Chapter 20

Time and Attendance/Leave

Time and Attendance covers reporting and record keeping for the basic work requirement
(schedule) of working hours which an employee accounts for through job performance or leave
during a pay period. TIME AND ATTENDANCE RECORDS MUST BE RETAINED FOR
SIX (6) YEARS FOR CURRENT EMPLOYEES AND TEN (10) YEARS FOR FORMER
EMPLOYEES.

Abbreviations: See Chapter 22 for commonly used acronyms and abbreviations.

References: P&P 402.1 - Flexible Work Schedules

P&P 402.3 - Premium Pay

P&P 402.5 - Flexible Workplace Arrangements

P&P 402.6 - Leave

P&P 413.8 - Student and Volunteer Community Service

P&P 461.6 - REE Employees Appearing as Witnesses
Judicial Proceedings; Process in Suits Against the United
States

NFC Procedures - Title I, Payroll/Personnel Manual, Chapter 7 Time and
Attendance Procedures, Section 1, Time and Attendance
Instructions

NFC Procedures - Title I, Payroll/Personnel Manual, Chapter 7 Time and
Attendance Procedures, Section 2, Personal
Computer Time & Attendance Remote Entry System
(PC-TARE) Version 2.0

NFC Procedures - Title VI, NFC Systems Access Procedures,
Chapter 10, Time and Attendance Remote Entry, Section 2,
PC-TARE (For Timekeepers)

ARS Electronic Time and Attendance Transmission System User's
Manual

Form AD 717 - Leave Audit Form

Form AD 581 - Lump Sum Leave or Compensatory Time Payments

Form ARS 331 - Time and Attendance Log Master Schedule

REE 3 - Leave Transfer Program - Leave Recipient Application

REE 4 - Leave Transfer Program - Donor Application

Cross References: Chapter 10 - Human Resources
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Points of Contact:  For info on PCTARE...
Ms. Louise Dalton, Area T& A Coordinator
Secretary to the Associate Area Director
USDA-ARS-NPA
1201 Oakridge Drive, Suite 150
Fort Collins, CO 80525-5562
Telephone: (970) 229-5558
Fax: (970) 229-5565
E-Mail: daltonl@npa.ars.usda.gov

For info on policy...

Ms. Jan Jones

'Area Personnel Assistant
USDA-ARS-NPA

1201 Oakridge Drive, Suite 150
Fort Collins, CO 80525-5562
Telephone: (970) 229-5502
Fax: (970) 229-5536

E-Mail: jonesj@npa.ars.usda.gov

Headquarters...for policy

Denise Corbitt, Personnel Mgmt. Spec.
USDA, ARS, AFM, HRD, RPB
GWCC - Beltsville

5601 Sunnyside Ave.

Beltsville, MD 20705-5103
Telephone: (301) 504-1443

Fax: (301) 504-1485

E-Mail: dcorbitt@ars.usda.gov

for T&A’s
Judy Capozzi, Personnal Asst.
USDA, ARS, AFM, HRD, RPB
GWCC - Beltsville

5601 Sunnyside Ave. _
Beltsville, MD 20705-5103
Telephone: (301) 504-1468
Fax: (301) 504-1485

E-mail: jecapozzi@ars.usda.gov
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Electronic Timekeeper Procedures

Explicit instructions are found in the ARS Electronic Time & Attendance Transmission System
User’s Manual.

In the Manual, the reference is: NFC Procedures, PC-TARE (for Timekeepers), Title VI, NFC
Systems Access Procedures, Chapter 10 , Time and Attendance Remote Entry, Section 2, PC-
TARE for Timekeepers.

Also in the Manual is a “Miscellaneous Section” which contains abbreviated step-by-step
directions entitled, “T&A Quick Reference Guide,” “Timekeeper Procedures,” “Consolidation &
Transmission Procedures.”

Chapter 10 also includes information on record retention requirements, key functions, system
access, option selection, confirmation reports, T&A fields, error messages, file and data recovery.
T&A Transaction Code Table

Individual transaction codes are explained in detail in NFC Procedures, Time and Attendance
Instruction, Title I, Chapter 7, Section 1. Within Section 1, there are subsections from 1-6.

Section 2 - Recording Time, is where you will find the explanation of the codes.

Also in Chapter 7, you will find information on responsibilities, special handling, T&A
worksheet, various recording instructions, and transaction code table.

Attach 1 - T&A Transaction Code Table

Policies and Procedures
The 3 P&P’s that you will have to refer to the most are:
402.1 - Flexible Work Schedules

This P&P establishes the work schedules for the REE agencies. These include the traditional
schedule, flexitour schedule, and the maxiflex schedule.

Contained in this P&P are explanations for tours of duty, basic work requirements, the
various time bands and schedules, credit hours, and responsibilities.
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402.3 - Premium Pay

This P&P identifies the who, when, and how associated with premium pay for REE employees.
Premium pay includes overtime, compensatory time, Sunday and night pay and differential, holiday
pay, travel, training, and attendance at meetings.

Included is information for overtime work determinations, religious time off, various differentials,
holiday pay, official travel/temporary duty station, training, meetings, and responsibilities.

402.6 - Leave

This P&P provides the legal and regulatory policy and procedures applicable to granting, approving,
crediting, recording, or restoring leave.

Specifically, some of the subjects covered in detail are: annual leave, leave transfer program, sick
leave, leave without pay, family and medical leave, home leave, military leave, other leave

Attach 2 - Form AD-581, Lump sum leave or compensatory time payments
and instructions for completion. (In appendix C of 402.6)
Filled out when an employee leaves the service.

Attach 3 - Example of a Form AD-717, Audit with instructions.
Used in resolving leave error reports, and is filled out when an

employee leaves the service. Automated form available on
the Internet at:

www.ars.usda. gov/aﬁn/hrd/hrdhomegage/webforms/ﬂpforms.htm
T&A Errors and Tips

This procedure provides information on the T&A correction process used at NFC. This information can
be used to help avoid errors when preparing T&A’s.

Attach. 4 - Cover Sheet and Table of Contents for T&A Errors and Tips

ARS-331 - Schedule (2 variations attached)
Depending on policy of your particular office, you may need the 331 that has fields for signing in and out.

Attach. 5 - ARS-331, with fields for signing in and out.
Attach. 6 - ARS-331, without fields for signing in and out.
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T&A TRANSACTION CODE TABLE

01 - REGULAR TIME

04 - SUNDAY DIF

05 - SUNDAY DIFF W/ND
L1 - NIGHT DIFF

12 - COMP TIME W/ND
13 - NIGHT DIFF SUN

14 - HAZARD PAY DIFF
17 - COMMUTE GOV AUTO
18 - INVALID FOR ARS
19 - O/T OVR 8HRS DAY
21 - O/T OVR 40HRS WK
22 - INVALID FOR ARS
23 - O/T UNDER FLSA

24 - O/T TRAVEL TIT V
25 - O/T EX 40H WK ND
26 - O/T OVR 8HR DAY ND
29 - CRED LEAVE EARN
30 - O/T CALL BACK NW
31 - HOLIDAY WORK

32 - COMP TIME LU O/T
33 - INVALID FOR ARS
35 - REG TIME BAS-NEG
36 - REG TIME MD-TERM
37 - REG TIME ON-GO

38 - REG TIME GRV-APP
40 - HOME LEAVE EARN
41 - AD UNCONTROL O/T
45 - BEGIN COST LIV

46 - BEG FORGN POST/D
47 - DISC COST LIV

48 - DISC FORGN POST/D
49 - QTRS ALLOWANCE
50 - CREDIT LEAVE TAK
60 - COMP USED - RELG
61 - ANNUAL LEAVE

62 - SICK LEAVE

63 - RESTORED ANN LV
64 - COMP TIME USED

65 - MILR LEAVE - REG
66 - OTHER LEAVE

67 - OWCP INJURY LV

68 - MILR LEAVE EMERG
69 - HOME LEAVE USED
71 - LWOP

72 - AWOL

73 - SUSPENSION

74 - FURLOUGH

86 - INVALID FOR ARS
89 - IMPREST FUND DED
91 - QTRS/SUBS DEDUCT
92 - MEALS DEDUCTION
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Attachment 2

1 SOCIAL SECURITY NUMBER

2 NAME (Last, First. Middle Initial)

> . - 8 J 8 8 UNITED STATI
. ES
AGENCY DATE OF TYPE PYMT. 20 oTAX MINUS SiL PAY COLA PAY AUO
CODE SEPARATION e wINA DEPARTMENT OF AGRICULTURE
0 = lntecim =2 '.' ax 0= A - =
(IF Applicable) 1 = Final = Porgiven 9=l ity LUMP SUM LEAVE OR
Munth | Day Year LUJAI; COMP COMPENS ATORY TIME
5 ; 5 PAYMENTS
10 WAGE EMPLOYEE SHIFT RATE HOURS 11 DATES LUMP SUM PAYMENT CARRIES THROUGH 12 HOURS AP- | 13 TOTAL
1ST 2ND 3RD VAR A ALRESTORED B /L WITHIN CEILING "[C AL ABOVE CEILING EHSC{‘BLE. 70 HEO'{,HS TO
: : : : MO | DAY  YEAR | MO | DAY | VEAR | MO | DAY | YEAR | DAY OF AID
{ : : : : : : : : ! LSP i

GENERAL INSTRUCTIONS

Prepare a separate document for either 2 Lump Sum Payment or a Compensatory Time Payment. Do not complete
blocks 7 throunh 12 for a Compeunsatory Time Payment.

SEE REVERSE FOR COMPLETION INSTRUCTIONS OF EACH BLOCK.

24 ACCOUNTING DATA USAGE CODE

0 = Cumplete Block 25
1 = Use Daa Base

26 TOTAL LINES OF
ACCOUNTING DATA

27 REMARKS

25 ACCOUNTING DATA

ey HOURS | FRAC
(2)
(3)
(4)
(8
(]
4]
® 28 EMPLOYING OFFICE CODE 29 REHIRE DATE AFTER SEPARAT'N
Month Day Year
(9) .
-30-T&A- CONTACT. POINT. ]
(10) ! AGENCY STATE TOWN UNIT TIMEKPR.
31 TOUR OF DUTY (Hours Per Day)
1ST WEEK SND WEEK
SUN MON TUES WED THURS FRI SAT SUN MON TUES WED THURS | FRI SAT
32 AUDIT FOR LEAVE GHT FORWARD EARNED USED BALANCE ORTOTAL | BLEAVE YEAR
A
T Restored Annual 19
Y ¢ C LEAVE CATEGORY
P :
E Annual !
L : D SERVICE COMPUTATION
E Sick : DATE
v : E EOD (if in year of Audit)
E AWOP : :
(e : : RATE
2 ' : ; RATE
Comp ‘ : i
3 : ! RATE
33 APPROVAL FOR NFC USE ONLY

AUTHORIZED OFFICIAL'S SIGNATURE AND TITLE

DATE

INITIALS AND DATE

TO BE RETAINED BY AGENCY "
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Block |
Block 2

Block 3

Block 4
Block §
Block 6
Block 7
Block 8

Block 9

Block 10

Block 11

Block 12

INSTRUCTIONS

Enter employee’s social security number.
Enter employee’s last name. first name, and middle initial.

Enter the two-digit agency code for the agency charged with
the payment.

Enter the separation date, if applicable.

Enter applicable code. Only one block should contain an entry.
Enter “0™ if the payment will be taxed according to the tax code
in the employee’s payroll master. Enter *1" if the 20% tax is to

be applied to the payment.

Enter “0™ if there is no advance sick leave to be forgiven.
Enter “1" if the employee has advance sick leave to be forgiven. -

Enter “0" if there is no COLA to be paid. If there is a COLA
amount due the employee, enter “1™.

- Enter “0™ if there is no Administratively Uncontrollable Overtime

(AUO) to be paid. Enter “1” if AUO is due.

When the payment to be made is based on wage shift rates.
enter the number of hours under the appropriate rate column.
Fractions of an hour may be entered as “1/27, “3/4™. etc.

Enter the projected date through which the lump sum payment
carries for A - annual leave restored; B - annual leave within
ceiling: and C - annual leave above ceiling. '

Enter the hours applicable to the last day of the lump sum
payment.

Form AD-581 (Reverse)

Block 13

Block 24
Block 25
Block 26
Block 27

Block 28
Block 29
Block 30
Block 31

Block 32

Block 33
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Enter the total hours to be puid.

Enter “0™ if accounting data is furnished in block 25. Enter *17 if
accounting data in employce’s data base record is to be used.

Enter accounting data codes to which the payment is being
charged and the number of hours charged to each code. Leave
blank if *1" is entered in block 24.

Enter the total amount of line items completed in block 25.

Enter any information pertinent to the payment which is not
furnished elsewhere on the form.

Enter the four-digit employing office code.

Enter the date the employee was rehired. if previously separated.
Enter the T&A contact point.

Enter daily hours for employee’s established tour of duty.

a. Enter amount of leave brought forward, earned. used. and
balance or total on hand for each type leave (restored annual,
annual. sick, AWOP, and comp). Enter the rate used lo
compute comp time.

Enter leuve vear being audited.

Enter employee’s leave category

Enter employee’s service computation date.

Enter date employee entered on duty only if date is in year
of audit.

an T

[

Enter signature and title of agency official authorized to approve
payment. and the date the form is prepared.




Attachm.ent 3

(96/8 pasiaay) (vASN) £14-0V WHOS

31va

2mmru¥ig) 193HHOD 0A1NIUID

SHHYWIY

Q1A STIVLIOL

92

ST

ve

€C

[44

%4

0c

6l

8

L)

91

18

143

el

3Lva 01
w101l HO
ADNYIVE

o 3d
SiHL
aasn

aoI3d
HOIUd WOHY
QHYMHOS
: AHONOHY

SHNOM
HIAOALHYD
LMY

21¥0 0L
IVLOL HO
JONVIVE

T HIHN0ING HOISNIJSNS TOMY dOM 1)
Q4OO3Y AVd LNOHLIM 30N3SHY

QHOO3H FAVIT UDIS

=hyo )
IAVII
avNOd

SiHL
a3asn

Q3INdY3
HO

Qanydov

aomdad
HOIId NOH
qHYMLIOS
1115nouY

SHUNOH
HIANOAUYYD
INWEL-1YYd

3iva oL
WLOL HO
JONVIVE

-lyo (+)
JAVII
031¥NOO

[slelicEE]
SiHL
a3asn

03NYVY3
Uo
a3nyo0Y

00IH3d
HOd WOH3 | god
QUYMHOd  |.y3g4
1HONOYE Avd

GHOO3Y 3AV3T TVNNNY

(mpmr fo mad v 1) Q03

3LV NOLLYLNJIWOD JOIAHIS

INIOd 1OVINOD 11 3TN0

YIAWNNN ALIBNIIS VID0S

INYN

61 HV3A AV

HOd Lidny

1Y HOLLYHYL IS

20-9




(96/8 pasirad) (vasn) £12-QY WHOS

SHUVYWIY

alA sviol

3iwvag (2amoudig) 193HHOD G3LALHID

9¢

114

ve

€2

[24

114

0¢

61

84

L}

9l

Sk

143

20-10

et

2L |

1

M3

31va 01 aomad |, SOMSS SUNOH 1va oL 10 (+) oomad | aanuva | OOMIS SHNOH alva o1 (uots) | com3d | aanwva | COWES
W01 HO SIHL OldWOdd | wanoamuvo | wvioLuo 33 SIhL HO OMdWOUS | wanoatuvo | WwioLbo EIVER SihiL ) Pl Iy
3ONVIVE aasn Quyindod INIL-Luivd IONVIVE a3LvNoa aasn  |aanwooy | HEMHOS INLL-Ltvd 3ONVIVE oavNoa | o3sn aanWoov|  (UOREDT  [uad

(HONOIWNS "NOISNIJSNS TOMY ‘dOMT)
aHOD3H AVd LNOHLIM 3ON3SaV Q40234 3AVIT MOIS QY023 IAYIT IVNNNY

TT61 HV3A 3AVIT
Hod 11ianv

1WA NOLIYHY IS tnpap i o i f1) 03 | FIVA NOHYLAANOD IDIAHTS INIO 1OVINOD FEaW0N] | HIAWAN ALINND3S u.,\_wom.ﬁ e INvN




(96/8 pasmnay) (vasn) L1L~Qv WHOS

“DOYED PUE 1081100 PAYYIED 8Q 1SN SWIO) JPNE Iy "9

18G5~V Ue uo paisanbal aq 1snw ‘'$9 D/1 JBpun pasn
eyl ueyy Jayio ‘swn dwod Jo Juswihed ‘sieak aalndasuoD ¢ AJUO 10} pJO2aY
awi| dwo) eyl sureuiewW 8seq ejep oy "pred 8g 0} s aul} dwod YoM 18 ajes
Apnoy ayj moys 1snw pioday swiy dwoo sy ~ewn) {(dwop) Arojesuadwion g

‘pI00aY BABET WIIS Y}
Ul UWN|0D PBAIBISY SABST PAJRUO( BY) Ul SINOY BU) JOJUD '9AR3) OIS 0}
PaUIaAUOD UDaq SBY JeY} 2ABS| JENUUE Pa)RUOP SaA190a1 9akojdwa ue j|

‘pI00OBY SABST [BnuUy 8y ul (+) ubis snid e
Ulim DOAIBDD) SIN0Y 2y} opadald ‘aAea) pajeuop saA1aoal aafoidwa ue )] —

‘pJoday aneaT [enuuy ayj ui (-) ubis snujw
B U)Im PBIBUCP SINOY aU) 9padaid 'aaesj jenuue sajeuop asAojdwa ue §| —

‘gieidosdde se suwnjod paaeddy eABs Pajeuoq
10 8ABS7 PaleUO( 8U1 Ul pajedIpul 8 pinoys sweibold yueg/buleys oaea
ayy ybnoiyy paaigoal io pajeuop aAes| Auy "sjuaidioay pue siouoQ aAeaT b

snjeis Aed ul sinoy Q1 yoes Joj noy | g Aiobajen
snjejs Aed ul s1Noy g1 yoea 1o} oy | g Kiobayen
snjejs Aed Ui sinoy g yoea J0j INoyY | ¥ AiobBejen

|

:S|EnJooR 8AR9| [eNUUY

‘9 bommﬁmo ul seakojdwa awn-|ny
op se JeaA aAro| oy} Jo pouad Aed 819/dwog JSe| 8y} Ut 8ABS| JO SinoY b
[euCIPPE UB 8niooe Jou op g A1oB8ren eaea ut seakoidws swy-ued —

-‘pouad Aed Jad snjeis Aed B Ul sinoy 0g. jO wWnwixew e o} dn- ‘sjensooe
“9ABS| ¥0IS PUB jBNUUR Apjoamig oyl Bujuilialap Ul pajunod sJe ‘SWUaA0
Buipnpoul. ‘Juswalinbas HIOM 2ISBG B8U) JO SSBIX8 Ui PaxIOM SInoYy |y —

‘sesodind uoieindwod [eniooe dABs| 10) Yoam juanbasqns
0} J8A0 paied Asy) a1e Jou pouad Aed syy Joj uoneindwod [enIdOE aAED)
{ENUUE 8Y) Ul PIPN|DUL JOU 8Je 0g 18Ao sinoy Auy “sesodind uopeindwod
9AE®] JO} PSIUNDD JOU 8B | £ PUB 62.S8P01 uonoesuel] 0} pabieys sinoy —

: (‘uonewsojut 810W
10} OOgPUBY 80UBPUSIY PUR S| 8 0} J8JaY) "150] 9J8 SIN0Y JOAGANED -
sy} 'pajeuiwsa) s) sskoidwe ewi-ped B §) "awn-n} 0} awn-ued wol

sabueyo esfojdwa aun-ped B 18ABUSUM pBUIEIUIBW BIB (BABS| JO INOY
3UO JO WNWHUIW 9Y} UJED 0) JUBIOIPNSU] SINOY 3SOU) **8°1) SINoYy JoAokue) —

80198 JO pus Jo Buluuibaq ayy 1e
muo:ma Aed |eiued 1o} S|ENIDOR 9ABS| LIRS Jou S90p 9ako|dwa swi-pedy —

UWINjO2 SINOH JaAoALIBD Wt -Ued
au) 9319|dwos ‘eakoldws awij-ued B Joj pabueyd aq jsnw 8seq Blep ayl §j —

“p-0-g—g$S Je1deyogns ‘0eg 3oog ‘2-066 uawalddng WdJ Ut suopeinbal

UIIM 9OUBPIODOR Ul BARS| LIED Seako|dwa swil-bed "seakojdwg swy|-Ued ‘¢

‘SIHd BIA pauIugns

S| co:mE_oE_ alnsse 0} 800 |puuosiad Bupiaies 1NoA e:oz "(S3Hd)
Emuﬁm A1ju3g sjowey [ouu0sIad/|0iAed 8yl Ul 0G| L—4S 8y} wolj eyep ayj
Jojua [Im 2010 jauuosiad Buines eyl ‘eoinas Joud pey aakojdwe aut j)
Juawiuiodde yoes Joj p1028.1 BABS| BU}

Moys '1ipne Jo Jeak sy} Ui uswiuodde auo jey) aiow pey esiojdwa sy |

"Sj[e} 81ep 403 8yl uolum ut pouad
Ked sy} yim wbaq ‘ypne jo hmm\» 8y} ul Ainp uo palsjus aakojdwa ayj i
“pajiapIo)
sinoy oy} apnjoul Jou op “Jesk 1oud ayj Ui eS| pallayo) 9ako[dwa ay) ) —
‘uwn|oo
pouad otd Woi4 pieauo ubnoig ayj ul sjelo) 1091102 Uiim Jipne ay; uibag g

‘w2 8uj jo doy ey} woyj juiod
10BJU0D B} >Qoo *gjeq] uoneiedag pue ‘(lipne jo Jead ul ji) (AiIng uQ pasel)
Q03 'ajeq uoneindwo) 8218 ‘Julod 10BIU0D a191dwon “aquiny AlInNdasg
[B100S ‘OWEN ' T 61 JBBA aARa7 10) JIpNny :s)o0jq Bumojio) ays eieidwod *|

‘Mmojeq g pue | Ul
SuoNoNASUl Y} MOJ|0} 185~y UB 10 0G1L—dS UEB UO UMOYS 9ABD| 108100
0} suop Buaq SI-JPNE 8y} J| "UOHIBLIO0D 10) DN O} IIpNE. By} PJemIo) 10 DNIL
Ul 1019 8Y} J08110D JBULD |IM 8210 [auu0sIad 8y ] "9UE[RQ 1081100 BU) MOYS
01 ¥2 1 Juano sy ayepdn (g) pue aoyjo jpuuosiad Buloiaes INOA o) uinias pue
w0y Jpine siy) @18)dwoo (1) 1042 U a1e Yyjoq j| ‘pelepdn aseq Blep sy} 8AeY O)
901330 |]auuosiad BUIDIAISS JNOA 0} UINJBI PUB WO JIPNe SIY) 819]dWo0 ‘10449 U} S
aseq elep 9y} J] "U0ND2.100 8} MOYS 0] 31 1uans ay) ajepdn ‘aoueleq aseq
BIRp 8y} UM 92108 aoueleq gl OUl 93EW PINom ‘DPej0sLiod i ‘Udlum yBL e
uo 40119 UE SjeaAds JIphe ay) )i ‘Buns)) eyl Jo dol ay) 1e umoys pouad Aed ay)
ybnoay) s.yeL 1B ipne Ajeleipawil ‘paAladal S| SI019 aAea| Jo Buns) e usUM

SNOLLONULSNI

20-11




20-12



Attachment 4

ARS

T&A ERRORS & TIPS

(Derived from NEFC publication “T&4 Validarion System (TIME) Edit Messages™)
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" ARS - T&A ERRORS & TIPS

TABLE of CONTENTS

About This Procadure ............ooiiiiiiiii... [ I 1
SYSEOM IMEMACE -+ -+« ee e e et aeamat sttt 1
THE TEA PIOCESS - -« - <« e e v e e eaetenet s 1
FOOMEEAG EARS « v oot ene e e 2
TIME GRS+ v e v eee e e e e e, 2
TheCorrecﬁonProcess.........................................................::. 3
Reporting 3

Individual Error ldentificalion . .. ..o v e e, 4
102 Ivalid Value .. ... e e e 4
103 - Appt Limit Based On Days; Days In Pay Status Omitted . .........ooveienaa... 4
104 Total Time Does Not Equal Pr, TC, & Suffix Total ... .cvvverrveeemnnnanaeannann. 4
105 Total Time With Pay Does Not Balance . . . ...........ooereoeee e 4
106 Fraction Field Must Be Blank, 1,2, 003 ... ..o oo 4
107  Base Hours Worked Exceed 80 For The Pay Period . .. .- vtneennese e, 5
109 Separated Employee Not Allowed Advanced Leave ....... SRR 5
110 Exceeds Maximum Days Of Military Leave . ... .........oooooee 5
111 Other Than Permanent F/T Or PIT Using MILLY . ... .o 5]
112 Days In Pay Status Omitted For INtermitent EMP . . .. ... ..ovnmeesenesonnnens 6
117 Advanced Leave Used Not Coded ... 6
118 Comp Leave Used Exceeds Amount Available ............ 7
119 Advanced Leave Used Exceeds NTE Date ........ 7
121 Advanced Leave Exceeds Leave Earned By Year End ...........ooooooonnnonn.. 7
122 Sick Leave Cannot Be Advanced Beyond 240 HIS . ...ovovveoermon 8
126 % Must Be 07, 10,12, 15,17,20,22,25, 0098 . . .. v oo 8
128 Days Worked Bxceed 14 ... 8
133 Acctg Code 2, No Acctg Stored On Database . .. ......oooeeeeoeno 9
135 Accounting Data Must Be ShOWR . ...........ooooo )
137 Employee In Nonpay Or Separated Status .................... . .... o 9
138 ChangeRequiresASplitT&A...................................: .......... 10
143 Service Year Date Requires Split T&A ... ... oo 10
144'  Unexplained Spiit T&A OF Status Change ...........ooovereeoon 0 10
160  AWS Field Must Be BIank, 3,5,7,8,009 ..o 11
161 Contact Point Not Matched To TMGT . ..o.voonoe i 11
163 No Check Mailing AdAress ............. 000 11
166 F/T Emp Leave Accrual Not Allowed Due To AWOP ...... e, 12
167  NTE Date Exceeded ......................... S 12
169 Acctg Data Use Code 2 With Acctg On T&A ... S 12
170 Acctg Data Use Code 1 Limits Acctg To One Line «.....ooveennneoon . 13
175  Total Other Time Does Not Equal Prefix & TC Tot . . ... ..o 13
176 Total Other Time Does Not Equal Hrs/Frac Totals ........ooooooeononno 13
177 Employee Exceeds Day Appt Uimitation .................ooooiooeooi 13
178 Employee Exceeds Hour Appt Limitation ......... 13
181 Incorrect Leave Accrual For FUlFEmMe EMP oo ovvenesoeeee oo 14
1827  Incorrect Leave Accrual For Part-me EMp .. ...ovunnneeee oo 15
183 Reg Military Lv Used At F/Y End Requires SPItT&A ....ooovvreroono 15
185 Personnel Action Requires Status Eatry On T&A - .- vvoeeeeeeeennn 15
187 Empioyee Exceeded Temporary Promotion NTEDate .............. ....... 15

' Number 3 error in ARS (1,522 instances)

? Number 1 error in ARS (2,151 instances)

{Last Revised 08/22/97)
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ARS - T&A ERRORS & TIPS

188
130
192
193
205
208
209
210
211
213
219
220
222
223
224
231
232
235°
239
241
247
255
256
259
250
261
267
294
295
303
306
314
315
322
329
348
349.
364
369
370
371
373
394
395
396
397
398
404

Spiit T&A Not Matched To Service Year Date

Military Leave Exceeds Maximum For Pan—ﬁmé Emp ......... 16
Status Change Contains DUpicate ENtry .. ... ........ooveoeeoeeonnnonni, 12
T&A Received For Separated Employee .......... U 18
TC Invalid For Intermittent Employee .. ... . ... ..o oo 17
TC 61 Hours Do Not Match Annual Leave Used Field .« .. vvunneenneneeennn 17
TC 62 Hours Do Not Match Sick Leave Used Field ‘‘‘‘‘ 18
TC 64 Hours Do Not Match Comp Leave Used Field «.........oeoveeeeeeneenn... 18
TC 71 Hours Do Not Match LWOP Used Field ... ......oeveemmneeneennannennn 18
TC 73 Hours Do Not Match Susp Used Field . . . . ... oo onee oo 18
TCPrEfX VAN -« e vvneeeen s 18
TC SUBKIAVANA e v eneeeane e 19
i (o (11 117 I UGN RN 19
TC 23 Valid For FLSA Employees Only ............ e ettt e e 19
TC22Valid For APHIS Only oo i i et e e 19
MustBe Full-ime ToEam TC 04 Or 05 . ... e ie et iteeiaaannnns . 19
Suffix Not Entered For FWS Employee .. ... ... ... i, 20
Tour Of DutyNotBalanced ... .. ... .. ... . . i iiiiaiea e, 20
TCilnvalid ForOther Time . ... ... . . ... .. ieeenannnnnn e reeecee e 20
TC31 Must Have TCES, 66, 67, Or 68 & Not > Base HIS - . .. wvoveeeee e 21
Restored Leave Used Exceeds Restored Leave Balance .. .........ooveeeeneonn.. 21
Weekly Hours Exceed 40 ... .. e 21
Weekly Hours Less TRAR 40 ..o 22
Weekly Hrs Exceed 35 Or Less Than 45 For AWS S . . .- oo oo oe oo 22
HomeLeaveUsedExceedsDatabaseBalance..........................:: ..... 23
Lv Used Exceeds 8 Hrs-Night DIff In EfTOr ... ... ..o ooooeeeeeeennen. 23
TC 50, Credit Hours, Used Exceeds Balance . . . . ........oooooreoeon 23
T&A Dropped - Duplicate Transmitted in Same Pass .........ccoovnenn... ....... 24
T&A Dropped-Already Applied To Database ... .............oooreoeoonnn 24
NFC Use Only - SSN Change . .vooovossooo e 24
Spiit T&A Missing Status Change Entry .............ooooeoooeo o, 24
Correction Code Must Be 1 Or 2 For Corr/Supp TEA o - oo oo 25
Corrected/Supp T&A With No Original Processed . . ........ooeeeoeen 25
Social Security Number Or Agency Incorrect . . . ......oooow e 25
Pay Periods Not Consecutive For F/T Or PIT EMP ..o oo oo 26
T&A Coded Final-No Separation ACHOn .............ooooemeooeee 2€
Pay Period Prior To Last Time Paid ..............oo0oeeooeeee e, 2F
Pay Plan WC Employee T&A Cannot Pracess In System . .........oovoneono oo 2%
Cannot Force Accept Invalid Appropriation ................ e 27
Deceased Employee T&A - Cannot Process In SyStem ..............oooonooono. 27
Invalid Hs;:al'YearAForAc_:ctgpata_ e teeeaaeaas ......... 28
Acctg Data Usage Code 2 Invalid For FY SPIit TEA -« nvuvenneneanananennnnn, 28
Credit Hours Exceed Maximum Allowed . . ..o 28
AWS Other Than 7 Or 8-Inelig To Ear Credit HOUTS . . ... .. oooo oo 29
Intermittent Emp Ineligible To Earn Credit HOUS . ... ....0oooonreoen 29
Credit Hours Used Exceed Balance . .......... ... 29
Intermittent Emp Inelig To'Use Credit HOUrs - ..... .. ovooeee 30
SES Ineligible For O/T, Comp, Or Differential ........................coooooo.. 30

3 Number 2 error in ARS (1,804 instances)

(Last Revised 08/22/97)
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