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1. Purpose. The purpose of this directive is to establish
guidelines for preparation of the Time and Attendance Report
(Appendix 1), to incorporate its contents into the Office of Surface
Mining Reclamation and Enforcement (O0SM) Directives System, and to
inform all OSM employees of its availabilicy.

2. Summary. None.
3. Definitions. None.
4. Policy/Procedures.

a. Policy. To ensure OSM's timekeepers and supervisors are
provided up-to-date guldelines to properly report, record and
document time and attendance; and provide consistency in the
interpretation and implementation of regulations.

b. Responsibilities.
(1) Iimekeeper’'s Respongibilities
a. Code Time and Attendance Reports correctly. If in
doubt, refer to available reference material or

request assistance from your payroll coordinator or
DFM payroll contact.

b. Maintain required supporting documentation.
¢. Submit Time and Attendance Reports timely.

d. Prepare Supplemental and Corrected Time and
Attendance Reports as soon as the need is known.

e. Be familiar with the requirements in the Client
Interface Manual and the PAY/PERS Timekeeping Manual
(Volume 8).
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5.

Assist employees with payroll problems related to
time and attendance submission.

Obtain correct account numbers for every line coded
on a Time and Attendance Report.

If an error is discovered that has caused or will
cause an overpayment to a separating employee, notify
the Payroll coordinator and the Division of Financial
Management immediately by telephone.

Remember the requirements of the Privacy Act in
dealing with employee payroll documents.

(2) Supervisor's Responsibilities

a. Designate timekeeper and alternate in writing.

b. Ensure timekeeper has adequate time and training to
perform timekeeping duties.

c. Review and certify each Time and Attendance Report.

d. Understand and approve what is on the Time and
Attendance Report.

e, Obtain assistance from the Personnel Office in
determining an employee’s pay and leave entitlement.

f. Ensure that supporting documentation is being
properly maintained,

g. Ensure original Time and Attendance Reports are
forwarded to the Block Control Point. Copies are to
be retained by the timekeepers.

{3) Employee Respongibilities.

a. Request and obtain supervisory approval of leave
prior to its use.

b. Promptly notify timekeepers usage.

c. Review leave and earning statements for accuracy and
report any discrepancies immediately.

d. Be familiar with time keeping procedures.

c. Procedures. See Appendix 1.

Reporting Requirements. None,



6. Effect on Other Documents. The following documents must be

retained for three years or until a GAO site audit, whichever comes

first.

Any sign-in/sign-out sheets which serve as back up to the
postings on the T&A Report.

Overtime authorizations.

SF-71's (Application for Leave).

Memoranda describing irregular or part time tours of duty.
Military leave orders.

Jury duty certificate of attendance.

Copy of the T&A Report if it has been initialed by the
employee instead of using the SF-71s

7. References.

a.

b.

e,

Division of Payroll Operations Client Interface Manual.

PAY/PERS System Documentation Volume 8, Time and Attendance
Instructions.

Voluntary Leave transfer Directive PER-34, dated March 16,
1990,

Alternative Work Schedule, Temporary Directive 89-17, dated
March 23, 1989,

OSM Payroll Coordinator Directive, PER-28, dated May 8, 1987.

8. Effective Date. Upon issuance.

9. Contact. Division of Financial Management, (303) 236-0343, FTS

776-0343.

10. Keywords. Payroll, Time and Attendance, PAY/PERS.

11. List of Appendices. Appendix 1, Guidelines for Preparation of
the Time -and Attendance Report Table of Contents.
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INTRODUCTION

The detailed time and attendance recording and reporting instructions
contained in this volume are intended to insure that timekeepers and
supervisors--of the users of the Payroll/Personnel (PAY/PERS) System- -
properly record and report time and attendance served by the employee.
Accurate illustrations of sample forms will follow each explanation of a
specific procedure. Requirements of the General Accounting Office, Office
of Personnel Management, Department of the Interior, and other Federal
agencies are properly recorded, reported, and documented.

Certified Time and Attendance Reports (TAR) are the basic identifying
documents that authorize payments to employees. Timekeepers and
supervisors must understand these instructions to ensure that the input to
the payroll offices is timely and accurate. Details of the TAR are the
essentials in the timely processing of payroll accounts.

Inquiries

The information in this report contains general guidelines on the
preparation and coding of the TAR. Please be advised that the information
in these documents attempts to cover all circumstances encountered, but
inevitably problems will arise that may not be addressed. For further
details concerning information in this document, please refer to the
PAY/PERS Time and Attendance Instructions, Volume 8, or contact your
payrell coordinator at the Eastern Support Center, Western Support Center,
or Headquarters. Additionally, if you are unable to resolve a concern
with the payroll coordinator, please contact the PAY/PERS Client Hotline
at (303) 969-7732/FTS 564-7732 or notify the Division of Financial
Management, Chief, Programmatic Accounting Section at (303) 236-0343/FTS
776-0343,



II.

BASICS OF THE TIME AND ATTENDANCE REPORT

A.

General Information

A Time and Attendance Report (TAR) is to be completed and submitted on
the second Friday of each pay period for every employee. If you have
been instructed to submit all TARs on the second Thursday of each pay
period, please continue with that method. ‘

#&%%k  There are, however, two exceptions to the above rule: (l) if a
holiday occurs anytime in the next pay period, all TARs must be
submitted a day early (i.e., on Thursday); and, (2) if a holiday falls
on the regular submission day of the present pay period, all TARs must
be presented a day earlier.

Information on the daily hours worked by an employee can be located on
the daily sign-in sheet (if applicable), or obtained by the timekeeper
in a systematic way. This information is then entered manually for a
new empleyee or compared to the preprinted hours of an incumbent
employee.

After all TARs have been correctly completed, they are to be sent to
payrell at the following address:

Payroll Operations Division - D-26XX
Bureau of Reclamation
7301 West Mansfield Avenue
Denver, Colorado 80235-2230

Preliminary Instructions

The TAR is a two-part, pressure sensitive form to be filled out with a
black ink pen only. Do not type on the form and do not erase or use
white out. All errors must be lined through.

Please remember that these are Privacy Documents. The TAR falls under
the Privacy Act and should be handled in accordance with the Privacy
Act,

Description and Identification of All Sections of the TAR

The different sections of the TAR will be explained in detail and
illustrations of such will immediately follow each description.
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Section 1 - Employee Identification Information (FIGURE 1)

The information in this section is automatically entered by
PAY/PERS for all incumbent employees. However, the timekeeper
must manually enter all information in this section for new
employees. Manual entry is usually needed for the first two pay

periods of any new employee.

Thus, not only is knowledge of the

following areas important to know for manual entries but also Ffor
additional reports and notices to be explained later.

Item

SOCIAL SECURITY NO.
(SSN)

PAY PERIOD

DEPARTMENT
(DEPT)

BUREAU
(BUR)

SUBBUREAU
(SUB BUR)

BILOCK
(BLK)

ORGANTIZATION CODE

PAY PERIOD END DATE
(PP END DATE)

Explanation

Must appear on all TARs. It is the
key to an employee’s master file at
PAY/PERS.

This is a four digit number
representing the calendar year and
pay period. For example, the number
9203 means that this is the third
pay period of 1992,

OSM is part of the Department of the
Interior. This will never change,
thus the code IN will always appear
in this space.

The number 22 will always be entered
in this space (0SM's Bureau Number).

The number 27 will always be entered
in this space (0OSM’'s organizational
level on.the PAY/PERS master files).

This number will be standard for
your office. Your Block Code can be
found on Attachment 1.

This is a four digit number assigned
to each branch within 0SM. The
timekeeper may have responsibility
over more than one branch, thus it
is important to know which employee
is in which branch,

This date is always the second
Saturday of a given pay period.



Ref Item Explanation
I TIMEKEEPER CODE This code number is assigned by the
(TK CD) servicing personnel office and is
used to help distribute TARs and
Leave and Earnings Statements.

J EMPLOYEE NAME Order is: Last name, first name,
middle initial. Very important that
you print clearly and do not use
nicknames,

K HOURS CODE 001 This section is explained in detail
in Part Vv, pg 17.

L WORK SCHEDULE PAY/PERS assigns a letter that
pertains to an employee's work
schedule. Full Time = F

Part Time = P
Intermittent = 1
No need to write anything in this
area.

M PAY PLAN This describes an employee’s payroll
level.

General Schedule = GS$

General Management = GM

SES -~ ES

Executive = EX

No need to write anything in this
area,

N WAGE PLAN This describes an empleoyee’s wage
scale. Examples are: WG, WB, WS.

o - FAIR LABOR STANDARDS ACT This describes whether an employee

{FLSA CLASS) is Exempt or Non-Exempt in regards
to the overtime salary cap.

P TIME AND ATTENDANCE This number changes with every TAR,

REPCRT NUMBER : each pay period. For PAY/PERS use
(TA NO.) only,
(FIGURE 1)
A B CDEF G H I N
} RN | ' } }
i 123-45-6789 . 9203 -INZZT‘ 2- 002. 3110 . TIME AND ATTENDANCE 92~91-25C69 Doe, John
_ m!n'(a,{;_,;; iy R REPORT : B - B
Ka lgggi =2, PAY PLAN-GS- EXEMPT 40 Pe  TA NO. (8%

SAT | TorAL SUN MOMN 'UE kD THY R SAT TOTAL
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Section 2 - Daily Hours Recognition (FIGURE 2, next page)

The information in this section is also automatically entered by
PAY/PERS for all incumbent employees. The timekeeper enters the hours
and hour codes manually for a new employee. The hours that are
entered by PAY/PERS are an employee’s regularly established hours.

Any change in these hours are noted through manual entry by the

timekeeper.

Item

HOURS CODE
(HRS CD)

SHIFT CODE
(8C)

ACTING RATE CODE
(AR)

WEEK INDICATOR
(WK IND)

DAILY HOURS

TOTAL HOURS
(TOTAL)

Explanation

This code tells PAY/PERS how the
hours on each corresponding line
should be logged. It tells what
rate of pay an employee will receive
and what type of hours it will be
credited to. Examples are: Regular
hours, Overtime hours and Annual
Leave hours. A list of all Hours
Codes can be found on Attachment 2
or on the back of the TAR.

This code is used only for wage
system employees on any hours other
than regular daytime shifts.

This code is also used only for wage
system employees per negotiated
contract,

The numbers 1 and 2 will always
appear in this column indicating the
first or second week in the present
pay period, respectively. the
timekeeper is to ensure that time
earned is posted in the correct
week,

All hours in these rows, with the
exception of overtime, are entered
in 15 minute increments. Overtime
is entered in 6 minute increments.
Hours are entered as a one, three,
or four digit number. 8 hours can
be entered as 0800, 800 or 8. 8%
hours can only be entered as 0830 or
830.

Timekeeper should add the hours for
each row and enter the total hours
and minutes in this column.
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3. Section 3 - Daily Hours Summary (FIGURE 3)
This section simply totals all of the daily hours and weekly hours
that were shown in FIG 2.
a. Each daily hours column is to be added separately and totaled in
this section,
b. "Daily Totals" are then added across to arrive at the "Weekly
Total™.
c. Both weekly totals are then added and subsequently posted in the
"Pay Period Totals" box.
'Totals’ boxes are compared by row and by column to assure accuracy in
hours credited to an employee.
(FIGURE 3)
DAILY PAY PERIOD
TOTALS ¥ov| goo | Foo | T00 | So0 4g (b0 goo| 800 | gee | goe|goo ¥p oo TOTALS




Section 4 - Leave and Overtime Recording Area (FIGURE 4)

This section describes the time and type of Leave, Comp. time, and/or
Overtime that was used or accrued by the employee.

a. It is recommended that you record the type of leave and/or overtime
on the first of the "From-To" lines. This helps you make sure all
hours are assigned to the appropriate hours code, and lets the
employee see what kind of leave, comp. time, and/or overtime they
are using or recelving.

Abbreviations are: A/L = Annual Leaves
8/L = Sick Leave
0/T = Overtime
CTE = Comp. Time Earned
CIT = Comp. Time Taken

b. Record the beginning and ending time, if less than one full day, on
the next two lines below one of the above abbreviations.

c. Have the employee initial this transaction directly below the times
listed, unless an SF-71 is required or has been submitted.

(FIGURE 4)
i ASL. st ta o ]
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Section 5 - Cost Structure Account Numbers (FIGURE 5)

This is an important section to keep accurate at all times. The cost
structure (also referred to as an account number) tells payroll which
branch is responsible for the disbursement of pay that the employee
has earned. Usually an employee will have only one cost structure to
which all pay is charged, however, there may be times (or specific
recurring instances) in which two or more cost structures will be
used,

The following descriptions contain brief explanations of what should
be done in each area, however, the KEY code area will be explained in
greater detail in Part V-B.



Ref Item
W KEY CCODE
(KEY)
X COST STRUCTURE NUMBER
(NUMBER)
W X
) )
KEY NUMBER
A 183110000
A
A3YS00000

s o~ et

Explanation

This box will contain either an
alphabetical or numerical character
based on whether a preprinted TAR is
being used. It provides PAY/PERS a
shortcut for coding duplicated or
new account numbers (see Part V-B on
page 18 for an explanation on how to
use these codes).

A.K.A. "account number". It is wvery
important to include an account
number or KEY Code {in the KEY box)
for every line of hours that is
recorded on the TAR. If no account
number is assigned to a line
containing hours to be credited, the
whole account will be rejected by
OSM’s accounting system (ABACIS).
Any new account number needs to be
fully written down with an
appropriate KEY Code in order to be
effective (please refer to Part V
for an explanation of these
procedures). A duplicated account
number needs only to be represented
by the key code that accompanied the
original account number. This
account number usually consists of
nine numeric characters. An account
number containing an alphabetical
character is used for reimbursable
type accounts only.

(FIGURE 5)



6. Section 6 - Message Area for Timekeeper to Payroll (FIGURE 6)

This section is reserved for pertinent information regarding an
employee’s work status. This message is then displayed on the Output

IAR listing which is received by Payroll.

A maximum of 60 characters per line is permitted. Most messages are
for new or retiring employees, or messages that recur every pay
period. Examples are:

"Entered duty on 01/26/92"

"Resigned 10/15/91"

"Part time tour of duty 4 hours per day" (recurring)

{FIGURE 6)

7. Section 7 - leave Status Information (FIGURE 7)

This section provides information on the employee’s accrued annual or
sick leave. The timekeeper should check this area to confirm that an
employee has enough annual or sick leave built up to compensate for
the respective time taken.

Fdick It is important to remember that the leave status information
is two to four weeks old by the time you post the final TAR.

(FIGURE 7)
LEAVE STATUS AS OF i 92 01 25
ANNUAL SICK TYPE BALANCE
CURRENT BAL. 109 128 COMP TIME 4
ADV. BAL. LWOP USED LYTD
TOTAL AVAIL. 109 128 RESTORED
PROJ. YEAR END 168 HOME/SHORE LV.
USENLOSE 17 MIL. LV. USED YTD
CREMIT HAS.
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8. Section 8 - Remarks to the Timekeepers (FIGURE 8)

This section is used by PAY/PERS for messages to be relayed to either
the timekeeper or the supervisor concerning the employee. Examples
are: "Compensatory time expiring"” or "Temporary appointment limit
approaching".

(FIGURE 8)

REMARKS TO TIMEKEEPER -
COMPENSATORY TIME EXPIRING

9. Section 9 - Certification Area (FIGURE 9)

This section must be filled out by the supervisor of the employee

listed on the TAR. Without this certification, the TAR cannot be

processed. Only when an employee has written permission from the

supervisor (e.g. geographically separated from supervisor) can he/she

sign their own TAR.

*&k*x NOTE: The hours and/or minutes of overtime or comp. time
earned must be written out and the HRS or MIN circled
(e.g. Three hours, Fifteen minutes).

(FIGURE 9)

i certify thal the ime and attendance reporiad above s correct.
and is authonzed in accordance with applcable statules and

regutavans.
: Z£RO comp. giR:
EEiwern %%‘

CERTIFIED
CORRECT _ ¢é1ﬁ‘4 _éa_/:_’?(_ ________
SUPEHVISURA

NONE

ESTABLISHING A PREPRINTED TIME AND ATTENDANCE REPORT

As mentioned previously, you will need to manually code sections 1 through
6 on a new employee’s TAR for approximately two weeks, After this trial
period, the Employee’s Identifying Information (Section 1) will be
automatically computer generated on their TAR that you will receive every
pay period.

If you would like to have hours codes, daily hours, account numbers, and
messages (Sections 2,5,6) that recur each pay period automatically
computer generated, a TAR Preprint Change Notice needs to be filled out
and submitted with the new employee's TAR. This procedure helps both
PAY/PERS and yourself by eliminating the possibility of errors to occur on
these preprinted parts.
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When submitting a TAR Preprint Change Notice, you can select one of two
combinations of items to have preprinted. You will always have the
Employee Identification Information section printed, along with either the
Account Number(s) only or with the Account Number(s), Hours Codes, and
Daily Hours. You may also have a message printed in Section 6 with either
of the above combinations.

If you select to preprint the Hours Codes option, the only Hours Codes
acceptable are:

010 - Regular Hours
101 -~ Leave Without Pay - Regular

130 -~ Night Differential
140 - Sunday Premium
160 - FECA - Workers Compensation paid by OWCP

If you select to preprint Messages (Section 6) to PAY/PERS, you must
precede that message with an Hours Code for each line. These are:

991 - Message on Line One
992 - Message on Line Two

To establish a Preprinted TAR, you must fill out the TAR Preprint Change
Notice. (FIGURES 10 & 11)

a. First, you must fill out the Employee Identification Information
Section just as you would on the regular TAR.

b. Second, you must put the alphabetical letter A in the box labeled "TGC"
(this stands for "Transaction Code") for each row of information that
you want to be preprinted. The transaction code A stands for ADD,
thus you are adding this information to an employee’s Preprinted TAR.

¢. Third, you must enter the Hours Code, the number of hours each day for
that specific code, and the cost structure (account number) to which
the hours will be credited. For each cost structure assigned, an
alphabetical letter must (KEY code) precede it for identification
purposes. A different letter is assigned each number usually in
alphabetical order. See FIG 10 for partial or FIG 11 for whole
preprint examples.

d. Lastly, you need to paperclip the TAR Preprint Change Notice to the
employee’'s regularly filled out TAR. These preprinted features should
show up on the TAR in the following pay period.

Completing the TAR Preprint Change Notice establishes a preprinted TAR for
each new employee and also provides changes to an incumbent employee’s
established TAR. Examples and instructions on how to fill out a TAR
Preprint Change Notice for an incumbent are provided for in Part IV
{next).
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CHANGING A PREPRINTED TIME AND ATTENDANCE REPORT (FIGURES 10-13)

The purpose of a TAR Preprint Change Notice is to add, change, or delete
information that has already been established on an employee’s preprinted
TAR. This is a permanent change on a preprinted TAR that can only be
changed again by the use of another TAR Preprint Change Notice (BOR Form
PP-18).

There are three actions that are processed by filling out a TAR Preprint
Change Notice: "ADD", "CHANGE", or "DELETE" information on a TAR. When
completing a TAR Preprint Change Notice, you will always fill out the
Employee Identification Information Section as is printed on the TAR.
Following this, you will then instruct PAY/PERS to perform one, a
combination, or all of the actions to be discussed.

A. "ADD" Information (see figures 10 or 11)

You will be telling PAY/PERS to add permanent information to an
employee’s preprinted TAR by entering the alphabetical letter A in the
"TC" (Transaction Code) box--located on the extreme left hand side of
the TAR Preprint Change Notice--for every line of information to be
added. This is called an "A" type transaction,

After putting an "A" in the TC box, proceed to fill out the row as Yyou
would want it to be preprinted every pay period. Unless an employee
has a radical working schedule, you will want to fill out the Hours
Code, Daily Hours te be worked, the Cost Structure and its
accompanying alphabetical Key Code. Once an alphabetical letter has
been matched to a cost structure number, the letter (to be referred to
as a "Key") can be repeated on the TAR in place of the cost structure
number. This will limit unnecessary repetition.

"A" type transactions are used to establish a new employee's
preprinted TAR and add codes and hours to an incumbent employee's
preprinted TAR,

B. [ICHANGE" Information (see figure 12)

You will be telling PAY/PERS to change permanent information on an
employee's preprinted TAR by entering the alphabetical letter € in the
TC box for every line of information to be changed. This is called a
"C" type transaction, ‘

"C" type transactions require entry of only the changed, new, or
deleted data for each line. The complete line entry, as it appears on
an employee’s preprinted TAR, does not need to be reentered.

You will need to remember to put the "C" only on the line of
information to be changed. For example, if an employee’s TAR contains
three lines of information and you want to change part of the data
contained on line two, you will put a “C" in the TC box on line two of
the TAR Preprint Change Notice along with the information to be
changed. Leave line one and line three blank. Do not enter a "C" on
any line not requiring a change. This is an important fact to
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remember when entering a "C" type transaction.

After deciding which line(s) and what information needs to be changed,
you must enter the KEY code in the KEY box of the line to be changed.
Next, you must enter the information to be changed. This includes the
hours and the data fields (shift codes, hours codes, cost structure,
messages, employee name, etc.) being changed. Enter this information
in the place that the data occurs on the employee’s TAR._ If you are
deleting information from one area and changing it to another, enter
an asterisk (*) in the area to be deleted and record the additional
data in the area to be preprinted. This is illustrated in figure 12.

Important. When changing data such as an employee name, messages, or
other items of the like, write a note somewhere on the TAR Preprint
Change Notice that you have done such action. This can be written
across the body of the TAR Preprint Change Notice or in an area that
you believe will be noticed by PAY/PERS.

C. "DELETE" Information (see figure 13)

You will be telling PAY/PERS to delete permanent information on an
employee’s preprinted TAR by entering the alphabetical letter D in the
TC box for every line of information to be deleted. This is called a
"D" type transactionm.

A "D" type transaction is used primarily for deleting entire lines of
data from an employee’'s TAR Preprint File. If you wish to delete just
one item (e.g. one day's hours) from a given line of data it is best
to use a "C" type ‘transaction. Please refer to above.

You will want to follow the same basic guidelines given for a "C" type
transaction with the exception of entering a "D" instead of a "C".

You must enter a "D" and the KEY code for each individual line that
you wish to delete. No other information (besides filling out the
Employee Identification Information area) is necessary. If you wish
to delete all preprinted line entries in an employee's Preprint File,
enter a "D" in the TC box and an asterisk (*) in the KEY box. See
figure 13 for this illustration.

CODING A TIME AND ATTENDANCE REPORT

This section deals with the explanation of the important coding features
that are present on the TAR. All sections of the TAR were described in
Part II. However, the coding procedures pertaining to "Hours Code 001"

and "Cost Structure Key Codes" were not discussed in enough detail to gain
a full understanding of how and why we code it this way.



15
(FIGURE 10)

ST "™ TIME AND ATTENDANCE PREPRINT CHANGE NOTICE  ~tsasn v 08

“E o RwEO dY ;Kf_

3] a3 1314
ST UL B _ 28, Joho f
[ b HNIG] =" [WAlgR] ik i Txe KALG AL anee ]
1w in|njnwfu0|na|ne WAL 43w arse] srae FiBm|?w(nu]nalsa AJ a8 |ATNWE] wr3a ',ll e rq
e ar 2 sun | wom | TUE | wao | Teu | ke |osar | roray 3 ke | 0wt Tt weo | e | rae | gar | Toras O STALCTURE
-l oy e el o] =] " [ e |RET NUMBER
A 1 ] A i
v . [ [_
1 1 . 2
! R To Establish Employes Information |
1 . ot tha TAR Preprint File
Vit l
- —. 4 (- T R S SRTREQFES
1 ..
-] O S . - HHHHIHLH
i BARNNRNE}
L .
—1 - ) - I R b . 1 bt bl
1 h. j‘
I o 11
-4 ey - it — . a
I
L l Hilitliti
LT YR L1 KJ
1
I I -
LT | an 21 » -3 . %2 53 34 S
O oL DWY PAYMOLL OF 4 ICE LbL Y
tr] w20 L ) _Il .': - ) - 4 b 4
-4 e A ralnden T
;I Hih
—4 -+ .
1 e -

(FIGURE 11)

AL TIME AND ATTENDANCE PREPRINT CHANGE NOTICE  «-unuor 250 —

wecmon KT _ __
[T a1y 1318 |
sl 13y -ur-¢rpe |8 arnoea [<éd boe, Fohn |
{1en TN remino]or jeualR ] aix [reey] T EMiavet nare 1
rpar i inmfowisse ] nm|walaw]ere] sise BI3wirrw|m|we]mar|oslarg] arse "l L]
of e {u 2] sun | oon | run | wao | T | rme | sar vovar | § F owe oaon | rue [wac | ru | enr ] sar ToTaL COST STALGTL AN
- { [ (= - - ™3 - ..o]'— : = s e - usons] e o gy ML -
1Bleip] { '] 148l I8 18] || jel. 1. 2L 18 Lof (8] (8 (8] []loo] Al
Alisol 1] Tl ] 14 Pl g2 ¥] 4] A | B s
1 - 2 . —L
IR ] RN THT
1 _ T1TrrrTrr To Escablish Hours Codes, Hours, e A2 N K -
i - and Cost SCructure oa an I -lj
P ’—I I FTTTTT T employes's TAR 2repriac File o 7 o
4= E R A N U O Gy T+ 4 -fHHHEHEH AL,
1 i |
B 1. a1k B . T . T BOEE rH 1l |
LT T Flrd A o e e S
._l.,.'_“_.__,... 4 i _ a8 8 gJ‘:i [
! ' o M
1 - .. 4 . - -~ A 1adbid]
LR L P b T
1€ ciug eaunm MELnaLg kv
t
141N i 13 »u - o FES T RTY
TO WM CUMPLE (473 WY FAYHILY DL UL Y
L T — EE] _ —— I"'-J_____ e ]
i
S0
C_HH T !




(FIGURE 12)

e TR TIMETANIF ATTENDANCE PREPRINT CHANGE NOTICE _m-m.tg;z—_i

T iy 12
133~94- 05 W12 | AT o2 Tohor |
o LA [Py PV . Tec MrLDTEE A }
s
| smae [2v] a2 Fazze] 27 0] 3r 34| 38w ] e Jasos Jarna] viee paxEmon]zrae]sisa{nm|mar]eamm]assal nrae T us | v
ol |y § § oun fwom | run | weo| | sm | sar ) raras $1 ouw [uom | rus | weo | ruu | em | aar | rorac CONT sTAVGTUAR
. § g o ] =] § = Uy ek S U o ot || RET MUMBEA
Clewel i1t 4. ? Alrllh e
Clezol | '] Ti* b 1 By
- .. 1
IR 1. |
RS T i
E1-T To Change Laforsation oo an —
L 1 -1 Employses's TAK Breprint File L]
1 <
= O G 8 1 N U I - Lt - —tH HH HH HH
1 N 2
- . | - 1 N W gy BN — . S o P H Y 1144 b4
1 . ?
— - N = — -] — - _41 —- — 4+ 3
' XS
e b dmd, - 1 - L2 N
1 . : .
- e ol o Toe o ol o ol e S -1
JEN [ 1. bl
1€ MME LWL ihwalg L&Y
I 1
L4 B T O
] g o B - T L]
FOBA LIt A TED MY Favriig QFHICE UNLTY
] wse I _ XD s s |
wl - I
- e ey g e v o
H— l : 2 : . — _‘h*lﬂrt
: 5, - i LT HT

(FIGURE 13)
muean "9 TIME AND ATTENDANCE PREPRINT CHANGE NOTICE  rmrwmoar_ R

mveweows _ &
|:I .y I:l‘]
45 A7| zea, [4 oe, Toha
o [ - B O ey 14C Ly, QvE§ MaME
o s Ja] n[rsm]arm]nu]nwwalowlow] s injos]rslasw]au]salaw]asa] s [o] e 7w
ol = 1y 2 | sun | wow | run [wee] v [ om § var Frovac] § | son |won| rus [ wee | v | s | sar [ rora. COUT SPmUE TUNE
=)
" BT o] o e == ) =y ey won o] e ] o wm [ fee N,
Wlew| [ . 2 * |
b 130 1 1. . ? 4
1R RS 21
P *1 2"
L R 2t
T1-51 17 »nE To Dalete Informazion on an
L1 R 11 Employas’s TAR Preprint Fils
¥ .
. 0 0 I O I A Y o ol O 5 I O Y I L Uk nyE
1 . 2
- - q - S O N Y G A g — L 1 HoH
1 i
L PRV T ERREE EEED SEE (Ba n
| L I RIS )
- +—+ F1-1—1 = P e — - —— I SEREN
1 P : . P2 hS
b -+ -t B : . 4} -} - hJ . i
T NERRERXARERSNA! |
TC ik Lol L I%TT.IN} alY
1
4L
ir . ry 23 0 -0 Pl S 91 %4 %
T R E TR TI WY ARl OF R e r
ELY] o EE) . b o .5]_ m
PO | N
'"'_‘"_"_'_ iy m Cwiwmn
S
— l I . ;. f‘”t"l ! i




A.

17

Use of Hours Code 001

"Hours Code 001" is an important feature of an employee’s Preprinted
TAR. The purpose of this code is to communicate to PAY/PERS whether
Or not you want them to use the employee's established preprint file.
This technique saves the PAY/PERS data entry clerks from having to
enter the same information again and again.

"Hours Code 001" is entered on the TAR by writing "001" in the
"Preprint Hours Code" box located in the upper left hand corner as
illustrated on the "Sample TAR" located on page 11. The following
summary of when to use and when not to use this code is provided for
easy reference.

1. When to Use Hours Code 001

These guidelines pertain to Preprinted TARs that contain preprinted
Hours Codes, Shift Codes, Acting Rate Codes, Daily Hours, and Cost
Structures. Preprinted TARs that contain preprinted Cost
Structures only cannot use Hours Code 001,

O» When a Preprinted TAR contains no additions, changes, or
deletions.

©» When substituting Paid Leave for Regular Time.

O+ When substituting all types of "Leave Without Pay" for Regular
Time.

O When substituting FECA-Continuation of Pay.

O When entering additional lines of time on the TAR for Overtime,
Night Differential, or Sunday Premium.

©O» When there is an occurrence of a holiday in that pay period.

2. When Not to Use Hours Code 001

@ When using a Preprinted TAR that contains a preprinted Cost
Structure only.

@ When you need to change the Cost Structure on a preprinted
line.

® When changing the tour of duty.
& UWhen you need to make a change to the preprinted information

that is not due to a type of leave as indicated in the above
subsection,
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Use of Cost Structure Kev Codes

Cost Structure Key Codes (KEYs) are important to understand
thoroughly. This section will focus on listing, in greater detail,
the instructions for using the appropriate KEY in relation to its
accompanying account number. It is important to know when to use an
alphabetical (alpha)} character (A,B,C,etc.) and when to use a numeric
character (1,2,3,etc.) as incorrect KEYs can delay the processing of
an employee’s payroll account.

1.

2.

When to Use an Alpha Character (FIGURE 14)

There is only one alpha character per account number. This is so
that a cost structure can be identified by repeating one character
and to make sure that these cost structures stay independent of one
another.

v When compiling a TAR Preprint Change Notice and assigning a new
Cost Structure to an employee'’s Preprint File, you need to
include a new alpha KEY for each account number to be
preprinted.

v/ When entering daily hours on a new line using the same account
number, all you need to do is enter the alpha KEY of the
account number in the KEY box. No need to reenter the whole
account number again.

v All established account numbers should have an assigned alpha
KEY (A,B,C,etc.). There should be a unique alpha KEY for every
account number,

When to Use a Numeric Character (FIGURE 15)

The only time you will ever use a numeric KEY is when entering a
new line of information on an employee’s preprinted TAR and
assigning it to a new account number. This must be an account
number without an established alpha KEY. The reasoning for this is
so that PAY/PERS does not enter it as an established cost
structure.

The assigning of a numeric KEY establishes the account number as a
temporary account for this pay period only. This is why you do not
use a numeric key to establish a permanent account number on a TAR
Preprint Change Notice. Do not use the same numeric KEY for
different account numbers referenced on the same preprinted TAR.

If you want to assign an employee’s Regular Hours to a new account
number, just put a line through the KEY and the account number and
write a numeric KEY (e.g. 1) and the new account number above it.
No need to reenter entire line.
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VI.

VII.

VIII.

PREPARING A SUPPLEMENTAL TIME AND ATTENDANCE REPORT (FIGURE 18)

A Supplemental TAR is used to report additional Overtime, Regular time,
and/or Military Nonwork days that were not recorded on the employee’s
regular preprinted TAR for that pay period. Since this is just the
listing of additional hours and not the correction of hours submitted, no
KEY is used on this form. Entering the account number to which the hours
are to be credited will be needed for each line of information entered.

The Supplemental TAR is very much like the regular TAR and is filled out
in the same manner. The information entered on the Supplemental TAR
should be copied directly from the employee’'s preprinted TAR. Please
follow the directions in Part II for filling out a regular TAR when
filling out the Supplemental TAR. v

Make sure that all hours are totaled in the "Daily Totals™ area and that
"Totals" column is compared to "Daily Totals" Row for ensured accuracy.
List the entire pay period total hours in the "Remarks: SUPPL PREMIUM
HOURS" box and have the supervisor sign. Send this immediately to the
Bureau of Reclamation.

CORRECTION OF A PREVIOUSLY SUBMITTED TIME AND ATTENDANCE REPORT (FIG 17)

Corrections are defined here as modifications to previously submitted TARs
not the addition of information omitted from a previously submitted TAR.
Omitted entries refer to additional hours not entered on the original and
are submitted using the Supplemental TAR. Corrections of a previously
submitted TAR should be entered on a blank TAR., Corrections include
Regular hours that were incorrectly coded as annual leave, the wrong cost
structure, a wrong shift code, etc.

To correct a previously submitted TAR, fill out a blank TAR, entering time
and attendance as it should have been recorded. In the "Remarks to
Timekeeper” block write the word "CHANGE" and a short explanation if you
deem it necessary.

COMMON DEFICIENCIES OF A TIME AND ATTENDANCE REPORT (TABLE 1)

As mentioned at the beginning of this report, accuracy is essential to the
timely processing of all payroll accounts. PAY/PERS enters into their
system only that which is present on the employee’s TAR. If any of the
data that is required on an employee’'s TAR is faulty or missing, the
Advanced Budget/Accounting Control Information System (ABACIS) rejects
that account and must then be manually corrected by the payroll
accountant.

Table 1 describes the problems encountered and provides remedies in the
order that they should be administered. Please refer to this table on the
following page if you have questions regarding the admission or accuracy
of information in the following areas.
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(FIGURE 16)
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TABLE 1

PROBLEM:

ORDER :

REMEDY:

Missing KEY Code

lst

Insure that a KEY Code is listed
for each row of information that is
listed on the TAR.

Missing Cost Structure

1st

Insure that a Cost Structure is
listed at least once on the TAR

When making an adjustment to an
employee’s TAR, insure that there
is either a Cost Structure or Key
Code for that adjustment.

1) Missing Last 0 in Acct, #

2) Fiscal Year in front of
the Cost Structure

3) Invalid Cost Structure

lst

Review the Cost Structure for
accuracy.

2nd

Insure that the Cost Structure has

nine digits.

3l‘d

Do not put the fiscal year in front
of the Cost Structure.

Erroneous "Data Type"

lst

When making changes to the Cost
Structure do not use "Hours Code
001" in the Data Type Box.

2nd

Review the Cost Structure again for

accurac Z .
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PAY/PERS HOURS CODES

HOURS CODE DESCRIPTION
001 Preprint File Indicator
010 Regular Hours
* 011 Regular Hours - Envir/Hazard
* 012 Regular Hours - Time and a %
* 013 Regular Hours - Envir/Hazard - Time and a %
020 Annual Leave
024 Annual Leave - in lieu of FECA (after initial 45 days)
025 Annual Leave - in lieu of Sick Leave
030 Sick Leave
034 Sick Leave - in lieu of FECA (after initial 45 days)
040 Compensatory Time - Earned
041 Compensatory Time - Taken
043 Compensatory Time Taken - Religious Observance
045 Compensatory Time Earned - Religious Observance
048 Compensatory Time - Callback
050 Holiday Not Worked
051 Holiday Worked
* 053 Holiday - Envir/Hazard
060 Administrative Leave
061 Administrative Leave - Weather
068 Administrative Leave - Blood Donation
069 Administrative Leave - Court
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PAYéPgRS HOURS CODES

HOURS CODE

DESCRIPTION

070 Military Leave - Regular
071 Military Leave - Regular (Unpaid Time)
072 Military Leave - Law Enforcement
074 Military Leave - National Guard (Washington, D.C. only)
081 Restored Leave - Used
* 085 Home Leave - Used
101 Leave Without Pay (LWOP)
102 Absent Without Leave (AWOL)
* 103 Nonduty - Career Seasonal an Furlough
104 Suspension Hours
110 Overtime - Regular
111 Overtime - Callback
* 113 Cvertime - Envir/Hazard
* 114 Overtime - Envir/Hazard - Callback.
116 Overtime - Paid as Regular
7117 Overtime - FLSA Only
* 118 Overtime - Meal Break
119 Overtime - Title 5 Only
* 120 Overtime - Holiday
* 121 Overtime - Sunday
* 122 Overtime - Sunday - Callback
* 124 Overtime - Excess Over 8 Hours
* 125 Overtime - Nonwork Day - Rotating Shifts
* 126 Overtime - Holiday - Envir/Hazard
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HOURS CODE

PAYéP%RS HOURS CCDES

DESCRIPTION

* 127 Qvertime - Holiday - Callback
* 129 Overtime - Sunday - Envir/Hazard
130 Night Differential
131 Night Differential - Not Worked
140 Sunday Premium
141 Sunday Premium - Not Worked
* 142 Sunday Premium - Envir/Hazard
* 150 Penalty Pay - Compensate at % Time
* 151 Penalty Pay - Compensate at Full Time
* 152 Penalty Pay - Compensate at Time and a k
* 153 Penalty Pay Not Worked - % Time
* 154 Penalty Pay Not Worked - Full Time
* 155 Penalty Pay Not Worked - Time and a %
* 156 Scheduled Overtime/Holiday Not Worked - Time and a %
* 157 Penalty Pay - Compensate at Double Time
* 158 Penalty Pay Not Worked - Compensate at Double Time
16A FECA - Continuation of Pay - Light Duty Paid Time - 15%' Occurance
168 FECA - Continuation of Pay - Light Duty Paid Time - 2™ Occurance
16C FECA - Continuation of Pay - Light Duty Paid Time - 3" Occurance
160 FECA - Continuation of Pay - Paid Time - 1%' Occurance
16l FECA - Continuation of Pay - Unpaid Time for Scheduled Nonwork
Days - 1%' Qccurance
162 FECA - Worker's Compensation Not Compensated by the Bureau
164 FECA - Continuation of Pay - Paid Time - 2™ Occurance
165 FECA - Continuation of Pay - Unpaid Time - 2™ Qccurance
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HOURS CODE

PAY/PERS HOURS CODES

DESCRIPTION

166 FECA - Continuation of Pay - Paid Time - 3" Occurance

167 FECA - Continuation of Pay - Unpaid Time - 3™ Occurance
230 Credit Hours Earned

231 Credit Hours Taken

300 Deceased Employee Net Pay

901 Reroute Final Salary Check

98A Timekeeper's Message to Advance Leave

990 Timekeeper’'s Message to Payroll Qffice

391 Timekeeper's Message to Payroll Office - Preprint 1% Line
992 to Payroll Office - Preprint 2™ Line

Timekeeper's Message
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OFFICE_OF SURFACE MINING - PAY BLOCKS
Pay Block Orgagization Location

001 Division of Management Services Washington, D.C.
002 Division of Financial Management Denver, CO

005 Knoxville Field Office Knoxville, TN
006 Eastern Support Center Pittsburgh, Pa
007 Wilkes-Barre Area Office Wilkes-Barre, PA
009 Western Support Center Denver, CO

010 Big Stone Gap Field Office Big Stone Gap, VA
011 Charleston Field Office Charleston, WV
012 Beckly Area Office Beckly, WV

013 Morgantown Area Office Morgantown, WV
014 Harrisburg Field Office Harrisburg, PA
015 Johnstown Area Office Johnstown, PA
016 Lexington Field Qffice Lexington, KY
017 London Area Office London, KY

018 Madisonville Area Office Madisonville, KY
019 Prestonburg Area Office Prestonburg, KY
020 Hazard Area Qffice Hazard, KY

021 Birmingham Field Office Birmingham, AL
023 Norris Area Office Norris, TN

024 Chattanooga Area Office Chattanocoga, TN
025 Columbus Field QOffice Columbus, OH

026 Indianapolis Field Office Indianapolis, IN
027 Springfield Field Office Springfield, IL
028 Kansas City Field Office Kansas City, MO
029 Tulsa Field Office Tulsa, OK

031 Albuquerque Field Office Albuquerque, NM
032 Casper Field Office Casper, WY

033 Appalachia Area Office Lexington, KY




