Create Profile Timekeeper has not been assigned any employees or organizations to administer.

Profile To add an employee to the Timekeeper, click the 'Add’ button. Select Access Type = 'Employee’ and populate the search form
with the desired employee’s information. Click "Search.” Select the employee and click the "Add’ button to add the employee to

Edit Profile the Timekeeper.

View Appointments To add an organization to administer to the Timekeeper, select Access Type = 'Org Code.' Click the "Change' link and

complete the desired values. After the organizational access is defined, click the 'Add’ button

View Organizations

) To remove an employee or organization from the Timekeeper, click the 'Remave’ link on the desired entry.
Regional Management

Access To Action
Return John Doe Remove
Access Type: ® OrgCode O Employee
OrgCode: 90- 70- 20- 0400- 0O- 00- 00- 00 Close
Agency: I 90 - DM, OFFICE OF THE CHIEF FINANCIAL OFFICER
RSA: | 70 - NATIONAL FINANCE CENTER OFFICE OF THE DIRECTO
Unit: I 20 - GOVT EMPLCYEES SERVICES DIVISION
Subunit: I 0400 - CLIENT SERVICES DIRECTORATE (CSD)
Level 5: I 00 - Please select Level
Level 6:
Level 7:
Level 8:
Org Description: DM, OFFICE OF THE CHIEF FINANCIAL CFFICER
NATIONAL FINANCE CENTER OFFICE OF THE DIRECTOR
GOVT EMPLOYEES SERVICES DIVISION
CLIENT SERVICES DIRECTORATE (CSD)
Addl Cancel
Figure 229: Regional Management for Timekeeper Page - Add Organization
10. Complete the fields as follows:
Field Description/Instruction
Access Type Displays that OrgCode has been selected.
Org Code Displays the organizational structure as it is selected from the drop-down
lists. Click Close to close the search lists.
Agency Select the Agency code from the drop-down list.
RSA Select the 2nd level organizational structure from the drop-down list.
Unit Select the 3rd level organizational structure from the drop-down list.
Subunit Select the 4th level organizational structure from the drop-down list.
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Field Description/Instruction

Level 5 Select the 5th level organizational structure from the drop-down list.
Level 6 Select the 6th level organizational structure from the drop-down list.
Level 7 Select the 7th level organizational structure from the drop-down list.
Level 8 Select the 8th level organizational structure from the drop-down list.
Org Description Displays the selected organizational structure.

11. Click Add. The Organization Code is added under the timekeeper.

Logged inasJOHN DOE  Log Out

Paycheck ‘'

NFC

Employee Management Regional Management for Robert Doe XXX-XX-0001

Find Profile The table below lists employees and crganizations currently assigned to the Timekeeper selected. If the table is blank, the

Create Profile Timekeeper has not been assigned any employees or organizations to administer.

Profile To add an employee to the Timekeeper, click the "Add’ button. Select Access Type = 'Employee’ and populate the search form
with the desired employee’s information. Click "Search.” Select the employee and click the "Add’ button to add the employee to

Edit Profile the Timekeeper.

View Appointments To add an organization to administer to the Timekeeper, select Access Type ='0Org Code.’ Click the 'Change’ link and

complete the desired values. After the organizational access is defined. click the 'Add’ button.

View Organizations

) To remove an employee or organization from the Timekeeper, click the 'Remove’ link on the desired entry.
Regional Management

Access To Action
Return John Doe Remove
907020040000000000 Remove

Figure 230: Regional Management for Timekeeper Page - Organization Added

Creating Employee Profiles

Create Profile allows HR Administrators the ability to create an employee profile. This function
should be used in only extreme circumstances. The preferred way for profile creation is from the
NFC daily feed file.
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To Create an Employee Profile:

1. Select Employee Management from the Administration menu on the Paycheck8 main menu
page. The Employee Management page is displayed.

Paycheck

Employee Management

Find Profile With Employee Management you can Find or Create an Employee Profile. To find a profile, click on "Find Profile.” To create a
Create Profile Profile, click on “Create Profile.”
Return

Figure 231: Employee Management Page

2. Select Create Profile. The Create Profile Data page is displayed.

Paycheck

Create Profile Data

Find Profile

Create an Employee Profile by populating the fields below. You will also need the employee’s appeintment information to
Create Profile complete the creation process.

Employee SSN:
EmpowHR ID

Return

I—
I—
First Name: I—
Middle Names [
Last Name: I—
Date of Birth: [
TA Contact Point:
Timekeeper Code: I—
Employee Email: I—
Email Status:
Supervisor:

Search by last name, or first name and last name.

First name l—
Last name l—
Email Address ]
SsN [

Inactive t

Clear
Supervisory: I
AUO Percent:
WorkSchedule:

Continue | Cancel |

Figure 232: Create Profile Data Page
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Complete employee profile data fields as follows:

Field

Instruction

Employee SSN

Enter the employee's SSN.

EmpowHR ID Not applicable.

First Name Enter the employee's first name.
Middle Name Enter the employee's middle name.
Last Name Enter the employee's last name.

Date of Birth

Enter the employee's date of birth.

TA Contact Point

Enter the employee's T&A contact point.

Timekeeper Code

Enter the employee's timekeeper code.

Employee Email

Enter the employee's email address.

Email Status

Set by the application for all users to receive emails. Can be modified by

the HR Administrator from the drop-down menu to stop emails.

Supervisor Instruction
Search by last name, or
first name and last name.
First name Optional
Enter the supervisor's first name.
Last name Enter at least two characters of the supervisor's last name.

Email Address

Optional

Enter the supervisor's email address.

SSN Optional
Enter the supervisor's SSN.
Inactive Click this box if you want to search inactive employees.

Click search. A list of employees matching the search criteria is displayed.

Employee Email Address Action
JAME DOE JANE DOE@usda.doy Select
JOHN DOE JOHN DOE@Eusda.goy Select

Figure 233: Supervisor Search Results
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5. Click select next to the applicable supervisor. The supervisor field is now populated with
the supervisor's name.

6. Complete remaining employee profile data fields as follows:

Field Instruction

Supervisory Select the supervisory status of the employee from the drop-down list.
Valid values are No and Yes .

AUO Percent Select the AUO percentage that the employee is allowed to earn from the
drop-down list, if applicable. Valid values are 00, 10, 15, 20, 25, and
99.
Work Schedule Select the employee's work schedule from the drop-down list. Valid
values are:
Value Meaning
4/10 Four 10-hour workdays per workweek
5-4/9 Nine workdays (eight 9-hour days and one
8-hour day)
1st 40 First 40 hours of work performed in a week

define the tour of duty for that pay period

Gliding Variable workday hours within a 40-hour
workweek

Intermittent An irregular number of hours or days for which
there is no prearranged scheduled tour of duty

Maxi flex Variable workweek hours within an 80-hour pay
period

No Work No defined schedule.

Schedule

Standard Five 8-hour workdays within a 40-hour
workweek

Variable Day Variable workday hours within a 40-hour week.

Variable Week Variable workweek hours within an 80-hour pay
period
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7. Click Continue. The Appointment Data page is displayed.

Paycheck :

NFC

Logged in as JOHN DOE Log Out

Find Profile
Create Profile

Return

Employee Management Appointment Data

Create an Employee Appointment by populating the fields below.

Effective PP:
Pay Plan:
FLSA Status:

Tour:

Tour Hours per Pay Period:

Annual Leave Category

Leave Service Comp Date:

NTE Date:
Appointment Limit:
Service Year Date:
Standby/AUO/LEAP:
LEO:

Remote Site Allowance:
Military Status:

OCC Series

Special Employee Code
COPR Status:

Back | Cancel

Figure 234: Appointment Data Page

8. Complete the appointment data fields as follows:

Field

Instruction

Effective PP

list.

Select the effective pay period for the appointment from the drop-down

Pay Plan

Select the Pay Plan from the drop-down list.

FLSA Status

Select the FLSA Status from the drop-down list. Valid values are
Exempt and Non-exempt.

Tour

Select the employee's tour from the drop-down list.

Tour Hours per Pay
Period

Enter the tour of duty hours per pay period.

Annual Leave Category

Select the Annual Leave Category from the drop-down list. Valid values
are 4, 6, and 8.

Leave Service Comp Date

Enter the employee's Service Computation Date for leave or select the
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Field Instruction
date from the calendar.
NTE Date Enter the employee's NTE Date or select the date from the calendar, if

applicable.

Appointment Limit

Select the employee's Appointment Limitation, if applicable. Valid values
are 1039 Hours, 1300 Hours, 30 Days,and 700 Hours.

Service Year Date

Enter the employee's Service Year Date or select the date from the
calendar.

Standby/AUO/LEAP

Select Yes or No from the drop-down list indicating whether or not the
employee is entitled to earn standby pay, AUO, or Law Enforcement
Availability Pay (LEAP). Standby/AUO/LEAP are hours and pay
differential entittlements for employees who receive premium pay on an
annual basis for administratively uncontrollable overtime or regularly
scheduled standby duty.

LEO

Select whether or not the employee is a Law Enforcement Officer. Valid
values are Yes, No, and K.

Note: K is an Agency specific selection.

Remote Site Allowance

Select Yes or No from the drop-down list indicating whether or not the
employee is entitled to a remote site allowance.

Military Status

Select the employee's military status from the drop-down list.

OCC Series

Enter the occupational series of the employee.

Special Employee Code

Enter the employee's Special Employee Code.

COPR Status

Not applicable.

9. Click save. The Profile successfully completed message is displayed.

Loggged in as JOHN DOE Log Out

Employee Management Profile Creation Complete

Find Profile

Profile successfully completed

Create Profile

Return

Figure 235: Profile Creation Complete Page
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Donated Leave Management

Donated Leave Management is used by VLTP Administrators to manage VLTP and VLBP.

A VLTP Administrator may:

Manage Voluntary Leave Bank Programs.

e Create new VLBP leave banks.

e [Edit VLBP leave banks.

e Close VLBP leave banks.

Approve or decline requests for donated hours.

e Specify the estimated hours needed to meet a recipient request.
e View the status of any recipient request.

e Edit some details (active dates, needed hours) of a recipient request.
Approve or decline offers of donated leave.

e Accept fewer hours than offered in a donation.

e View the status of any donation offer.

e View the details of any donation offer.

Enter a recipient request on behalf of an employee.

Enter a donation offer on behalf of an employee.

Enter a donation offer on behalf of an external donor.

Close a recipient account event and refund unused donated hours.

Generate audit reports.
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To access the Donated Leave Management page, select Donated Leave Management from the
Administration menu on the Paycheck8 main menu page. The Donated Leave Management page is
displayed.The Donated Leave Management menu shown is dependent on the Agency's elections.
If the Agency elects to enable VLTP and/or VLBP, the available menu options will display for
selection.

I EEEE——————————
Paycheck

NFC

ave Management

Enter VLTP Donation
Enter VLTP Request
View Open Recipient Accounts

View Closed Recipient
Accounts

Find a Recipient
Outstanding Refund Elections

Close a Recipient Account

VLTP Approvals

Pending Donation List

Pending Recipient List
Pending Refunds

Pending Refund Elections
Pending Refunded Donations

VLBP Management

Enter VLBP Donation

Enter VLBP Request

Create VLBP Leave Bank

View VLBP Leave Banks
Close VLBP Leave Bank

View Open Recipient Accounts

View Closed Recipient
Accounts

Find a Recipient

Transfer Hours

Close a Recipient Account
VILBP Approvals

Pending Donation List
Pending Recipient List

All Leave Programs

Rejected Timesheets

Returm

Figure 236: Donated Leave Mangement Menu

This section includes the following topics:

Managing VLBP Leave BankKs..........occuuiiiiiiiiiiiiieee et 233
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Entering Leave Donations on Behalf of Employees ...........ccccoviiiiiiiiiiiiceeee, 238
Entering Leave Recipient Accounts on Behalf of Employees ............cccoccvveee. 244
Managing Leave DONALIONS .........oouiiiiiiiiiie ettt iee e siee et e sebee e sneee e 251
Managing Leave ReCipient ACCOUNTS .......ccciiiiiiiiiiiieiiiiee et 254
Donated LEAVE REPOITS........ciiiiiiiieiiiiie et e ettt e tee e et e s s e e s nrbe e e e sneeeeennnees 263
TranSfErring HOUIS .....oooiiiiieiie et naee s 267
Closing Leave ReCIPIENT ACCOUNTS ......ccuiviiiieeeeiiiiiiiee e e e e sireee e e e e e eaees 270
Managing VLTP Leave Donation Refunds ... 273
ViIieWING REJECTEA T&AS ...uviiiie ettt ettt e e et e e e e et e e e e e e s snstbaeeeeeeesannees 278

Managing VLBP Leave Banks

VLTP Administrators are responsible for managing VLBP leave banks. This includes creating,
editing, and closing the leave banks.

To Create a VLBP Leave Bank:

1. Click Create VLBP Leave Bank from the VLBP Management menu. The Enter VLBP Leave
Bank page is displayed.

I ——————
Paycheck

NFC

VLTP Management Enter VLBP Leave Bank

Enter VLTP Donation

Enter the following data for the VLEP Leave Bank.

Enter VLTP Request Leave Bank Mame:

View Open Recipient Accounts  Leave Bank Description:
View Closed Recipient

Accounts

Find a Recipient

Outstanding Refund Elections Submit| Cancel

Close a Recipient Account

VLTP Approvals

Pending Donation List

Begin Date: AHV2016

Pending Recipient List
Pending Refunds

Pending Refund Elections
Pending Refunded Donations
VLBP Management

Enter VLBP Donation
Enter VLBP Request
Create VLBP Leave Bank

Figure 237: Enter VLBP Leave Bank Page

2. Complete the fields as follows:
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Field

Instruction

Leave Bank Name

Enter the leave bank name.

Leave Bank Description Enter the leave bank description.

Begin Date

Enter the date that the leave bank will become active.

Note: This field defaults to the current date.

3. Click Ssubmit. The Find a VLBP Leave Bank page is displayed showing the new VLBP

leave bank.

Note: To search for a specific leave bank, use the search box or sort the table in ascending or
descending order by any column.

e
Paycheck

NFC

VLTP Management

Enter VLTP Donation

Enter VLTP Request

View Open Recipient Accounts
View Closed Recipient

Accounts
Find a Recipient
Outstanding Refund Elections

Close a Recipient Account

Find a VLBP Leave Bank

The table below displays VLBP Leave Banks. Use the ssarch box to locate a specific Leave Bank or sot the table ascending
or descending by any column. Use the Action Links to view or edit a record.

Search for specific name or text:

Leave Bank Name = | Action (]

Medical Emergency View Edit

Add

Figure 238: Find a VLBP Leave Bank Page
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To Edit a VLBP Leave Bank:

1. Click View VLBP Leave Banks from the VLBP Management menu. The Find a VLBP Leave
Bank page is displayed.

Paycheck
FC

N

VLTP Ma e Find a VLBP

Enter VLTP Donation The table below displays VLBP Leave Banks. Use the search box to locate a specific Leave Bank or sort the table ascending
Enter VLTP Request or descending by any column. Use the Action Links to view or edit a record.

View Open Recipient Accounts ~ Search for specific name or text:

View Closed Recipient Leave Bank Name - |Action B
Accounts Medical Emergency View Edit

Find a Recipient

Outstanding Refund Elections ﬂl

Close a Recipient Account

VLTP Approvals

Pending Donation List
Pending Recipient List
Pending Refunds

Pending Refund Elections
Pending Refunded Donations

VLBP Management
Enter VLEP Donation
Enter VLEP Request
Create VLBP Leave Bank
View VLBP Leave Banks

Figure 239: Find a VLBP Leave Bank Page

2. Click Edit next to the applicable leave bank.

Note: To search for a specific leave bank, use the search box or sort the table in ascending or
descending order by any column.

el
Paycheck

Enter VLTP Donation Enter the following data for the VLEP Leave Bank
Enter VLTP Request Leave Bank Name: Medical Emergency
View Open Recipient Accounts Leave Bank Description: Leave Bank set up for employee medical emergencies

View Closed Recipient
Accounts

Find a Recipient

Outstanding Refund Elections Submit Cancall

Close a Recipient Account

Figure 240: Edit VLBP Leave Bank Page

Begin Date: 41372016
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3. Make applicable changes.

4. Click Submit.

Paycheck

NFC

VLTP
Enter VLTP Donation
Enter VLTP Request
View Open Recipient Accounts

View Closed Recipient
Accounts

Find a Recipient
Outstanding Refund Elections

Close a Recipient Account

The table below displays VLBP Leave Banks lse the search box to locate a specific Leave Bank or sort the table ascending
or descending by any column. Use the Action Links to view or edit a record.

Search for specific name or text:

Leave Bank Name « | Action %

Medical Emergency Leave Bank View Edit

Add|

Figure 241: VLBP Leave Bank Edited
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To Close a VLBP Leave Bank:

1. Select Close VLBP Leave Bank from the VLBP Management menu. The Close an Agency
VLBP Account page is displayed.

Paycheck

Enter VLTP Donation
Enter VLTP Request
View Open Recipient Accounts

View Closed Recipient
Accounts

Find a Recipient

Outstanding Refund Elections
Close a Recipient Account
VLTP Approvals

Pending Donation List

Pending Recipient List
Pending Refunds

Pending Refund Elections
Pending Refunded Donations

VLBP Management

Enter VLBP Denation
Enter VLBP Request
Create VLBP Leave Bank
View VLEP Leave Banks
Close VLBP Leave Bank

Select an agency leave bank to close. When a leave bank is closed, it is no longer available for donations and no longer
accepts new recipient applications. This is not to be confusad with closing individual recipient accounts. To close an individual
recipient account, please select Close a Recipient Account from the left panel menu

The table displays Leave Banks accepting leave donations. Use the search box to locate a specific Leave Bank or sort the
table ascending or descending by any column. Select a Leave Bank with the link in the Actien column

Search for specific name or text:

Leave Bank Name ~ |Action *
Family Leave Bank Select
Medical Emergency Leave Bank Select

Figure 242: Close an Agency VLBP Account Page

2. Click select next to the applicable leave bank. The leave bank name and balance is

displayed.
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Note: To search for a specific leave bank, use the search box or sort the table in ascending or
descending order by any column.

Paycheck
c

NF

VLTP Me
Enter VLTF Donation Select an agency leave bank to close. When a leave bank is closed, it is no longer available for donaticns and no longer
Enter VLTP Request accepts new recipient applications. This is not to be confused with closing individual recipient accounts. To close an indridual

recipient account, please select Close a Recipient Account from the left panel menu.

View O Recipient Ac s
tew Lipen Reciplant Accoun You can change your Leave Bank selection by clicking the change link

View Closed Recipient

Leave Bank Name: Family Leave Bank  Change
Accounts

Leave Bank Balance: 0
Find a Recipient

Outstanding Refund Elections Close Can,;e||

Close a Recipient Account

Figure 243: Close an Agency VLBP Account Selection Page

3. Click Close. The leave bank is closed and is no longer available for donations and no longer
accepts recipient applications.

Paycheck

an Agency VLBP Account

Enter VLTP Donation

Select an agency leave bank to close. When a leave bank is closed, it is no longer available for donations and no longer
Enter VLTP Request accepts new recipient applications. This is not to be confused with closing individual recipient accounts. To close an individual
recipient account, please select Close a Recipient Account from the left panel menu.

View Open Recipient Accounts. . . . =
pe P The table displays Leave Banks accepting leave donations. Use the search box to locate a specific Leave Bank or sort the
View Closed Recipient table ascending or descending by any column. Select a Leave Bank with the link in the Action column

Accounts

Find a Recipient

Search for specific name or text:

Leave Bank Name

L3

Action *

Outstanding Refund Elections Medical Emergency Leave Bank Select

Close a Recipient Account

Figure 244: Agency VLBP Account Closed Page

Entering Leave Donations on Behalf of Employees

Enter VLTP Donation and Enter VLBP Donation are used by VLTP Administrators to enter leave
donations on behalf of employees who are unable to complete the form personally.
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To Enter a Leave Donation for an Employee:

1. Select Enter VLTP Donation or Enter VLBP Donation from the applicable management menu.
The applicable employee donation page is displayed. For VLTP, there is a recipient
selection, and for VLBP, there is a leave bank selection.

Paycheck

NFC

Enter an en

Enter VLTP Donation Complete the form below on behalf of an employee who has requested it but is unable to complete the form personally
Enter VLTP Request

View Open Recipient Accounts

View Closed Recipient Select 3 donor using the Search Employee form.
Accounts Doner: s Empl
Find a Recipient

Outstanding Refund Elections

Close a Recipient Account

The table displays employees cumently eligible to receive donated leave. Use the search box to locate a specific person or sort

VLTP Approvals the table ascending or descending by any column. Select a recipient with the link in the Action column.

Pending Donation List Search for specific name or text:

Pending Recipient List Name 4 | Active Dates ¢ | Donation Period & | Nature and Severity ¢ |Hours Needed ¢ |Action &
Pending Refunds JOHN DOE 04/18-08/27 04130827 Knee replacement 3300 Select
Pending Refund Elections JOHNNY DOE D4/14-05/18 0440518 Eroken leg 60.00 Select
Pending Refunded Donations ROBERT DOE | 04/17-07/23 04/14-07123 Hip replacement 40.00 Select

VLBP Management Cancel

Enter VLBP Donation

Entar VLEP Request

Create VLEP Leave Bank

Leave -H L]
View VLBP Leave Banks Typ [ Annual
Close VLBP Leave Bank Hours Donating:

Accounting: - v

View Open Recipient Accounts

View Closed Recipient Submit Cancall

Accounts

Figure 245: Enter an Employee Donation Page
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2. Click select Employee to select the donor. The donor search form is displayed.

——————————————————————
Paycheck

VLTP Manageme Enter an employ

Enter VLTP Donation Complete the form below on behalf of an employee who has requested it but is unable to complete the form personally,
Enter VLTP Request

View Open Recipient Accounts  HDORORSEIGEHONIIII—
View Closed Recipient Select a donor using the Search Employee form

Accounts g cl
Find a Recipient

Search by last name, or last name plus other details.

Outstanding Refund Elections

First name

Close a Recipient Account
- Last name

VLTP Approvals

Email Address
Pending Donation List

SSN
Pending Recipient List

Inactive

Pending Refunds

Pending Refund Elections Searthl Clearl Closs

Pending Refunded Donations

Enter VLEP Donation

Enter VLBP Request The table displays employees currently eligible to receive donated leave. Use the search box to locate a specific person or sort

the table ascending or descending by any column. Select a recipient with the link in the Action column.

P LT Search for specific name or text:
View VLBP Leave Banks

Name » | Active Dates ¢ | Donation Period ¢ | Nature and Severity ¢ |Hours Needed 4 | Action 2
Close VLBP Leave Bank JOHN DOE 04/18-05/27 04/13-05/27 Knee replacement 3300 Select
View Open Recipient Accounts  [jouuNy DOE | 04/14-05/18 04140518 Broken leg 50.00 Select
View Closed Recipient ROBERT DOE | 04/17-07/23 04/14-07/23 Hip replacement 4000 Seleet
Accounts

Find a Recipient ﬂ]
Transfer Hours

Close a Rcipiont Account | 10ORAMON Spcitics)

VLBP Approvals

\

Leave Type: Annual v
Pending Donation List Hours Donating:
Pending Recipient List Acoounting: .

All Leave Programs

Rejected Timesheets Submit| Cancel

Figure 246: Enter an Employee Donation Page - Leave Donor Search Form

3. Complete the fields as instructed below. Users can search using last name, email address,

or SSN.
Field Instruction
First name Optional
Enter at least one letter of the employee's first name.
Last name Enter at least two letters of the employee's last name.
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Field Instruction
Email Address Enter the employee's email address.
SSN Enter the employee's SSN.
Inactive Check this box to include inactive employees in the search.

4. Click search. The leave donor search results are displayed.

Paycheck

Enter an empilc jonation

Enter VLTP Donation Complete the form below on behalf of an employee who has requested it but is unable to complete the form personally.
Enter VLTP Request

View Open Recipient Accounts

View Closed Recipient Select a donor using the Search Employee form

Accounts o] cl

Find a Recipient

Search by last name, or last name plus other details.

Outstanding Refund Elections

First name AMY
Close a Recipient Account
Last name DOE

VLTP Approvals

Email Address
Pending Donation List
SSN

Pending Recipient List
Pending Refunds
Pending Refund Elections |Search| Clear| Close|
Pending Refunded Donations
VLBP Management

Inactive I

Employee Email Address Action
AMY DOE amy.doe@usda.any Select

Enter VLBP Donation

vk Repensaews

Create VLBP Leave Bank
View VLBP Leave Banks The table displagfs employess :_urrently eligible to receive dnnal_efd Ieavg Use t_he _seamh bu;-: to locale a specific person or sort
the table ascending or descending by any column. Select 2 recipient with the link in the Action column,

B Search for specific name or text:

View Open Recipient Accounts -
Name « |Active Dates ¢ | Donation Period ¢ |Nature and Severity ¢ | Hours Needed ¢ | Action ¢

View Closed Recipient
Accounts JOHN DOE 04/18-05/27 04/13-05/27 Knee replacement 3300 Select
JOHNNY DOE | D4/14-05/18 04/14-05/18 Broken leg 60.00 Select
Find a Recipient -
ROBERT DOE 041707123 041407723 Hip replacement 40.00 Select
Transfer Hours
Close a Recipi A Cancel|

VLBP Approvals

Pending Donation List

Pending Recipient List Leave Typer Annual ¥

All Leave Programs

Hours Donating:

Rejected Timesheets Accaunting: R -

Subm: rt| Cancel

Figure 247: Enter an Employee Donation Page - Donor Search Results

Return
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5. Click Select next to the employee making the leave donation. The donor's name is
displayed.

Paycheck

Enter VLTP Donation Complete the form below on behalf of an employee who has requested it but is unable to complete the form personally.
Enter VLTP Request

View Open Recipient Accounts

View Closed Recipient Select a donor using the Search Employee form
Accounts Donor: AMY DOE  Select Employee
Find a Recipient

Outstanding Refund Elections

Close a Recipient Account

The table displays employees cumently eligible to receive donated leave. Use the search box to locate a specific person or sort

VLTP Approvals the table ascending or descending by any column. Select a recipient with the link in the Action column.

Pending Donation List Search for specific name or text: .

Pending Recipient List Name =~ | Active Dates & | Donation Period & | Mature and Severity & |Hours Meeded & | Action &

Pending Refunds JOHN DOE 04/18-05/27 04/13-05127 Knee replacement 33.00 Select

Pending Refund Electi JOHNNY DOE | 04/14-05118 041140518 Broken leg 60.00 Select
ROBERT DOE | 04/17-07/23 041407723 Hip replacement 40,00 Select

Pending Refunded Donati

VLBP Management Canl;all

Enter VLBP Donation

Enter VLBP Request

Create VLBP Leave Bank
View VLBP Leave Banks e [ Annual v
Close VLBP Leave Bank

View Open Recipient Accounts

View Closed Recipient submit| | Cancel

Accounts

Accounting: - v

Figure 248: Enter an Employee Donation Page - Donor Selection

6. Click Select next to the employee or leave bank receiving the leave donation. The
applicable selection is displayed.
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Note: To search for a specific recipient or leave bank, use the search box or sort the table in
ascending or descending order by any column.

- e
Paycheck

NFC

VLTP Manas Enter an emplo donation

Enter VLTP Donation

Complete the form below on behalf of an employee who has requested it but is unable to complete the form personally

Entar VLTP Request

View Open Recipient Accounts Donor Selection
View Closed Recipient Select a donor using the Search Employes form
acroupts Dener: AMY DOE  Salect Emploves

Find a Recipient
QOutstanding Refund Elections Rﬂﬂbiﬂ'ﬂl Selection

| —
Cloze a Recipient Account The table displays employees cumently eligible to recerve donated leave. Use the search box to locate a specific person or sort

VLTP Approvals the table ascending or descending by any column. Select a recipient with the link in the Action column.
Pending Donation List Recipient: JOHENDOE  Change

Pending Recipient List Nature and Severity: Knee replacemant

Pending Refunds

Pending Refund Elections LU

Pending Refunded Donations Leave Type: Annual v

Entar VLBP Donation Accounting: . -

Enter VLEP Request

Create VLBP Leave Bank Submit| Cancel

Figure 249: Enter an Employee Donation Page - Recipient Selection

7. Complete the Donation Specifics fields as follows:

Field Instruction

Leave Type Select the leave type to donate from the drop-down list. Valid values are
Annual and Restored.

Hours Donating Enter the number of hours to donate.

Accounting Select the accounting code from the drop-down list.
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8. Click Submit. The page will automatically transition to the applicable pending leave

donations page.

Paycheck

NFC

VLTP Management

Enter VLTP Denation
Enter VLTP Request
View Open Recipient Accounts

View Closed Recipient
Accounts

Find a Recipient

Outstanding Refund Elections

Close a Recipient Account

VLTP Approvals

Pending Donation List
Pending Recipient List
Pending Refunds

Pending Refund Elections

Pending VLTP Le

Select one or more requests to approve (or decling) with the check boxes on the left and buttons at the bottom. Adjust the
amount approved where needed. Provide a reason for declines. Or, process one by one using the action links on the right

Select desired donor:

.. Active Hours Still This .
Recipient | Donor D ] ed Donation Hours Approved Action
AMY 04/18- = Select Approve
JOHN DOE DOE 01/01 33.00 2.00 2.00 Decline
JOHNNY  |JOHN | 0414- ’— Select Approve
DOE DOE 01/ Ll L o Decline
Remarks:

Figure 250: Pending VLTP Leave Donations Page

9. Click Approve to approve the donation.

Entering Leave Recipient Accounts on Behalf of Employees

Enter VLTP Request and Enter VLBP Request are used by VLTP Administrators to enter leave
recipient requests on behalf of employees who are unable to complete the form personally.
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To Enter a Leave Recipient Request for an Employee:

1. Select Enter VLTP Request or Enter VLBP Request from the applicable management menu.
The applicable application page is displayed.

e e
Paycheck

NFC

| nagem Application to become a VLTP leave recipient

Enter VLTP Donation Complete the form below on behalf of an employee who has requested it but is unable to complete the form personally.
Enter VLTP Request

View Open RociiontAccounss  |APDICANION {0 BGCOMS & LeaVS RBEIpIont Under the Voluntary Leave Transfer Program |

View Closed Recipient Please provide all requested information on this form to apply to become a leave recipient under the VLTP. If your application
Accounts is approved, you will be eligible for leave donations.

Find a Recipient Employee: Select Employes

Qutstanding Refund Elections Employee Name:

Close a Recipient Account Last 4 SSN:

VLTP Approvals Employee ID:

Pending Donation List Job Title:

Pending Recipient List Pay Plan:

Pending Refunds Grade/Pay Level:

Pending Refund Elections. Name Of Organization:

Pending Refunded Donations Office Phone Number:

Enter VLBP Donaion Defails regarding the medical emergency
Enter VLBP Request Nature and severity:

Create VLEBP Leave Bank

Type of Emergency: Select an Emergency Type ¥
View VLBP Leave Banks

Close VLBP Leave Bank

Date began/will begin:

Date ended/expected to end:

View Open Recipient Accounts Mame of physician:

View Closed Recipient

Description option: Applicant does not want a description distnbuted
Accounts

MName disclosure option: | Applicant does not wish to have name used with the description or
Find a Recipient disclosed to anyone except the supenisor, the supervisory channel and the

Transfer Hours deciding official, and individuals who maintain the program

Description to be distributed to
Close a Recipient Account servicing personnel so that other
employees may donate annual
leave to the applicant:

Pending Donation List Annual Leave Balance:

Pending Recipient List Sick Leave Balance:

LWOP Hours:

Individual's last name:
Individual's first name:

Individual's relationship to
employee:

Rejected Timesheets

Retum

Individual's telephone:

By submitting this form | cerify that the information provided is true

Submit Cancell

Privacy Act Statement Partizipation in this program is voluntany; however, solictation of this information & authorized

under § U.5.C. 6332, The information furnished wil be wsed to identify records property
sesociates with the tranafer of annual leave. It may also be discoloed to a national, State, of local law enforcement agent y where there is an indic ation
of & viclation or potential violation of civil or criminal law, rule, of regulation: of 10 another agency of ¢ ourt with the Government is party to & suit Public
Lawr 104-134 (April 28, 198€) requires that any person doing businss with the Federal Government furnish a social security number or tax
igentific ation number. This is an amendment 10 tile 31, Section 7701, Furnishing the social securty number, a2 wed as other dats, is voluntary, but
failure to do so may delay or prevent action on the applic ation If your agency uses the information furnished on this form for purposes other than
those indicated above, it may provide you with an additional ststsment reflecting those purposes.

Figure 251: Application to Become a VLTP Leave Recipient Page
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2. Click select Employee to select the recipient. The leave recipient search form is displayed.

. e—e—T ]
Paycheck

Application to become a VLTP leave recipient

Enter VLTP Donation Complete the form below on behalf of an employee who has requested it but is unable to complete the form personally.
Enter VLTP Request

View Open Recipiont Accounts  NADDICHUONNOIBCCOMEIELCRVGINGEIPICA URGSHINENO UL eV ansen Brooram

View Closed Recipient Please provide all requested information on this form to apply to become a leave recipient under the VLTP. If your application
Accounts is approved, you will be eligible for leave donations.

Find a Recipient Employee: Close

QOutstanding Refund Elections Search by last name, or last name plus other details.

Close a Recipient Account First name

VLTP Approvals Last name

Pending Donation List Email Address

Pending Recipient List SSN

Pending Refunds Inactive

Pending Refund Elections

Pending Refunded Donations |Seareh | Ciear]| Giosa|

VLBP Management

Employee Name:
Enter VLBP Donation Last 4 SSN:
Enter VLBP R

" = Employes ID:

Create VLBP Leave Bank

Job Title:
View VLBP Leave Banks

Pay Plan:
Close VLBP Leave Bank

Grade/Pay Level:
View Open Recipient Accounts

Name Of Organization:

View Closed Recipient

Accounts Office Phone Number:

— e e

Transfer Hours

Close a Recipient Account Nature and severity: p
VLBP Approvals Type of Emergency: Select an Emergency Type v
Pending Donation List Date began/will begin:
Pending Recipient List Date ended/expected to end:
All Leave Programs Name of physician:
Rejected Ti " it option: Applicant does not want a description distributed
Name disclosure option: Applicant does not wish to have name used with the description or
Return disclosed to anyone except the supervsor, the supervisory channel and the

deciding official, and individuals who maintain the program

Description to be distributed to

servicing personnel so that other

empleyees may denate annual 4
leave to the applicant:

Annual Leave Balance:
Sick Leave Balance:
LWOP Hours:

Individual's last name:
Individual's first name:
Individual's relationship to
employee:

Individual's telephone:

Biy submitting this form | certify that the information provided is true.

Submit| Cancel

Privacy Act Statement Participation in this program i voluntary: however, solickation of this information is authorzed

under § U.S.C. 8332 The information furnished will be used to identfy records properly
associstes with the transfer of annual leave. It may also be discoloed to & national, State, of local low enforc ement agency where there is an indic ation
of a violation or potential violation of ¢ il of ¢ riminal law, rule, o regulation; or 0 another agency of Court with the Government is party to a suit. Public
Law 104.134 (4pril 26 1966) requires that any person doing businss with the Federal Government furnish & social security number or tax
number, This is an an 1ol 31, Section 7701, Fumishing the social securlty number, as wel &5 ofher data, is voluntary, but
failure 1o do 50 may delay of prevent action on the applic ation. If your agency uses the information furmished on this form for purposes other than
those indicated above. it may provide you with an acdiional statement reflecting those purposes

Figure 252: Application to Become a VLTP Leave Recipient Page - Employee Search
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3. Complete the fields as instructed below. Users can search using last name, email address,

or SSN.
Field Instruction
First name Optional
Enter at least one letter of the employee's first name.
Last name Enter at least two letters of the employee's last name.
Email Address Enter the employee's email address.
SSN Enter the employee's SSN.
Inactive Check this box to include inactive employees in the search.
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4. Click search. The leave recipient search results are displayed.

.
Paycheck

NFC

pient

Enter VLTP Donation Complete the form below on behalf of an employee who has requested it but is unable to complete the form personally.
Enter VLTP Request

View Open Reciiont Accouncs | PR N R R R

View Closed Reciplent Please provide all requested information on this form to apply 1o become a leave recipient under the VLTP. If your application
Accounts is approved, you will be eligible for leave donations.

Find a Recipient Employee: Closa

Outstanding Refund Elections Search by last name, or last name plus other details

Close a Recipient Account First name John

VLTP Appro Last name Doe

Pending Donation List Email Address

Pending Recipient List SSN

Pending Refunds Inactive

Pending Refund Elections

Pending Refunded Donations Search| Glear| Close

Lorir o Employee Email Address Action
Enter VLBP Donation JOHN DOE john ov Select
Enter VLBP Request JOHNNY DOE johnny.dos @usda gov Select

Create VLBP Leave Bank
View VLBP Leave Banks

Employee Name:

Last 4 SSN:
Close VLBP Leave Bank Employee ID:
View Open Recipient Accounts Johb Title:
::c:;:::sed Recipient Pay Plan:
Find a Recipient e

TREEE A Name Of Organization:

Office Phone Number:

Close a Recipient Account

Pending Donation List

Powling Reciplent Lt Nature and severiy:

Type of Emergency: Select an Emergency Type v
Rej Timesheets Date began/will begin:
Date P to end:
Return
Name of physician:
Description option: Applicant does not want a description distributed
Name disclosure option: Applicant does not wish to have name used with the descniption or

disclosed to anyone except the supenvisor. the supenisory channel and the
deciding official, and individuals who maintain the program.

Description to be distributed to

servicing personnel so that other

employees may donate annual y
leave to the applicant:

Annual Leave Balance:
Sick Leave Balance:
LWOP Hours:

Individual's last name:
Individual's first name:
Individual's relationship to
employee:

Individual's telephone:

By submitting this form | cenify that the information provided is true.

Submit| Cancel

Privacy Act Statement Partic pation in this program Is voluntary: however, ol ftation of this information & authorzed
unger 5 U.S.C. 6332 The information furnished wil be Used 1o KISl records properly

associates with the transfer of annual leave. It may aiso be dise cloed 1o 8 national, State, of local law enforcement agency where there is an indic ation
of a violation or potential viclation of civil or criminal law, rule, o regulation; or to another agency or ¢ ourt with the Government is party to » sult. Public
Law 104-134 (April 26. 1996) requires that any person doing busnas with the Federal Government furnish & social sec urity number or tax
identific ation numbes_ This is an amendment to fitle 31, Section 7701 Fumishing the social security number. as well as other data, is voluntary, but
feilire to Go 50 may delay of prevent aztion on the applcation. if your agenzy uses the information furnished on this form for puTposes other than
those indic aied above, ik may provide you with an addbional siatement reflecting those purposes.

Figure 253: Application to Become a VLTP Leave Recipient Page - Employee Search Results
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5. Click Select next to the applicable employee. The page is now populated with the selected
employee's information.

Note: If applying for VLBP, you must select the applicable leave bank.

Paycheck

NFC

LT an pl m TF p

Enter VLTP Donation Complete the form below on behalf of an employee who has requested it but is unable to complete the form personally.
Enter VLTP Request

View Open Recipient Accounts  IADDUCSUIONIDIDEORE SILGAVSIRGCIpIGNTUGGTHNGVOIURISrY LSaVa TianSIerIProgrami
View Closed Recipient Pleasa provide all requested infermation on this form to apply to become a leave recipient under the VLTP. If your application
Accounts is approved. you will be eligible for leave donations.

Find a Recipient Employee: JOHNNY DOE Select Emplovee

Outstanding Refund Elections Employee Name: JOHNNY DOE

Close a Recipient Account Last 4 SSN: 0006
VLTP Approvals Employee ID:

Pending Donation List Job Title: PROG &AL

Pending Recipient List Pay Plan: Gs

Pending Refunds Grade/Pay Level: o7

Pending Refund Elections Name Of Organization: DM, OFFICE OF THE CHIEF FINANCIAL OFFICER

Pending Refunded Donations Office Phone Number:

VLBP Management ) i
Entor VLBP Dosation Detalls regarding the medical emergency

Enter VLBP Request Nature and severity:
Create VLBP Leave Bank Type of Emergency: Select an Emergency Type ¥
View VLBP Leave Banks Date began/will begin:

Close VLBP Leave Bank

View Open Recipient Accounts

Date ended/expected to end:

Mame of physician:

yiow Closed Raciplent Description option: | Applicant does not want a descnption distributed
Accounts

Name disclosure option: Applicant does not wish to have name used with the description or
Find a Recipient disclosed to anyone except the supervisor, the supervisory channel and the

deciding official, and individuals who maintain the program

Transfer Hours

Description to be distributed to

Close a Recipient Account servicing personnel so that other

\i RP —— employees may donate annual .

VLBP Approvals leave to the applicant: A

Pending Donation List Annual Leave Balance:

Pending Recipient List Sick Leave Balance:

All Leave LWOP Hours:

- Individual completing the application (f applying on behalf of the employee applicant)
Return

Individual's last name:
Individual's first name:

Individual's relationship to
employee;
Individual's telephone:

By submitting this form | cenify that the information provided is true

Submit| Cancel

Privacy Act § B in this program is volintary; however, soleitstion of this information is suthorized
under 5 U.5.C. 6332 The information furnishad wil be used to identify res ords propery

associates with the transfer of annual leave. It may also be disc cloed to a national, State, o local low enforc ement agency where there is an indication
of a viclstion or potential violation of eivil or eriminal law, rule, or regulation; or to another agency or court with the Government is perty to & suit. Puble
Law 104-134 (April 26, 1996) requires that any person doing busings with the Federal Government furnish 8 soc ial set urity number of tax
identific ation number. This is an amendment to title 31 Section 7701. Furnishing the sotial security number. as wel as other data, is voluntary, but
failure to do 50 may delay or prevent action on the appic ation. If your agency uses the information furnished on this form for purposes other than
ihose indicaied above, & may provide you with an addiional ststement refleciing those purposes

Figure 254: Application to Become a VLTP Leave Recipient Page - Recipient Selected

6. Complete the Application to Become a Leave Recipient Under the Voluntary Leave
Transfer Program fields as follows:
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Field Description/Instruction
Employee Name Displays the employee name.
Last 4 SSN Displays the last 4 digits of the employee's SSN.
Employee ID Not applicable.
Job Title Displays the employee's job title.
Pay Plan Displays the employee's pay plan.
Grade/Pay Level Displays the employee's grade.
Name of Organization Displays the literal name of the employee's organizational structure.
Office Phone Number Enter the office telephone number.
7. Complete the Details regarding this medical emergency fields as follows:
Field Instruction
Nature and severity Enter the nature and severity of the medical emergency.
Type of Emergency Select the type of emergency from the drop-down list. Valid values are
Personal Medical Emergency and Family Medical
Emergency.
Date began/will begin Enter the date the medical emergency began or will begin.
Date ended/expected to Enter the date the medical emergency ended or is expected to end.
end
Name of physician Enter the name of the physician for the medical emergency.
Description option Check this box if applicant does not want a description of the medical

emergency distributed.

Name disclosure option Check this box if applicant does not wish to have name used with the
description or disclosed to anyone except the supervisor, the
supervisory channel and the deciding official, and individuals who
maintain the program.

Description to be Enter the description applicant wishes to have distributed to other
distributed to servicing employees in leave request.

personnel so that other
employees may donate
annual leave to the
applicant

Annual Leave Balance Enter the applicant's annual leave balance.
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Field Instruction
Sick Leave Balance Enter the applicant's sick leave balance.
LWOP Hours Enter the applicant's leave without pay balance.

8. Complete the Individual completing the application (if applying on behalf of the employee
applicant) fields as follows:

Field Instruction

Individual's last name Enter the last name of the individual completing the application on
behalf of the employee.

Individual's first name Enter the first name of the individual completing the application on
behalf of the employee.

Individual's relationship to | Enter the relationship of the individual completing the application to the
employee individual.

Individual's telephone Enter the telephone number of the individual completing the application
on behalf of the employee.

9. Click submit. The application is now on the supervisor's Pending Recipient List awaiting
recommendation and displays in the employee's View Existing Recipient Requests page as
Pending. Once the supervisor provides their recommendation by approving the request,
the application will be returned to the VLTP Administrator, displaying on the Pending
Recipient List, for further action.

Managing Leave Donations

VLTP Administrators utilize the Pending Donation List to approve, decline, or modify any pending
VLTP or VLBP donation.

To Manage Pending Leave Donations:

1. Select Pending Donation List from the applicable approvals menu on the Donated Leave
Management page. The applicable pending leave donations page is displayed.
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Note: To Approve or Decline in mass, check the box next to the donation and click the appropriate

option.

Paycheck

Pending VLTP Leave Dona

Enter VLTP Donation
Enter VLTP Request
View Open Recipient Accounts

View Closed Recipient
Accounts

Find a Recipient
Outstanding Refund Elections

Close a Recipient Account

Pending Donation List
Pending Recipient List
Pending Refunds

Select one or more requests to approve (or decline) with the check boxes on the left and buttons at the bottom. Adjust the
amount approved where needed. Provide a reason for declines. Or, process one by one using the action links on the nght.

Select desired donor: Al v
Active Hours Still This
| | Recipient | Donor . 0 Hours Approved Action
JOHN AMY Select Approve
r i = Select
[ e DOE 02/2501/01 |0 5.00 5.00 Decline
Remarks:

Approve Dsclln&l

Figure 255: Pending VLTP Leave Donations Page

2. Click select to view the leave donation details. The applicable view leave donation page is

displayed.
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Note: Donation may be approved or declined without viewing the details by making the appropriate
selection in the Action field.

Paycheck

NFC
View VLTP Le Donation
Enter VLTP Donation Here are the details on the requested pending leave donation. Please take action to approve or decline the donation
Enter VLTP Request
View Open Recipient Accounts
aElasediBecicient Date Range: 02129-04/19
A ts
cooum Reason: Knee replacement
Find a Recipient
Employee Name: JOHN DOE
Outstanding Refund Elections
Emergency Type: Personal Medical Emergency
Close a Recipient Account
- - Hours Needed: 40.00
VLTP Approvals
Hours Received: 44.00
Pending Donation List
Remaining Hours Needed: o
Pending Recipient List
. Heours Used: ]
Pending Refunds
Hours Available: o

Pending Refund Elections
Pending Refunded Donations

VLBP Management

Enter VLBP Donation Donating Employee Name: AMY DOE
Enter VLBP Request Leave Type: Annual

Create VLBP Leave Bank Sy Eieroc Pay Period 8 - 2016
View VLBP Leave Banks Hours Donating: 5.00

Close VLBP Leave Bank Account: 163RXCIXAGEPADOOD

View Open Recipient Accounts
View Closed Recipient
Accounts Amount Approved: 5.00
Find a Recipient Remarks: [

Transfer Hours

Close a Recipient Account

VLBP Approvals | A

Pending Denation List i Daclmel Cancel

Pending Recipient List

Figure 256: View VLTP Leave Donation Page

3. Click Approve to approve the leave donation.

Administrators are able to modify the hours approved by editing the Amount Approved field.

OR

Click Decline to decline the leave donation. The applicable pending leave donations page is
displayed with the donation removed.
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Note: Remarks are required if declining the donation.

Paycheck

Enter VLTP Donation
Enter VLTP Request
View Open Recipient Accounts

View Closed Recipient
Accounts

Find a Recipient
Outstanding Refund Elections

Close a Recipient Account

VLTP Approvals

Pending Donation List

ing VLTP Le

Select one or more requests to approve (or decling) with the check boxes on the |eft and buttons at the bottom. Adjust the
amount approved where needed. Provide a reason for declines. Or, process one by one using the action links on the right

Select desired donor: | All

¢ [Recipient [Donor [Active Dates [Hours Still Needed [ This Donation [ Hours Approved | Action

There are no leave donations pending approval

Figure 257: Pending VLTP Leave Donations - Approved

Managing Leave Recipient Accounts

VLTP Administrators are able to perform the following functions in order to manage VLTP and
VLBP leave recipient accounts:

e View pending recipient lists

e View open recipient accounts

e View closed recipient accounts

¢ Find recipients
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To View the Pending VLTP or VLBP Recipient List:

1. Select Pending Recipient List from the applicable approvals menu. The applicable pending
requests for donated leave page is displayed and lists pending applications that have
received supervisory recommendation and are awaiting action by the VLTP Administrator.

Paycheck

NFC

VLTP Manag = g Requests for VLTP Donated

Enter VLTP Donation Select a request to approve (or decling). On the application click the Approve button or, if approprate, enter explanatory

Enter VLTP Request remarks and click the Decline bution. On the subsequent page make any needed date adjustments and enter an estimated
number of donated hours needed.

View Open Recipient Accounts
Select desired recipient: All v

View Closed Recipient

— Employee Name Active Dates Nature and severity Action
JOHN DOE 04/18-05/27 Knee replacement Selact

Find a Recipient
QOutstanding Refund Elections

Close a Recipient Account

VLTP Approvals

Pending Donation List

Figure 258: Pending Request for VLTP Donated Leave Page
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Enter VLTP Donation Approve or Decline this application by using the buttens below.
Enter VLTP Request

View Open Recipient Accounts

View Closed Reclplent Please provide all requested information on this form to apply to become a leave recipient under the VLTP If your application
Accounts is approved, you will be eligible for leave donations

Find a Recipient Employee Name: JOHN DCE

Outstanding Refund Elections Last 4 SSN: mm

Close a Recipient Account Employee ID:

VLTP Appr Job Title:

Pending Donation List Pay Plan: GS

Pending Recipient List Grade/Pay Level:

Pending Refunds Name Of Organization: DM, OFFICE OF THE CHIEF FINANCIAL OFFICER

Pending Refund Elections Office Phone Number: 555-

Pending Refunded Donations

Enter VLBP Donation Nature and severity: Knee replacement y

Enter VLBP Request Type of Emergency: Personal Medical Emergency v

Create VLBP Leave Bank Date beganiwill begin: 41182016
View VLOP Loave Dunks Date ended/expected to end: (2712016
Name of physician: Dr. Green

Close VLEP Leave Bank
View Open Recipient Accounts

Description option: Applicant does not want a description distributed.
View Closed Recipient Name disclosure option: Applicant does not wish to have name used with the description or
Accounts disclosed to anyone except the supervisor, the superdsory channel and the

deciding official, and individuals who maintain the program.

Description to be distributed to Employee needs knee replacement
Transfer Hours servicing personnel so that other
employees may donate annual
leave to the applicant:

VLBP Ap S Annual Leave Balance! 200.00
Pending Donation List Sick Leave Balance: 20.00
Pending Recipient List LWOP Hours: 0.00

All Leave P ms
Refeced Teshees Individuel complcting the application (i epplying on behall of the employse spplicent)
Return Individual's last name: ,7

Individual's first name: ,7

Individual's relationship to ’7

Find a Recipient

Close a Recipient Account

employee:
Individual's telephone:
Supervisor Remarks: Approved

VLTP Admin Remarks:

By submitting this form | certify that the information provided is true.

Privacy Act Statement

Parteipation in this program is voluntary; however, solizitation of this information is authorized
under & U5 G, §332. The information furnished will be used in idenfy records properly
essocieles with the transler of annual keeve. It may also be discolosd to @ national, State, or local low enforcement agency where there is an indication
of 8 viokation or potential violation of ¢ il or criminal law, rule, of regulation; of to ancther agency of court with the Government i party 1o a suit. Public
Law 104134 &pril 26, 1596) requires that any person doing businss with the Federal Sovernment fumnish a socisl security number or tax

number, This 5 an 1o itle 31, Settion 7701 Furnishing the soc lal securky number, a5 well a3 ofher data. s voluntary, but
failure 1o S0 5o may delay of prevent action on the appli stion. f your agency uses the information furnished on this form for purposes other than
those indizated above. & may provide you with an acdiional statement reflec ting those purposes.

Figure 259: VLTP Administrator Approval Page

3. Click Approve to approve the request.
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OR

Click Decline to decline the request.

Note: Remarks are required if declining the request.

To View Open VLTP or VLBP Recipient Accounts:

1. Select View Open Recipient Accounts from the applicable management menu. The
applicable open recipients page is displayed with a list of open recipient accounts.
Administrators may use this function to edit recipient accounts and to generate audit
reports.

e —
Paycheck

NFC

VLTP Management Open VLTP Recipients

Enter VLTP Denation The table displays employees with open accounts under the VTP Program. Use the search box to locate a specific person or

Enter VLTP Request sort the table ascending or descending by any column. Select a recipient with the link in the Action column
View Open Recipient Accounts ~ Search for specific name or text:
View Closed Recipient Active Donation Hours
MName s ¢ | Nawre and Severi Y + |Action
Accounts Dates. * | Period o Needed
Find a Recipient JOHNNY DOE 04140518 | 04140518 Broken leg 60.00 Select
74 I I i
Outstanding Refund Elections ROBERT DOE 04707723 04/14-07/23 Hip replacement 4000 Select
JOHN DOE 04/18-05/27 041308727 Knee replacement 37.00 Select
Close a Recipient Account

Pending Donation List

Cancel

Pending Recipient List
Pending Refunds

Figure 260: Open VLTP Recipients Page
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2. Click select next to the employee to view or edit.

Paycheck

VLTP Management View a Donated Leave Recipient Account
Enter VLTF Donmtion Summary information about the recipient account information is displayed. Click Leave Recipient Application 10 view the
Enter VLTP Request original request. Click the Save button to record any changes:

View Open Recipient Accounts Leave Bank Name: Medical Emergency Leave Bank

View Closed Recipient

Accounts.

Find a Recipient Employee Name: JOHN DOE

Outstanding Refund Elections  Event Begin Date: 04/14/2016

Close a Recipient Account Event End Date: 6/24/2016

VLTP Approvals Donation Begin Date: [ana2016

Pending Donation List Donation End Date: [&n42016

Pending Recipient List Nature and severity: [ Broken Am

Pending Refunds. Type of Emergency: Personal Medical Emergency ¥

Pending Refund Elections
Pending Refunded Donations

VLBP Management Save| Cancel

Hours Needed: [ 80.00

Enter VLBP Donation
Enter VLBP Request

Create VLBP Leave Bank

Hours Received: L]
View VLBP Leave Banks

Hours Used: L]
Close VLBP Leave Bank

Hours Available: o
View Open Recipient Accounts

= - Hours Pending: [1]

View Closed Recipient
Accounts Amount Refunded: L]
Find a Recipient Balance: 0
Transfer Hours Recipient account status: Active
Close a Recipient Account Leave Recipient Flag: N

VLBP Approvals

Pending Donation List
Pending Recipient List Set Aside Annual Leave Accrued: 0
All Leave Programs Set Aside Annual Leave Used:

L1}
Rejected Timesheets Set Aside Annual Closing: L1}
Set Aside Annual Leave Balance: 0
Set Aside AL Carry Oven: L]
Set Aside Sick Leave Accrued: 0
0
]
0
0

Return

Set Aside Sick Leave Used:

Set Aside Sick Closing:

Set Aside Sick Leave Balance:
Set Aside Sick Leave Carry Over:

VLTP Audit Report
Program Annual And Sick Leave Report

Figure 261: View a Donated Leave Recipient Account Page

Note: To run a report, click the appropriate report link.

To View Closed VLTP or VLBP Recipient Accounts:

1. Select View Closed Recipient Accounts from the applicable management menu. The
applicable closed recipients page is displayed with a list of closed recipient accounts.
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Note: Closed recipient account pages are for viewing only.

e e——
Paycheck

NFC

VLTP Me > Closed VLTP Recipients

Enter VLTP Donation

The table displays employees with closed accounts under the VLTP Program. Use the search box to locate a specific person
Enter VLTP Request or sort the table astending or descending by any column. Salect a recipient with the link in the Action column

View Open Recipient Accounts Search for specific name or text:

View Closed Recipient Name = | Active Dates 4 | Donation Period # | Nature and Severity 4 | Action *
Accounts JOHN DOE 021290322 02290322 Knee replacement Selagt
Find a Recipient

Cancel

Qutstanding Refund Elections

Close a Recipient Account

Figure 262: Closed VLTP Recipients Page

2. Click select next to the employee to view. The View a Donated Leave Recipient Account
page is displayed.
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Note: To search for a specific employee, use the search box or sort any column in ascending or
descending order.

Paycheck

View a Donated Leave Recipient Account

Enter VLTP Donation Summary information about the recipient account information is displayed. Click Leave Recipient Application 1o view the
Enter VLTP Request original request. Click the Save button to record any changes:

Leave Bank Name: Medical Emergency Leave Bank

View Open Recipient Accounts
View Closed Recipient

Accounts.

Find a Recipient Employee Name: JOHN DOE

Outstanding Refund Elections  Event Begin Date: 04/14/2016

Close a Recipient Account Event End Date: 6/24/2016

VLTP Approvals Donation Begin Date: [ana2016

Pending Donation List Donation End Date: [&n42016

Pending Recipient List Nature and severity: [ Broken Am

Pending Refunds Type of Emergency: Personal Medical Emergency v

Pending Refund Elections Hours Needed: ["a0.00

Pending Refunded Donations

VLBP Management Save| Cancel

Enter VLBP Donation
Enter VLBP Request

Create VLBP Leave Bank

Hours Received: L]
View VLBP Leave Banks

Hours Used: L]
Close VLBP Leave Bank

Hours Available: o
View Open Recipient Accounts

= - Hours Pending: [1]

View Closed Recipient
Accounts Amount Refunded: L]
Find a Recipient Balance: 0
Transfer Hours Recipient account status: Active
Close a Recipient Account Leave Recipient Flag: N

Pending Donation List

Pending Recipient List Set Aside Annual Leave Accrued: 0
All Leave Programs Set Aside Annual Leave Used:
Rejected Timesheets Set Aside Annual Closing:

Set Aside Annual Leave Balance:

Return
Set Aside AL Carry Oven:

L1}
L1}
o
0
Set Aside Sick Leave Accrued: 0
Set Aside Sick Leave Used: 0
Set Aside Sick Closing: 0
Set Aside Sick Leave Balance: 0
Set Aside Sick Leave Carry Over: [

VLTP Audit Report
Program Annual And Sick Leave Report

Figure 263: View a Donated Leave Recipient Account Page

Click Leave Recipient Application to view the original request.

Note: To run a report, click the appropriate report link.

Click cancel to return to the View a Donated Leave Recipient Account page.
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To Find a VLTP or VLBP Recipient:

1. Click Find a Recipient from the applicable management menu. The applicable find a
recipient account page is displayed.

Paycheck

NFC

VLTP Management Find a Donation Recipient Account
Enter VLTP Donation Select the empk whose recipient ) you wish to view.
Enter VLTP Request Employee: Seleet Employee

View Open Recipient Accounts

View Closed Recipient
Accounts

Find a Recipient
Outstanding Refund Elections

Close a Recipient Account

2. Click select Employee to select the recipient. The employee search form is displayed.

Paycheck

NFC

VLTP Management Find a Donation Recipient Account

Enter VLTP Donation

Select the employee whose recipient account(s) you wish to view

Enter VLTP Request Employee: Close

View O Recipient Accounts .
vew Lpen Reciplent Accoun Search by last name, or last name plus other details

View Closed Recipient

First name

Accounts

. . Last name
Find a Recipient

N Email Address

Outstanding Refund Elections
Close a Recipient Account e
VLTP Approvals IRRCE
Pending Donation List Search| Clear| Close

Pending Recipient List

Figure 264: Find a Donation Recipient Account Page - Employee Search

3. Complete the fields as instructed below. Users can search using last name, email address,

or SSN.
Field Instruction
First name Optional
Enter at least one letter of the employee's first name.
Last name Enter at least two letters of the employee's last name.
Email Address Enter the employee's email address.
SSN Enter the employee's SSN.
Inactive Check this box to include inactive employees in the search.
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Enter VLTP Donation Select the employes whose recipient account(s) you wish 1o view.

Enter VLTP Request Employee: Close

D e Pl oy Search by last name, or last name plus other details.

View Closed Recipient

First name Jo
Accounts

Last name Doe
Find a Recipient

Email Address
Outstanding Refund Elections

SSN

Close a Recipient Account

VLTP Approvals Ll

Pending Donation List Seamhl Clear| Closel

Pending Recipient List

Pending Refunds ey Email Address Action
JOHN DOE iohn doe@usda.gov Select
Pending Refund Elections JORNNY DOE it

Pending Refunded Donations

Figure 265: Find a Donation Recipient Account Page - Employee Search Results

5. Click Select next to applicable employee. The employee's name is displayed.

el
Paycheck

NFC
VLTP N Find a Donation R
Enter VLTP Donation Select the empl whose recipient you wich 1o view.
Enter VLTP Request Employee: JOHN DOE  Change
View Open Recipient Accounts  Select an account to view or edit details by using the select link to the right
View Closed Reciplent | Active dates | Donation period | Nature and severity | Hours needed |Program | Action |
Accounts [02200322 | 0229-0322 | Knee replacement J40 [vue B

Find a Recipient
Outstanding Refund Elections

Close a Recipient Account

Figure 266: Find a Donation Recipient Account Page - Recipient Selected

6. Click select. The View a Donated Leave Recipient Account page is displayed.

262



Publication Category: T&A Processing
Paycheck8

Note: Click Leave Recipient Application to review the application.

 —e——Ta
Paycheck

NFC
VLTP Management View a Donated Leave Recipient Account
Enter VLTP Donation Summary information about the recipient account information is displayed. Click Leave Recipient Application 1o view the
Enter VLTP Request orginal request. Click the Save button to record any changes

View Open Recipient Accounts [N e
View Closed Recipient

Accounts Employee Namet JOHN DOE
Find a Recipient Event Begin Date: 22912016
Outstanding Refund Elections Event End Date: ¥22016
Close a Recipient Account Denation Begin Date: 20292016
Denation End Date: [322208
Pending Donation List MNature and severity: Knee replacement
Pending Recipient List Type of Emergency: Personal Medical Emergency ¥
Pending Refunds Hours Needed: 40.00

Pending Refund Elections

Pending Refunded Donations

VLBP Management Balance Information
Enter VLBP Donation

Hours Received: 49.00
Enter VLBP Request

Hours Used: (]
Create VLBP Leave Bank

i 3 ]

View VLBP Leave Banks Hours Available
Close VLBP Leave Bank Hours Pending! v
View Open Recipient Accounts N Lol
View Closed Recipient Ealamca 13.00
Accounts Recipient account status: Closed
Find a Recipient Leave Recipient Flag: N

Transfer Hours =
Set Aside Balances
Close a Recipient Account

VLBP Approvals Set Aside Annusl Leave Accrued: [

Pending Donation List Set Aside Annual Leave Used: 0
Pending Recipient List Set Aside Annual Closing: 0.00
Set Aside Annual Leave Balance: 000
Rejected Timesheets Set Aside AL Carry Over: 0.00
Return Set Aside Sick Leave Accrued: 0
Set Aside Sick Leave Used: 0
Set Aside Sick Closing: 0.00
Set Aside Sick Leave Balance! 000

Set Aside Sick Leave Carry Over: 000
Reports

WVLTP Audit Report

Program Annual And Sick Leave Report

Figure 267: View a Donated Leave Recipient Account Page

Note: To run a report, click the appropriate report link.

Donated Leave Reports

There are two reports available for managing donated leave. These reports are the VLTP Audit
report and the Program Annual and Sick Leave Reports. Both reports can be generated from the
View a Donated Recipient Account page. The VLTP Audit Report provides balances by pay
period and the output includes the pay period, account type, beginning balance, received/accrued,

263



@ Publication Category: T&A Processing

Paycheck8

used, and balance. The Program Annual and Sick Leave Report provides historical information on
set aside accounts/accruals. The output includes the pay period, account type, beginning balance,
accrued, used. transferred in, and balance.

To Run the VLTP Audit Report:

1. Click VLTP Audit Report from the View a Donated Leave Recipient Account page. The
VLTP Audit Report page is displayed.

Paycheck
NFC

TA Status
Run Report
TA Summary """"‘"""I
TA Transaction Code [
| € 1 of 1 port to the selected f v| Expot G @ @
Appointmant Limitaticn : 0 O IK < » )| | Export to the selected format xpot T @ &

Quarters
Quarters Summary
VLTP Summary

Timekeeper Employee

Return

Figure 268: VLTP Audit Report Page
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2. Click Run Report. A sample of the report is shown below.

VLTP Audit Report

Employee Name:
Leave Reason:|

Event Begin Date
Event End Date:

Pay Period

4

Figure 269: VLTP Audit Report

John Doe
Surgery

311/2016
8M1/2016

Account Type

VLTP Account

VLTP Annual
Leave Set Aside

VLTP Sick Leave
Set Aside

VLTP Annual
Leave Set Aside
co

VLTP Sick Leave
Set Aside CO

VLTP Account

VLTP Annual
Leave Set Aside

VLTP Sick Leave
Set Aside

VLTP Annual
Cco

VLTP Sick Leave
Set Aside CO

VLTP Account

VLTP Annual
Leave Set Aside

VLTP Sick Leave
Set Aside

Beginning
Balance

0.00

0.00

0.00

83.00

0.00

0.00

Received /
Accrued

0.00

118.00

26.00

3.00

1.00

Used

36.00

0.00

0.00

0.00

Balance

0.00

109.00

3.00

1.00
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To Run the Program Annual and Sick Leave Report:

Click Program Annual And Sick Leave Report from the View a Donated Leave Recipient Account
page. A sample of the report is shown below.

Program Annual And Sick Leave Report

Pay Peniod Account Type S Accrued Used Transferred In  Balance

Balance

5 Program Annual 0.00 0.00 0.00 0.00 0.00
Leave

5 Program Annual 0.00 0.00 0.00 0.00 0.00
Leave CO

5 Program Sick 0.00 0.00 4.00 0.00 -4.00
Leave

5 Program Sick 0.00 0.00 0.00 0.00 0.00
Leave CO

6 Frogram Annual 0.00 400 0.00 0.00 400
Leave

6 Program Annual 0.00 5.00 0.00 0.00 5.00
Leave CO

6 Program Sick -4.00 2.00 0.00 0.00 -2.00
Leave

6 Program Sick 0.00 5.00 0.00 0.00 5.00
Leave CO

Figure 270: Program Annual And Sick Leave Report
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Transferring Hours

Transfer Hours is used by VLTP Administrators to transfer donated hours from an Agency leave
bank to an approved VLBP recipient.

1. Select Transfer Hours from the VLBP Management menu. The Previous Transfers page is
displayed.

A =———"—,
Paycheck

NFC
VLTP Manac = Previous Transfers
Enter VLTP Donation Transfer hours from a VLBP Leave Bank to an individual VLBP recipient account. Below is a list of previous transfers made
Enter VLTP Request within the last year. Click the add button to create a new transfer
View Open Recipient Accounts | Date | Agency Leave Bank Name Recipient Name Amount

T transf
View Closed Recipient here are no recent transfers

Accounts
N . Add
Find a Recipient

Outstanding Refund Elections

Close a Recipient Account
Pending Donation List
Pending Recipient List
Pending Refunds

Pending Refund Elections
Pending Refunded Donations

VLBP Management

Enter VLBP Donation

Enter VLEP Request

Create VLBP Leave Bank

View VLBP Leave Banks

Close VLBP Leave Bank

View Open Recipient Accounts

View Closed Recipient
Accounts

Find a Recipient

Transfer Hours

Figure 271: Previous Transfers Page
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2. Click Add to transfer hours from a leave bank to a recipient account. The Transfer Hours
page is displayed.

Paycheck

NFC

VLTP Ma Iransfer Hours

Enter VLTF Donation Transfer donated hours from an Agency Leave Bank to an Individual Recipient Account

Enter VLTP Request

View Open Recipient Accounts
View Closed Recipient The table below displays agency leave banks. Select the agency leave bank to transfer hours out of into an individual leave
P bank. Use the search box to locate a specific leave bank or son the table ascending or descending by any column. Select a

Accounts leave bank with the link in the Action column

Find a Recipient Search for specific name or text:
Outstanding Refund Elections

Leave Bank Name = | Action ¢
lect

Close a Recipient Account Medical Emergency Leave Bank

VLTP Approvals

Pending Donation List

Figure 272: Transfer Hours Page

3. Click select next to the applicable leave bank. The selected leave bank name and hour
balance is displayed, along with a list of approved leave bank recipients.

Note: To search for a specific leave bank, use the search box or sort any column in ascending or
descending order.

Paycheck
FC

N

VLTP Ma Transfer Hours
Enter VLTP Donation Transfer donated hours from an Agency Leave Bank to an Individual Recipient Account.
Enter VLTP Request

View Open Recipient Accounts

View Closed Recipient You ¢an change your Leave Bank selection by clicking the change link
Accounts Leave Bank Name: Medical Emergency Leave Bank  Change
Find a Recipient Leave Bank Balance: 30.00

Outstanding Refund Elections

Close a Recipient Account

VLTP Approvals The table displays employees currently eligible to receive donated leave. Use the search box to locate a specific person or sort
the table ascending or descending by any column. Select a recipient with the link in the Action column

Pending Donation List
Search for specific name or text:
Pending Recipient List

. Active | Donation . | Mature and , |Hours . .
Pending Refunds Name “1p * | period 4 | Leave Bank Name *ls . * | needed % | Action &
Pending Refund Elections -

DONALD § Medical Emergency Leave
Pending Refunded Donations OOE 032706103 | 03/27-06/03 Bank MVA 20.00 Select

VLEP Management

Enter VLBP Donation

Figure 273: Transfer Hours Page - Leave Bank Recipient
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4. Click select next to the employee to receive the donated hours. The Transfer Information
section is displayed.

Paycheck

Transfer Hours

Enter VLTP Donation Transfer donated hours from an Agency Leave Bank to an Individual Recipient Account.
Enter VLTP Request

View Open Recipient Accounts

View Closed Recipient You can change your Leave Bank selection by clicking the change link
Accounts Leave Bank Name: Medical Emergency Leave Bank  Change
Find a Recipient Leave Bank Balance: 30.00

Outstanding Refund Elections

Close a Recipient Account

VLTP Approvals The table displays employees cumrently eligible to receive donated leave Use the search box to locate a specific person or sort
the table ascending or descending by any column. Select a recipient with the link in the Action column
Pending Donation List
Recipient: DOMALD DOE  change
Pending Recipient List
Nature and Severity: VA
Pending Refunds
Leave Bank Balance: V]

Pending Refund Elections
Pending Refunded Donations
VLBP Management

Enter the amount to transfer from the Agency Leave Bank to the Individual Leave Bank Account.
Transfer Amount:

Enter VLBP Donation
Enter VLEP Request
Create VLBP Leave Bank
View VLBP Leave Banks
Close VLBP Leave Bank i

View Open Recipient Accounts Submit]  Cancel

View Closed Recipient
Accounts

Comment:

Figure 274: Transfer Hours Page - Transfer Information

5. Complete the transfer information fields as follows:

Field Instruction
Transfer Amount Enter the number of hours to transfer.
Comment Optional

Enter a comment.
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6. Click submit. The Previous Transfer page is displayed showing the transfer.

Paycheck
NFC

VLTP Management

Enter VLTP Donation

Enter VLTP Request

View Open Recipient Accounts

View Closed Recipient
Accounts

Find a Recipient

Figure 275: Previous Transfers Page - Showing Transfer

Previous Transfers

Transfer hours from 2 VLBP Leave Bank to an individual VLBP recipient account. Below is a list of previous transfers made

within the last year. Click the add button to create a new transfer

Date Agency Leave Bank Name Recipient Name Amount
4/25/2016 Medical Emergency Leave Bank DONALD DOE 20.00
Add

Closing Leave Recipient Accounts

Close a Recipient Account 1s used by VLTP Administrators to close a VLTP or VLBP recipient

account. An account cannot be closed until at least 30 days after the event end date.

To Close a Recipient Account:

1. Select Close a Recipient Account from the applicable management menu. The applicable

select a recipient account to close page is displayed.

0000000l
Paycheck

Enter VLTP Donation
Enter VLTP Request
View Open Recipient Accounts

View Closed Recipient
Accounts

Find a Recipient
Outstanding Refund Elections

Close a Recipient Account

ccount to Close

Select an inactive VLTP recipient account to close.

Search for specific name or text:

Active Donation Hours
Name E + | Natu d Severity * %+ | Action %
* | Dates Period e an Needed
Vehi -
JULIE DOE 04127-06/05 | 04/27-06105 'é‘::i: R A 7200 Select
Cancel

Figure 276: Select a VLTP Recipient Account to Close Page
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2. Click select next to the account to close. The applicable close recipient account page is
displayed.

Paycheck

Enter VLTFP Donation Clhick the Close button below to Close this Account.
Enter VLTP Request

View Open Recipient Accounts
View Closed Recipient Employee Name: JULIE DOE

Accounts Event Begin Date: W
Find a Recipient Event End Date: [es20s
QOutstanding Refund Elections Donation Begin Date: ,w
Close a Recipient Account Donation End Date: W
VLTP Approvals Nature and severity: [W

Pending Donation List Type of Emergency: Personal Medical Emergency *
Pending Recipient List Hours Needed: 80.00
Pending Refunds

Pending Refund Elections
Pending Refunded Donations

VLBF Management

Hours Received: 8.00
Entar VLBP Donation

Hours Used: o
Enter VLBP Request

Hours Available: 0
Create VLBP Leave Bank .
View VLBP Leave Banks Hours Pending:
Close VLBP Leave Bank Amount Refunded: 0
View Open Recipient Accounts Enlanos: 800
View Closed Recipient Recipient account status: Inactive
Accounts Leave Recipient Flag: N

Find a Recipient

Transfer Hours

Close a Recipient Account Set Aside Annual Leave Accrued: [
VLBP Approvals Set Aside Annual Leave Used:
Pending Donation List Set Aside Annual Closing:
Pending Recipient List Set Aside Annual Leave Balance:
i Set Aside AL Carry Over:
Rejected Timesheets Set Aside Sick Leave Accrued:

Set Aside Sick Leave Used:

Set Aside Sick Closing:

Set Aside Sick Leave Balance:
Set Aside Sick Leave Carry Over:

Return

o o o o o o e o 9

YLTP Audit Report
Program Annual And Sick Leave Report

Closel Cancel

Figure 277: Close VLTP Recipient Account Page
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3. Click close. The applicable close recipient account confirmation page is displayed.

e e
Paycheck

NFC

ge C It ent A

Enter VLTP Donation Changes will not occur until confirmed. Click the confirm button to close this account
Enter VLTP Request Recipient Name: JULIE DOE
View Open Recipient Accounts  poonne Motor Vehicle Accident - Critial
A Automatic Transfers
Accounts
Find a Recipient The following amounts will be automatically transfemed upon confirmation.
Qut: ding Refund Electi From Account To Account Amount
Close a Recipient Account Set Aside Annual Program Annual Leave 0
VLTP Appr Set Aside Annual Carry Over Program Annual Leave Carry Over 0
v A\ L
Set Aside Sick Program Sick Leave o
Pending Donstion List Set Azde Sick Camy Over Program Sick Leave Camy Over 0
Pending Recipient List
Pending Refunds (Other OpenAccounts
Pending Refund Elections The table below shows any other open donated leave accounts for this employee
Pending Refunded Donations [ Active Dates [ Program [Reason [ Agency Leave Bank Name
VLBP Management There are no other open accounts for this employee in the system
Enter VLBP Donation Please MNote: This employee does not have any other open leave accounts. Their Annual Leave and Leave Recipient Flag should
Enter VLBP Request be updated after this account is closed
Crome VLR Losvepank  IRSUNGS TODORORS I ———
View VLBP Leave Banks. Below is the number of donors and the amount available for refunds. If the refund amount is zero, or if the number of donors
Close VLEP Leave Bank exceeds the refund amount, then there will be no refunds. |f there are refunds you will be directed to the pending refunds.

page. These refunds will remain as pending refunds until they are approved

View Open Recipient Accounts

View Closed Recipient
Accounts

Number of Donors: 1

Refund Amount: 8.00

Find a Recipient Oonflrrrll Cancel

Transfer Hours

Close a Recipient Account

Figure 278: Close VLTP Recipient Account Confirmation Page

272



Publication Category: T&A Processing @
Paycheck8

4. Click confirm. If closing a VLTP recipient account and there are hours to be refunded, the
Pending Refunds page is displayed.

. e
Paycheck

NFC

VLTP Man & Pending Refunds
Enter VLTP Donati

Unused donated hours are to be retumed to the donor. Make any necessary adjustments to the Refund Amount before

Enter VLTP Request choosing to initiate these refunds.

View Open Recipient Accounts VLTP donors will be sent notification to elect whether to receive back hours as AL or choose an alternate recipient

View Closed Recipient Donor Recipient Begin - End Dates | Hours Donated | Calculated Refund | Refund Amount | Action
Accounts JOHN DOE | JULIE DOE 04/27.06/06 &.00 1 1 Refund
Find a Recipient M m‘

Outstanding Refund Elections

Close a Recipient Account

Figure 279: Pending Refunds Page
5. Click Refund to return the unneeded donated leave to the donor.

The returned donation will display as a donation refund pending election decision on the
employee's Name a New Donation page where the refunded hours can be donated to
another employee or be added back to the employee's annual or restored leave balance
based on the selection made.

Managing VLTP Leave Donation Refunds

In the event a VLTP leave event ends with donated hours still available, refunds must be made.
VLTP Administrators can refund the hours to the employee when closing the account or from the
Pending Refunds page.
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To Refund Donated VLTP Hours:

1.

Select Pending Refunds from the VLTP Approvals menu. The Pending Refunds page is
displayed.

e ——e
Paycheck

NFC
Pending Ref
Enter VLTP Donation Unused donated hours are to be retumed to the donor. Make any necessary adjustments to the Refund Amount before
Enter VLTP Request choosing to initiate these refunds.

VLTF donors will be sent notification to elect whether to receive back hours as AL or choose an altemnate recipient
Donor Recipient Begin - End Dates | Hours Donated | Calculated Refund | Refund Amount | Action

View Open Recipient Accounts

View Closed Recipient

Accounts JOHN DOE | JULIE DOE 0412706106 .00 1 1 Refund
Find a Recipient Refund| | Cancel

Outstanding Refund Elections

Close a Recipient Account

Figure 280: Pending Refunds Page

Click Refund to return the unneeded donated leave to the donor.

Note: Administrators are allowed to reduce the refunded hour amount in the Refund Amount field,
if necessary adjustments are required, prior to refunding the hours.

The returned donation will display as a donation refund pending election decision on the
employee's Name a New Donation page where the refunded hours can be donated to
another employee or be added back to the employee's annual or restored leave balance
based on the selection made.
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To View Pending VLTP Refunded Donations:

1.

Select Pending Refunded Donations from the VLTP Approvals menu. The Pending
Redonated Donations page is displayed and contains a list of refunded leave donations that
employees selected to donate to another approved VLTP recipient.

I b
Paycheck

NFC
VLTP Management Pending Redonated Donations
Enter VLTP Donation Select ane of more requests to approve or decling using the check boxes on the left and buttons at the boltom. Provide 2
Enter VLTP Request reason for declines. Or, process one by one using the action links on the right
View Open Recipient Accounts Recipient Donor Active Dates | Hours Still Needed | This Donation | Action
View Closed Recipient JOHNNY DOE | DONALD DOE | 1227-02/286 | 59.00 2.00 Select Approve Decline
Accounts Remarks:

Find a Recipient

Outstanding Refund Elections
Close a Recipient Account
Pending Donation List
Pending Recipient List
Pending Refunds

Pending Refund Elections
Pending Refunded Dx

Figure 281: Pending Redonated Donations Page

2. Click Select to view a summary of the original donation and refunded donation elections.
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Note: Donation may be approved or declined without viewing the details by making the appropriate
selection in the Action field.

T e
Paycheck

NFC

Enter VLTP Donation

Previous Recipient Name: JOHN DOE
Enter VLTP Request

MNature and Severity: Knee replacement
View Open Recipient Accounts

Active Dates: 02/29-03/22
View Closed Recipient
Accoumts Total Donation Amount: 2.00
Find a Recipient
Outstanding Refund Elections

New Recipient Name: JOHNNY DOE
Close a Recipient Account

Active Dates: 1212702128
VLTP Approvals

Nature and Severity: Biroken leg
Pending Donation List

Hours Needed: 60.00
Pending Recipient List

Hours Received: 1.00
Pending Refunds

Hours 5till Needed: 59.00
Pending Refund Elections

Hours Used: 0
Pending Refunded Donations

H Available 0
VLBP Management ours Ava !
Enter VLBP Donation
Enter VLBP Regquest Donor Name: JOHNNY DOE
Create VLBF Leave Bank Refunded Donation Amount: 2.00
View VLBP Leave Banks Remarks:
Close VLBP Leave Bank

View Open Recipient Accounts

View Closed Recipient

Accounis Approve| Decli nel Cancel

Find a Recipient

Figure 282: Refunded Donation Summary Page
3. Click Approve to approve the leave donation.
OR

Click Decline to decline the leave donation.

Note: Remarks are required if declining the donation.
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To View Pending Refund Elections

1. Select Pending Refund Elections to view a list of employees who have elected to add
donation refunds back to their current annual leave or restored annual leave.

e
Paycheck

NFC

VLTP Management Pending Refund Elections

Enter VLTP Donation

Below is a list of employees who have elected to add donation refunds back to either their current annual leave or next year's
Enter VLTP Request annual leave. These ameounts should be added to their annual leave balance according to their election. Click the completed

link in the Action column only after completing that process. Once clicked the refund and their election decision will no longer
View Open Recipient Accounts appear in this list

View Closed Recipient Donor Name Election Date Refund Election Refund Amount Action
Accounts JANE DOE 05022016 Current Annual Leave 30.00 Completed
Find a Recipient

Completed
Outstanding Refund Elections #

Close a Recipient Account
VLTP Approvals

Pending Donation List
Pending Recipient List
Pending Refunds

Pending Refund Elections
Pending Refunded Donations

Figure 283: Pending Refund Elections Page

2. Click completed. The refund election is removed from the list
Outstanding VLTP Refund Elections

Outstanding Refund Elections is used by VLTP Administrators to view outstanding donor VLTP
refund elections that the donor has not made a refund election. Employees must make a refund
election in order to receive their refund. Once the refund election is made, the record will be
removed from the list. This is for information only.

To view this list, select Outstanding Refund Elections from the VLTP Management menu. The
Outstanding Refund Elections page is displayed. Results may be filtered by using the Days Past
drop-down list.

277



Publication Category: T&A Processing
Paycheck8

Note: This table is for informational purposes only. An Administrator must input the applicable number of
hours into PPS via TINQ according to the employee's election. Once this has been done, the administrator
may remove the refund details from the Pending Refund Elections page. This will remove the refunded
donation from this list.

e
Paycheck

NFC

VLTP Management anding Refund Elections

Enter VLTP Donation
Enter VLTP Request

Listed below are outstanding VLTP refunds where the donor has not made a refund election. Use the Days Past selection to
filter the outstanding refunds list by the number of days past the initial refund date. Employees must make a refund election
in order 1o receive their refund. Once a refund election is made. the record will be removed from the list

View Open Recipient Accounts

Days Past: T v
View Closed Recipient
e Refund Date Donor Name Recipient Name Active Dates Hours Donated Refund Amount
Find o Recini 412572016 JANE DOE JOHN DOE 02/29-03/22 30.00 30.00
[l Pociptent 42512016 JULIE DOE JOHN DOE 02/29-0322 3.00 3.00
DutstandingBafund Electionsl [ 42sm016 GARY DOE JOHN DOE 02/29-03/22 7.00 7.00
Close a Recipient Account 412512016 AMY DOE JOHN DOE 02290322 7.00 7.00

VLTP Approvals

Pending Donation List

Figure 284: Outstanding Refund Elections Page

Viewing Rejected T&As

The All Leave Programs menu contains the Rejected Timesheets menu option that displays T&As
that were rejected along with the reason for the rejection. Most rejections are caused by revised
T&As attempting to allocate hours already being used on another T&A, which has been submitted
and is processing at the same time. The hours are no longer available because they have been used
on another T&A that processed first. Rejected T&As should either be corrected and resubmitted or
deleted to clear from this list.
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Account Management

The Agency Accounting Administrator is responsible for adding valid accounting codes to
Paycheck8 and assigning accounting codes to employees. This role is also able to edit end dates for
existing accounting codes.

This section includes the following topics:

Finding ACCOUNLING COOES ......ooiiiiiiiiiiiieie et 279
ASSIgNiNg ACCOUNTING COAES ......coiiiiiiiiiiie e 284

Finding Accounting Codes

Find Account allows Agency Accounting Administrators to add accounting codes to Paychecks8, as
well as edit the end date of existing accounting codes.

To Add an Accounting Code to Paycheck8:

1. Select Account Management from the Administration menu on the Paycheck8 main menu
page. The Account Management page is displayed.

Paycheck

NFC

Account Management Account Management

Find Account Administer Accounting with Account Management. To begin, select a function from the left navigation menu. If you wish to
Account Assignment return to the main navigation menu, select Return.
Return

Figure 285: Account Management Page
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2. Select Find Account. The Find Account page is displayed.

e
Paycheck

NFC

Find Account Accounting information cn file with Paychecks is displayed below. Te create a new Account, click the Add button.

Account Assignment Display: I—
Return

Display Fiscal Year Begin Date End Date Action
14410001000 2014 10/1/2013 9/30/2015 View
14410012000 2014 10/1/2013 9/30/2015 View
144100120PR 2014 10/1/2013 9/30/2015 View
1441001205C 2014 10/1/2013 9/30/2015 View
144100121WS 2014 10/1/2013 9/30/2015 View
14410013000 2014 10/1/2013 9/30/2015 View
14410023000 2014 10/1/2013 9/30/2015 View
14410024000 2014 10/1/2013 10/30/2015 View
14412A01AGB 2014 10/1/2013 9/30/2015 View
1442F140R01 2014 10/1/2013 9/30/2015 View

<< 2 1 ] =1 ] e e ] o] >
Jaad]

Figure 286: Find Account Page

3. Click Add. The Account Information page is displayed.

Note: The accounting code cannot be over 27 characters, including the appropriation code and
account number fields.

Paycheck

NFC

Account Management Account Information

Find Account

Create an Account by populating the fields below.

Appropriation Code: li
Return Account Number: I—
Fiscal Year: 1
Begin Date: li
End Date: 1
AGGOUNTNUMBER: 1

Cancel

Figure 287: Account Information Page

Account Assignment

4. Complete fields as follows:
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Field Instruction

Appropriation Code Optional

Enter the appropriation code.

Account Number Enter the account number.

Fiscal Year Enter the four-digit fiscal year.

Begin Date Select or enter the beginning effective date.
End Date Select or enter the ending date.
ACCOUNTNUMBER Enter the account number.

5. Click save. The Find Account page is displayed with accounting added.

Logged in as JOHN DOE Log Qut

Paycheck

NFC

Account Management Find Account

Find Account

Accounting information on file with Paycheckd is displayed below. To create a new Account, click the Add button.

Display: I 159RXC3X

Account Assignment

Return

Display Fiscal Year Begin Date End Date Action
159RXC3XJTBEDOOOD 2015 10/1/2014 9/30/2015 View
159RXC3XAGBPADOOD 2015 10/1/2014 9/30/2015 View
159RXC3XGPADKO000 2015 10/1/2014 9/30/2015 View
159RXC3X./TBDKO0OD 2015 10/1/2014 9/30/2015 View
159RXC3XHEMPPO000 2015 10/1/2014 9/30/2015 View
159RXC3IXGPAEDDOOD 2015 10/1/2014 9/30/2015 Miew
159RXC3XA78DLO00D 2015 10/1/2014 9/30/2015 Miew
159RXC3XHEMDKO000 2015 10/1/2014 9/30/2015 View

[nas]

Figure 288: Find Account Page
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To Edit an End Date for an Accounting Code in Paycheck8:

1. Select Account Management from the Administration menu on the Paycheck8 main menu
page. The Account Management page is displayed.

e il
Paycheck

NFC

Account Management Account Management

Find Account Administer Accounting with Account Management. To begin, select a function from the left navigation menu. If you wish to
Account Assignment return to the main navigation menu, select Return.
Return

Figure 289: Account Management Page

2. Select Find Account. The Find Account page is displayed.

Paycheck

NFC

Account Management

Find Account Accounting information on file with Paycheckd is displayed below. To create a new Account, click the Add button.

Account Assignment Display: IW

Return
Display Fiscal Year Begin Date End Date Action
159RXC3IXJTEDKO000 2015 10172014 9/30/2015 View
159RXC3XJTBEDOOOO 2015 10172014 9/30/2015 View

[

Figure 290: Find Account Page
3. Enter the accounting code to edit in the Display field.

4. Click Filter. The accounting codes are displayed.
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5. Click view. The Edit Account page is displayed.

Paycheck

NFC

Account Management Edit Ac t

Find Account

Edit Accounting information on file with Paycheckd

Account Assignment

Return Reducing the end date will not affect time already entered.

Appropriation Code: 159

Account Number: RXC3XJTBDKOOOO
Fiscal Year: 2015

Begin Date: 10/1/2014

End Date: [smozois
ACCOUNTNUMBER: 159RXC3XJTEDKO000

Cancel

Figure 291: Edit Account Page - Original Date

6. Enter the new date in the End Date field.

Paycheck

NFC

Account Management Edit Account

Find Account

Edit Accounting information on file with Paycheck3

Account Assignment

Retumn Reducing the end date will not affect ime already entered.

Appropriation Code: 159

Account Number: RXC3XJTBDKODOO
Fiscal Year: 2015

Begin Date: 10/1/2014

End Date: [omomote
ACCOUNTNUMBER: 159RXC3XJTBDKOO0D

Cancel |

Figure 292: Edit Account Page - Revised Date
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7. Click save. The Find Account page is displayed with the new end date.

NFC
Account Management Find Account
Find Account Accounting information on file with Paychecks is displayed below. To create a new Account, click the Add button,
Account Assignment Display: 159RXCIIT
Return
Display Fiscal Year Begin Date End Date Action
159RXC3XJTBDKO000 2015 10/1/2014 973012016 View
159RXC3XJTBEDOODO 2015 10/1/2014 9/30/2015 View

[

Figure 293: Edit Account Page - Updated

Assigning Accounting Codes

Account Assignment allows Agency Accounting Administrators to find and assign accounts to
employees.

To Add Accounting to Employee:

1. Select Account Assignment from the Account Management Menu to assign accounting
codes to an employee. The Account Access Management page is displayed.

Paycheck

NFC
Account Access Management

Find Account Please use the Change link and search for an Employee to administer.

Account Assignment Employee:

Retum Search by last name, or first name and last name.
First name l—
Last name I—
Email Address ]
SSN l—
Inactive t

Figure 294: Account Access Management Page
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2. Complete the fields as instructed below. Users can search using last name, email address,

or SSN.
Field Instruction
First name Optional
Enter at least one letter of the employee's first name.
Last name Enter at least two letters of the employee's last name.
Email Address Enter the employee's email address.
SSN Enter the employee's SSN.
Inactive Check this box to include inactive employees in the search.

3. Click search. The Account Access Management page is displayed with the search results.

el el
Paycheck

NFC

Account Management Account Access Management

Find Account

Please use the Change link and search for an Employee to administer.

Account Assignment Employee:

Return Search by last name, or first name and last name.

First name IJane—
Last name Doe

Email Address [
SSN 7
Inactive O

Employee | Email Address Action
JANE DOE |jane.dosf@usda gov | Select

Figure 295: Account Access Management Page - Search Results
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4. Select the applicable employee. The Account Access Management page is displayed with
the selected employee.

Paycheck

NFC
Account Management Account Acce lanagement
Find Account Please use the Change link and search for an Employee to administer.
Account Assignment Emplo Jane Doe  Change
Return Select the Add button to administer accounting.

Access To Action

There are no account access rights.

Figure 296: Account Access Management Page - Selected Employee

5. Click Add.The Edit Account Access page is displayed.

Paycheck

NFC
Account Management Edit Account Aci
Find Account To administer accounting, complete the fields below. Once complete, select the Save button.
ccountAssignment Property Name Value Exact Match
Retum ACCOUNTNUMEBER | O

Cancel |

Figure 297: Edit Account Access Page

6. Enter the Accounting Code in the Value field. Check the Exact Match box, if applicable.
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7. Click save. The Account Access Management page is displayed with the new accounting
code listed.

Paycheck

NFC
Account Management Account Access Management
Find Account Please use the Change link and search for an Employee to administer
Account Assignment Employee: Jane Doe  Change
Return Select the Add button to administer accounting.
Access To Action
ACCOUNTNUMBER : 1589RXC3X* Remove

Figure 298: Account Access Management Page - Account Added
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Agency ConnectHR Administration

My Paycheck8 Administration is used by Agency ConnectHR Administrators and Agency
Paycheck8 Role Administrators to access all HR related functions and applications.

Paycheck

USDA

My Links Paycheck8 Messages My Paycheck8
Administration
Paychecks Welcome to Paychecks, your secure, single sign-on web based system for accessing
all your HR-related functions and other applications. On the "My Links™ menu to the left My Profile
are the applications/datab /systems to which you have access.

Manage Employees

On the right hand panel are the administrative functions links available to you listed

under the “My PaycheckS Administration” menu Micw ooz

View Archived Messages

Figure 299: My Paycheck8 Administration Menu Page

Navigation menus are available above the banner, as well as to the left and right of the Paycheck8
Messages.

e The My Links menu displays applications/databases/systems to which the user has access.

e The My Paycheck8 Administration menu includes links to the administrative functions
available to the user.

e The menu above the banner includes the employee's name, as well as links to the Home
screen and Log Out.

This section includes the following topics:

L Y2 2 1 L= TP RRTR 289
Managing EMPIOYEES ........oouiiieiiiii ettt 299
VIBWING REPOIS ..oiiiiiiiiiiiiiiit ettt e e e e e e s st e e e e e e s et araeeaaee s 324

My Profile

My Profile displays a Profile Administration menu for Agency ConnectHR Administrators and
Agency Paycheck8 Role Administrators. This feature allows access to change their password,
security questions, and user name and to view their contact information.

To access the Profile Administration menu, select My Profile from the My Paycheck$8
Administration menu on the Paycheck8 main menu page.
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For more information see:

VIBW PTOFIIE ..o
Change PASSWOIA. .......cuuiiiiiiiie ettt et e e st e e e nnae e e e anteeeeenns
Change Security Questions
Change USEI NAIME ......uuiiiiiiiiie ettt e e

Manage CONLACTS ........oooiiieieee

View Profile

View Profile allows Agency ConnectHR Administrators and Agency Paycheck8 Role
Administrators to view their profile. This data is view only and cannot be edited.

To View Profile:

1. Select My Profile from the My Paycheck8 Administration menu on the Paycheck8 main
menu page. The Profile Administration menu is displayed.

Paycheck

USDA

My Links Paycheck8 Messages My Paycheck8
Administration
Paychecks Welcome to PaycheckB, your secure, single sign-on web based system for accessing

all your HR-related functicns and other applications. Cn the “My Links™ menu to the left My Profile
are the applications/datab Isystems to which you have access.

Manage Employees
On the right hand panel are the administrative functions links available to you listed

under the “My Paycheck8 Administration” menu Micw Honorts

View Archived Messages

Figure 300: My Paycheck8 Administration Menu Page
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S

2. Select View Profile from the Profile Administration menu

displayed.

. The Employee Data tab is

Paycheck8

SSN:
EmpowHRID:
First Name:
Middle Name:
Last Name:
Address:
Address (cont.):
City:

State:

Zip Code:

Date of Birth:
Organization Code:

Contractor?:

Figure 301: Employee Data Page

HH--0000  Show Full SSN

JANE

DOE

123 MAIM STREET

NEW ORLEANS

LA

70129

1/1/1980
90702004002020

Na

3. The following fields are displayed on the Employee Data tab:

View Profile

Change Password

Profile Administration

Change Security Questions

Change User Name

Manage Contacts

Field Description

SSN Displays the user's SSN with only the last four digits revealed. Click
Show Full SSN to see the complete SSN.

EmpowHRID Not applicable.

First Name Displays the user's first name.

Middle Name Displays the user's middle name.

Last Name Displays the user's last name.

Address Displays the user's address.

Address (cont.) Displays the user's second line address, if needed.

City Displays the user's city of residence.

State Displays the user's state of residence.

Zip Code Displays the ZIP code of the users's residence.

Date of Birth Displays the user's date of birth.
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Field Description
Organization Code Displays the user's organizational structure.
Contractor Displays if the user is a contract employee.

Change Password

Change Password allows Agency ConnectHR Administrators and Agency Paycheck8 Role
Administrators to change their password.

To Change Password:

1. Select My Profile from the My Paycheck8 Administration menu on the Paycheck8 main
menu page. The Profile Administration menu is displayed.

Paycheck

USDA

My Links Paycheck8 Messages My Paycheck8
Administration
Paychecks Welcome to Paychecks, your secure, single sign-on web based system for accessing
all your HR-related functions and other applications. On the "My Links™ menu to the left My Profile

are the applications/datab /systems to which you have access.

Manage Employees

On the right hand panel are the administrative functions links available to you listed

under the “My PaycheckS Administration” menu Micw ooz

View Archived Messages

Figure 302: My Paycheck8 Administration Menu Page
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2. Select Change Password from the Profile Administration menu. The Change Password
page is displayed.

Paycheck

USDA
My Links Now Viewing Employee: 0 Profile Administration
Paychecks Use the form below to change your Paycheckd password. Once completed, click View Profile
“Change Password” to save the changes Change Password
* Current Password: | Change Security Questions

= New Password: I Change User Name

Manage Contacts

* New Password
Confirmation:

(i) password Requirements

Change Password

Figure 303: Change Password Page

3. Complete the fields as follows:

Field Instruction

*Current Password Required

Enter current password.

*New Password Required

Enter new password following the password requirements shown.

*New Password Required

Confirmation ) )
Reenter new password for confirmation.
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4. Click Change Password. The Password changed confirmation message is displayed.

Paycheck

USDA

My Links Now Viewing Employe

Profile Administration

Paycheckd

@ Success!

+ Password changed

Dismiss Message

Employee Data |

SSN:

EmpowHRID:

First Name:

¥X¥-X¥-0000  Show Full SSN

Middle Name: JaME
Last Name: DOE
Address:

Address (cont.):

123 MAIN STREET

City:  NEW ORLEANS
State: LA
Zip Code:  qyog
Date of Birth: 1/1/1980
Organization Code: 90702004002020
Contractor?: No

Figure 304: Password Changed Success Message

Change Security Questions

View Profile

Change Password
Change Security Questions
Change User Name

Manage Contacts

Change Security Questions allows Agency ConnectHR Administrators and Agency Paycheck8
Role Administrators to change their security questions and answers.
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To Change Security Questions:

1. Select My Profile from the My Paycheck8 Administration menu on the Paycheck8 main
menu page. The Profile Administration menu is displayed.

Paycheck

USDA

My Links Paycheck8 Messages My Paycheck8
Administration
Paychecks Welcome to PaycheckB, your secure, single sign-on web based system for accessing

all your HR-related functions and other applications. On the “My Links™ menu to the left My Profile
are the applications/datab Isystems to which you have access.

Manage Employees
On the right hand panel are the administrative functions links available to you listed

under the “My PaycheckS Administration” menu Micw Honodts

View Archived Messages

Figure 305: My Paycheck8 Administration Menu Page

2. Select Change Security Questions from the Profile Administration menu. The Change
Security Questions page is displayed.

Logged in as JANE DOE | Home | LogOut |

Paycheck
USDA

My Links Now Viewing Employee Profile Administration

Paycheckd

‘Your security questions (and answers) are used to verify your identity, in the case that View Profile

you ever forget your Paycheckd password. Change Password

Use the form below to change your security questions and answers. You must select a

Change Security Questions
distinct question for every answer and you must provide an answer for every question.
Once completed, elick *Change Security Questions” to save the changes Change User Name
* Security Question 1: I What is your favorite pet's name? Manage Contacts
* Answer: [T T r—
* Security Question 2: I Who is your favorite cartoon character?
* Answer: [ ——
" Security Question 3: I What is your best friend's last name?
* Answer: [T T r—
* Security Question 4: I What is your high school mascot?
* Answer: [ m——
* Security Question 5: I What is your Mother's Maiden Name?
* Answer: [ E——

Figure 306: Change Security Questions Page

3. Complete the fields as follows:

Field ‘ Instruction
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Field

Instruction

*Security Questions 1-5 | Required

Select a security question from the drop-down list.

*Answer

Required

Enter an answer to each security question selected.

4. Click Change Security Questions. The Security Questions and Answers changed success
message is displayed.

Paycheck

USDA

Paycheck8

Now Viewing Employee

@ Success!

= Security Questions and Answers changed

Dismiss Message

Employee Data |

SSN:
EmpowHRID:
First Name:
Middle Name:
Last Name:
Address:
Address (cont.):
City:

State:

Zip Code:

Date of Birth:
Organization Code:

Contractor?:

0063000000 Show Full SSN

JANE

DoE

123 MAIM STREET

HEW ORKEAMNS
LA

70129

1/1/1980
00702004002020

No

Profile Administration

View Profile

Change Password

Change Security Questions
Change User Name

Manage Contacts

Figure 307: Security Questions and Answers Changed Success Message

Change User Name

Change User Name allows Agency ConnectHR Administrators and Agency Paycheck8 Role
Administrators to change their user name.
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To Change User Name:

1. Select My Profile from the My Paycheck8 Administration menu on the Paycheck8 main
menu page. The Profile Administration menu is displayed.

Paycheck

USDA

My Links Paycheck8 Messages My Paycheck8
Administration
Paychecks Welcome to PaycheckB, your secure, single sign-on web based system for accessing

all your HR-related functions and other applications. On the “My Links™ menu to the left My Profile
are the applications/datab I ns to which you have access.

PP Y

Manage Employees
On the right hand panel are the administrative functions links available to you listed

under the “My PaycheckS Administration” menu Micw Honodts

View Archived Messages

Figure 308: My Paycheck8 Administration Menu Page

2. Select Change User Name from the Profile Administration menu. The Change User Name
page is displayed.

USDA

My Links Now Viewing Employee: JANE COE Profile Administration

Paycheck8 View Profile

Use the form below to change your Paychecks login user name

Current User Name:  janedoe! Change Password

Change Security Questions

“ New User Name:

Change User Name

i) User Name Requirements
@ & Manage Contacts

Figure 309: Change User Name Page

3. Complete the field as follows:

Field Instruction

*New User Name Required

Enter a new user name following the User Name Requirements shown.
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4. Click change User Name. The User Name changed success message is displayed.

Paycheck

USDA
My Links Now Viewing Employee: JaNE DOE Profile Administration
Paycheckd . View Profile
@ success! Dismiss Message

Change Password

» UserN h o
SHLEILE S Change Security Questions

i Employee Data | Change User Name

Manage Contacts
SSN: 000000 Show Full SSN 2

EmpowHRID:
First Name: JANE
Middle Name:
Last Name: g
Address: 133 A STREET
Address (cont.):
City: NEW ORLEANS
State: LA
Zip Code: 70129
Date of Birth: 1/1/1980
Organization Code: 90702004002020

Contractor?: No

Figure 310: User Name Changed Success Message

Manage Contacts

Manage Contacts allows Agency ConnectHR Administrators and Agency Paycheck8 Role
Administrators to view their contact information. Updates to contact information must be made by

the Paycheck8 HR Administrator. For more information, see Employee Management (on page
185).
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To View Contact Information:

1. Select My Profile from the My Paycheck8 Administration menu on the Paycheck8 main
menu page. The Profile Administration menu is displayed.

Logged inas JANE DOE | Home | LogOut |

Paycheck

USDA

My Links Paycheck8 Messages My Paycheck8
Administration
Paychecks Welcome to Paycheck8, your secure, single sign-on web based system for accessing
all your HR-related functions and other applications. On the “My Links™ menu to the left My Profile
are the applications/datab /systems to which you have access.

Manage Employees
On the right hand panel are the administrative functions links available to you listed

under the “My PaycheckS Administration” menu Micw Honodts

View Archived Messages

Figure 311: My Paycheck8 Administration Menu Page

2. Select Manage Contacts from the Profile Administration menu. The Email Addresses page
is displayed.

Paycheck

USDA
My Links Now Viewing Employe ples Profile Administration
Paychecks - View Profil
e (i) Attention iew Profile

Change Password
Your account does not have permission to update an employee’s contact

. X . Ch: S i ti
information. Please contact your administrator. ange Security Questions

Change User Name

Use the form below to manage contact information. Select the field(s) you want to edit Manage Contacts
then click "Update Contacts™ to save the changes.

Email Addresses

*Work email: | JANE DOE@usda.gov

Figure 312: Manage Contacts Page

Managing Employees

Manage Employees is used by Agency ConnectHR Administrators and Agency Paycheck8 Role
Administrators to access employee profiles for editing purposes. The Profile Administration menu
displayed is dependant upon the Administrator's role. Both administrative roles are allowed to
view an employee's profile and contacts and edit user roles. Agency ConnectHR Administrators
can also reset an employee's password and security questions and change user account status. The
employee's profile must be accessed before performing these functions.
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For more information see:

VIEWING PrOfilES ...
RESEING PASSWOIAS ....ooiiiiiiieiiiiee ettt st e e nna e
Resetting Security QUESTIONS ......ccoiiiiiiiiiiee e
Viewing Employee Contact Information
Editing User RoIesS ..o

Changing User Account Status.................

Viewing Profiles

View Profile allows Agency ConnectHR Administrators and Agency Paycheck8 Role

Administrators to view employee profile information. This is a view only function and data cannot
be edited.

To View an Employee Profile:

1. Select Manage Employees from the My Paycheck8 Administration menu on the Paycheck$8
main menu page. The Employee Administration page is displayed.

Paycheck

USDA

My Links Employee Administration My Paycheck8

Administration
Paychecks Use the form below to search for an existing employee

My Profile

SSN:
Manage Employees

EmpowHRID: View Reports

Last Name:

Email Address:

First Name: I
User Name: I

Employee Status: @ Active O Inactive O All Employees

Figure 313: Employee Administration Page

2. Complete the fields as instructed below. Users can search using last name, email address,

or SSN.
Field Instruction
SSN Enter the employee's SSN.
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Field Instruction
EmpowHRID Not applicable.
First Name Optional

Enter at least one letter of the employee's first name.

Last Name Enter at least two letters of the employee's last name.

Email Address Enter the employee's email address.

User Name Enter the employee's user name.

Employee Status Select the status of the employee. Valid values are Active,

Inactive, and A1l Employees.

3. Click search. The Employee Administration page is displayed with the search results.

Paycheck

USDA

My Links Employee Administration

Paycheck8

My Paycheck8
Administration

Use the form below to search for an existing employee.

My Profile

SSN: I
Manage Employees

EmpowHRID: | View Reports

First Name: IJohn

Last Name: I Doe

Email Address: I

User Name: I
Employee Status: @ Active O Inactive O All Employees

Name SSN EmpowHRID | Primary Email
John Doe | XXX-XX-0000 JOHM. DOE@usda. gov Select

Figure 314: Employee Administration Page - Search Results

4. Click Select next to the employee to be retrieved. The Employee Data tab is displayed with
the Profile Administration menu.
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Note: Select Return to Employees from any Profile Administration page to return to the Employee

Administration page.

Paycheck

My Links Viewing Emplo ohn Doe

Paycheckd

éEmponee Data ” User Data H Roles || Logins ‘

SSN:
EmpowHRID:
First Name:
Middle Name:
Last Name:
Address:
Address (cont.):
City:

State:

Zip Code:

Date of Birth:
Organization Code:
Office:

Active?:
Separation Date:
Contractor?:
Created On:
Created By:

Last Modified On:

Last Modified By:

HHX-Xx-0000

JOHN

DOE
123 MAIN STREET

HEW ORLEANS
LA

70129
9/22/1992

90

No

5/15/2015 9:42:57 AM

Figure 315: Employee Data Tab

Profile Administration

View Profile

Reset Password

Reset Security Questions
Manage Contacts

Edit User Roles.

Change User Account Status
Return to Employees

Select User Data to view the details of the user's authentication credentials and account

status.

Logged in as JANE DOE | Home | Log Out |

My Links Now Viewing Employee: John Doe Profile Administration

Paycheck8

Employee Data \l User Data H Rales | Logins |

User Name:
eAuth Status:
Enabled?:

Locked Out?:

The information below reflects the current details of the user's
authentication credentials and account status.

johndoe
Not Synchronized
Yes

Mo

Figure 316: User Data Tab

View Profile

Reset Password

Reset Security Questions
Manage Contacts

Edit User Roles

Change User Account Status

Return to Employees
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6. Select Roles to view the roles assigned to this user.

Paycheck

USDA

My Links Now Viewing Employee: John Doe Profile Administration

Fiaycheckl Employee Data || User Data || Roles ” Logins | iew Profile

Reset P rd
The roles below are assigned to this user. itk

Reset Securi tii
Role Role Type Expiration Date set Security Questions

Employee Standard Manage Contacts
Edit User Roles

Change User Account Status

Return to Employees

Figure 317: Roles Tab

7. Select Logins to view the last 50 logins for this user.

Logged In asJANE DOE | Home | LogOut |

Paycheck

USDA

Now Viewing Employee: Profile Adminis
ek Employee Data | User Data || Roles ” Logmsél e e
The grid, below, shows the last 50 logins for this employee. The grid is TR
presorted, chronologically, with the mast recent logins shown first. all Reset Security Questions
timestamps are shown in Central Standard Time. Manage Contacts
When Method Edit User Roles
6/23/2015 2:35 PM Username and password
6/22/2015 3:17 PM Username and password g ey oot T
6/22/2015 8:25 AM Username and password Return to Employees
6/18/2015 9:39 AM Username and password
6/18/2015 8:20 AM Username and password
6/18/2015 8:19 AM Username and password
6/16/2015 8:15 AM Username and password
6/15/2015 1:04 PM Username and password
6/12/2015 7:06 AM Username and password
6/12/2015 6:48 AM Username and password
6/10/2015 11:50 AM Username and password
6/10/2015 11:50 AM Username and password
6/10/2015 11:50 AM Username and password
6/10/2015 11:49 AM Username and password
5/26/2015 9:22 AM Username and password
[ :

Figure 318: Logins Tab

Resetting Passwords

Reset Password allows Agency ConnectHR Administrators to reset employee passwords.
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To Reset Employee Passwords:

1. Select Manage Employees from the My Paycheck8 Administration menu on the Paycheck$8
main menu page. The Employee Administration page is displayed.

My Links Employee Administration My Paychecks
Administration

Paycheck8

Use the form below to search for an existing employee

My Profile

SSN:
Manage Employees

EmpowHRID: View Reports

First Name:

Email Address:

|
|
|
Last Name: I
|
User Name: I

Employee Status: @ Active O Inactive O All Employses

Figure 319: Employee Administration Page

2. Complete the fields as instructed below. Users can search using last name, email address,

or SSN.
Field Instruction
SSN Enter the employee's SSN.
EmpowHRID Not applicable.
First Name Optional
Enter at least one letter of the employee's first name.
Last Name Enter at least two letters of the employee's last name.
Email Address Enter the employee's email address.
User Name Enter the employee's user name.
Employee Status Select the status of the employee. Valid values are Active,
Inactive, and A1l Employees.
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3. Click search. The Employee Administration page is displayed with the search results.

Paycheck

USDA

My Links Employee Administration My Paycheck8
Administration
Paychecks Use the form below to search for an existing employee.
My Profile
SSN:
I Manage Employees
EmpowHRID: I View Reports

First Name: IJohn

Last Name: IDDE

Email Address: I

User Name: I
Employee Status:  ® Active O Inactive O All Employees

Name SSN EmpowHRID | Primary Email
John Doe | XXX-XX-0000 JOHN.DOEi@usda. gov Select

Figure 320: Employee Administration Page - Search Results
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4. Click select next to the employee to be edited. The Employee Data tab is displayed with the
Profile Administration menu.

Paycheck

USDA

My Links \Now Viewing Employee: John Doe

Profile Administration

Paychecks EEmponee Data ” User Data H Roles || Logins ‘ View Profile
Reset Password
SSN:  XX-XX-0000
Reset Security Questions
EmpowHRID:
Manage Contacts
First Name:
Lol Edit User Roles.
Middle Name:
Change User Account Status
Last Name: [OE Return to Employees
Address: 123 MAIN STREET

Address (cont.):

City:  NEW ORLEANS
State: L&
Zip Code: 70129
Date of Birth: 9/22/1992

Organization Code: 90
Office:

Active?: Yes
Separation Date:

Contractor?: No

Created On: 5/15/2015 9:42:57 AM

Created By:

Last Modified On:

Last Modified By:

Figure 321: Employee Data Tab

5. Select Reset Password from the Profile Administration menu. The Reset Password option is
displayed.

Paycheck

USDA

My Links Now Viewing Employee: John Doe Profile Administration

Paychecké View Profile

To reset this user's Paycheck8 password, select an email address where the password
should be sent. Once completed, click "Reset Password.” The user will receive an Reset Password
email informing them of the password reset. Upon logging in, they will be prompted to
enter a permanent password.

O JOHN.DOE@usda. gov Manage Contacts

Edit User Roles.

Change User Account Status

Reset Security Questions

Return to Employees

Figure 322: Reset Password Option
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6. Select the employee's email address.

7. Click Reset Password. The Password reset success message is displayed and the employee
will receive an email with a temporary password. Upon logging in, the employee will be
prompted to enter a permanent password.

Paycheck

USDA

My Links Now Viewing Employee: John Doe Profile Administration
Paycheck8 - View Profile
@ Success! Dismiss Message

Reset Password

« Password reset

Reset Security Questions

Employes Data ” User Data H Raoles || Logins | Manage Contacts

SSN:  XXX-XX-0000 Edit User Roles

EmpowHRID: Change User Account Status

T AN Return to Employees
Middle Name:
Last Name: Doe
Address:
Address (cont.):
City:
State:
Zip Code:
Date of Birth: 9/22/1992
Organization Code: 90
Office:
Active?: Yes
Separation Date:
Contractor?: MNo
Created On: 5/15/2015 9:42:57 AM
Created By:
Last Modified On:

Last Modified By:

Figure 323: Password Reset Success Message

Resetting Security Questions

Reset Security Questions allows Agency ConnectHR Administrators to reset employee security
questions.
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To Reset Employee Security Questions:

1. Select Manage Employees from the My Paycheck8 Administration menu on the Paycheck$8
main menu page. The Employee Administration page is displayed.

My Links Employee Administration My Paychecks
Administration

Paycheck8

Use the form below to search for an existing employee

My Profile

SSN:
Manage Employees

EmpowHRID: View Reports

First Name:

Email Address:

|
|
|
Last Name: I
|
User Name: I

Employee Status: @ Active O Inactive O All Employses

Figure 324: Employee Administration Page

2. Complete the fields as instructed below. Users can search using last name, email address,

or SSN.
Field Instruction
SSN Enter the employee's SSN.
EmpowHRID Not applicable.
First Name Optional
Enter at least one letter of the employee's first name.
Last Name Enter at least two letters of the employee's last name.
Email Address Enter the employee's email address.
User Name Enter the employee's user name.
Employee Status Select the status of the employee. Valid values are Active,
Inactive, and A1l Employees.
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3. Click search. The Employee Administration page is displayed with the search results.

Paycheck

USDA

My Links Employee Administration My Paycheck8
Administration
Paychecks Use the form below to search for an existing employee.
My Profile
SSN:
I Manage Employees
EmpowHRID: I View Reports

First Name: IJohn

Last Name: IDDE

Email Address: I

User Name: I
Employee Status:  ® Active O Inactive O All Employees

Name SSN EmpowHRID | Primary Email
John Doe | XXX-XX-0000 JOHN.DOEi@usda. gov Select

Figure 325: Employee Administration Page - Search Results
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4. Click select next to the employee to be edited. The Employee Data tab is displayed with the
Profile Administration menu.

Paycheck

USDA

My Links Now Viewing Employee: John Doe

Profile Administration

Paychecks éEmponee Data ” User Data H Roles || Logins ‘ View Profile
Reset Password
SSN:  XX-XX-0000
Reset Security Questions
EmpowHRID:
Manage Contacts
First Name:
Lol Edit User Roles.
Middle Name:
Change User Account Status
Last Name: [OE Return to Employees
Address: 123 MAIN STREET

Address (cont.):

City:  NEW ORLEANS
State: L&
Zip Code: 70129
Date of Birth: 9/22/1992

Organization Code: 90
Office:

Active?: Yes
Separation Date:

Contractor?: No

Created On: 5/15/2015 9:42:57 AM

Created By:

Last Modified On:

Last Modified By:

Figure 326: Employee Data Tab

5. Select Reset Security Questions from the Profile Administration menu. The Reset Security
Questions option is displayed.

Paycheck

USDA

My Links Now Viewing Employee: JOHN DOE Profile Administration
Paychecks Use the form below to reset this employee’s Paycheck® security questions. Once View Profile
completed, click “Reset Secunty Questions.” The emplayee will receive an email Reset Password
informing them of the change. Upon logging in. they will be prompted to enter new i )
security questions. Reset Security Questions
O JOHN DOEGusda gov Manage Contacts

Edit User Roles
Reset Security Questions

Change User Account Status
Return to Employees

Figure 327: Reset Security Questions Option
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6. Select the employee's email address.

7. Click Reset Security Questions. The Security questions reset success message is displayed,
and the employee will receive an email of the change. Upon logging in, the employee will
be prompted to enter new security questions.

Logged in as JANE DOE | Home | Log Out |

Paycheck -

USDA

My Links Now Viewing Employee: John Doe

Paycheck8

Figure 328: Security Questions Reset Success Message

@ Success!

+ Security questions reset

Dismiss Message

Employee Data || User Data || Roles | Logins |

SSN:
EmpowHRID:
First Name:
Middle Name:
Last Name:
Address:
Address (cont.):
City:

State:

Zip Code:

Date of Birth:
Organization Code:
Office:

Active?:
Separation Date:
Contractor?:
Created On:
Created By:

Last Modified On:

Last Medified By:

HXK-XX-0000

John

Doe

9/22/1992
S0

Yes

No

5/15/2015 9:42:57 AM

Viewing Employee Contact Information

Profile Administration

View Profile

Reset Password

Reset Security Questions
Manage Contacts

Edit User Roles

Change User Account Status

Return to Employees

Manage Contacts allows Agency Administrators to view employee contact information. This

information is read only.

Note: Updates to an employee's email address must be made by the Paycheck8 HR Administrator. For more
information, see Employee Management (on page 185).
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To View Employee Contact Information:

1. Select Manage Employees from the My Paycheck8 Administration menu on the Paycheck$8
main menu page. The Employee Administration page is displayed.

My Links Employee Administration My Paychecks
Administration

Paycheck8

Use the form below to search for an existing employee

My Profile

SSN:
Manage Employees

EmpowHRID: View Reports

First Name:

Email Address:

|
|
|
Last Name: I
|
User Name: I

Employee Status: @ Active O Inactive O All Employses

Figure 329: Employee Administration Page

2. Complete the fields as instructed below. Users can search using last name, email address,

or SSN.
Field Instruction
SSN Enter the employee's SSN.
EmpowHRID Not applicable.
First Name Optional
Enter at least one letter of the employee's first name.
Last Name Enter at least two letters of the employee's last name.
Email Address Enter the employee's email address.
User Name Enter the employee's user name.
Employee Status Select the status of the employee. Valid values are Active,
Inactive, and A1l Employees.
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3. Click search. The Employee Administration page is displayed with the search results.

Paycheck

USDA

My Links Employee Administration My Paycheck8
Administration
Paychecks Use the form below to search for an existing employee.
My Profile
SSN:
I Manage Employees
EmpowHRID: I View Reports

First Name: IJohn

Last Name: IDDE

Email Address: I

User Name: I
Employee Status:  ® Active O Inactive O All Employees

Name SSN EmpowHRID | Primary Email
John Doe | XXX-XX-0000 JOHN.DOEi@usda. gov Select

Figure 330: Employee Administration Page - Search Results
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4. Click select next to the employee to be edited. The Employee Data tab is displayed with the
Profile Administration menu.

Paycheck

USDA

My Links \Now Viewing Employee: John Doe Profile Administration

Paycheckd

EEmponee Data ” User Data H Roles || Logins ‘

View Profile

SSN:
EmpowHRID:
First Name:
Middle Name:
Last Name:
Address:
Address (cont.):
City:

State:

Zip Code:

Date of Birth:
Organization Code:
Office:

Active?:
Separation Date:
Contractor?:
Created On:
Created By:

Last Modified On:

Last Modified By:

HHX-Xx-0000

JOHN

DOE
123 MAIN STREET

HEW ORLEANS
LA

70129
9/22/1992

90

No

5/15/2015 9:42:57 AM

Reset Password

Reset Security Questions
Manage Contacts

Edit User Roles.

Change User Account Status
Return to Employees

Figure 331: Employee Data Tab

5. Select Manage Contacts. The Email Address information is displayed.

Paycheck

USDA

Paycheck8

Figure 332: Email Address Information

Profile Administration

(@ Attention

‘Your account does not have permission to update an employee’s contact
information. Please contact your administrator.

View Profile
Reset Password

Reset Security Questions

Manage Contacts

Use the form below to manage contact information. Select the field(s) you want to edit
then click "Update Contacis” to save the changes.

Email Addresses

Edit User Roles
Change User Account Status
Return to Employees

* Work email: [ 101 DOEGusda.gov
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Editing User Roles
Edit User Roles allows Agency Administrators to edit employee user roles.
To Edit User Roles:

1. Select Manage Employees from the My Paycheck8 Administration menu on the Paycheck$8
main menu page. The Employee Administration page is displayed.

My Links Employee Administration My Paychecks
Administration

Paycheck8

Use the form below to search for an existing employee

My Profile

SSN:
Manage Employees

EmpowHRID: View Reports

First Name:

Email Address:

|
|
I
Last Name: I
|
|

User Name:

Employee Status: @ Active O Inactive O All Employses

Figure 333: Employee Administration Page

2. Complete the fields as instructed below. Users can search using last name, email address,

or SSN.
Field Instruction
SSN Enter the employee's SSN.
EmpowHRID Not applicable.
First Name Optional
Enter at least one letter of the employee's first name.
Last Name Enter at least two letters of the employee's last name.
Email Address Enter the employee's email address.
User Name Enter the employee's user name.
Employee Status Select the status of the employee. Valid values are Active,
Inactive, and A1l Employees.
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3. Click search. The Employee Administration page is displayed with the search results.

Paycheck

USDA

My Links Employee Administration

Paycheck8

My Paycheck8
Administration

My Profile

Use the form below to search for an existing employee.

SSN: |
Manage Employees

EmpowHRID: | View Reports

First Name: IJghn

Last Name: IDDE

Email Address: I

User Name: I
Employee Status:  ® Active O Inactive O All Employess

Name SSN EmpowHRID | Primary Email
John Doe | XXX-XX-0000 JOHN.DOEGusda. gov Select

Figure 334: Employee Administration Page - Search Results
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4. Click select next to the employee to be edited. The Employee Data tab is displayed with the
Profile Administration menu.

Paycheck

USDA

My Links

Paycheckd

ow Viewing Emplo

John Doe

i Employee Data ” User Data H Roles || Logins ‘

SSN:
EmpowHRID:
First Name:
Middle Name:
Last Name:
Address:
Address (cont.):
City:

State:

Zip Code:

Date of Birth:
Organization Code:
Office:

Active?:
Separation Date:
Contractor?:
Created On:
Created By:

Last Modified On:

Last Modified By:

HHX-Xx-0000

JOHN

DOE
123 MAIN STREET

NEW ORLEANS
LA

70129
9/22/1992

90

Yes

No

5/15/2015 9:42:57 AM

Figure 335: Employee Data Tab

5. Click Edit User Roles. The Edit User Roles page is displayed.

Profile Administration

View Profile

Reset Password

Reset Security Questions
Manage Contacts

Edit User Roles.

Change User Account Status
Return to Employees
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Note: The only Role Type available is Standard.

Paycheck

USDA

Paycheck8 Use the table below to assign/remove roles toffrom this user. Once you are finished, View Profile
click the "Continue” button. You will be asked to verify your changes before they are Reset Password
applied.
Reset Security Questions

Role Type: | Standard Manage Contacts
Role Name Selected | Expiration Date Edit User Roles
Agency Accounting Administrator O Change User Account Status
Ageney Change Client d Return to Employees
Agency ConnectHR Administrator (]

Agency Paycheckd Role Administrator O

Budget Approver O

Budget User (]

Employee ]

Employee Plus Read O

GDCIl Admin O

HR Administrator O

Master Administrator (NFC ONLY) O

Master Timekeeper O

NFC Application Administrator O

NFC ConnectHR Adminisirator Il

NFC Security Administrator O

Read Only - Call Center (NFC ONLY) O

Sweep Administrator (NFC ONLY) O

Timekeeper O

VLTP Administrator O

Figure 336: Edit User Roles Page
6. Select applicable roles to add or remove from the user's profile.

7. Enter expiration date of role or select date from calendar, if applicable.

Note: Expiration dates are not required.
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8. Click continue. The Role assigned confirmation message is displayed.

Paycheck

USDA

My Links Now Viewing Employee: John Doe Profile Administration

Paycheck8 - View Profile
(@ please confirm the following:

Reset Password
+ "Timekesper” assigned

Reset Security Questions
Cancel Manage Contacts
Edit User Roles

Change User Account Status
Return to Employees

Figure 337: Role Assigned Confirmation Message

9. Click confirm. The User Roles updated success message is displayed.

Logged in as JANE DOE | Home | LogOut |

My Links Now Viewing Employee: John Doe

Profile Administration

Paycheck8 - View Profile
@ Success! Dismiss Message

Reset Password
+ User Reles updated

Reset Security Questions

| Employee Data ;| User Data | Roles | Logins | Manage Contacts
Edit User Roles

SSN:  XXX-XX-0000

EmpowHRID: Change User Account Status

P R Return to Employees
Middle Name:
Last Name: Doe
Address:
Address (cont.):
City:
State:
Zip Code:
Date of Birth: 9/22/1992
Organization Code: 90
Office:
Active?: Yes
Separation Date:
Contractor?: No
Created On: 5/15/2015 9:42:57 AM
Created By:
Last Modified On:

Last Medified By:

Figure 338: User Roles Updated Success Message
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10. Click Roles to verify the updated role list.

Paycheck

USDA

Paycheck8

Now Viewing Employee: John Doe

@ Success!

+ User Roles updated

Dismiss Message

Profile Administration

View Profile

Reset Password

Reset Security Questions

Employee Data | User Data ||FE;I;:” Logins | Manage Contacts
The roles below are assigned to this user. Edit User Roles
Role Role Type Expiration Date Change User Account Status
Employee Standard Return to Employees
Timekeeper Standard

Figure 339: Roles Tab

Changing User Account Status

Change User Account Status allows Agency ConnectHR Administrators to disable or enable an
employee account status.

To Change User Account Status:

1. Select Manage Employees from the My Paycheck8 Administration menu on the Paycheck8
main menu page. The Employee Administration page is displayed.

Paycheck

USDA

My Links Employee Administration My Paychecks
Administration
Paychecks Use the form below to search for an existing employee.
My Profile
SSN: I
Manage Employees
EmpowHRID: I View Reports
First Name: I
Last Name: I
Email Address: I
User Name: I

Employee Status:  ® Active O Inactive O All Employees

Figure 340: Employee Administration Page

2. Complete the fields as instructed below. Users can search using last name, email address,
or SSN.

320



Publication Category: T&A Processing
Paycheck8

Field Instruction

SSN Enter the employee's SSN.
EmpowHRID Not applicable.

First Name Optional

Enter at least one letter of the employee's first name.

Last Name Enter at least two letters of the employee's last name.

Email Address Enter the employee's email address.

User Name Enter the employee's user name.

Employee Status Select the status of the employee. Valid values are Active,

Inactive, and A1l Employees.

3. Click search. The Employee Administration page is displayed with the search results.

Paycheck

USDA

Paychecks Use the form below to search for an existing employee.

My Links Employee Administration

SSN: I

EmpowHRID: |

First Name: IJohn

Last Name: I Doe

Email Address: I

User Name: I

Employee Status: @ Active O Inactive O All Employees

Name SSN EmpowHRID | Primary Email

John Doe | XXX-XX-0000 JOHN.DOE@usda. gov

Select

Figure 341: Employee Administration Page - Search Results

My Paycheck8
Administration

My Profile

Manage Employees

View Reports

321



Publication Category: T&A Processing

Paycheck8

4. Click select next to the employee to be edited. The Employee Data tab is displayed with the
Profile Administration menu.

Paycheck

USDA

My Links

Paycheckd

Now Viewing Employee: John Doe

éEmponee Data ” User Data H Roles || Logins ‘

SSN:
EmpowHRID:
First Name:
Middle Name:
Last Name:
Address:
Address (cont.):
City:

State:

Zip Code:

Date of Birth:
Organization Code:
Office:

Active?:
Separation Date:
Contractor?:
Created On:
Created By:

Last Modified On:

Last Modified By:

HHX-Xx-0000

JOHN

DOE
123 MAIN STREET

HEW ORLEANS
LA

70129
9/22/1992

90

No

5/15/2015 9:42:57 AM

Figure 342: Employee Data Tab

Profile Administration

View Profile

Reset Password

Reset Security Questions
Manage Contacts

Edit User Roles.

Change User Account Status
Return to Employees

5. Select Change User Account Status. The Disable User Account option is displayed.

Note: If the employee's account is disabled, the Enable User Account option is displayed.

Paycheck

USDA

My Links

Paychecksd

Now Viewing Employee: Jt

Use the button below to disable this user,

Disable User Account

Figure 343: Disable User Account Page Option

Profile Administration

View Profile

Reset Password

Reset Security Questions
Manage Contacts

Edit User Roles

Change User Account Status

Return to Employees
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6. Click Disable User Account. The User account disabled success message is displayed.
OR

Click Enable User Account. The User account enabled success message is displayed.

Paycheck

USDA

My Links Now Viewing Employee: John Doe Profile Administration
Paycheck8 View Profile

@ Success! Dismiss Message

Reset Password

» User account disabled

Reset Security Questions

| Employee Data “ User Data | Roles | Logins | Manage Contacts

SSN:  XXX-XX-0000 Edit User Roles

EmpowHRID: Change User Account Status

First Name:  John Return to Employees
Middle Name:
Last Name: Doe
Address:
Address (cont.):
City:
State:
Zip Code:
Date of Birth: 9/22/1992
Organization Code: 90
Office:
Active?: Yes
Separation Date:
Contractor?: No
Created On: 5/15/2015 9:42:57 AM
Created By:
Last Modified On:

Last Modified By:

Figure 344: Change User Account Status Success Message
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Viewing Reports

View Reports on the My Paycheck8 Administration menu displays the Paycheck8 Reports menu.
The reports are separated into four categories. The reports are displayed below the search criteria
and Agency ConnectHR Administrators are able to view the report online, export the report to an
export format, or print the report.

Paycheck

USDA

My Links Paycheck8 Messages My Paycheck8
Administration
Paychecks Welcome to Paycheck8, your secure, single sign-on web based system for accessing
all your HR-related functicns and other applications. Cn the “My Links™ menu to the left My Profile
are the applications/datab /systems to which you have access.

Manage Employees

On the right hand panel are the administrative functions links available to you listed

under the “My Paycheck8 Administration” menu Micw Honorts
View Archived Messages
Figure 345: My Paycheck8 Administration Menu Page
For more information see:
(0 L]=] g =T oo o £ TP PPTTP PP 324
[RJ0] [ 2= o o] o £ SRR SPPPSR 353
LINK REPOITS ..ottt ettt e et e et 359
L= (o = o To ] o £SO PRPPTRR 365

User Reports

The User Reports category contains reports related to specific user functions. There are seven
reports in this category.

For more information see:

CONLFraCIOr REPOIT ... ... e e e e e 325
[DJEST- o] [=To [0 LT=T g == o Lo o R RTPR 328
INACTIVITY REPOIT....ceiiiiiiiiiiii et 332
SYStEM LOGIN REPOIT.....eiiiiiiiiie ittt ee e e et e e snaee e e antneeeeaes 336
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Contractor Report
Contractor Report is used to identify Contractors and upcoming expiration dates.
To Run the Contractor Report:

1. Select View Reports from the My Paycheck8 Administration menu on the Paycheck8 main
menu page. The Paycheck8 Reports page is displayed.

Paycheck

USDA

My Links Paycheck8 Reports My Paycheck8
Administration
Paychecks Select a report from the following:
My Profile
User Reports Manage Employees
Contractor Report )
Disabled User Report b

Inactivity Report
System Login Report
User Activity Report
User Link Activity Report
User Legin Report
Role Reports
Role Assignment Report
Role Authorization Report
Link Reports
Link Access Report
Subscribing Roles Report
Metrics Reports
Application Metrics Report

Figure 346: Paycheck8 Reports Page
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2. Click Contractor Report from the Paycheck8 User Reports menu. The Contractor Report
page is displayed.

Paycheck

USDA

Paycheckd

Report Overview: This repert is used to idenfify Contractors and upcoming expiration dates.

Select a Contractor Expiration Period. Choosing 30 Days will return data for employees with an expiration date in the next 30
days. Choosing 60 Days will return data for employees with an expiration date in the next 60 days. Choosing All will return
data for all employees identified as contractors.

Select an Organization level for this report.

Expiration Period: @ 30 Days
[@]:0) Days

O Al
“ Organization: g0 - DM, OFFICE OF THE CHIEF FINANC\AL
00 - Please Select A Level
00 - Please Select A Level
00 - Please Select A Level

00 - Please Select A Level

00 - Please Select A Level

00 - Please Select A Level

(1| ) e e 1 )

- Please Select A Level

00
E Cancel | EI

* Employee Status: @ Active O Inactive O All Employees

Run Report| Cancel |

Figure 347: Contractor Report Page

3. Complete the fields are follows:

Field Instruction

Expiration Period Select the Expiration Period for the report. Valid values are 30 Days,
60 Days,and All.

*Organization Required

Select the Organizational Structure from the drop-down lists.

*Employee Status Required

Select the applicable employee status. Valid values are Active,
Inactive,and All Employees.
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4. Click oK. The selected report parameters are displayed.

Logged in asJANE DOE | Home | Log Out |

Paycheck

USDA

My Links Contractor Report

Paycheckd

Report Overview: This report is used to identify Contractors and upcoming expiration dates.

Select a Contractor Expiration Period. Choosing 30 Days will return data for employees with an expiration date in the next 30
days. Choosing 60 Days will return data for employees with an expiration date in the next 60 days. Choesing All will return
data for all employees identified as contractors.

Select an Organization level for this report.

Expiration Period: (O 30 Days

[o):)] Days
@ Al
* Organization: gp Change
Description: DM, OFFICE OF THE CHIEF FINANCIAL
QFFICER

* Employee Status: O Active O Inactive ® All Employees

carcel

Figure 348: Contractor Report Parameters
5. Click Run Report. The Contractor Report is displayed with a report toolbar.

Logged in as JANE DOE | Home | Log Out |

Paycheck

USDA

My Links Contractor Report

Paycheck8

Report Overview: This report is used to idenfify Contractors and upcoming expiration dates.

Select a Contractor Expiration Period. Choosing 30 Days will return data for employees with an expiration date in the next 30
days. Choosing 60 Days will return data for employees with an expiration date in the next 60 days. Choosing All will return
data for all employees identified as contractors.

Select an Crganization level for this report

Expiration Period: O 30 Days

[@]:) Days
® Al
* Organization: g Change
Description: DM, OFFICE OF THE CHIEF FINANCIAL
OFFICER

* Employee Status: O Active O Inactive ® All Employees

carc

‘ o © |< < 1 of 1 ) )I IExporttolhe seler.tedfon'nal Export @ [ ﬂ

Contractor Report

No Data Found

Figure 349: Contractor Report

The following options are available on the report toolbar:
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Option

Description

Navigate back

Toggles to the previous report.

Navigate forward

Toggles to the next report.

First page

Navigates to the first page of the report.

Previous page

Navigates to the previous page of the report.

Current page

Displays the current page number.

Total pages Displays the total number of pages.

Next page Navigates to the next page of the report.
Last page Navigates to the last page of the report.
Export format type Lists the available export formats.

Export Exports the report to the selected format.
Refresh Navigates back to the first page of the report.

Switch to print preview

Displays a print version of the report.

Print

Generates the report to the selected printer.

Disabled User Report

Disabled User Report is used to identify employees whose accounts are disabled.
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To Run the Disabled User Report:

1. Select View Reports from the Paycheck8 main menu page. The Paycheck8 Reports page is
displayed.

Paycheck

USDA

My Links Paycheck8 Reports My Paycheck8
Administration
Paychecks Select a report from the following:
My Profile
User Reports Manage Employees
Contractor Report n
iew Reports

Disabled User Report
Inactivity Report
System Login Report
User Activity Report
User Link Activity Report
User Legin Report
Role Reports
Role Assignment Report
Role Authorization Report
Link Reports
Link Access Report
Subscribing Roles Report
Metrics Reports
Application Metrics Report

Figure 350: Paycheck8 Reports Page

2. Click Disabled User Report from the Paycheck8 User Reports menu. The Disabled User
Report page is displayed.

Logged in as JANE DOE | Home | Log Out |

Paycheck

USDA

My Links Disabled User Report

Paychecks Report Overview: This report is used to identify employees that are disabled.

Select an Organization level for this report.

* Organization: (g0 - DI, OFFICE OF THE CHIEF FINANCIAL[M]
00 - Please Select A Level
00 - Please Select A Level
00 - Please Select A Level
00 - Please Select A Level
00 - Please Select A Level
00 - Please Select A Level

| | & | 1) | =

- Please Select A Level

00
E Cancel %

* Employee Status:  ® Active O Inactive O All Employees

Run Report | Cancel

Figure 351: Disabled User Report Page

3. Complete the fields as follows:
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Field Instruction

*Organization Required

Select the Organizational Structure from the drop-down lists.

*Employee Status Required

Select the applicable employee status. Valid values are Active,
Inactive,and A1l Employees.

4. Click ok. The selected report parameters are displayed.

Paycheck

USDA

My Links Disabled User Report

Paycheckg Report Overview: This report is used to identify employees that are disabled.

Select an Crganization level for this report.

“ Organization: 507040 Change
Description: DM, OFFICE OF THE CHIEF FINANCIAL
OFFICER
MATIONAL FINANCE CENTER OFFICE OF THE
DIRECTOR
GOVERNMENT EMPLOYEES SERVICES
DIVISION

* Employee Status:  ® Active O Inactive O All Employees

Cancel |

Figure 352: Disabled User Report Parameters
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5. Click Run Report. The Disabled User Report is displayed with a report toolbar.

Paycheck

USDA

My Links Disabled User Report

Paycheck8

Report Overview: This report is used to identify employees that are disabled.

Select an Organization level for this report.

* Organization: g0 Change
Description: DM, OFFICE OF THE CHIEF FINANCIAL
OFFICER

* Employee Status:  ® Active O Inactive O All Employees

Cancel

‘ 0 © K < I1 of1 > )lIExpor‘ttolheSeIectedformal Export S g &

Disabled Employees

Disabled Employee Acting Employee oate Dieabiod
First Last Role Email First Last Role Email
j Agency jane dos@usda -
John Doe Employes Jjohn doe@usda JANE DOE ConnectR @ 2’;‘42015 273
4o Administrator &
) Agency jane dos@usda :
John Doe Timekesper johndoe@usda.  JanE DOE  ComnectR = RS T3
oy Administrator
Agency jane dos@usda .
Robert Doe Employes  fobertdoeg@usd  JANE DOE  ComnectHR @ liAcHE R o
a.gov Administrator
JANE DoE Agenty .
Sue Doe Employes  SHE-doe@usda. Comnertsm a0 doe@usda, 6250015 252 54
gov Administrator 5%V
Page 1of 1

Figure 353: Disabled User Report

The following options are available on the report toolbar:

Option Description

Navigate back Toggles to the previous report.

Navigate forward Toggles to the next report.

First page Navigates to the first page of the report.
Previous page Navigates to the previous page of the report.
Current page Displays the current page number.

Total pages Displays the total number of pages.

Next page Navigates to the next page of the report.
Last page Navigates to the last page of the report.

331



e

Publication Category: T&A Processing

Paycheck8

Option Description

Export format type Lists the available export formats.

Export Exports the report to the selected format.
Refresh Navigates back to the first page of the report.

Switch to print preview Displays a print version of the report.

Print

Generates the report to the selected printer.

Inactivity Report

Inactivity Report displays the employee information for the period of inactivity for the period based
on the selected parameters. This report is only available to privileged users.

To Run the Inactivity Report:

1. Select View Reports from the Paycheck8 main menu page on the Paycheck8 main menu
page. The Paycheck8 Reports page is displayed.

Paycheck8

Select a report from the following:

User Reports
Contractor Report
Disabled User Report
Inactivity Report
System Login Report
User Activity Report
User Link Activity Report
User Login Report
Role Reports
Role Assignment Report
Role Authorization Report
Link Reports
Link Access Report
Subscribing Roles Report
Metrics Reports
Application Metrics Report

Figure 354: Paycheck8 Reports Page

My Paychecks
Administration

My Profile

Manage Employees

View Reports
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2. Click Inactivity Report from the Paycheck8 Reports User Reports menu. The Inactivity
Report page is displayed.

Paycheck

USDA

My Links Inactivity Report

Paycheckd

Report Overview: Displays the employee information for privileged users ONLY (identified by role assigned in section 1.1 and
1.2), for users who fall within each category of inactivity based on the time of on demand run of the report.

Select a Length of Inactivity. This will filter the employees by the number of days they have been inactive

Select an Organization level for this report.

* Length of Inactivity: ~ ® 30-59 Days
O 60-119 Days
120 or more days

“ Organization: | 90 - DM, OFFICE OF THE CHIEF FINANCIAL[w|
00 - Please Select A Level

00 - Please Select A Level
00 - Please Select A Level
00 - Please Select A Level

00 - Please Select A Level

00 - Please Select A Level

3] i3 ) e s

- Please Select A Level

00
E Cancel ﬂl

* Employee Status:  ® Active O Inactive O All Employees

Run Report | Cancel

Figure 355: Inactivity Report Page

3. Complete the fields as follows:

Field Instruction

*Length of Inactivity Required

Select the Length of Inactivity for the report. Valid values are 30-59
Days, 60-119 Days,and 120 or more days.

*Organization Required
Select the Organizational Structure for the report from the drop-down
lists.

*Employee Status Required

Select the applicable employee status. Valid values are Active,
Inactive,and All Employees.
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4. Click oK. The selected report parameters are displayed.

Paycheck

USDA

My Links Inactivity Report
Paycheck8

Report Overview: Displays the employee information for privileged users ONLY (identified by role assigned in section 1.1 and
1.2), for users who fall within each category of inactivity based on the time of on demand run of the report.

Select a Length of Inactivity. This will filter the employees by the number of days they have been inactive.
Select an Organization level for this report.
* Length of Inactivity: ~ ® 30-59 Days
O 60-119 Days
O 120 or more days
" Organization: 9070 Change
Description: DM, OFFICE OF THE CHIEF FINANCIAL
OFFICER

NATIONAL FINANCE CENTER OFFICE OF THE
DIRECTOR

* Employee Status:  ® Active O Inactive O All Employees

Cancel |

Figure 356: Inactivity Report Page Parameters
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5. Click Run Report. The Inactivity Report is displayed with a report toolbar.

Paycheck

USDA

My Links Inactivity Report
Paycheck8

Report Overview: Displays the employee information for privileged users ONLY (identified by role assigned in section 1.1 and
1.2}, for users wha fall within each category of inactivity based on the time of on demand run of the report.

Select a Length of Inactivity. This will filter the employees by the number of days they have been inactive

Select an Organization level for this report.

* Length of Inactivity: ~ ® 30-59 Days
O 60-119 Days
O 120 or more days

* Organization: 907020040020 Change
Description: DM, OFFICE OF THE CHIEF FINANCIAL

OFFICER
NATIONAL FINANCE CENTER OFFICE OF THE
DIRECTOR
GOVT EMPLOYEES SERVICES DMISION
CLIENT SERVICES DIRECTORATE (CSD)
TRAINING AND COMMUNICATIONS BRANCH
(TCB)

* Employee Status: @ Active O Inactive O All Employees

‘ 0 © K <« 1 oft ) )lIExpuﬂtclhese\ectediormal Export G & &

Inactivity Report

No Data Found

Page 1of 1

Figure 357: Inactivity Report

The following options are available on the report toolbar:

Option Description

Navigate back Toggles to the previous report.

Navigate forward Toggles to the next report.

First page Navigates to the first page of the report.
Previous page Navigates to the previous page of the report.
Current page Displays the current page number.

Total pages Displays the total number of pages.

Next page Navigates to the next page of the report.
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Option Description

Last page Navigates to the last page of the report.
Export format type Lists the available export formats.

Export Exports the report to the selected format.
Refresh Navigates back to the first page of the report.
Switch to print preview Displays a print version of the report.

Print Generates the report to the selected printer.

System Login Report

System Login Report is used to investigate the logins of a specific employee or on a specific
employee by others.

To Run the System Login Report:

1. Select View Reports from the My Paycheck8 Administration menu on the Paycheck8 main
menu page. The Paycheck8 Reports page is displayed.

Paycheck8

My Links Paycheck8 Reports My Paychecks
Administration

Select a report from the following:

My Profile

User Reports
Contractor Report )
Disabled User Report View Reports
Inactivity Report
System Login Report
User Activity Report
User Link Activity Report
User Login Report

Role Reports
Role Assignment Report
Role Authorization Report

Link Reports
Link Access Report
Subscribing Roles Report

Metrics Reports
Application Metrics Report

Manage Employees

Figure 358: Paycheck8 Reports Page

336



Publication Category: T&A Processing é gl !g‘
X

Paycheck8

2. Click system Login Report from the Paycheck8 User Reports menu. The System Login
Report page is displayed.

Logged inas JANE DOE | Home | Log Out |

Paycheck -

USDA

My Links Systemn Login Report

Paycheckd

Report Overview: This report is used to investigate the logins of a specific employee or on a specific employee by others.
Use the Employee Search function to select an employee to report on.

S5N: I

EmpowHRID:

First Name:

Email Address:

|
|
Last Name: |
|
|

User Name:

Employee Status:  ® Active O Inactive O All Employees

Figure 359: System Login Report Page

3. Complete the fields as instructed below to view a report on a selected employee. Users can
search using last name, email address, or SSN.

Field Instruction

SSN Enter the employee's SSN.
EmpowHRID Not applicable.

First Name Optional

Enter at least one letter of the employee's first name.

Last Name Enter at least two letters of the employee's last name.

Email Address Enter the employee's email address.

User Name Enter the employee's user name.

Employee Status Select the status of the employee. Valid values are Active,

Inactive, and A1l Employees.
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4. Click search. The search results are displayed on the System Login Report page.

Paycheck

USDA

My Links System Login Report
Paycheckd

Report Overview: This report is used to investigate the logins of a specific employee or on a specific employee by others
Use the Employee Search function to select an employee to report on.

SSN: I

EmpowHRID: I

First Name: IJDhn

Last Name: I Doe

Email Address: |

User Name: I

Employee Status: ~ ® Active O Inactive O All Employees

Name SSN EmpowHRID Primary Email
John Doe HXX-XX-0000 _john. doe@usda. gov Select

Figure 360: System Login Report Page - Search Results

5. Click select next to the applicable employee. The System Login Report page for the
selected employee is displayed.

Logged in asJANE DOE | Home | Log Out |

Paycheck

USDA

My Links System Login Report

Paycheck8

Select whether the employee is the acting or affected employee and the date criteria for the report

You have selected:  john Doe Change Selected Employee

* The employee is the: ~ ® Acting Employee
O Affected Employes

* Date: I
Cancel

Figure 361: System Login Report Page - Selected Employee

6. Complete the fields as follows:

Field Description/Instruction

You have selected System Generated

Displays the selected employee's name.
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Field Description/Instruction

*The employee is the Required

Select whether the selected employee is the Acting Employee or the
Affected employee.

*Date Required

Select the date from the calendar for the System Login data.

7. Click Run Report. The System Login Report is displayed with a report toolbar.

Logged in as JANE DOE | Home | Log Out

Paycheck ‘'

USDA

My Links System Login Report
Paychecks Select whether the employee is the acting or affected employee and the date criteria for the report.
You have selected: JOHM DOE  Change Selected Employes

“ The employee is the: O Acting Employee
® Affected Employee

* Date: |05105f201 5

Run Report | Cancel |

‘ QO © I < 1 of1 > )IIExpuntclhese\ectediormal Epot S & & ‘

System Login

Acting Employee Affected Employee
First Last (1] Email First Last (1] Email
E]
JOHN DOE &0 JOHN DOE@usda.gov JANE DoE B0 JANEDOE@usdagoy g
5
JOHN poe 8N JOHN DOE@usda.gov JAHE poe S0 JANEDOE@usdagoy 5
5
JOHN DOE 601 JOHN DOE@usa.goy JANE DOE 601 JANE DOF@usdagay o
< >

Figure 362: System Login Report

The following options are available on the report toolbar:

Option Description

Navigate back Toggles to the previous report.

Navigate forward Toggles to the next report.

First page Navigates to the first page of the report.
Previous page Navigates to the previous page of the report.
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Option

Description

Current page

Displays the current page number.

Total pages Displays the total number of pages.

Next page Navigates to the next page of the report.
Last page Navigates to the last page of the report.
Export format type Lists the available export formats.

Export Exports the report to the selected format.
Refresh Navigates back to the first page of the report.

Switch to print preview

Displays a print version of the report.

Print

Generates the report to the selected printer.

User Activity Report

User Activity Report is used to investigate the activity of a specific employee or on a specific
employee by others.

To Run the User Activity Report:

1.

Select View Reports from the My Paycheck8 Administration menu on the Paycheck8 main
menu page. The Paycheck8 Reports page is displayed.

Paycheck

USDA

Paycheckd

My Links Paycheck8 Reports

Select a report from the following:

User Reports
Contractor Report
Disabled User Report
In: ity Rep
System Login Report
User Activity Report
User Link Activity Report
User Legin Report
Role Reports
Role Assignment Report
Role Authorization Report
Link Reports
Link Access Report
Subscribing Roles Report
Metrics Reports
Application Metrics Report

activity Report

Figure 363: Paycheck8 Reports Page

My Paycheck8

Administration

My Profile
Manage Employees

View Reports
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2. Click User Activity Report from the Paycheck8 User Reports menu. The User Activity
Report page is displayed.

Paycheck

USDA

My Links User Activity Report

Paychecké

Report Overview: This report is used to investigate the activity of a specific employee or on a specific employee by others.

Use the Employee Search function to select an employee to report on.

S5N: I

EmpowHRID:

First Name:

Email Address:

|
|
Last Name: I
|
User Name: I

Employee Status: ® Active O Inactive O Al Employees

Figure 364: User Activity Report Page

3. Complete the fields as instructed below. Users can search using last name, email address,

or SSN.
Field Instruction
SSN Enter the employee's SSN.
EmpowHRID Not applicable.
First Name Optional
Enter at least one letter of the employee's first name.
Last Name Enter at least two letters of the employee's last name.
Email Address Enter the employee's email address.
User Name Enter the employee's user name.
Employee Status Select the status of the employee. Valid values are Active,
Inactive and A1l Employees.
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4. Click search. The search results are displayed on the User Activity Report page.

Paycheck

USDA

My Links User Activity Report

Paycheck8 Report Overview: This report is used to investigate the activity of a specific employee or on a specific employee by others.

Use the Employee Search function to select an employee to report on.

S5N: I

EmpowHRID: I

First Name: IJohn

Last Name: I Doe

Email Address: I

User Name: I
Employee Status:  ® Active O Inactive O All Employees

Name SSN EmpowHRID Primary Email
John Doe XXX-XX-0000 john.doe@usda.ooy lec

=

Figure 365: User Activity Report Page - Search Results

5. Click select. The User Activity Report Page for the selected employee is displayed.

Logged inas JANE DOE | Home | LogOut |

Paycheck

USDA

My Links User Activity Report

Paychecks Select whether the employee is the acting or affected employee. Choose a date range. The End date should be one day later
than the last day to be included on the report. After the report is run you may select a format to export the report. Use the
Change Selected Employee link to select a different employee for the report.

You have selected:  John Doe Change Selected Employee

* The employee is the:  ® Acting Employee
O Affected Employes

* Startdate:  [07/01/2015
* End date:  {07/1412015

Run Report | Cancel |

Figure 366: User Activity Report Page - Selected Employee

6. Complete the fields as follows:

Field Description/Instruction

You have selected System Generated

Displays the selected employee's name.
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Field Description/Instruction

*The employee is the Required

Select whether the selected employee is the Acting Employee or the
Affected employee.

*Start Date Requi red

Select the start date from the calendar.

*End Date Required

Select the end date from the calendar.

7. Click Run Report. The User Activity Report is displayed with a report toolbar.

Logged in as JANE DOE | Home | Log Out

My Links User Activity Report

PaycheckB Select whether the employee is the acting or affected employee. Choose a date range. The End date should be one day later

than the last day to be included on the report. After the report is run you may select a format to export the report. Use the
Change Selected Employee link to select a different employee for the report.

You have selected: John Dos Change Selected Employes

* The employee is the:  ® Acting Employes
O Affected Employee

* Startdate:  [07/01/2015
“End date:  07/142015

Cancel

‘ 0 © K < 1 of1 ) )lIExpodLotheseIecledformal Export ' @ &

User Activity Report

Action

. Acting Acting Affected Affected
Date Of Action Employee Name Employee ID Employee Name  Employee ID
TI8/201512:22:12
P

‘Change my

John Dos 10179 John Doe 10178 pa d

LEANS 1223 o0n Dos 10479 John Dos 10178 ﬁ;iﬁ%i\"éﬂesﬁm
7182015122308 0 o 10173 John Doe 10173 S
LIRS 12T ohn Dos 10179 Jobn Doe 10179 Sgiﬂﬁi\ﬁ“ﬂesnon
TI872015 122308 1 o 10179 John Doe 10173 S
BTS2 John Dos 10179 Jobn Doe 10178 E;iﬂ%i\mesnon

Page1of 1

Figure 367: User Activity Report
The following options are available on the report toolbar:

Option Description
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Option

Description

Navigate back

Toggles to the previous report.

Navigate forward

Toggles to the next report.

First page

Navigates to the first page of the report.

Previous page

Navigates to the previous page of the report.

Current page

Displays the current page number.

Total pages Displays the total number of pages.

Next page Navigates to the next page of the report.
Last page Navigates to the last page of the report.
Export format type Lists the available export formats.

Export Exports the report to the selected format.
Refresh Navigates back to the first page of the report.

Switch to print preview

Displays a print version of the report.

Print

Generates the report to the selected printer.

User Link Activity Report

User Link Activity Report is used to review an employee's logins (with the corresponding times) to
Paycheck8 within the established parameters.
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To Run the User Link Activity Report:

1.

Select View Reports from the My Paycheck8 Administration menu on the Paycheck8 main
menu page. The Paycheck8 Reports page is displayed.

Paycheck

USDA

My Links Paycheck8 Reports My Paycheck8
Administration
Paychecks Select a report from the following:
My Profile
User Reports Manage Employees
Contractor Report )
Disabled User Report b

Inactivity Report
System Login Report
User Activity Report
User Link Activity Report
User Legin Report
Role Reports
Role Assignment Report
Role Authorization Report
Link Reports
Link Access Report
Subscribing Roles Report
Metrics Reports
Application Metrics Report

Figure 368: Paycheck8 Reports Page

2. Click User Link Activity Report from the Paycheck8 User Reports menu. The User Link

3.

Activity Report page is displayed.

Logged inas JANE DOE | Home | Log Out |

Paycheck

USDA

Paychecks Report Overview:This is where the description goes.

SSN: I

EmpowHRID: I

First Name: I

Last Name: I

Email Address: I

User Name: I

Employee Status: ® Active O Inactive O all Employees

Figure 369: User Activity Report

Complete the fields as instructed below. Users can search using last name, email address,
or SSN.
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Field Instruction

SSN Enter the employee's SSN.
EmpowHRID Not applicable.

First Name Optional

Enter at least one letter of the employee's first name.

Last Name Enter at least two letters of the employee's last name.

Email Address Enter the employee's email address.

User Name Enter the employee's user name.

Employee Status Select the status of the employee. Valid values are Active,

Inactive, and A1l Employees.

4. Click search. The search results are displayed on the User Link Activity Report page.

Logged in as JANE DOE | Home | LogOut |

Paycheck

USDA

My Links User Link Activity Report

Paycheck8

Report Overview:This is where the description goes.

S5N: I

EmpowHRID: I

First Name: IJDhn

Last Name: I doe

Email Address: I

User Name: I
Employee Status:  ® Active O Inactive O All Employees

Name SSN EmpowHRID Primary Email
JOHN DOE KRH-¥-0000 JOHN DOE@usda.goy Select

Figure 370: User Link Activity Report Page - Search Results
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5. Click Select next to employee on which to run report. The User Link Activity Report page
for the selected employee is displayed.

Logged in as JANE DOE | Home | LogOut |

Paycheck

USDA

My Links User Link Activity Report

Paycheck8

Select the date criteria for the report and a report format.

You have selected:  |OHN DOF  Change Selected Employes

* Start date: I

* End date: I
Cancel

Figure 371: User Link Activity Report Page - Selected Employee

6. Complete the fields as follows:

Field Description/Instruction

You have selected System Generated

Displays the selected employee's name.

*Start Date Required

Select the start date from the calendar.

*End Date Required

Select the end date from the calendar.
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7. Click Run Report. The User Link Activity Report is displayed with a report toolbar.

Logged in as JANE DOE | Home | LogOut |

Paycheck

USDA

My Links User Link Activity Report

Paycheckd

Select the date criteria for the report and a report format.

You have selected: JOHN DOE Change Selected Employee

* Startdate:  |05/01/2015

* End date:  [05/05/2015

Cancel |

‘ e O |< ( I1 of 1 ) )l IExportto the Selectedformat Export @ & S

User Link Activity Report

05/04/15 2:09:18 PM To Paychecks

Page 1of 1

Figure 372: User Link Activity Report

The following options are available on the report toolbar:

Option

Description

Navigate back

Toggles to the previous report.

Navigate forward

Toggles to the next report.

First page

Navigates to the first page of the report.

Previous page

Navigates to the previous page of the report.

Current page

Displays the current page number.

Total pages Displays the total number of pages.

Next page Navigates to the next page of the report.
Last page Navigates to the last page of the report.
Export format type Lists the available export formats.

Export Exports the report to the selected format.
Refresh Navigates back to the first page of the report.
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Option Description

Switch to print preview Displays a print version of the report.

Print Generates the report to the selected printer.

User Login Report
User Login Report displays the date and method of login for a defined employee.

To Run the User Login Report:

1. Select View Reports from the My Paycheck8 Administration menu on the Paycheck8 main
menu page. The Paycheck8 Reports page is displayed.

Paycheck

USDA

My Links Paycheck8 Reports My Paycheck8

Administration

Paychecks Select a report from the following:
My Profile
User Reports Manage Employees
Contractor Report
View Reports

Disabled User Report
Inactivity Report
System Login Report
User Activity Report
User Link Activity Report
User Legin Report
Role Reports
Role Assignment Report
Role Authorization Report
Link Reports
Link Access Report
Subscribing Roles Report
Metrics Reports
Application Metrics Report

Figure 373: Paycheck8 Reports Page
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2. Click User Login Report from the Paycheck8 User Reports menu. The User Login Report
page is displayed.

Paycheck

USDA

My Links User Login Report

Paycheckd

Report Overview: This report is used to review the login history of a given employee.
Use the Employee Search function to select an employee to report on

S5N: I

EmpowHRID:

First Name:

Email Address:

|
|
Last Name: |
|
|

User Name:

Employee Status:  ® Active O Inactive O All Employees

=

Figure 374: User Login Report Page

3. Complete the fields as instructed below. Users can search using last name, email address,

or SSN.
Field Instruction
SSN Enter the employee's SSN.
EmpowHRID Not applicable.
First Name Optional
Enter at least one letter of the employee's first name.
Last Name Enter at least two letters of the employee's last name.
Email Address Enter the employee's email address.
User Name Enter the employee's user name.
Employee Status Select the status of the employee. Valid values are Active,
Inactive, and A1l Employees.
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4. Click search. The search results are displayed on the User Login Report page.

Paycheck

USDA

My Links User Login Report

Paychecks Report Overview: This report is used to review the login history of a given employee.

Use the Employee Search function to select an employee to report on.
SSN: I

EmpowHRID: I

First Name: Ijohn

Last Name: I doe

Email Address: |

User Name: I
Employee Status: @ Active O Inactive O All Employess

ces]

Name SSN EmpowHRID Primary Email
JOHKN DOE FoOEE-0000 JOHN. DOE@usda.gov Select

Figure 375: User Login Report Page - Search Results

5. Click Select next to employee on which to run report. The User Login Report page for the
selected employee is displayed.

Logged in as JANE DOE | Home | LogOut |

Paycheck

USDA

My Links User Login Report

Paychecks Select the date criteria for the report and a report format,

You have selected:  |OHM DOE  Change Selected Employves

* Start date:  [05/0112015

“Enddate:  |05/052015

Run Report | Cancel

Figure 376: User Login Report Page - Selected Employee

6. Complete the fields as follows:

Field Description/Instruction

You have selected System Generated

Displays the selected employee's name.

*Start Date Required

Select the start date from the calendar.
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Field Description/Instruction

*End Date Required

Select the end date from the calendar.

7. Click Run Report. The User Login Report is displayed with a report toolbar.

Logged in as JANE DOE | Home | Log Out |

My Links User Login Report

Paychecks Select the date criteria for the report and a report format.

You have selected:  JOHNDOE  Change Selected Employves

* Start date:  [05/0172015
“Enddate:  |05/052015

Run Report| Cancel

‘ o © K « |1 of1 ) )lIExpontothese\ectediormal Expot 5 @& &

User Login Report

Date Of Action Action
501/2015 8:12:52 AM “ia Usemame and password (3)
5/1/2015 9:02:57 AM Via Usemame and password {3}
5/1/2015 11:48:31 AM Via Usemame and password {3}
5/1/2015 12:10:26 PM “ia Usemame and password (3)
5142015 1:46:115 PM “ia Usemame and password (3)
5/1/2015 2:52:40 PM “ia Usemame and password (3)
5/4/2015 9:21:30 AM Via Usemame and password {3}
5/4/2015 9:40:41 AM Via Usemame and password {3}
5/4/2015 9:56:51 AM “ia Usemame and password (3)
5/4/2015 11:25:33 AM “ia Usemame and password (3)
S5/4/201512:13:42 PM “ia Usemame and password (3)
5/4/2015 1:13:40 PM Via Usemame and password {3}
5/4/2015 1:58:05 PM Via Usemame and password {3}
5742015 25315 PM “ia Usemame and password (3)
Si5/2015 6:51:26 AM “ia Usemame and password (3)
5/5/2015 8:11:03 AM “ia Usemame and password (3)
5/5/2015 8:26:34 AM Via Usemame and password {3}
5/5/2015 9:22:02 AM Via Usemame and password {3}
Si5/2015 9:53:05 AM “ia Usemame and password (3)
5/5/2015 11:10:11 AM “ia Usemame and password (3)

Page 1 of 1

Figure 377: User Login Report

The following options are available on the report toolbar:

Option Description
Navigate back Toggles to the previous report.
Navigate forward Toggles to the next report.

352



Publication Category: T&A Processing éq?ﬁ
C —

Paycheck8
Option Description
First page Navigates to the first page of the report.
Previous page Navigates to the previous page of the report.
Current page Displays the current page number.
Total pages Displays the total number of pages.
Next page Navigates to the next page of the report.
Last page Navigates to the last page of the report.
Export format type Lists the available export formats.
Export Exports the report to the selected format.
Refresh Navigates back to the first page of the report.
Switch to print preview Displays a print version of the report.
Print Generates the report to the selected printer.

Role Reports
The Role Reports category contains reports related to specific user roles. There are two reports in

this category.

For more information see:

Role ASSIGNMENT REPOIT ... ..o 353
Role AUthOriZation REPOIT .......ciiiiiii e 356

Role Assignment Report

Role Assignment Report is used to review the assignment of a given role to employees.
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To Run the Role Assignment Report:

1. Select View Reports from the My Paycheck8 Administration menu on the Paycheck8 main
menu page. The Paycheck8 Reports page is displayed.

Logged in asJANE DOE | Home | Log Out |

Paycheck

USDA

My Links Paycheck8 Reports

My Paycheck8

Administration

Paychecks Select a report from the following:
My Profile
User Reports Manage Employees
Contractor Report
View Reports

Disabled User Report
Inactivity Report
System Login Report
User Activity Report
User Link Activity Report
User Legin Report
Role Reports
Role Assignment Report
Role Authorization Report
Link Reports
Link Access Report
Subscribing Roles Report
Metrics Reports
Application Metrics Report

Figure 378: Paycheck8 Reports Page

2. Click Role Assignment Report from the Paycheck8 Role Reports menu. The Role
Assignment Report page is displayed.

Paycheck

USDA

My Links Role Assignment Report

Paycheck8

Report Overview: This report is used to review the assignment of a given role to employees.

Select a Paychecks Role to report on, then select a report format.

* Role: I Tier 2 - Master Timekeeper

* Employee Status:  ® Active O Inactive O All Employees

Cancel

Figure 379: Role Assignment Report Page

3. Complete the fields as follows:

Field Instruction

*Role Required

Select the Role type for the report from the drop-down list.

*Employee Status Required
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Field Instruction

Select the Employee Status for the report. Valid values are Active,
Inactive,and All Employees.

4. Click Run Report. The Role Assignment Report is displayed with a report toolbar.

Paycheck

USDA

My Links Role Assignment Report
Paycheckd

Report Overview: This report is used to review the assignment of a given role to employees

Select a PaycheckS Role fo repert on, then select a report format.

“ Role: I Tier 2 - Master Timekeeper

* Employee Status: @ Active O Inactive O All Employees

‘ o © K < 1 of1 )lIExpodtolheselectedformal Export G @ &

Role Assignment Report

First Name Last Name Middle Name Contact Org Code
JOHM DoE john.doei@usda.goy 907010020020
ROBERT DOE raben doe@usds 9oy 50702004002020
Page 1 of 1

Figure 380: Role Assignment Report

The following options are available on the report toolbar:

Option Description

Navigate back Toggles to the previous report.

Navigate forward Toggles to the next report.

First page Navigates to the first page of the report.
Previous page Navigates to the previous page of the report.
Current page Displays the current page number.

Total pages Displays the total number of pages.

Next page Navigates to the next page of the report.
Last page Navigates to the last page of the report.
Export format type Lists the available export formats.
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Option Description
Export Exports the report to the selected format.
Refresh Navigates back to the first page of the report.

Switch to print preview Displays a print version of the report.

Print Generates the report to the selected printer.

Role Authorization Report

Role Authorization Report is used to review the assignment of a group of roles outside of a specific
organization code. This report is typically used to review assignment of privileged roles outside of
the expected organization.

To Run the Role Authorization Report:

1. Select View Reports from the My Paycheck8 Administration menu on the Paycheck8 main
menu page. The Paycheck8 Reports page is displayed.

Paycheck

USDA

My Links Paycheck8 Reports My Paycheck8
Administration
Paychecks Select a report from the following:
My Profile
User Reports Manage Employees
Contractor Report )
Disabled User Report e Heports

Inactivity Report
System Login Report
User Activity Report
User Link Activity Report
User Legin Report
Role Reports
Role Assignment Report
Role Authorization Report
Link Reports
Link Access Report
Subscribing Roles Report
Metrics Reports
Application Metrics Report

Figure 381: Paycheck8 Reports Page
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2. Click Role Authorization Report from the Paycheck8 Role Reports menu. The Role
Authorization Report page is displayed.

Paycheck

USDA

My Links Role Authorization Report

Paycheckd

Report Overview: This report is used to review the assignment of a group of roles outside of a specific organization code
This is typically used to review assignment of privileged roles outside of their expected Organization.

Select a Tier Threshold, the report will be based on this Tier and all Tiers higher.

Select an Organization level to exclude from this report. The Excluded Organizations is typically the Organization Unit that is
responsible for administrative functions.

Select a report format

* Tier: 1

“ Excluded Organization: | 9p - DM, OFFICE OF THE CHIEF FINANCIALV]

00 - Please Select A Level

00 - Please Select A Level

00 - Please Select A Level

00 - Please Select A Level

00 - Please Select A Level

00 - Please Select A Level

00 - Please Select A Level

E Cancell %I

* Employee Status: @ Active O Inactive O All Employees

Run Report | Cancel |

Figure 382: Role Authorization Report Page

3. Complete the fields as follows:

Field Instruction

*Tier Required

Select a tier threshold from the drop-down list. This report is based on
this tier and all tiers higher.

*Excluded Organization | Required

Select an organization from the drop-down list to exclude from this
report. The excluded organization is typically the organization that is
responsible for administrative functions.

*Employee Status Required

Select the Employee Status for the report. Valid values are Active,
Inactive, and AllEmployees.
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4. Click oK. The selected report parameters are displayed.

Paycheck

USDA

My Links Role Authorization Report

Paycheck8

Report Overview: This report is used to review the assignment of a group of roles outside of a specific organization code
This is typically used to review assignment of privileged roles outside of their expected Organization

Select a Tier Threshold, the report will be based on this Tier and all Tiers higher.

Select an Organization level to exclude from this report. The Excluded Organizations is typically the Organization Unit that is
responsible for administrative functions.

Select a report format.

* Tier:

* Excluded Organization: 507020 Change
Description: DM, OFFICE OF THE CHIEF FINANCIAL
OFFICER
NATIONAL FINANCE CENTER OFFICE OF THE
DIRECTOR
GOVT EMPLOYEES SERVICES DIVISION

* Employee Status:  ® Active O Inactive O All Employees

Cancel

Figure 383: Role Authorization Report Parameters

5. Click Run Report. The Role Authorization Report is displayed with a report toolbar.

Paycheck

USDA

My Links Role Authorization Report

Paycheckd

Report Overview: This report is used to review the assignment of a group of roles outside of a specific organization code.
This is typically used to review assignment of privileged roles outside of their expected Organization.

Select a Tier Threshold, the report will be based on this Tier and all Tiers higher.

Select an Organization level to exclude from this report. The Excluded Crganizations is typically the Organization Unit that is
responsible for administrative functions

Select a report format.

* Tier:

* Excluded Organization: 507020 Change
Description: DM, OFFICE OF THE CHIEF FINANCIAL
QOFFICER
NATIONAL FINANCE CENTER OFFICE OF THE
DIRECTCR
GOVT EMPLOYEES SERVICES DIVISION

* Employee Status: ® Active O Inactive O All Employees

Cancel

‘ e O KK < |1 of1 > )lIExpor‘tmlheselecledfcrmat Expot G @ &

Doe Jane Jane Doe@usda gov Employee, Agency Paycheckd Role Administrator
Doe John John Doe@usda goy Emplovee, Master Timekeeper
Doe Robert Robert Doe@usda. gov Employee, Agency Accounting Administrator
Doe Sue Sue Doe@usda oy Emplovee, Timekeeper.

Page 1 of 1

Figure 384: Role Authorization Report
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The following options are available on the report toolbar:

Option

Description

Navigate back

Toggles to the previous report.

Navigate forward

Toggles to the next report.

First page

Navigates to the first page of the report.

Previous page

Navigates to the previous page of the report.

Current page

Displays the current page number.

Total pages Displays the total number of pages.

Next page Navigates to the next page of the report.
Last page Navigates to the last page of the report.
Export format type Lists the available export formats.

Export Exports the report to the selected format.
Refresh Navigates back to the first page of the report.

Switch to print preview

Displays a print version of the report.

Print

Generates the report to the selected printer.

Link Reports

The Link Reports category contains reports related to specific links and access to those links.

There are two reports in this category.

For more information see:

LiNK ACCESS REPOIT ...ttt e e e e e et e e e e e e e anaateeeaae e as

SUubSCribing ROIES REPOIT...... . e

Link Access Report

Link Access Report is used to review access to a given Link/Application, regardless of Paycheck8

role.
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To Run the Link Access Report:

1. Select View Reports from the My Paycheck8 Administration menu on the Paycheck8 main
menu page. The Paycheck8 Reports page is displayed.

Logged in asJANE DOE | Home | Log Out |

Paycheck

USDA

My Links Paycheck8 Reports My Paycheck8
Administration

Paychecks Select a report from the following:
My Profile

User Reports Manage Employees
Contractor Report n
iew Reports

Disabled User Report
Inactivity Report
System Login Report
User Activity Report
User Link Activity Report
User Legin Report
Role Reports
Role Assignment Report
Role Authorization Report
Link Reports
Link Access Report
Subscribing Roles Report
Metrics Reports
Application Metrics Report

Figure 385: Paycheck8 Reports Page

2. Click Link Access Report from the Paycheck8 Link Reports menu. The Link Access Report
page is displayed.

Paycheck

USDA

My Links Link Access Report

Paycheck8 Report Overview: This report is used to review access to a given LinkiApplication, regardless of Paychecks Role.
* Link: I Paycheckd
* Link Role: I Al

* Employee Status:  ® Active O Inactive O All Employees

Run Report| Cancel

Figure 386: Link Access Report Page

3. Complete the fields as follows:

Field Instruction

*Link Required

Select the Link from the drop-down list.
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Field Instruction

*Link Role Required

Select the Link Role from the drop-down list.

*Employee Status Required

Select the employee status for this report. Valid values are Active,
Inactive,and All Employees.

4. Click Run Report. The Link Access Report is displayed with a report toolbar.

Paycheck -

USDA
My Links Link Access Report
Paychecks Report Overview: This report is used to review access to a given Link/Application, regardless of Paycheck8 Role.
* Link: I Paychecks
* Link Role: I Timekeeper
* Employee Status:  ® Active O Inactive O All Employees
Run Report Cancell
‘ O © K ( 1 of1 > Dl I Export o the selected format[se] Export ‘51 &4 @
Link Access
LastName First Name Contact Org Code Link Role LastLogin '~ Sontact
Doe e jane dos@usda goy  90T02004002020 Timekeeper 311372015 1690225640
Doe John john.coe@usda.goy 90 Timekeeper Tigi2015

Page1of 1

Figure 387: Link Access Report

The following options are available on the report toolbar:

Option Description

Navigate back Toggles to the previous report.

Navigate forward Toggles to the next report.

First page Navigates to the first page of the report.
Previous page Navigates to the previous page of the report.
Current page Displays the current page number.
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Option Description

Total pages Displays the total number of pages.

Next page Navigates to the next page of the report.
Last page Navigates to the last page of the report.
Export format type Lists the available export formats.

Export Exports the report to the selected format.
Refresh Navigates back to the first page of the report.
Switch to print preview Displays a print version of the report.

Print Generates the report to the selected printer.

Subscribing Roles Report
Subscribing Roles Report is used to review roles that subscribe to a given link.
To Run the Subscribing Roles Report:

1. Select View Reports from the My Paycheck8 Administration menu on the Paycheck8 main
menu page. The Paycheck8 Reports page is displayed.

Paycheck

USDA

My Links Paycheck8 Reports My Paycheck8
Administration
Paychecks Select a report from the following:
My Profile
User Reports Manage Employees
Contractor Report )
Disabled User Report e Heports

Inactivity Report
System Login Report
User Activity Report
User Link Activity Report
User Legin Report
Role Reports
Role Assignment Report
Role Authorization Report
Link Reports
Link Access Report
Subscribing Roles Report
Metrics Reports
Application Metrics Report

Figure 388: Paycheck8 Reports Page
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2. Click Subscribing Roles Report from the Paycheck8 Link Reports menu. The Subscribing
Roles Report page is displayed.

Paycheck

USDA

My Links Subscribing Roles Report

Paychecksd

Report Overview: This repert is used to review roles that subsribe to a given link.

" Link: I Paychecks

Cancel |

Figure 389: Subscribing Roles Report Page

3. Complete the field as follows:

Field Instruction

*Link Required

Select the Link from the drop-down list.
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4. Click Run Report. The Subscribing Roles Report is displayed with a report toolbar.

Paycheck

USDA

My Links Subscribing Roles Report

Paycheck8

Report Overview: This report is used to review roles that subsribe to a given link.

* Link: I Paychecks

Cancel

‘ 0O © K < |1 ofl ) )|IExpontothese\ectediormal Export o Oe &

Subscribing Roles Report

GDCII Admin GDCII Admin
Agency PaycheckS Role Giient ability to Edit a Users' Role

RENEL?(?”'V - Gall Center (NFC. oo Only Call Center

Employee Paychecks Employee

Employee Plus Read Paycheck8 Employee with Read Only access

Agency Accounting 3

Administrator Gl ki

WLTP Administrator Access to Paycheckd VLTP Management

Timekeeper Restricted access within Organization

Master Timekeeper Access to all employees within Organization

HR Administrator Access to Paycheckd Employee Management

g;s\_t::ll'mministraml (NFC Access to Employes Management and Admin (Table Management) within Paychecks
NFC icati i NFC ini

Agency ConnectHR Client ability to: Manage ConnectHR Passwords, Edit User Roles, & Lockout/unlock users locked
Administrator by Client Admin, only

NFC Security Administrator Lockout/unlock All Users

Budget User Budget User

Budgst Approver Budget Approver

Sneh Aaministiator (N view snd modify JCL via the Paysnesk appiiation front snd

Agency Change Client Switch between a subset of clients/divisions within Paycheck8

Page 1of 1
Figure 390: Subscribing Roles Report

The following options are available on the report toolbar:

Option Description

Navigate back Toggles to the previous report.

Navigate forward Toggles to the next report.

First page Navigates to the first page of the report.
Previous page Navigates to the previous page of the report.
Current page Displays the current page number.

Total pages Displays the total number of pages.
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Option Description
Next page Navigates to the next page of the report.
Last page Navigates to the last page of the report.
Export format type Lists the available export formats.
Export Exports the report to the selected format.
Refresh Navigates back to the first page of the report.
Switch to print preview Displays a print version of the report.
Print Generates the report to the selected printer.

Metric Reports

The Metric Reports category contains only one report.

For more information see:

Application MetriCS REPOIt ........c.coiiiiiiiiii e 365

Application Metrics Report

Application Metrics Report is used to review usage and other relevant metrics regarding this instance
of Paychecks8.
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To Run the Application Metrics Report:

1. Select View Reports from the My Paycheck8 Administration menu on the Paycheck8 main
menu page. The Paycheck8 Reports page is displayed.

Logged in asJANE DOE | Home | Log Out |

Paycheck

USDA

My Links Paycheck8 Reports

My Paycheck8
Administration

Paychecks Select a report from the following:
My Profile
User Reports Manage Employees
Contractor Report
View Reports

Disabled User Report
Inactivity Report
System Login Report
User Activity Report
User Link Activity Report
User Legin Report
Role Reports
Role Assignment Report
Role Authorization Report
Link Reports
Link Access Report
Subscribing Roles Report
Metrics Reports
Application Metrics Report

Figure 391: Paycheck8 Reports Page

2. Click Application Metrics Report from the Paycheck8 Metrics Reports menu. The
Application Metrics Report page is displayed.

Note: There are no parameters available for this report.

Paycheck

USDA

My Links Application Metrics Report

Paychecks Report Overview: This report is used to review usage and other relevant metrics regarding this instance of Paycheckd

There are no parameters available for this repert. Please select a report format

Cancel

Figure 392: Application Metrics Report Page
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3. Click Run Report. The Application Metrics Report is displayed with a report toolbar.

Paycheck

USDA

My Links Application Metrics Report

Paychecksd

Report Overview: This report is used to review usage and other relevant metrics regarding this instance of Paycheckd.

There are no parameters available for this report. Please select a report format

Cancel |

‘ 0 © IK < 1 ofl D )lIExportlolheselectedformat Bpot G & & ‘

Metrics

Functions
No Data Found

Links

No Data Found

Logins by Authentication Method

No Data Found

Page1of 1

Figure 393: Application Metrics Report

The following options are available on the report toolbar:

Option Description

Navigate back Toggles to the previous report.

Navigate forward Toggles to the next report.

First page Navigates to the first page of the report.
Previous page Navigates to the previous page of the report.
Current page Displays the current page number.

Total pages Displays the total number of pages.

Next page Navigates to the next page of the report.
Last page Navigates to the last page of the report.
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Option Description

Export format type Lists the available export formats.

Export Exports the report to the selected format.
Refresh Navigates back to the first page of the report.

Switch to print preview

Displays a print version of the report.

Print

Generates the report to the selected printer.
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Index D

Deleting a T&A 54

A

Disabled User Report 328
o Donated Leave * 77
Access Privileges * 133

Donated Leave Management * 231
Access Requests * 9

Donated Leave Reports * 263
Account Management * 279

Agency ConnectHR Administration ¢ 289 E

Agency/NFC Responsibilities * 7

Application Metrics Report * 365 Editing Employee Profiles « 185
Approvals * 141 Editing User Roles * 315
Assigning Accounting Codes * 284 Employee Management * 185

Entering Dollar Transactions ¢ 49

C

Entering Leave Donations on Behalf of Employees ¢ 238

Entering Leave Recipient Accounts on Behalf of

Change Password « 292 Employees * 244

Change Security Questions * 294 Entering Time * 25

Change User Name * 296 Establishing Default Hours * 57

Changing Client * 137 Exiting Paycheck8 * 15

Changing Employee * 133
Changing User Account Status « 320 F

Closing Leave Recipient Accounts ¢ 270

Finding Accounting Codes * 279
Contractor Report * 325

Finding Employee Profiles ¢ 185
Correcting a T&A « 52

Creating Employee Profiles * 224 G

Getting Started in PaycheckS§ 9
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H

Hardware Requirements ¢ 6

Inactivity Report 332

L

Leave Information * 76
Link Access Report « 359

Link Reports * 359

M

Making a Leave Donation * 77

Manage Contacts * 298

Managing Employee Appointments * 190

Managing Employees * 299

Managing Leave Donations * 251

Managing Leave Recipient Accounts * 254

Managing Leave Requests ¢ 146

Managing Premium Pay Requests « 151
Managing the Pending Leave Recipient List 155

Managing Timekeeper Functions « 209

Managing VLBP Leave Banks ¢ 233

Managing VLTP Leave Donation Refunds « 273

Metric Reports * 365

My Profile « 289

My T&A * 25

O

Other Information * 101

P

Paycheck8 Alert Messages * 15
Paycheck8 Drop-Down Lists 23
Paycheck8 Main Menu ¢ 21
Paycheck8 Navigating Features ¢ 22
Paycheck8 Roles * 2

Profile Information ¢ 57

R

Record Retention Requirements ¢ 7
Reference Material * 6

Related Systems ¢ 5

Reporting Capabilities * 8

Reports » 158

Requesting Donated Hours ¢ 90
Requesting Leave * 101
Requesting Premium Pay * 115
Resetting Passwords ¢ 303

Resetting Security Questions * 307

Retrieving/Resetting Forgotten Credentials 16
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Role Assignment Report * 353

Role Authorization Report ¢ 356

Role Reports « 353

Running the Appointment Limitation Report « 167
Running the Quarters Report « 171

Running the Quarters Summary Report « 174
Running the T&A Status Report ¢ 158
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