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Introduction

Enter Time by Telephone or Web

You can access e-TES two ways: from a touch-tone telephone or via a CSC intranet/Internet website using the Microsoft Explorer Internet browser.  There are predefined combinations of codes on the telephone to facilitate non-numeric characters.

Time Sheet Overview

Time Sheet via Telephone

When you enter time using the telephone, it updates a Time Sheet, just as if you were entering the time via the Web.  All of your time is recorded in a single database; it makes no difference whether you access e-TES via the Web or by telephone.  For example, you may be out of the office on Monday and use the telephone to access e-TES to enter your time for the day.  If you return to the office on Tuesday and use the Web to access e-TES, the time you recorded on Monday will be displayed on your Time Sheet.  

Getting started

When you use the telephone access of e-TES, a recorded voice answers.  You are given voice prompts to help access e-TES and its functions; however, you will need to know the “Function Code” of the functions you wish to execute.  For example, to submit time, you may enter Function Code 8.  (A explanation of Function Codes is found in the section, e-TES Functions, later in this chapter.)  Each prompt must be concluded with a ‘#’ symbol so that the telephone knows when it should begin to process your information.

Access via the Telephone

To dial in to e-TES via the telephone, you will need to know the following:

· The e-TES telephone number. ((1.866.467.1999)

· Your personnel number (PERNR).

· Your personal access number 

	Note
	

	
	e-TES uses the terms “password” and “access number” interchangeably.  The “access number” that you set up in e-TES by telephone is the same “password” you use in the Web.  The only difference is that keypad number codes are used to represent letters.  Refer to the section, Alphabetic Characters Help (under the heading Help Options later in this chapter) for an explanation of how to enter letters using the telephone.


	Note      
	

	
	The telephone [#] key is a special purpose key.  All input must be followed by pressing the [#] key.  Pressing [#] in e-TES is similar to pressing [Enter] on a personal computer keyboard.  It tells e-TES you have finished your entry.


e-TES Functions

The functions of e-TES are accessed by entering Function Codes 

Accessing e-TES Functions

Use the following procedures to access e-TES functions.
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	Telephone

	
	

	
	· Dial in to e-TES

· When you hear the prompt, Enter Function Code, enter the desired function code number, followed by the pound sign [#].


Help Options

Help on the Telephone

To access online help using the telephone:
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	Phone

	

	Press [*][*][H][#], then select the appropriate level of help.  

Enter:

· [1][#] Input Level Help - gives you information to help in using the current prompt.  For example, Time Addition (Function Code 5) and Time Adjustment (Function Code 6) require a specific date format.  Input Level Help informs you that the only acceptable date format is two digits for the month and two digits for the day (MMDD).

· [2][#] Function Level Help - provides an overview of the current function.  For example, if you select Function Level Help for Time Query (Function Code 22), e-TES informs you that the Time Query function enables you to listen to your time for a specific date in the prior week, current week, or future weeks.

· [3][#] Special Commands Help - the table below describes the Special Commands Help key combinations available in e-TES.

· [4][#] Alphabetic Characters Help - provides the 3-character codes for each letter of the alphabet.  Alphabetic characters are needed for entering some Work Orders, Wage/Time Types, e-mail addresses, and printers.  Each 3-character code consists of an asterisk [*] and two numbers.

· [5][#] Special Characters Help - provides a list of the 3-character codes needed for each special character.  Special Characters are needed for Internet addresses.  


Special Commands Help - the following table displays special commands used in e-TES.

	Key(s)
	Action

	[*][#]
	Clear an entry and repeat prompt

	[*][*][C]
	Cancel current transaction and return user to main menu

	[*][*][H]
	Access online Help

	[*][*][L]
	Report vacation and sick leave balances

	[*][*][T]
	Report totals for current day and week

	[*][*][X]
	Report totals for current day and week and exit e-TES


Alphabetic Characters Help - to enter an alphabetic letter:

· Press [*] to indicate the start of an alphabetic character.

· Press the number key on which the letter appears.

· Press the key corresponding to the position (1, 2, or 3) of the letter on the key.  For example, the letter [A] appears on the number two key and is in the first position on that key.  Therefore, the following keystrokes represent an [A] in e-TES:  [*][2][1]. 


[image: image3.wmf]For Project 

XVAP

 enter 

*92*83*21*71#

MNO

6

3

DEF

2

ABC

1

5

JKL

GHI

4

9

WXYZ

8

TUV

PQRS

7

*

0

OPER

#


The 3-character codes for all letters of the alphabet and spaces are listed on the Quick Reference Card.  If your telephone keypad does not match the sample pad shown, use the following conversion chart to translate letters of the alphabet into the three characters to be entered.

	Keypad 1
	Keypad 2
	Keypad 3
	Keypad 4
	Keypad 5
	Keypad 6
	Keypad 7
	Keypad 8
	Keypad 9

	Space = *11
	A=*21
	D=*31
	G=*41
	J=*51
	M=*61
	P=*71
	T=*81
	W=*91

	
	B=*22
	E=*32
	H=*42
	K=*52
	N=*62
	Q=*72
	U=*82
	X=*92

	
	C=*23
	F=*33
	I=*43
	L=*53
	O=*63
	R=*73
	V=*83
	Y=*93

	
	
	
	
	
	
	S=*74
	
	X=*94


	Tip      
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	The first position on the number one key represents a “space.”  To enter a space, press [*][1][1].


Special Characters Help - provides a list of the 3-character codes needed for each special character.  Special Characters are needed for Internet addresses.  Below is a conversion chart to translate special characters into the three characters to be entered:

	Special Character
	Description
	Code

	@
	At Sign
	*10

	.
	Period
	*20

	-
	Dash
	*30

	_
	Underscore
	*40

	/
	Slash
	*50

	:
	Colon
	*60

	#
	Pound Sign
	*70

	%
	Percent Sign
	*80

	$
	Dollar Sign
	*90

	[
	Left Bracket
	*19

	]
	Right Bracket 
	*29

	(
	Left Parenthesis
	*39

	)
	Right Parenthesis
	*49

	!
	Exclamation Point
	*59

	&
	Ampersand
	*69

	;
	Semicolon
	*79

	^
	Caret
	*89

	~
	Tilde
	*99

	=
	Equal Sign
	*14


Exiting e-TES
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	Telephone

	
	· Press **X.


Preparing to enter Time

You can simplify entering work by creating a personalized Quick Entry List.  Your Quick Entry (QE) List provides a shortcut to your commonly-used charge information and contains the following information:

· Sequence Number:  Number denoting the position of an item on the Quick Entry List. (Used only for telephone access).

· Wage/Time Type:  Identifies either a working or non-working activity.

· Project:  Identifies a task or unit of work.

· Assignment:  Identifies your work breakdown structure; used by project management for a subset of work. 

· Description:  Spoken (telephone) name that you choose to identify a Quick Entry item.

· Cross Charge Suborg - Identifies the VP or client to which the work should be charged.

· Cross Charge Department - Identifies the department to which the work should be charged.  

· Labor Category - Identifies the position for the work you performed.

	
	


	Warning! 
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	There is no Template capability on the telephone.


The following sections describe how to create your personal Quick Entry List and Template when accessing e-TES using the telephone.

Creating Your Quick Entry List 

	


The procedure to create the Quick Entry List (QE) by telephone uses the touch-tone dialing buttons for data entry.  This process also talks you through adding a Work Order Number.  You must be aware that fields may have alphabets in the code.  A translation of each alphabet is available in Chapter 3, GETTING STARTED.
	Tip
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	When you access your QE list later, you will hear only the sequence number and the name you recorded for that item.


Adding to a Quick Entry List

Function Code 23 is used to initially build your Quick Entry List and to perform subsequent maintenance.  It is helpful to have all the information necessary to add to your Quick Entry List before entering it into the telephone.  The following is an example format, showing the order in which the data is to be entered.

	Sequence
	Wage/
	Work Order
	Name 
	Cross Charge
	Cross Charge
	Labor

	Number
	Time Type
	Project
	Assignment
	Recording
	Suborg
	Department
	Category

	1
	1010
	0691
	123456
	Tech Support
	001
	A157
	MGR

	2
	1010
	0171
	TST789 

(or *81*73*81 789)
	Testing
	101
	A124

(or *21124)
	EMP

(or *32*61*71)


	Tip      
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	For accuracy and convenience, you may wish to express any alphabetic characters using the touch-tone codes explained earlier in this Guide.  In the above example, Assignment “TST789” would be expressed as “*81*73*81789”.  
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	Telephone

	

	Enter: 

· [2][3][#] - Quick Entry List Change.

· [1][#] to Add to your Quick Entry List.

· Sequence number [#].

· The first item you place in your Quick Entry List will occupy position one; consequently, the sequence number is one.  If you attempt to place the first item in any other position, e-TES responds with an error message that states that the sequence number is invalid.  

· The second item you place on your list can occupy position one or two.  If you choose position one again, e-TES will move your existing number one position item down to position two to make room for the new number one.

· Each Quick Entry Item added to the list can occupy either an existing position or the next available position in the list.  e-TES adjusts the Quick Entry List to accommodate inserted items.

· Wage/Time Type Code [#].

· Project [#].

· Assignment [#].

· Record a Name for this Quick Entry Item [#].


	Tip
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	Choose a name that is short but meaningful to you and identifies the type of work associated with the Work Order.  No one but you will hear the recording of the Quick Entry Item name.  The Work Order name printed on reports comes from a table defined by your organization.


	Note      
	

	
	There are three additional fields that you can enter if your organization desires it.  These are Cross Charge Suborg, Cross Charge Department, and Labor Category.


Changing the Existing Sequence

You can add a Quick Entry Item into Sequence Number that is already being used.  Using the previous example, if you wish to insert a new Quick Entry Item into Sequence Number 2 (the second item on the list), the existing item in Sequence Number 2 will be moved to Sequence Number 3, and any subsequent items will drop down one item on the sequence.

	Sequence
	Wage/
	Work Order
	Name 
	Cross Charge
	Cross Charge
	Labor

	Number
	Time Type
	Project
	Assignment
	Recording
	Suborg
	Department
	Category

	1
	1010
	0691
	123456
	Tech Support
	001
	A157
	MGR

	2
	?
	?
	?
	?
	?
	?
	?

	3
	1010
	0171
	TST789 

(or *81*73*81 789)
	Testing
	101
	A124

(or *21124)
	EMP

(or *32*61*71)


Modifying a Quick Entry List Item

You cannot change any value in an existing a Quick Entry List item.  (You can, however, re-record the name of an item.)  To make changes to your Quick Entry List, delete the item to be changed, then re-enter it with the updated information.  The next section explains how to remove a Quick Entry List item.

Removing an Item from your Quick Entry List
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	Telephone

	

	Enter:

· [2][3][#] - Quick Entry List Change.

· [2][#] to Delete Quick Entry List Item.

· Sequence number [#].  You hear the Quick Entry Item recorded name.

· [#] to Approve or [1][#] to Cancel the deletion.


Entering Time through the Telephone

	


When accessing e-TES by telephone, the following functions are available to enter time into the Time Sheet.



Function 1
Quick Entry



Function 2
Absence



Function 3
Regular Hours



Function 4
Overtime Hours



Function 5
Time Addition



Function 6
Time Adjustment 



Function 8
Time Submittal

Each function has prompts that guide you through how to enter or change your Time Sheet.

	Tip      
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	To enter a decimal for a partial hour or unit, press the asterisk key [*].  For example, 2.5 hours would be recorded as 2*5.  Remember to complete the input with the # sign.


Entering Time Using the Quick Entry List
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	Telephone

	

	Enter: 

· [1][#] - Quick Entry. 

Listen for the recorded name of item on Quick Entry List, (if applicable).  

· Enter:

· [1][#] to enter hours; or,  

· [2][#] to bypass entry; or,  

· [3] sequence number [#] to jump to another entry; or

· [4][#] to hear Work Order for current entry.

· To enter hours on the Quick Entry List item, enter:

· [1][#] to enter hours. 

· Hours [#].

· [#] to confirm, or [1][#] to re-enter.

Enter:

· [5][#] to end this function when all hours have been entered.




Entering Time for Infrequently-Used Work Orders
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	Telephone

	

	Enter:

· [3][#] - Regular Hours.

· Wage/Time Type [#].  [#] to confirm entry, or [1][#] to re-enter.

· Project [#].  [#] to confirm entry, or [1][#] to re-enter.

· Assignment [#].  [#] to confirm entry, or [1][#] to re-enter.

· Hours [#].  [#] to confirm entry, or [1][#] to re-enter.

The transaction is complete.  Enter:

· [1][#] to add this Work Order to your Quick Entry List otherwise, press [#].




	Tip      
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	When you enter hours using Function Code 3, e-TES will check for the Wage/Time Time, Work Order combination on your Quick Entry list.  If it is not already on your Quick Entry List, you will have the option of adding it to your list.


Entering Overtime Hours
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	Telephone

	

	Enter:

· [4][#] - Overtime Hours.

· Wage/Time Type [#].  [#] to confirm, or [1][#] to re-enter.

· Project [#].  [#] to confirm, or [1][#] to re-enter.

· Assignment [#].  [#] to confirm, or [1][#] to re-enter.

· Hours [#].  [#] to confirm, or [1][#] to re-enter.

The transaction is complete.  Enter:  

· [1][#] to add this Work Order to your Quick Entry List otherwise, press [#].


	Tip      
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	When you enter hours using Function Code 4, e-TES will check for the Wage/Time Type and Work Order combination on your Quick Entry List.  If it is not already on your Quick Entry List, you will have the option of adding it to your list.


Adding Time to your Time Sheet
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	Telephone

	

	Enter: 

· [5][#] - Time Addition.

· Select the date for which you want to enter time:

· [#] to enter time for today, or,

· date [#] in mmdd format.  [#] to confirm, or [1][#] to re-enter.

· Identify the type of time you need to enter:

· [1][#] for Quick Entry; or,

· [2][#] for Regular Hours; or 

· [3][#] for Overtime Hours; or

· [4][#] for Special Payments.

Follow the procedure for the type of time entry selected.


Modifying Time Entered
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	Telephone

	

	Enter:

· [6][#] - Time Adjustment.

· Select the date for which you want to enter time:

· [#] to enter time for today: or,

· date [#] to specify a date in mmdd format.  [#] to confirm, or [1][#] to re-enter.

· Select the transaction to be modified:

· [1][#] to select transaction; or,

· [2][#] to bypass transaction.

If the transaction was entered by using Function Code 1, Quick Entry, you will hear the recorded name of the Work Order.  

If the transaction was entered using Function Code 3, Regular Hours, or Function Code 4, Overtime Hours, you will hear the specific Wage/Time Type, project, and assignment that was entered.



	

	· Enter modification request:

· [1][#] to delete the transaction; or,

· [2][#] to modify the transaction, select one of the following:

[1][#] to change hours; or,

[2][#] to change Work Order; or,

[3][#] to change Wage/Time Type.

· To confirm modification, press [#], or [1][#] to re-enter.

· The transaction is complete.  You may continue to your next transaction and repeat the adjustment process by entering:

· [1][#] to select item, or,

· [2][#] to bypass entry.


	Tip      
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	When adjusting hours, do not modify to zero; instead, delete the entire transaction.


Entering Absences by Telephone

Use Function Code 2, Work Absence, to record hours not worked during your scheduled workweek.  You can select one of the commonly used absences such as Holiday, Sick Leave, or Vacation, or you can enter an activity code for any other absence.  In addition, you can enter future absences up to twelve weeks in advance from the end of the current week.  

	Note      
	

	
	Absences can be entered for a single day or for a range of consecutive days.  However, be cautious when you enter consecutive days; only enter absences for the days you are scheduled to work.


	Tip      
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	Because scheduled workweeks may include weekends, Saturday and Sunday are included in consecutive days.  If you do not wish to enter hours for the weekends, record a 2-week absence by entering Monday to Friday of the first week and then repeat Function Code 2 to enter Monday to Friday of the second week. 


Entering an Absence 
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	Telephone

	

	Enter:

· [2][#] - Work Absence.

· Select one of the options:

· [1][#] for single day of absence:  Enter the date or choose the default for the current day.  The date format is two digits for the day and two digits for the month (MMDD).  Leading zeros are required for any single digit days or months.  e-TES responds with the day of the week and date.

· [2][#] for consecutive days absence:  e-TES will prompt you for the first day of absence and then the last day of absence.  e-TES responds with the number of days of absence.   

· [#] to confirm entry, or [1][#] to re-enter.



	· Select the absence type:

· [#] to enter; or,

Wage/Time Type [#].

· [1][#] for commonly used Wage/Time Types:

[1][#] for Holiday; or,

[2][#] for Sick Leave; or,  

[3][#] for Vacation.

· [#] to confirm entry, or [1][#] to re-enter.

· Hours [#].  [#] to confirm entry, or [1][#] to re-enter.


 Additional Time Sheet Features for the Telephone

Canceling Current Action  

If you began to enter information but have now changed your mind, entering [*][*][C] will return you to the Main Menu.

Entering Time for a Prior Day

As long as your Time Sheet is unlocked (available for modifications), you can enter time for a prior day using Function Code 5.

Adding Time to your Time Sheet
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	Telephone

	

	Enter: 

· [5][#] - Time Addition.

· Date [#] in mmdd format.  [#] to confirm, or [1][#] to re-enter.

· Select the type of time you wish to enter:

· [1][#] for Quick Entry; or,

· [2][#] for Regular Hours; or 

· [3][#] for Overtime Hours; or

· [4][#] for Special Payments.

Follow the procedure for the type of time entry selected.


Hearing Time for Today

If you cannot remember how much time you already entered today, you can enter a Time Query, using Function Code 22.
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	Phone

	

	Enter: 
· [2][2][#] - Time Query.

· [1][#] for specific date.  

· e-TES plays back the information for the option selected.


Hearing Time for Prior Day

If you cannot remember how much time you entered for a prior day, you can enter a Time Query, using Function Code 22.
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	Phone

	

	Enter: 
· [2][2][#] - Time Query.

· Specify date:

· [1][#] for specific date; or  

· [2][#] for current week’s data; or 

· [3][#] for prior week’s data.

· e-TES plays back the information for the option selected.


Submitting Time by Telephone

Once all time is correctly entered for the pay period, the Time Sheet must be submitted to management for approval.  The completion of entering your work or absences is when you submit it to your manager for approval.

	[image: image26.wmf]

	Telephone

	

	Enter:
· [8][#] - Time Submittal.  

· e-TES performs additional validation and responds with errors encountered.  Enter:

· [#] if there are no errors; or

· [1][#] to cancel action.


	Note      
	

	
	If any errors are found in the time entry transactions, your time will not be submitted. e-TES will respond with a message telling you the errors in your time transactions.  Correct the errors using the appropriate functions and re-submit your time.


Correcting Time Entries

It may be necessary for you to correct an existing time entry.  This may be because your workday was longer or shorter than you anticipated, you entered time under the wrong Work Order Number, the Work Order Number changed without your knowledge, etc.  The following sections describe how to make corrections depending upon the type of error, and the time that elapsed since the error was entered.

	(
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	Error Type
	
	
	Telephone

	
	
	
	

	Incorrect number of hours on a single Work Order Number; entered before the worker lockout.

Charged wrong Work Order Number before the worker lockout.
	
	
	· Select Function Code 6, Time Adjustment and follow the prompts.

	Charged wrong hours/Work Order after time was submitted, but before worker lockout.
	
	
	· Follow the directions for correcting errors before submitting (above), and re-submit your Time Sheet after the corrections are made.

	Incorrect number of hours on a single Work Order Number; entered after the worker lockout.

Charged wrong Work Order Number after the worker lockout.
	
	
	· Have your manager unlock your Time Sheet, then follow the directions (above) for correcting errors after time was submitted.

	Charged wrong hours/Work Order after manager lockout.

Charged wrong hours/Work Order after payroll was submitted.


	
	
	· Cannot be corrected in e-TES.  Your manager will forward the correction to the Labor Accounting.


Additional Features

To assist you with minimizing your work errors, special features have been included to help control access, monitor your benefit hours, confirm contact adherence, manage your communications, verify your work location for the week, and communicate the lockout period(s).  While many of these features have been consolidated on the Web, there are multiple functions on the telephone.

Features

Changing Your Password / Access Number

To ensure the security and privacy of your time data, e-TES is accessed using a Password (Web) or Access Number (Telephone).  The same Password / Access Number is used interchangeably between the telephone and the Web.

	Tip      
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	You can use alphabetic as well as numeric characters for your telephone Access Number by following the instructions for entering alphabetic characters detailed in the section, Entering Alphabetic Characters, under the heading, Help on the Telephone.


	Note
	

	
	Your e-TES password / access number must be at least eight, but no more than 16 characters and must contain at least one numeric character.  


	Tip
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	If you forget your password / access number, contact your e-TES Help Desk to have your password / access number reset to the default.  
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	Telephone

	
	

	
	Enter:

· [2][4][#] - Employee Data Change.

· [1][#] - Access Number Change.

· Enter your new Access Number [#].

· Re-enter your new access number for confirmation [#].


Changing Your Personal Information

You may modify your personal parameters at any time using either Web or telephone access to e-TES.  These include the following: 

· Name Recording – (telephone only)  State your name clearly.  You will hear the recorded name each time you log on to and exit the system. Your Manager, Manager Alternate, and Administrator will hear this recording every time they access your time-entry information.

· Report Destination:
· Fax Number - Enter your new FAX number.

· Printer ID - Enter a new mainframe printer ID number of three or four characters.  e-TES repeats the printer ID number, including the description and location of the printer.

· E-Mail Address - Employee Locator Telephone Number.  Your e-mail address for your CSC Lotus Notes account is your 8-character official CSC shortname@csc.com or any other Internet address.  Special characters may be needed for this Internet address.  Refer to the section, Special Characters Help, for a list of the keypad combinations for each special character (Telephone only).  

· Employee Locator FAX Number - Enter your Employee Locator FAX Number. 

· Employee Locator Mobile Number - Enter your Employee Locator Mobile Telephone Number 

· Employee Work Location - Enter your work location Zip Code or 2-digit country code.  Select your address or building from a list of choices.  
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	Telephone

	
	

	
	Enter:

· [2][4][#] - Employee Data Change.

· Enter the option for the data to be changed: 

· [2][#] Name Recording; or, 

· [3][#] Report Destination; or, 

· [4][#] Employee Locator phone number; or,

· [5][#] Employee Locator FAX number; or,

· [6][#] Mobile phone number; or,

· [7][#] Employee work location. 

· Enter the new information [#].


Confirm Contracted Hours
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	Phone

	
	

	
	Enter:

· [2][0][#] - Employee Query.

· [1][#] for Employee Information.  e-TES plays back your contracted hours.


Managing Communication
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	Phone

	
	

	
	Enter:

· [2][4][#] - Employee Data Change.  

Enter the option for your change:

· [3][#] Report destination; or,  

· [4][#] Employee Locator phone number; or,  

· [5][#] Employee Locator FAX number; or,  

· [6][#] Mobile phone number; or, 

· [7][#] Employee work location.  

· Enter the new information [#]. 


Monitoring your Benefit Hours
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	Phone

	
	

	
	Enter: 
· [2][0][#] - Employee Query.

· [1][#] for Employee information.  e-TES plays back benefit hours.


Communication of Lockout Times
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	Phone

	
	

	
	Enter: 
· [2][0][#] - Employee Query. 

· [2][#] for weekly lockout dates and times.  e-TES plays back your weekly lockout date and time.


Query Time Sheet for a Week

	
	[image: image36.wmf]

	
	Phone

	
	

	
	Enter: 
· [2][2][#] - Time Query.

· Enter the option:

· [1][#] for specific date; or  

· [2][#] for current week’s data; or 

· [3][#] for prior week’s data.

· e-TES plays back the information for the option selected.


reports

You have the capability to hear your time report on the phone.  

	Tip      
	

	
[image: image37.wmf]
	For telephone access:  If you have not specified a report destination such as a FAX machine, mainframe printer ID, or e-mail address, e-TES will prompt you to do so when you request a report.  After a Fax number, printer ID, or e-mail address has been added or changed, it becomes part of your set-up.


Report Selection
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	Telephone

	
	

	
	Enter:

· [2][1][#] - Reports.

· Select the type of report:

· [1][#] - Time Detail

· [2][#] - Audit Trail

· [3][#] - Quick Entry List

· Enter the selection criteria for your specified report.

· Enter:

· [1][#] to request another report, or 

· [#] to end.

· Enter the following to direct your report:

· [1][#] for your FAX number; or,

· [2][#] for your printer; or,  

· [3][#] for your E-Mail address.


	Note      
	

	
	Each report will have its own prompts.  The prompts will be discussed in the following sections.


Audit Trail

The Audit Trail Report lists every transaction, which affected your Time Sheet, and the date, time, and person who made it.
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	Telephone

	
	

	
	· Follow the report selection procedures for the Audit Trail Report, using these selection criteria:

· [1][#] for current week’s data.

· [2][#] for prior week’s data.


Example
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Quick Entry List

The Quick Entry List Report displays all Work Orders available on your personal Quick Entry List.
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	Telephone

	
	

	
	· Select Quick Entry List.


Example
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Time Detail Report

The Time Detail Report shows an image of a Time Sheet with all the data the user entered and saved.  The report features the following:

· Totals are displayed by day and by Work Order.

· The Time Sheet status, whether “Submitted” or “Approved” is displayed at the top of the report.
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	Telephone

	
	

	
	· Follow the report selection procedures for the Time Detail Report, using these selection criteria:

· [1][#] for current week’s data; or,  

· [2][#] for prior week’s data; or,  

· [3][#] for future weeks’ data.


Example
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Scheduled Reports Request

Reports can be requested once and then be set up to automatically be sent to a selected destination on the same day and time each week.  This affords workers, managers, manager administrators and others the capability to schedule any report that e-TES provides. Use the Schedule Reports function to select your report or reports and then enter the scheduled day and time that you want the report generated.
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	Telephone

	
	

	
	Enter:

· [2][5][#] - Scheduled Reports Request.

· [2][#] to add a scheduled report request.

· Select the report:

· [2][#] Time Detail Report.

[1][#] for current week’s data; or,  

[2][#] for prior week’s data.

· [1][#] Audit Trail Report.

· Enter report generation day of the week:

· [1][#] for Saturday, 

· [2][#] for Sunday, etc.

· Enter the time of the day for the report to be generated, using the format 01-23 [#] or [1][#] to re-enter.  (For example, 17 will be 5:00 p.m.)

· Enter:

· [1][#] to request another report, or 

· [#] to end.

· Enter the following to direct your report:

· [1][#] for your FAX number; or,

· [2][#] for your printer; or,  

· [3][#] for your E-Mail address.


Reviewing and Deleting Scheduled Reports List

Reports requested through the Schedule Reports function can be listed using the Scheduled Reports Request function (Telephone).  These same functions can be used to delete a scheduled report.
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	Telephone

	
	

	
	Enter:

· [2][5][#] - Scheduled Reports Request.

· [1][#] - to hear a listing of scheduled reports; or,

· [3][#] to delete a scheduled report request.

· Select the report:

· [1][#] to delete; or,

· [2][#] to bypass.

· [#] to confirm the deletion.


Manager Functions

The basic role of a manager in e-TES is to approve the work recorded by an employee.  To facilitate this process, other people may be assigned to complementary roles.  Keeping in mind that workers are initially assigned to a manager via their department, here are some managerial and administrative roles.

· Approval Manager - reviews and approves the work recorded.

· * Default Manager - receives all new hires.

· * Manager Alternate - has the authority to approve for another manager.

* Manager Administrator - assists the manager with monitoring activity.

	Note      
	

	
	* Detailed discussion of the complementary management roles can be found in Chapter 10, MANAGER SUPPORT FUNCTIONS.


Approval Manager Overview

Approval Manager Capabilities

· To approve or disapprove work recorded.

To record missing time for absent workers.

· To unlock present worker’s Time Sheet for workers so that they may make corrections.

· To correct Time Sheets for absent workers.

	Note      
	

	
	All above capabilities only exist for the current Time Sheet period if the manager lockout has not yet passed.


Approving / Disapproving Time

Workers have until midnight each day of the week to enter time for that day, or any prior day of that pay period.  However, on the last day of the pay period, lockout times, which are set by each organization, are enforced to allow for Labor Accounting processing. 

Managing Time Activities 

	


Approving / Unapproving Time 
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	Telephone

	

	Enter:

· [4][4][#] - Time Approval.

· (Alternate Managers only) Select employees for action:
· [1][#] your employees; or,

· [2][#] Alternate Manager employees.  

· Select the approval option:

· [1][#] approve all workers; or,

· [2][#] approve individually; or,

· [3][#] unapprove one employee; or,

· [4][#] unapprove all employees.  

· Identify the worker (if approving/unapproving individually).  Using a single key (not the *nn used for the Work Orders) enter the first letter of the first name and at least the first two letters of the last name, followed by #.  For example, the name ‘John Smith’ would be entered using the keypad numbers ‘576’.

·  [#] to approve time.


Adding Time for Workers 
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	Telephone

	

	Enter:

· [4][5][#] - Time Addition by Manager.

· Identify the worker.  

· Using a single key (not the *nn used for the Work Orders), enter the first letter of the first name and at least the first two letters of the last name.  For example, the name ‘John Smith’ would be entered using the keypad numbers ‘576’.

· Press [#] to confirm entry, or [1][#] to re-enter.

· Select the time type to be added:

· [1][#] work absence; or,

· [2][#] regular hours; or;

· [3][#] overtime hours; or,

· [4][#] special payments.

· Follow the prompts for the entry option selected.  When completed, enter:

· [1][#] to add another transaction for employee’s name; or,

· [2][#] to add transactions for another employee of manager’s name; or,

· [3][#] to end this function.




Unlocking a Time Sheet 
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	Enter:

· [4][8][#] - Employee Unlock.

· Enter:

· [1][#] to unlock all workers; or

· [2][#] to unlock one worker.

Identify the worker.  Using a single key (not the *nn used for the Work Orders), enter the first letter of the first name and at least the first two letters of the last name.  For example, the name ‘John Smith’ would be entered using the keypad numbers ‘576’.

· Press [#] to confirm entry, or [1][#] to re-enter.

· When completed, enter:

· [1][#] to unlock another worker; or,

· [2][#] to end this function.


Changing Time for Workers 
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	Telephone

	

	Enter:

· [4][6][#] - Time Adjustment by Manager.

· Identify the worker:

· Using a single key (not the *nn used for the Work Orders), enter the first letter of the first name and at least the first two letters of the last name.  For example, the name ‘John Smith’ would be entered using the keypad numbers ‘576’.  To confirm entry, press [#], or [1][#] to re-enter.

· Enter the date for which the time will be adjusted.  To confirm entry, press [#], or [1][#] to re-enter. 

· Enter the adjustment type:

· [1][#] to delete transaction; or,  

· [2][#] to modify transaction.

[1][#] to change hours; or,

[2][#] to change Work Order; or, 

[3][#] to change Wage/ Time Type.  

· Follow the prompts to make the adjustments.  

· To confirm entry, press [#], or [1][#] to re-enter. 

· Follow the prompts for the entry option selected.  When completed, enter:

· [1][#] to adjust another transaction for employee’s name; or,

· [2][#] to adjust transactions for another employee of manager’s name; or,

· [3][#] to end this function.


Time Approval Review By Administrator 
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	Telephone

	

	Enter:

· [4][3][#] - Time Approval Review By Administrator.


	Note      
	

	
	This function is used by Manager Administrators only.


Changing Time for Workers 
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	Telephone

	

	Enter:

· [4][6][#] - Time Adjustment by Manager.

· Identify the worker:

· Using a single key (not the *nn used for the Work Orders), enter the first letter of the first name and at least the first two letters of the last name.  For example, the name ‘John Smith’ would be entered using the keypad numbers ‘576’.  To confirm entry, press [#], or [1][#] to re-enter.

· Enter the date for which the time will be adjusted.  To confirm entry, press [#], or [1][#] to re-enter. 

· Enter the adjustment type:

· [1][#] to delete transaction; or,  

· [2][#] to modify transaction.

[1][#] to change hours; or,

[2][#] to change Work Order; or, 

[3][#] to change Wage/ Time Type.  

· Follow the prompts to make the adjustments.  

· To confirm entry, press [#], or [1][#] to re-enter. 

· Follow the prompts for the entry option selected.  When completed, enter:

· [1][#] to adjust another transaction for employee’s name; or,

· [2][#] to adjust transactions for another employee of manager’s name; or,

· [3][#] to end this function.


Time Approval Review By Administrator 
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	Telephone

	Enter:

· [4][3][#] - Time Approval Review By Administrator.


	Note      
	

	
	This function is used by Manager Administrators only.


 Assigning Manager Alternates

Assigning a Manager Alternate 
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	Telephone

	

	Enter: 
· [4][7][#] - Role Assignment.
· [2][#] Manager Alternate.
· Select the type of action:

· [2][#] to Add to the Alternate List; or 
· [3][#] to Delete Alternate from List.
· Identify Manager Alternate:

· Confirm the default Org. ID or enter another Org. ID.

· Enter the department of Manager Alternate. Using a single key (not the *nn used for the Work Orders), enter the first initial of first name and at least the first two letters of the Manager Alternate’s last name.

· Press [#] to confirm entry, or [1][#] to re-enter.

· Select the option to:

· [1][#] add a Manager Alternate for another manager; or,

· [2][#] to repeat this function for this manager; or,

· [3][#] or end this function.




Assigning Administrators

The Administrator uses reports to perform their functions.  They have access to all of the manager’s reports.

Assigning a Manager Administrator 
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	Telephone

	

	Enter:

· [4][7][#] - Role Assignment.

· [3][#] Manager Administrator.

· Select the type of action:

· [2][#] to add to Administrator List; or 

· [3][#] to delete from Administrator List.

· Identify Administrator.

· Confirm the default Org. ID or enter another Org. ID. 

· Enter the department of Administrator.  Using a single key (not the *nn used for the Work Orders), enter the first initial of first name and at least the first two letters of the Administrator’s last name.

· Press [#] to confirm entry, or [1][#] to re-enter.

· Select the option to:

· [1][#] add another Administrator; or,

· [2][#] to repeat this function for this manager; or,

· [3][#] or end this function.




Manager Support Functions

Manager Alternate

Manager Alternate Capabilities

Manager Alternates can perform all manager functions.  Refer to Chapter 9, MANAGER FUNCTIONS for instructions.

Manager Administrator

Manager Administrators assist Approval Managers by requesting reports, performing queries, and viewing time for approval.  Administrators cannot unlock worker Time Sheets, or add, correct, or approve worker time.  Refer to Chapter 12, MANAGER REPORTS on how to request reports.

Administrator Capabilities

· Request /view reports.

· Perform queries.

Manager Reports

Managers can request reports to access worker information and time.  Managers may select any worker reports for themselves, or for workers for which they are a Manager Alternate.  In addition to the standard worker reports, there are additional reports that are available only to Managers and their Alternates / Administrators.  Refer to Chapter 8, REPORTS for information on standard reports.

When an Approval Manager is also an Alternate for another approval manager(s), they are given the option of selecting their workers or the workers of the manager(s) for whom they are an Alternate.  This is the first selection that must be made before proceeding with any of the manager reports.

Management reports can be requested once and set up to automatically be sent to a selected destination on the same day and time each week.  Refer to Chapter 8, REPORTS, in the section, Scheduled Reports Request for more information on scheduling reports.
The following sections describe reports only available to Managers and their Alternates / Administrators. 

Scheduling Reports

Any e-TES report can be requested once and set up to automatically be sent to a selected destination on the same day and time each week.  Refer to Chapter 8, REPORTS, in the section, Scheduled Reports Request for more information on scheduling reports.
Management Report Selection
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	Telephone

	
	

	
	Enter:

· [4][1][#] - Reports.

· Select the type of report:

· [1][#] - Time Detail

· [2][#] - Audit Trail

· [3][#] - Approval List

· [4][#] - Zero Hours for a Day

· Enter the selection criteria for your specified report.

· Enter:

· [1][#] to request another report, or 

· [#] to end.

· Enter the following to direct your report:

· [1][#] for your FAX number; or,

· [2][#] for your printer; or,  

· [3][#] for your E-Mail address.


	Note      
	

	
	Each report will have its own prompts.  The prompts will be discussed in the following sections.  

An example of the following reports can be found in Chapter 8, REPORTS:  Time Detail, Audit Trail, and Personnel Query.


Additional Manager Features

The following queries are available for managers and manager alternates.  When an Approval Manager is also an Alternate for another approval manager(s), they are given the option of selecting his/her workers or the workers of the manager(s) for whom they are an Alternate.  This is the first selection that must be made before proceeding with any of the manager queries.

	Note      
	

	
	Due to the nature of Web access, many telephone features are available as Web reports; therefore, the following features are limited to the telephone functions.


Features

Employee Query

The Employee Query is used to hear worker information and worker leave balances.
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	Telephone

	

	Enter:

· [4][0][#] - Employee Query.

Identify the worker.  

· Enter the first initial and at least the first two letters of the last name.

· Select the option for worker information or worker leave balances. 

· [1][#] Employee (worker) Information:  e-TES responds with the worker’s name, Org. ID, department, manager’s name, e-TES status, e-mail address, printer ID, FAX number, contracted hours, daily hours, Employee Locator telephone number, Employee Locator FAX number, Employee Locator telephone number, employee work location and, where appropriate, the names of managers for whom the employee is an alternate or administrator.

· [2][#] Employee (worker) Leave Balance:  e-TES responds with the worker’s vacation and sick leave balances.


Time Query

The Time Query is used to listen to a worker’s time.
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	Telephone

	

	Enter:

· [4][2][#] - Manager Time Query. 

· Select the option for one employee (worker) or all employees (workers):

· [1][#] one employee:  

Enter the first initial and at least the first two letters of the last name [#].

· [2][#] all employees. 

· Select the data:

· [1][#] for specific date; or,  

· [2][#] for current week’s data; or,  

· [3][#] for prior week’s data.

· [#], or [1][#] to re-enter.

e-TES plays back the employee’s name, transactions, and the number of hours. 


e-TES
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