10/20/03

Automated Host Nation Timesheet System

Handout for Timekeepers

Generalities

A new automated system has been designed by the BENELUX CPAC to input Time and Attendance for the Host Nation Workforce. 

This program is being implemented within the 80th ASG and all the organizations/divisions employing Host Nation employees. 

The system uses Access and email capabilities. The timekeeper inputs T&A in the Access database, prints the timesheet report and makes it signed by the supervisor(s); then, she/he will send the records by email to CPAC.

In addition to the basic timesheet maintenance, the system includes a leave balance refreshed each month after sending the timesheet to CPAC.

System requirements

The system is designed with Access2000 and Email (Microsoft Outlook). Therefore, each timekeeper needs these 2 capabilities.

Point of Contact

For more information, appointment for implementation… please contact

Philippe Thomas

361-5063

philippe.Thomas@cpoceur.army.mil
The procedure is divided in 3 steps:

1. Save files received by email from CPAC and Upload these files into the Access database.

2. Code timesheet for each serviced employee; print timesheet (to be signed by the supervisor and to be sent to CPAC with justifications).  Then, the timekeeper is able to view/print leave balances for each employee and therefore, verifies the real status of leaves.

3. Then, once the timesheets are signed by the supervisors. A macro will be runned to send email to CPAC with the automated timesheet file.

Step 1: Email received from CPAC with 1 file in attachment:

THIS STEP IS TO BE RUNNED ONLY ONCE A MONTH
Email Sample:

_______________________________________________________________________________________

see attachment,
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save under the same name with the extension .mdb

1. Right click on the attachment and save (Save As):


a. Click on the little down arrow in the box 'Save in',

            b. Dubble-click on C:\   drive, then dubble click on the folder work, or on the appropriate directory where 



the program is located, 


c. and finally dubble-click on the folder hntna.



You should see among the list of files, the old version of the attachment




 -> save the file under the same name and add the extension .mdb 
2. Close this message, and click on either your 'HN Timesheet' icon or your Access 2000 icon to access the HN Timesheet program (c:\work\hntna\hntime):


then, on the main menu ,  click on ‘New Month’ button. Accept all the defaults (more or less 10 ) until you see ‘Process Over’.

3. If you click on Timesheet by Employee,  the correct period should appear. If not, try to perform step 1-2 again.

If this still does not work, call me.

You are now ready to input your timesheets.

For more information , do not hesitate to contact me at DSN 361-5354 or send me email.

Philippe Thomas

Human Resources Specialist

BENELUX CPAC

DSN 361-5063

Fax DSN 361-5386

Comm: +32 68 275063

Fax Comm: +32 68 275386

_________________________________________________________________________________

Again, this procedure is to be applied one time during the month when you receive the files from CPAC.

When you click on the Access Icon to access HNTIME.mdb, the Main menu will appear:
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After completion of that step, you are ready to code the timesheets.

Step 2: Input Timesheet 

To access the screen to code the leaves and absences for each employee, click on ‘Timesheet by Employee’ button and the following screen will appear:
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To change the type of leave, use the mouse or the tab key and type the first letter of the type of leave’s code. Some special codes have been created for this program:

W for Worked Day (regular work day), X for the week-end or day not worked and

Z for non-applicable (i.e. 29/30/31 for non-leap year…) or for the 2nd code not used.

Recommendations:

1. Start updating the week-end first (type X) if the employee is on an irregular schedule. Otherwise, in case of regular work schedule from Monday through Friday, the week-ends are automatically generated.

2. Then, update the Holiday (HL), just type H. Same remark as for the week-end, in case of regular work schedule, the holidays are generated.

3. For the type of leaves starting with A, use the little button (up and down arrows) near the field for the code to locate the correct code and click on the one you choose: the cell has to be black (otherwise the A code will stay and will be recorded instead)

4. For code AS, you can type B and up to one code to find the AS.

5. Use the remark to mention i.e. TOA for such day, leaves taken from last year …

The save is automatic once you go to another record or once you quit the screen.

To pass from 1 record to another, just click on the arrow at the bottom:

Record: |<   <      >    >| 



(1) Go to the first record of file

        (1) (2)    (3)  (4)



(2) Go to the previous record









(3) Go to the next record









(4) Go to the last record of the file

Once all the leaves are updated for each employee, you can print the timesheet.

To print the timesheet, quit the screen by closing the window -> the main menu appears and click on ‘print timesheet(s)’ button. This will allow you to preview the result of the timesheet and redirect to another printer if necessary. You can also choose the page you want to print (if you had to correct one record and print only the page where the record is located). 

The third button on the same line is to allow you to print all the input screens (or just print the ones you need).

​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​

 Step 3: View and Print balances

On the main menu, 3 buttons refer to ‘balance’. This will give you the remaining AL and RW an employee has at the end of the previous month (after CPAC updates its Master Leaves File with the automated timesheets received from the timekeepers).

Here is what you can see:
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For each employee, status at end of month (indicated on screen). 

Credit for CY (AL): number of days or hours of AL for the current year

Credit for CY (RW): number of hours of RW for the current year

Carry Over for January (AL): number of days or hours carried over from last year and that have to taken before end of January

Carry Over for January (RW: number of hours carried over from last year and that have to be taken before end of January.

Lost End of January (AL): number of days or hours lost at end of January from the days/hours carried over from last year.

Lost End of January (RW): number of hours lost at end of January from the hours carried over from last year (Cannot be carried over any more)

Carry Over after January (AL only): number of days or hours asked to be carried over until 31 March. A form has to be submitted to CPAC to effectively require that type of carry over.

AL taken and RW taken: cumulative amount of days/hours taken.

RW deducted: RW hours lost due to absences/sickness … (every 80hrs of absence, 4 hrs of RW are lost for Full time employees working 40hrs/week).

Balance: remaining leaves to take in AL and RW.

The timekeeper can print the list of balances (‘Print Balance’ button) or print the copy of the screen or all the screens by clicking on ‘Balance by Employee’ (all the screens will be previewed and you can select the pages you want to print).

The button ‘New Balance’ will allow you to load an updated version of the balance in case you receive only the file containing the balance (i.e. after a correction).

Step 4: Send File to CPAC

Once the timesheets are ready to be sent to CPAC with the justifications attached, you can send the timesheet electronically by clicking on the last button ‘Send file to CPAC’. This will automatically send a copy of the file to CPAC by email on your behalf. A copy of the message will be stored in you Sent items folder of your email. You do not have to send the message yourself.

This last step completes the process of the automated host nation timesheet program.

Remarks:

Corrective timesheets

The corrections have to be submitted with the old typed form (form flow or other form). Do not input any correction with this program. This possibility might be possible later on.

System improvements

You have a suggestion, an idea to improve the system, do not hesitate to send your remarks to philippe.Thomas@cpoceur.army.mil








Philippe Thomas
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