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Log on to Time and Attendance
 

Using Internet Explorer browser type in 

URL: https://itas.hhs.gov/ 

Click on the appropriate ITAS instance for 

your OPDIV to login. 

NOTE:  Only use  the navigation buttons  in  

ITAS.    Do  not use the  browser buttons 

(such as  back arrow button) to navigate in  

ITAS.   The  only browser button compliable 

with ITAS is  the “Printer” button.  
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Log In ID and Password
 
Logon using your ITAS LOGIN ID and generic 

password as set by you ITAS Coordinator. 

Your ITAS LOGIN ID  is the first letter of your 

first name, the first and second letter of your last 

name and the last five (5) digits of your social 

security number.  i.e.  John Doe, SSN:000-07-8999 

= jdo78999. 

Once you are logon the system will prompt you to 

enter a new password (six to ten characters in 

length). 

Current users Logon with you ITAS 
LOGIN ID and password 
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Change Password
 
The system will automatically prompt you to enter a 

new password (six to ten characters in length). 

Password Rules: 

Password must be at least eight characters, but no 

more than 10 in length and MUST contain all four of 

the following required elements: 

a capital letter 

a lower case letter 

a number and 

at least one Special character. 

Use this option to change your password.  Simply 

follow the prompts. 
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ITAS Main Menu
 

After you have successfully logged into the 

system, you will reach the Main Menu. 

Note the options available for the approving 

official on left side of the screen. 
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Approving Official Main Menu
 

Current ITAS Messages will appear on the screen. 

“Visiting other websites while  in  ITAS  is  not  

permitted. Doing so  will  overlay  and  close your
  
ITAS  session.
  
Reentry to ITAS will only be permitted after
 
closing and re-opening your browser.”
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Approve Leave
 
Select this option to review any/all pending leave 

requests waiting for your approval. 

You can approve individually or click “Set All 

Approve” button to approve all pending leave request. 

Leave request with WARNING messages cannot be 

approved until error is resolve.
 
Exception: Donated leave, Advanced Annual leave 

and Intermittent employee messages. 


Click “OK” to process. 

Reminder: Please be sure to check for any new leave 

request prior to end of pay period. 
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Leave Approval Successful
 

Once you have approved/denied the leave 

requests, you should reach this screen. 

At this time ITAS has automatically update the 

employee timecard with all approved leave and 

sent confirmation email notification to  the 

employee of your decision. 
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Approve Timecards
 
This option is very important as it assures that employee will 

receive salary payment. 

Timely approval of timecards must be on or before the last 

Friday of the pay period. 

The Approve  Timecards detail window   appears  providing a 

summary detail for  each employee,  OR you can  click  on 

“Timecard” to view individual employee timecard details.  

A warning message will appear if there is error on timecard 

or leave is pending for the employee. It is important that 

you pay attention to the warning messages and make sure all 

timecards are corrected , leave approved and approved the 

timecard  by the end of pay period. 
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View Timecard
 

Use this option tor review the timecard 

prior to approval. 
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Timecards Successfully Approved
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Approve For….
	
You will need to access this screen to act as 

alternate for other Approving Official to approve 

leave and/or timecards . 

Select the name of the Approving Official for 

whom you wish to approve for. 

Click “OK” 

The screen  will change and you should see in  top  

left  corner  of screen  you should see your name 

“Acting As  “ select  approving official.  i.e. B ond, 

James Acting As Newman, Vicki….you can  now 

perform  duties of leave approval and timecard 

approval.  
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Designate Alternates
 

Use this option to designate your alternates. You also 

have the option of allowing your alternates to receive 

ITAS email notification pertaining to your employees. 

Please have a minimum of three or more alternates 

listed.  Your designations may vary from pay period to 

pay period. 

Up to three approving officials can receive email on 

behalf of the primary approving official. 

NOTE: Timekeepers do not have the option to 

designate an alternate for you. 
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Reports
 

Use this option to view various reports available to 

you as approving official. 

• Printable Timecard 

• Leave Calendar 

• Premium Pay 

Once you have selected your reports you will need 

to set up your parameters. Follow step by step on 

ITAS screen in setting your parameters. 

Click “OK” to process your request. 
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Timecard Report
 

Report parameters to request a printable 

timecard. 
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Employee Timecard  
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This is results of your requested report  for  

employee timecard.  You can  review the 

timecard for  pay  period in  which you  

selected  in  your parameters.    



  

  

   

 

  

 

 

 

  

Leave Calendar
 

Select this report to view your leave calendar. 

Set parameters and click “OK” 

Shows month calendar with employees absences 

due to Holidays, leaves and AWS days off. 

Sample on next slide. 
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Leave Calendar Report Sample
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Change Role
 

This option will allow you to change your role 

without logging out of ITAS. 

Use this option to change your role to that  of 

“Employee”.  
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HELP
 
Contact your ITAS Coordinator 


or Timekeeper.
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