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PROGRAM SUPPORT CENTER

FORMATS

Information can be entered in various places throughout the system.
Unless otherwise noted on the individual screens, the following formats are required:

= Dates must be entered in either MM/DD/YYYY or MM/DD/YY format. Leading zero for
single digit months and days may be omitted.

* Times must be entered as HH:MM AM/PM. Leading zero for hours may be omitted (i.e. 7:45
am). Default for AM/PM is AM. Failure to indicate AM/PM may result in employee being
paid incorrectly.

= Numeric input must consist of the numbers O through 9 with only one decimal point (if
needed).

= Hours are a specific type of numeric. Partial hours must be entered in quarter hour
increments of “.15”, “.30”, and “.45”. Trailing zeros can be left off.

= Text fields can normally be any combination of letters, digits and special characters.
= Dropdown lists are used wherever possible. Only entries in the list can be selected.
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PROGRAM SUPPORT CENTER

A Integrated Time and Attendance System - Login Screen - Microsoft Internet Explorer, @@
Fie Edt View Favortes Tools Help a

¢) J ﬂ g] 7;\ /7‘ Search \;‘\\‘(Favantﬁ {‘7 -1 QJ ﬁ 3

Adress | &) ttps:ftas s gov]

Using Internet Explorer browser type in URL: https://itas.hhs.gov

{%} |TAS Integrated Time and Attendance System J;F. :
) Pt

Welcorme to [TAS Click on the appropriate I'TAS nstance for your OPDIV’s to login.

Please note Coordinators, Leave Approval officals, Time keepers and Employees
will all log into TAS via the same links below.

Please click on the appropriate ITAS instance foryour OPDIV belowta login, NOTE: Ollly use t}]e n}lVlg'dtl()n blltt()ns 111 ITAS. DO I’IOt use t}le

AS for 03, ACF, HRSA PC, SAMHSA AHRQ, DMAT, OIG, OPHS, AOA NDMS, ESS

browser buttons (such as the back arrow button) to navigate in I'TAS.

— The only browser button compliable with I'TAS 1s the “Printer” button.

Visiting other websites while in I'TAS is not permitted. Doing so will
overlay and close your ITAS session. Reentry into ITAS will only be

permitted after Closing and re-opening your browser.
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https://itas.hhs.gov

PROGRAM SUPPORT CENTER

Log In ID and Password

a Integrated Time and Attendance System - Login Screen - Microsoft Internet Explorer

A

Fie Edt View Favorites Tooks Help

C=-0 HRAG

Address | &] https:fjitas.hhs.gov/hhsflogin.do

) 1 Favori Q-
) search ¢ Favortes o { 1=

Ud 3

vIBeo s ”

A
)
3% |TAS Integrated Time and Attendance System

LogIn

Login ID:

Password

Privacy Act Notice | Security Notice

Privacy Act Notice

General - This notice is provided pursuant to Public Law 93-57¢ Section 552a, for individuals supplying

y Act of 1974, 5, U.8.C.
information as data input to NIH's Integrated Time and At em

Authority - Section 5301 of Title 5 of the U.S. Code authorizes collection of this information

m becomes a part of the NIH Payroll System and documents daily time and
information may
stings, tapes
nt to financial

M for retirement

rts do not include

Purposes and Uses - The information entered into tms data
attenc

& NIH-22, "NIH Payrc
&loone =

p 5 5 | o
@€ | S mbox-Mirosoft Out. ‘ ® 2,8 ostan

stem") v

18] enployes_orientation...

' start

/3 Integrated Time and ...
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MANAGING THE BUSINESS OF GOVERNMENT 4

Logon using your ITAS LOGIN ID and your generic password
set by your ITAS Coordinator.

Your I'TAS LOGINID 1s the first letter of your first name, the
first and second letter of your last name and last 5 digits of your
social security number. 1.e. John Doe, SSN:000-07-8999 =
1do78999

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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PROGRAM SUPPORT CENTER

Change Password

2 ITAS Login - Microsoft Internet Explorer, Q@@ . .
* Sl e g The system will automatically prompt you to enter a new password
Ot - O WEG Pomt v @ 3 6 LUK D (six to ten characters in length).

Adress &) it hihs.govdev2c 4 by v/ Be s
R
7B

OTRS it 2 Password Rules:
S
Password must be at least eight characters, but no more than 10
in length and MUST contain all four of the following four
Change Password required elements:
a capital letter,
ouentPesos | a lower case letter,
o ’ a number and
at least one Special character.
Use this option to change your password.

General - This notice is provided pursuant to Public La 974,5, US.C, Section 552, for individuals supplying

information as data input to NIH's Integrated Time and

Simply follow the prompts.
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PROGRAM SUPPORT CE

ITAS Main Menu

A Integrated Time and Attendance System - Main Menu Screen - Microsoft Internet Explorer m@g
Fle Edt Vew Favortes Tooks Help ,,
Oﬁatk ) \ﬂ @ ;\J /7“ Search \:i?Favuntes e’ M) - ﬁ 3

After you have successfully logged n to the system, you will

dress[(8) s s gorfden2|CHEPRIfeeC o b vBo s ?

Enploee %ﬁlTAS Integrated Time and Attendance System r eaCh the Main Menu.

Super S. DBA Helper

) Request Leave
) Verify Timecard
) Donate Leave

s 13 The left side panel gives you all options available to you as

»Project Hours

s ) employee.
»myPay > 1
MITAS Messages

Change Role:
» Approving Official
» Admin Officer

Select option you wish to see or perform. (i.e. Request Leave)

» About ITAS
) Help
}Log Out

Integrated Time:
Division of Enterprise ications
Center for Information

ca g,
o Autessibity ~Plugins EC[[ e /(
National Institutes of Health LN

Department of Health and Human Services

& 3 @ memet

PEy ) [ [ [ 3
stat £ @D E | @ mbox-tioostton., | B enoyee orentatin.. 3 inegated e and .. 182 1ot
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A Integrated Time and Attendance System - Simple Leave Request - Microsoft Internet Explorer,

Fle Edt View Favorites Tools Help

Qﬁack ) lﬂ @ ;\J /7“Sear(h ‘\f/\f'(Favonles & B-& & L) ﬁ ‘:“
p b

To process a leave request select the Request Leave option.

Address €] ing tas. s, govfde2/C v B ks
» Request Leave 4] A i
RSNl Request Leave Enter the date(s) of your leave. OR Click on Mini calendar
» Personal
poojections [T next to Start Date or End Date and select date.
Reports
by
} ITAS Messages
T “Start Dat |8 Engpa (] A
mors [ : Select Leave Type.
» Admin Officer Leave Type: Annual Leave Type © SGick Leave Type O Leave Without PayType O Other Types X
» About ITAS
) Help
» Log Out For partial day leave only, = ) \ i ‘
Select the start time and enter the number of hours, or select the start and end times. If t('lklllg a partlal day’ you Vvlll need to Enter tlle tlme. Be
Start Time . 4
e sure to click on the AM or PM radio button.
V(0¥ m@pnO
EndTime
umber of Hours: | o .
w Enter comments if desired.
Hour  Minut
’ V‘ IDD ‘e" AMOPM O  Calculate Houwrs
Leave Comments Clle OH “OK” blltt()n.

—
:'.' start cRYE rﬂ Inbox - Microsoft Out... | B employee _orientation... 4 Integrated Tine and ...
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2 Integrated Time and Attendance System - Simple Leave Request - Microsoft Internet Explorer

Fle Edt View Favorites Tools Help

eﬁeck' ) \ﬂ Lg] ;\J /V‘Seavch Y Favrtes @) | (3~ g b

Ues

Address | &) itas.hhs. gov/dev/Ct dovaction=Submit

If your desired type 1s not shown click on Other Types.

» Request Leave

» Verify Timecard Req uest LeaVe
» Donate Leave

» Personal

 Project Hours Afield with an asterisk (*) before itis a required field.

) Reports
» myPay
) ITAS Messages

Change Role: *Start Date: B Enapate

» Approving Official

» Admin Officer Leave Type: Annual Leave Type © Sick Leave Type O Leave Without Pay Type O

» About ITAS
) Help
» Log Out For partial day leave only,

Start Time
Hour  Minute
V0¥ am@pmO

End Time

Numnber of Hours:

OR

Hour_ Hinde.

| ):[00% am@pmO  Calculate Hours

Leave Comments

(2]

Select the startime and enter the number of hours, or select the start and end times.

!

Other Types

e
istat © @€ @ mbox-miosoitout. | B enployee_risntation...

L\
Lis' 11/14/11

2 Integrated Time and ...

viBe s
Other Types denotes all leave types AL, SL,, and LWOP may
be selected on this page too and includes FFL, FMLA and
Comp Time, etc.
You will choose “Other Types” to process a request to use two
or more leave types of leave mn one day.
S @ tenet )

| @2, 10:07am
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PROGRAM SUPPORIT

Enter other leave request type

4 Integrated Time and Attendance System - Detail Leave Request - Microsoft Internet Explorer

File Edit View Favorites Tools Help l':'
. \ Al © S - 3

@ Back >} \ﬂ @ (1) | ) search ¢ Favorites {‘7 =) 4‘ ﬁ 4 &

A & ing.itas. hhs. gov/dev2/CMSPRI impleLRAction.do vIBe s >

~
New Request Note the hist of “other” leave types.

Leave type Balance Hours Remark

Annual Leave 2720 00|Projested: 176.0

Sick Leave 716.0 0.0}

carma Tine o Please note the balances available to you.

Religious Comp Time *ﬂlﬂ i
rrr——TL You may select one or more of these options.
FMLA - Annual Leave [ 0 IJ‘ Birth of a child/care of a nev ¥

FMLA - Sick Leave IJIJHBinh of a child/care of anev v

FMLA - LWOP ‘ 0 U‘ Birth of a child/care of a nev v

Expanded FMLA (LWOP) 240 0.0/ Elder Care v

Family Friendly Leave 104‘0‘ D.D‘»Care of family member - chi v

Military Funeral Leave 1} U‘

Excused Absence [ 0.0

Court Leave EI.IJH Jurar v

Voting Leave [ oo

Bone Marrow Donor 56.0 DD‘

Organ Donor 240.0 0o
Preventive Health 4.0 0.0
Leave Without Pay ‘ 0.0

= ) Intemet
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PROGRAM SUPPORT C

Requesting several different types leave

2 Integrated Time and Attendance System - Detail Leave Request - Microsoft Internet Explorer B@@

File Edit View Favorites Tools Help

esa(k - © ﬂ Lﬂ 7;\1 O search ¢ Favortes €2) - ‘774 JE 3

w

Use the scroll bars to move through leave selections.

Address (@] ining. tas.hhs. gov/dev2/CMSPR: Réction.do v e ks ?
S
New Request
Leave type Balance Hours Remark ¢ » 2 '
S T Designate the amount of hours in the box located 1n
Sick Leave 716.0] 0.0 ) ]
campime 6w the middle for each type of leave. (i.e. you can use
Religious Comp Time |7DEI F’
rrr—— T L combination of AL, SL and FLMA )
FMLA - Annual Leave ‘ 0.0 ‘ Birth of a child/care of a nev v ‘
FMLA - Sick Leave l 0.0 lEinh of a child/care of anev ¥
FMLA - LWOP ‘ 0.0 ‘ Birth of a child/care of a nev V‘
Expanded FMLA (LWOP) 240 0.0/ Elder Care v Clle & OK” })utt()ll.
Family Friendly Leave 1uw‘ 0.0 ‘Care of family member - chi V‘
Military Funeral Leave /700
Excused Absence [ 0.0
Court Leave [ 0.0 [Jumr N
Voting Leave 0.0
Bone Marrow Donor 56.0] 0.0
Organ Donor 2400 0.0
Preventive Health 4.0 l 0.0
Leave Without Pay 0.0

&) S @ Internet

=T
74 start Z @ € | @ mbox-MerosoftOut... | T employee_orientation... /3 Integrated Time and ... &2, £ 10:284M

CHOHQHHOD

_, suavie g,

C

p—
oy,
3
Ka

DS"‘| 11/14/11 MANAGING THE BUSINESS OF GOVERNMENT
A



PROGRAM SUPPORT CE

Requesting FMLA or FFL

a Integrated Time and Attendance System - Detail Leave Request - Microsoft Internet Explorer. g@@
Fle Edt View Favortes Took Help v

@Bank - Q \ﬂ @ ,h Pseach Sloraates &) (- 12 L3
Address @) itas.bhs.govdev2) Racton.do v B ks

2y
New Request

Leave type Balance Hours Remark

Annual Leave 2720 0.0/Projected: 176.0

Sick Leave 7160

Comp Time.

Religious Comnp Time

Comp Time for Travel (CTT) 0.0 0. U‘

FMLA Leave 4800

M- Annul Leave 0.0/ Birh of a chiccare of a nev v
FHLA- Sk Leave 0.0 Birh of a chiccare of a nev v/
FLA- LIWOP 0.0 Birh of & chicare of a nev v
Expanded FMLA (LWOP) 240 0.0 Elder Care v
Family Friendly Leave 1040 BDH Care of family member - chi v‘

Military Funeral Leave

00
Excused Absence 00!

Court Leave 0. D‘ Juror v‘
Voting Leave j’
Bone Marow Donor o 0
Qrgan Donor 2400 U.U‘
Preventive Health 00 0g]
Leave Without Pay UU‘
v
& S @ intemet

1] 5@ F f r - D7
14 start ) ) € ® nbox - Microsoft Out... | B employes_orientation... /3 Integrated Time and .. 9 4% 10:28 A

CHOO

DS"‘| 11/14/11 MANAGING THE BUSINESS OF GOVERNMENT
A

Note for FMLA & FFL remarks are next to leave hours box.
You must also select remark for FMLLA and FFL using the
down arrow to view the different remarks that can be used when
requesting this type of leave.

Enter number hours and choose remarks.

Click “OK” to process.
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PROGRAM SUPPORT CE

Request Successful

2 Integrated Time and Attendance System - Detail Leave Request - Microsoft Internet Explorer,

File Edt View Favorites Tools Help »

Qe - ©  [x] B @ Pseaer Sorawies @ - L 3 I
— Once you have entered the leave request and click “OK”

Address |@) itas.hhs. gov/dev2/C! do viBe ks
Military Funeral Leave 0.0 A 4 A
Ecuses s o to process; the leave request appears under “Existing Leave
Court Leave ‘ 0.0 Juror V) , 1
v e T Requests” at bottom of screen.
Bone Marrow Donor EED[ 0.0
Organ Donor 2400 00
Preventive Health 40 00
el [ At this ime an email 1s being sent automatically to your

Leave Comments

approving official notifying him/her of your request to use

Existing Leave Requests
Leave Type Howrs  Date  StartTime EndTime Status Comments Cancelleave
Annual Leave 80 020112011 Pending Cancel
Family Friendly Leave 4.0 03/04/2011 Pending Cancel
Annual Leave 40 03042011 Pending Cancel
For tantelmg more than one leave request.
ancel Leave Requests
v
=] 'Intemet
e ——
istat £ @O € |8 mbox-Mrosoftout., | B employee_orentation... 7 Inteqrated Tine and .. 9,

_, suavie g,

C

p—
oy,
3
Ka

DS"‘| 11/14/11 MANAGING THE BUSINESS OF GOVERNMENT
A



PROGRAM SUPPORT C

View or Delete Existing Leave Requests

A Integrated Time and Attendance System - Detail Leave Request - Microsoft Internet Explorer FEX

G 0 A0S e Y 010, SISIWER .ge .»  Youmay view or delete a leave request from this option.
e )
m— l EE}“ Y Select Leave Request then scroll to bottom of the screen to
e ;ZE\T view or cancel “Existing Leave request.” Your leave requests
e w\:zz‘ will be displayed. Click on cancel next to leave request and the
R

leave request 1s deleted.

Leave Comments

| An Email 1s automatically sent to your Approving Official
L] notifying him/her of deleted leave request.

Existing Leave Requests

Leave Type Howrs  Date  StartTime EndTime Status Comments CancelLeave

Annual Leave 8.0 021012011 Pending Cancel
Family Friendly Leave 4.0 03/04/2011 Pending Cancel
Annual Leave 40 031042011 Pending Cancel

For canceling more than one leave request,
Cancel Leave Requests

€ S @ mtemet

—— — =
14 start /) ) @ | nbox-Mrosoft Out... | BY employes_orientation... /3 Inteqrated Time and ... | @7, % 10514m
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PROGRAM SUPPORIT

Verfy Employee Timecard-OPTIONAL

4 Integrated Time and Attendance System - Verify Timecard - Microsoft Internet Explorer E]@
Fle Edt View Favortes Tools Help w

Qe - © - [x] B @ Pseor Sproones @) (- L JE 3

Address | @] ing.itas.hhs. govdev2/CMSPR 1] do v|Beo ks >
» Kequest Leave

T Ry — A Verifying your timecard 1s OPDIV specific.

» Donate Leave

ot Please check with your Approving Official to see 1f this
roject Hours
» Reports

» mypay Pay Periad | 02/27/11-03012/11 2011/ v I‘equn‘e(L

» ITAS Messages

Change Role:
» Approving Official SAC: DBA Abbr: DBA
» Admin Officer

» About ITAS Approved by Transmitted On: Tour Hours: 80.0 Annual Leave Category: 08 PP:2011/6

Timecard 1s for current pay period. To verify a previous

Annual Leave 272.0 Credit Hours 0.0 Credit Hours Lost 0.0 Sick Leave 716.0 FFL Used 0.0 . . . .
Restored AL 0.0 Comp Time 0.0 Projected Comp Time Lost 0.0 Adv Sick Leave 0.0 Donated YTD 0.0 pay perlod Select the appr()prlate paV perlod aIld Clle OIl
Projected AL176.0  Rel. Comp Time 0.0 Rel. Comp Time Charged 0.0 UseorLose 2080  VLTP Leave 0.0 1

Su | M Tu W Th F Sa Su WM | Tu W Th F S 1 &
R 02227 02128 03/01 03102 0303 03104 0305 0306 03/07 03,08 03109 0310 03/11 03 1z Suwws Total elect.
Tour Hours 80 |80 |80 |80 80 80 |80 |80 |80 |80 80.0
DRe(Jlllal 80 |80 |80 |80 80 80 |80 |80 |80 80 0.0 800
Annual Leave 00 |00
Sick Leave 00 |00 o o e 9
< , 3 3 - ~ Q
o e e 0 o This option can also be used to view timecards.
Rel Comp Time-Used 00 |00
Total Base 00 |80 |80 |80 |80 80 00 00 80|80 |80 |80 80|00 00 800
OT-liregular Earned 00 |00
Holiday Pay 00 |00 v
S @ mntermet

s A
iistart £ @ © € | (@ mbox-Merosoftout.. | B employes_orientation... /3 Integrated Time and .. | @2 1ovmm

CHOO

DS"‘| 11/14/11 MANAGING THE BUSINESS OF GOVERNMENT
A

_, suavie g,

p—
oy,
3
Ka



PROGRAM SUPPORT CE

Verify Timecard

3 Integrated Time and Attendance System - Verify Timecard - Microsoft Internet Explorer:

Fle Edt View Favortes Tods Help aw
-0 A N - 3 1 ’ :
OO HEAG Poe Y © 3-5 6 UEL B Check mformation on timecard.
Address | @) ing s hhs.qovidev2|CMEPR1Sjverifyti d v B ks
G : If CORRECT
» Admin Officer
» About ITAS Approved by Transmitted On: Tour Hours: 80.0 Annual Leave Category: 08 PP: 201116 X 13 3 &)
s Scroll to bottom of screen to click on “Venty”.
» Log Out
Annual Leave 272.0 CreditHours 0.0 CreditHours Lost 0.0 Sick Leave 716.0 FFLUsed 0.0
Restored AL0.0 CompTime 0.0 Projected Comp Time Lost 0.0 Adv Sick Leave 0.0 Donated YTD 0.0

Projected AL176.0  Rel. Comp Time 0.0 Rel. Comp Time Charged 0.0 UseorLose 2080  VLTP Leave 0.0

Timecard 1s now marked as verified.

Se M | Tu W Th F Sa Su M Tu W Th F

Tove 0227 02128 03101 0302 03103 0304 03105 0306 0307 0308 03100 03/10 0311 03 12 Supps Total
Tour Hours 80 |80 |80 |80 80 80 |80 80 80 80 80.0
[]Retjlllm 80 |80 |80 |80 80 80 |80 |80 80 80 0.0 (800 5 4 2 %
poii N Please note that verification of timecard does not send it for
pato et o payment it MUST be approved first. Once approving
Total Base 00 |80 |80 80 80 80 00 00 80 |80 |80 /80|80 00/ 00 (800 . . .
official has approved the timecard at the end of pay period
OT-Irregular Eamed 00 |00 3 1
b bl it will be process for payment.

—

v
8 @ Intemet
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PROGRAM SUPPORT CENTER

Donate Leave

2 Integrated Time and Attendance System - Donate Leave - Microsoft Internet Explorer

File Edt View Favorites Tools Help )

Qo - © - [x] &) (0 P Fpraones @ (- 3

Address €]

, To donate leave select the Donate Leave option.
Employee TAS Integrated Time and Attendance System

Super S. DBA Helper

) Request Leave

i ot Leave Th§ top of screen mdicates number of annual leave hours
DonseLewe available and hour donated year to date.

» Personal
) Project Hours

p— Donatons l n Select Recipient from drop down list.

» myPay
» ITAS Messages Available Annual Leave hours for donation:  260.0 Total donated Annual Leave hours : 0.0

Available Restored Annual Leave hours for donation: 0.0 Total donated Restored Annual Leave hours : 0.0 S l
Change Role: Name Reason Org ! Hours Type Hours Date ¢ eCt Hours Type
}A:plovmfzofﬁaal ‘Selecl a Name Reason Org V‘ Select an Hour Type V‘ 02i28/2011
» Admin Officer .
e | 11 Enter Number Hours you wish to donate.
ou
» Help Accounts

Hogom Click on OK to process.

No Account Information.

Instructions

=] 'Intemet 2
istat S @Y € | ®mbox-Microsoftout.. | B employes orientation.. 3 Integrated Time and .. g 9, 65 1111 AM
T MANAGING THE BUSINESS OF GOVERNMENT .
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REPORTS

4 Integrated Time and Attendance System - Reports - Microsoft Internet Explorer Q@@
Fle Edt View Favorites Tools Help h

Qe © ¥ B G P Foraons @ (3 1 JE 3

Address [ @) itas . gov]dev2)C b v B s

R
- o : A
suprd oaateper | IO ITAS Integrated Time and Attendance System "F.

» Request Leave

» Verify Timecard RepOI’tS
» Donate Leave

» Personal

» Project Hours

»Reports. Report| ATLR Report V)
i3] EIENEEN ATLR Report
» [TAS Messages o |Leave ReguestReport
10| Pre-DFAS Payslips Mini Report
Pay Periods :|Pre-DFAS Payslips Regular Report
Premiurm Pay Report
Printable Timecard

To:|03/12/201
Change Role:

» Approving Official
» Admin Officer

» About ITAS
) Help
»Log Out

Instructions

Selectthe required report, fillin applicable parameters and click OK. The requested reportwill open in a new browser window.,
Ifneeded, use the browser print function to print the report.
Note: Only applicable parameters are used for each report. Others will be ignored.

OK validates the entered information and starts the reportif no errors are found.
Resetignores the changes and re-displays the screen.
Click on left navigation area to go to different screens.

ATLR Report
Shows ATLR Report
Parameters: Pay Period Selection

S @ Internet

employee_orientation... 7 Integrated Time and ...

CHOHOHOD

L\
Lis' 11/14/11

MANAGING THE BUSINESS OF GOVERNMENT 17

View available reports.

Use this option to view your Administrative Time and Leave

Record, Leave Request and printable timecard, etc.

Set the parameters for the desired reporting time.

Click “OK” to process your request.

,mm,,
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PROGRAM SUPPORT C

Leave Request Report

3 Integrated Time and Attendance System - Reports - Microsoft Internet Explorer - [2]x] i . )
* I'o check your leave requests. Select the “Leave
Oaatk - Q ﬂ g N S ) search \:‘,“ﬁavnntes & - & " 1 3 i

idress | ] hi A Leave Request Report - Microsoft Internet Explorer

Request Report” option. Enter the dates (or pay

Fie Edt View Favorites Tools Help

Y Y Al A e . o o

€) ) ﬂ ﬁ W) ) searth ¢ Favories ) S E0L i3

Addves:ﬁ@ ining. as.bhs. gov/dev2/ CHSP do7FUNCTION=Reports vIBe ks >
~

Employee
Super S.DBA

Period beginning and ending dates) you want to view.

» Request Le:
» Verify Time,
» Donate Lea
» Personal

» Project Hou

Integrated Time and Attendance System
Leave Request Report

From : 02127/2011 To : 0311212011 Click OK to process.
Current Date: Feb 28 2011 11:19:59 EST
Generated for Employee: DBA Helper, Super S.

» Reports
» myPay
) ITAS Messay

Change Role;

YVl Date Start TimeEnd TimeTypeHours  Status  Recipient Name Reasc
» Admin Offic B R PR R PO Y 2'::‘2 20 Deleted by Employee NiA s
G ... S e The leave report will show all leave for the date range

»Log Out FMLA-

Sick 0  Deleted by Employee Serious Health Condition-Emplo

you selected and the status of each leave request .
*t”a"a‘:z‘ 0 Delsted by Employee NiA
FFY;TQIVV 40 Pending Care of family member - illnessi
Leave
Annual
Leave

40 Pending NIA

S @ Intermet

Parameters: Pay Period Selection
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Frequently Asked Questions

Q. What if I forget my password?
A. Contact your Timekeeper or ITAS Coordinator to reset your password.

Q. What is my Logon ID?

A. Your Logon ID is your LAN ID which is assigned by ITAS and it is a combination
of your name and Social Security Number. It is the first letter of your first
name, the first and second letter of your last name and the last 5 digits of your
SSN. (i.e. Mary Smith, SSN: 000-01-0001 LAN ID would be msm10001)

Q. What if I come into work and don’t used the leave posted to time card.
How do I delete the leave?

A. You will need to inform your timekeeper who can remove unused leave from the
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Contact your I'TAS Coordinator
or Timekeeper.
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