SPECIAL INSTRUCTIONS FOR TIMEKEEPERS

The current ABC System application “locks” all time, activity, and leave data into the system after four weeks from the current date.  What this means is that end-users cannot alter any data entered four weeks after the current date has passed.  


If for some reason, an end-user needs to correct a record/entry after four weeks, the individual designated as the local timekeeper for the employee can “unlock” the employee’s records so that he/she can make appropriate changes.

NOTES

Timekeepers must be identified by the appropriate CPOC or CPAC Director.

If you are or will be designated as a timekeeper, contact your local data base administrator so that you can be granted the appropriate privileges.

A.  Unlocking Employee Records.  To unlock records, local timekeepers who have been granted user privileges must follow the procedures below:

1.  From the ABC System home page, click the link “ABC Administration.” You will see a new pop up window with the words “Activity Based Costing System – Administration” in the title pane.  You will also see the following message in the window:

Welcome to the ABC Administration page. Please select from the above options.

Please read the Maintenance guidelines before making any changes.
2.  The drop down menu in the upper-right hand corner of this window automatically defaults to the Choose Maintenance option.  Click the drop down menu and select the option, “Unlock Records.”  (Figure 37).
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Figure 37.  Activity Based Costing System –- Administration Page

3.  After you select the Unlock Records option, you will see a new pop up window which allows you to unlock activity/leave records for selected employees during certain times.  (Figure 38).

Figure 38.  Unlock Activity/Leave Records Screen

4.  Click on the Unlock Request link to unlock records.  You will see a new pop up window titled, Unlock Request. (Figure 39).




Figure 39.  Unlock Request Pop Up Window.

5. Type in the User ID of the employee whose records you want to unlock in the User ID field.

6. Click on the calendar.  A pop up window with a calendar will appear.  Select the date from the calendar that you want to unlock.  The date selected will then appear in the Date to Unlock field.  In addition, records for the entire pay period containing the day requested may be unlocked as well.

NOTE

End users have the capability of correcting their own records within four weeks of the current date.  Thus, the unlock records feature will only allow you to enter a date in the Date to Unlock field if it is MORE THAN four weeks after the current date

7. Select the number of days that you want the unlock feature to be active.  The system automatically defaults to 2 days.  If you want the option to remain active for 0-3 days, select the appropriate number of days from the drop down menu next to the word Expires.  The unlock period automatically expires at 12:00 AM (midnight, Eastern Standard Time) or after the requested number of days.

NOTE

If you need further guidance on how to unlock an employee’s records, select the Guidelines option from the drop down menu.

A new browser window will appear, providing more specific guidance.  

8. Click on the UNLOCK button to unlock an employee’s records.  You will be returned to an updated Unlock Activity/Leave Records screen.  The following columns will be updated:  Date to Unlock, Pay Period Unlocked, Unlock Up to, and Unlock Status.  Click on the CANCEL button to discard your entries.  You will be returned to the Unlock Activity/Leave Records screen before you pursued this option.

9. After unlocking an employee’s records, he/she can make corrections to his/her entries.

B. Adding Unlock Permissions.  To add an employee to your list of leave records that you can unlock, simply follows steps A1-5 of this section.  Entering the employee’s User ID in the User ID field identified in step 5 will add the employee’s userid to your list for future reference.  Refer back to Figure 38.

C.  Deleting Unlock Permissions.  To delete one or more employees or employees’ records from your User ID list, follow the procedures below.

1. Click on the empty boxes in the same row as the User IDs of employees to whom you no longer want to give access.

2. Click on the Delete function (signified by the “X” symbol).

3. You will see a new pop up window stating:

Are you sure you want to permanently delete the selected records

4. Click on the OK button if you want to delete the selected records.  Your Unlock Activity/Records screen will be updated.  Click on the CANCEL button if you want to retain the selected records.  You will return to the same Unlock Activity/Records screen that you saw before choosing this option.  See Figure 40. 

5.  If you want to delete all records on your Unlock Activity/Records screen, click on the “Select All” box.  Follow steps B(2 – 4) above.


Figure 40.  Deleting Employee Records
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