Time & Attendance Transaction Request Form Instructions

[image: ]
[image: ]

1. Agency Code - Enter five digit Agency Code
2. Agency Name - Enter Agency Name or Acronym
3. Employee Name - Enter Last Name, First Name, Middle Initial, and/or Suffix (i.e. Smith, John A Jr.)
4. Last 4 Numbers of SSN - Enter last four digits of the employee’s SSN
5. Effective Date - Enter the Effective Date of the request – this must be the first day of the pay period in most cases.  The only exception may be when the request is being completed for a new LATS account.
6. Enter the physical work location of the employee (i.e. Building 5 State Campus Albany, NY)
7. Enter the employee’s work email address.  If the work email address is not avaialbe yet, enter the format used by your agency for the work email address (i.e. first name.last name@ogs.ny.gov)
8. Veteran Status - Select Veteran or Non Vet from the drop down box.  If selecting Veteran, please provide a copy of the DD214
9. Former Reservist - Select Yes or No from the drop down box.  If clicking Yes, please provide a copy of the DD214
10. Supervisor Name - Enter full name (Last Name Suffix, First Name Middle Initial - i.e. Smith Jr., John A) of the LATS Supervisor
11. Timesheet Cycle - Select Administration or Institution from the drop down box.  In the case of an hourly employee the timesheet cycle may be different than the employee’s Pay Cycle.  Please be sure to select the Timesheet cycle the employee should be on.
12. Hours Per Day – Select 7.5 or 8.0 from the drop down box to indicate the employee’s set hours per day.  If this is a change in their hours per day, please indicate this in the Remarks section.
13. Overtime Eligible - Select Yes or No from the drop down box.  Certain features in LATS are affected by the employee’s overtime eligibility.
14. T&A Eligible – Select one of the following from the drop down box:
· No – No: This indicates the employee is not Time and Attendance eligible at this time.  This does not stop them from earning Time and Attendance eligibility if they meet the qualifications in the future.
· Yes – Annual: Annual Salaried employees are automatically Time and Attendance eligible.
· Yes – Hourly Anticipated Eligibility: Hourly employees can be granted Time and Attendance eligibility if they are expected to work at least 50% or more for 19 or more consecutive pay periods.
15. State Service Information - Select one of the following from the drop down box:
· Current State Employee/Transfer from another state agency: Select this if the employee is currently working for any State agency (including SUNY, State Assembly, Unified Court System, Thruway Authority etc.) to indicate that the employee is currently employed by NYS.
· N/A (Current Agency Employee): Select this is the form is being completed for an employee that is currently employed at your agency. 
· New State Employee: Select this if the employee is new to State service or has a more than one year break in State service (i.e. they left State service in 1996 and are being rehired in 2015).
· Preferred List/Reemployment Roster: Select this if the employee is being appointed off a preferred list or reemployment roster.
· Rehire Pending Commission Reinstatement: Select this if a Civil Service Commission Reinstatement is being requested for the employee.
· Rehire Previous Service Less Than 1 Year: Select this if the employee is being rehired after a less than one year break in State service (i.e. they left State service in July 2014 and are being rehired in January 2015).
16. Former State Agency – Enter the Agency Code and Agency Name of the last State agency where the employee was employed
17. Pass Days – Indicate what pass days the employee will have
18. Alternate Work Schedule (AWS) - AWS can be used as a function in LATS or AWS can indicate a set schedule that is outside of the normal ten day work week (7.50 hours or 8.00 hours a day).  Select one of the following:
· Function (As allowed with supervisor approval): Select if the employee needs to have the ability to work their 37.50 or 40.00 hours over the work week instead of a set 7.50 or 8.00 hour day.
· Schedule (Formal Approved Schedule Ex: 9/10 days, Longer M-Th leave early Fridays): Select if the employee is working a set schedule (i.e. working 9 out of 10 days).
· Allow Bi Weekly Totals (check for yes): This option can only be selected for Overtime Ineligible employees, if the employee needs to have the ability to work their 37.50 or 40.00 hours over the two week pay period instead of a set 7.50 or 8.00 hour day.
· [bookmark: _GoBack]Multiple Requests: If there are multiple requests, the BSC Ingestion Spreadsheet can be used instead of completing individual forms for each employee.

19. Rotation Schedule – If the employee is on a set rotation that needs to be entered in LATS and indicated on their timesheet, complete the following sections:
· Start Time: Enter the start time of their shift including the AM/PM
· End Time: Enter the end time of their shift including the AM/PM
· Lunch Required: Select Yes or No from the drop down box
20. Clock User – Select one of the following from the drop down box:
· No: Select this if the employee will not be a clock user and will be able to enter their own information on their LATS timesheet.
· Yes – Hard Clock: Select this if the employee will be swiping a clock to enter their times into LATS.
· Yes – Soft Clock: Select this if the employee will be logging into LATS and punching in through the soft clock function in LATS to enter their times.
21. Clock User ID Card Number: If the employee is going to be a Hard Clock User, their number off the back of their NYS ID will need to be provided for them to be able to swipe a clock.
22. TDS Tab Required – Select Yes if the employee needs to have the TDS tab enabled on the LATS timesheet.  Select No if they do not need to have the TDS tab enabled on the LATS timesheet.
23. TDS Type – Select one of the following from the drop down box:
· By Day: Select this if the employee needs to address TDS tasks on the TDS tab on a daily basis.
· By Percent: Select this if the employee needs address TDS tasks on the TDS tab based on a  percentage of the time worked for the entire pay period.
24. TDS Liaison – Enter the name of the person the employee would contact to find out what TDS tasks they should have on their TDS tab.
25. Employee needs a Delegate - Select this box when the employee needs to be assigned to a Delegate who will review their timesheets and certify their accuracy prior to the Supervisor approving the timesheet.
Who will be the Delegate for the employee? - Enter the full name (Last Name Suffix, First Name Middle Initial - i.e. Smith Jr., John A) of the Delegate assigned to the employee.
26. Employee will be a Delegate - Select this box when the employee will be acting as the Delegate for a supervisor.
Will be a Delegate for – Enter the full name (Last Name Suffix, First Name Middle Initial - i.e. Smith Jr., John A) of the Supervisor the employee will be the Delegate for, the employee will then be assigned as the Delegate to all the employees for that Supervisor.
Multiple Supervisors: If there are multiple supervisors the employee will be a Delegate for, the BSC Ingestion Spreadsheet can be used instead of completing individual forms for each Supervisor.
27. Employee needs a Timekeeper - Select this box when the employee needs to be assigned to a Timekeeper who will complete and submit the timesheets on behalf of the employee.
Who will be the Timekeeper for the employee? - Enter the full name (Last Name Suffix, First Name Middle Initial - i.e. Smith Jr., John A) of the Timekeeper assigned to the employee.
28. Employee will be a Timekeeper - Select this box when the employee will be acting as the Timekeeper for an employee.
Will be a Timekeeper for – Enter the full name (Last Name Suffix, First Name Middle Initial - i.e. Smith Jr., John A) of the employee this employee will be assigned to as the Timekeeper.
Multiple Employees: If there are multiple employees the employee will be assigned to as a Timekeeper, the BSC Ingestion Spreadsheet can be used instead of completing individual forms for each employee.
29. Other LATS Roles Required – Select from one of the following:
· Personnel View: This gives the employee the ability to view timesheets in LATS.
· Reports Access: This gives the employee the ability to run Canned Reports in LATS.
· Entire Agency: This allows the employee Personnel View and/or Reports Access (based on what was selected) to your entire agency.  If the employee needs access to additional agencies that are hosted by your agency, indicate this in the Remarks.
· Specific Div-Bur-Sec: This allows the employee Personnel View and/or Reports Access (based on what was selected) to a specific Division, Bureau, and/or Section in your agency.  Indicate in the space provided what Division(s), Bureau(s), and/or Section(s).  If indicating specific Bureau(s) and/or Section(s), the applicable Division(s) and/or Bureau(s) will also need to be included.  A Division, Bureau, and Section Code or Name can be used.
30. Remarks – This space should be utilized for any special or additional information that needs to be provided.
31. Approved by – This form should only be completed by employees approved to make these types of request at your agency.  The BSC should have the most updated list of who these employees are, so the BSC can verify that the form is okay to process.  Enter the name here of the approved employee who is completing this form.
32. Date – This should be the date the form is being completed and sent to the BSC.
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