II.  The Home Page

A.  Three Links and On Line Help

The first screen you will see after you log into the ABC System is the Home Page (Figure 2).  To the right of the words, “Activity Based Costing,” there are three links and a book icon with a “?” on top of it.

· The first link, “ABC Administration,” allows local timekeepers and other authorized officials to modify the system.  If you have not been granted permission to access this link, you will see a pop up window stating:  “You do not have sufficient privileges to view this page.  Please contact the administrator.” 
Note to Local Timekeepers

Please refer to Appendix 5, Special Instructions for Timekeepers, on how to use the system’s timekeeping function.
· The second link, “User’s Manual,” gives you access to information contained in this document.  You must have Adobe Acrobat installed on your computer to view this document on line.

· The third link, “On Line Evaluation,” allows you to submit on-line comments on the system directly to Headquarters, Department of the Army.

· Clicking on the book icon allows you to access the “ABC On Line Help” screen and links.  You will find answers to the most commonly encountered situations here.  See Section VII, Help Screen, for more information.
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Figure 2.  Home page for the ABC System
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B.  Calendar Function

Under the words,”Activity Based Costing,” you will see a calendar, an AutoPopulate Holidays link (described in Section II, paragraph C), and an information box underneath it.  By clicking on any date on the calendar, you can add, edit, or delete time and activity/leave data for the date selected.  

NOTES

The system always defaults to the current month after you log into it.

A box surrounds the current date.

The system shows the current pay period in a different color.

· Click on any date on the calendar to see the “Daily View,” “Weekly View,” “Time Sheet” and “View Profile” tabs.  Your system automatically displays the Daily View screen for the selected date after you click on the date.  See Figure 3.

· If the month, date, and/or year you are interested in does not appear on the screen, click the arrow on either side of the month and year (◀) or (▶).  The symbol (◀) will move you to a previous month.  The symbol (▶) will move you to a future month.  See Figure 3.

· If the current month does not appear on your screen, click on the current month icon.  By doing so, the system will return you to the current month.  See Figure 3.








Figure 3.  Daily View, Weekly View, Time Sheet, and View Profile screen
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C.  Automatically Adding Holiday Leave

The AutoPopulate Holidays function allows you to automatically add 8.0 hours of holiday leave for every Federal holiday from the day after you access the system to the end of the current calendar year.  

NOTES

· This function will not automatically record holiday leave for Federal holidays on or before the date that you enter the system.  

· Any activity or leave records that you may have entered for a Federal holiday during the period covered by this function will be automatically removed and replaced with 8.0 hours of holiday leave.

· To use this function, click on the AutoPopulate Holidays link underneath the calendar.  See Figure 4.




Figure 4.  Location of AutoPopulate Holidays function link

· After clicking on the link, you will see a pop up window warning you that, if you use this function, you will delete all activity/leave entries you may have entered for a Federal holiday during the period covered.  Click the “OK” button to proceed.  Click the “Cancel” button to stop the function.  See Figure 5.


Figure 5.  Popup Window warning
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· By clicking the OK button, 8.0 hours of holiday leave will be added to the system for each Federal holiday from the day after you access the system to the end of the calendar year.  See Figure 6.





Figure 6.  Holiday leave automatically added for a future holiday

NOTES

· If you are working on an alternate work schedule (e.g., eight nine-hour days, one eight hour day, and one day off) and a Federal holiday falls on one of your nine-hour days, you may edit the Holiday Leave entry to reflect 9.0 hours of annual leave taken.  See Section III, Daily View Screen, paragraph E, Editing Leave.

· If you actually perform work on a Federal holiday, you may add to, edit, and/or delete the Holiday Leave entry automatically entered into the system for a given holiday.  See Section III, Daily View Screen.
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