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Preface

Preface

About this Document
Who Should Use This Document

This User's Guide is for RMD Users, Attendance Control Office Personnel, and Managers of
Postal Facilities.

This User's Guide assumes that the reader is familiar with PC usage and computer terminology,
including:

= Powering on a Personal Computer (PC).
= Using a Windows Operating System (OS) (95/98/NT) (2000).
= Logging in to a network (LAN).

= Internet/WWW browsing/navigation via a Windows-based browser (Internet
Explorer/Netscape Navigator).

= An understanding of general PC terminology (i.e. 'PC' is an acronym for 'Personal Computer").

This document contains some language speaking to non-computer related processes such as the
Family and Medical Leave Act, the ELM, Postal document handling, etc. This User's Guide is not
the authority on these items. Each reader/user should have prior training and experience before
using RMD in these capacities. In addition, excerpts from official documents such as the ELM are
subject to change. Please check your official document provider(s) often for any changes.
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Preface

Overview of RMD

The Resource Management Database (RMD) is a tool used to:

Help management record, track, and manage attendance.

Identify attendance problems (evaluate individual pay location attendance trends; detect
absence abuse; avoid vacation conflicts).

Produce reports.

The RMD application maintains and tracks employee data that relates to leave. Specific
information gathered includes:

Family Medical Leave Act (FMLA) absences, hours used, and work hours in the last 26 pay
periods.

Sick Leave/Dependent Care (SLDC) hours used in the leave year.
Number of unscheduled absences in the last 90, 180 and 365 days.
All scheduled and unscheduled leave.

Administrative actions and grievance data related to attendance.

User Interface

The RMD user interface is comprised of multiple Windows that contain:

Text.

Required data entry fields.
List boxes.

Function buttons.

Icons.

Scroll bars.
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Preface

Data Entry Window

Data entry describes generic RMD Windows where data collected is used to update the database.
The View/Enter Leave Window is an example of a Data Entry Window.

Typical input elements on RMD data Windows include:

= List boxes to select data. [Arrow 1]
= Text fields to type in data. [Arrow 2]

= Buttons to select functions. Click in box to select (or deselect) an entry. [Arrow 3]

Wiew/Enber Leawe [Single Day]

Employee: Samouez Jane Absence Record ** Restricted Information =*

Payloc: 140
e l February 2001 March 2000

St | Sum | Wan | Tue 'l.l'-.'HI_'Thul_Fr- Sal | Sun | Mon | Tue |Wed THIEF“
?

Select Hours and
Uitz of Lesws

Hours  Units T W F [ | DENOMT B [ g FF [ [
14> - 0 =
Ejﬂ b =l '11 P2 13 pa ps [iB [0 p [12 13 4 [16 [6
schadule
From _Ta i7 [18 [7 @ [ [z [@3 |17 e [1# [ B |z [
ET:|21:00
QL0100 z4 |25 |6 |27 |28 4 25 |26 |27 |28 |28 |30

2—» =
ETEE..E:J” | n
3—>F’1“' |Procesd_| 1 | b

} “hieculad |UnSchadulsd | sS00 “ Halidey ” o FRALS, I |
AL Holenceddz 62 FhLA Used 0 ZHPF ok Hrs: 199366 90 Deys LIysn

SL Balences0e. 93 FrLA On Filech Last LS Deaesia10 180 Denes LIPS0
SLOC Usad:n 165 Diargs LS00

191 Comenenis

[ M1 Hig
Click an the dale reguired, then click Frooeed 1o anber or edi leese for thal day 471 Histoey Enmy

F
“=FMLA |4

sD0  |[ Holiday |

To scroll a year at a time, click in the scroll bar area. |

To scroll forward or backward a month at a time, click the forward » or back < scroll button.
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Report Window

Preface

A Report Window displays when you click the Print
Window.

(8] &  zom [ =]

icon on any RMD data

United States Pasial Serqace Empliyae s b me Esrplepes 1D Pap Locatian
Absence Analysis Samgquez , Jine 952879152 140
Leave Year 2001 Instructions

Lhaieng the codas balew, and the haurs imabad, gast cumant end prasious gustsis Em:nd: with |emler F whan eisence s ecaded as Family

Wadcal Leswe Acl (FMLA) snd wilh J° when abssncs 1= recorded a2 ysschadelsd an Fom 3501

wamrark. This form may slse be wsed an an ongoing bases. On the reverse of this form, The er@loper’s superason scoeds ot ond anc eee abed
arliong b, v of allesdence, commandaliona, resiicted sk bea, Leatam of Waiming, suspensang, alc. A& nisning 1006 of FRLA Faues s

maay be kel an the reesrse =ide of this fam

Posi addilional quarans § comumslances

Abasit From Schadks: OT EOT Esvargarcy AL EaL” Sk Leaws =R
Ll R g R TR S e Famify Madicsl Lase At I Sk Ledres Teapandean] Cans S0
&rmual Lpave A Holiday Leass = =
Ervusl Lesye i Lisuy of 2 SaL* Lot Freporting L" Mo Tame are ool epanale B
Acmiristratvg Loove O Laave Without Pay LI camgonias, bt ¥ oEnCTon & maoke
Ciontiruaton of Pay [ =] L0 in s ol 52 GUAErTd By M ourpisd aF aalae,
ot L L litary Leass
Pay Pariod Week 1 Week ¥
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5

T ]

Page to Page
navigation buttons.

Navigating RMD Report Windows

Scrolling in Windows

= To scroll up and down, use the vertical scroll bar on the right side of {he Window.

= To scroll side to side, use the scroll bar at the bottom of the Window.

Resource Management Database User Guide, Version 3. 2.22, March 2001

Print Date/Time - 03/27/01 7:31 AM Date last updated - 03/27/01




Moving from Page to Page

= To move to the first page of a report, press | < .
* To move to the last page of a report, press » |.

= To move forward a single page, press » .
= To move back one page, press ¢ .

Printing Reports
To print a report:

1. Click the

2. The Print Window displays.

3. Select the number of copies.

Print |

k|
i
—| icon or Click Print in the Window toolbar.

— Prirter

Hame: I B0

Comment;

Status: Default printer; Feady
Type: HP Lazerlet 4 Plus
where:  MEAGLES GLMDREC_HP4F_SEC_PTR.GLMDREC.GLMD AZ LISPS

j Properties |

[ Frint ko file

— Print range

(oY

[ Eages frar: 1

€ Selection

b |1

— Copiez

Mumber of copies: j <

Ll

(] I Cancel

4. Click OK.

Preface
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Export Window (Saving Report Data)

Saving (Exporting) Report Data

To Save report data, click the - icon in the Window toolbar on any Report
Window. The Export Window displays (see below.)

Use this Window to save data onto your hard drive or a floppy disk

To save report data:

=
1. Click the Save Report j Tl icon on a Report Window.

2. Inthe Save in list, click the folder where you want to save your file. [Arrow 1]

3. Type a file name in the File name box. [Arrow 2]
4. Inthe Save as type list, select Text (*txt) or HTML (*.htm; *.html). [Arrow 3]

5. Click Save. [Arrow 4]

Export

1 —  pSavein Ia Rrnd
_1Data

2 File name: r Save < I

[ s

3 Save astype'» T ek [* bt Cancel |
Page Fange
= Al
™ Page: from: |1 to:
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Inactivity Timer Expired

If RMD detects inactivity for 20 minutes, you will receive a warning that RMD will shut down in 1
minute. You have the option of continuing to work, or keep RMD open, but you must click
Continue Working in order to do so.

INACTIVITY TIMER EXPIRED! |

WARHING: You have exceeded the time limit
for inachivity. Click the button below to
continue working or BMD will shut down in:

Continue ‘Warking

RMD checks for Window changes once every minute when looking for inactivity. This method of
checking for inactivity means that the timer could actually expire when you are physically working
on RMD if the Window checks were done at times that the Window was the same for 19 checks
(fairly unlikely).

Click Continue Working and you will be able to continue working without the system shutting
down. If the RMD system shuts down, any work that has not been submitted for finalization will
be lost.

If you are working in another application (and cannot see RMD on your terminal), you may hear a
rather distinctive “click” sound. Check RMD for the Inactivity Timer Expired Window when you
hear this “click”.

In a perfect world, an authorized user should never leave RMD open when not in use. The RMD
System contains a wealth of “Restricted Information” on the employees of your facility and, as
such, has been declared a sensitive system. All users of RMD must use due diligence in
protecting sensitive personal information in accordance with the Privacy Act.

Repairing Database

If the database in either RMD User Setup or RMD itself becomes corrupt, immediately after login
by any user, RMD will automatically repair the database. A Repairing Database will appear until
this process is complete.

RMD User Setup - Please Wait

Repairing Database

& &
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RMD Main Menu

Chapter 1 - RMD Main Menu

Waelcoma To Resource Managemant Database

—_—
Resey rod Baangement Jnfoloess

Welcome to HML), Lucy Hillson.

Main Menu

Emploves Mensgamen Schaduling & Stefing
[single amployea interiece) Menagement

Tirne & Atendance Flant Dieta Mensgament
[Bogregate intafaca) [unevedable)

FiD FreelUERyY R Beszaging
(reve lets eodrescian) Svstam

Login &t L0071 43T 14FM Log Cut & Exxt |
Currerd Time 2N0/01 471:24P [giou e Shu Do

| ChackMessages |

The RMD Main Menu offers the following functions to aid you in performing the tasks associated
with your role and responsibilities:

Use this function... on  To perform these tasks ...
page
Employee Management 38 Enter leave data and generate or review reports for a single
employee.

Scheduling and Staffing 127 View and edit data for multiple employees; print schedules for all
employees in a pay location range; determine how many employees
will report to work at a specific time; generate the data that displays
in the Call-In Log.

Time and Attendance 137 View various aggregate leave reports, work-hour reports, FMLA
message reports; import data.

Plant Data Management 173  (currently not available)

RMD FreeQUERY 174  Generate any of numerous canned reports listing such items as
FMLA re-certifications, employees without unscheduled absences,
or a list of outstanding messages, by applicable name.

RMD Messaging System 190 Receive System Generated Messages; send a broadcast message
to all RMD users, or send a message to a particular user.

Log Out & Exit 12 Log out of the RMD application.
Log Out & Shut Down 12 Log out of the RMD application and shut down the PC.
Check Messages 12 Check messages sent to you via the RMD User Generated

Messages or check system generated messages.
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RMD Main Menu

Although they are not listed on the RMD Main Menu, RMD also contains
two other functions that are essential to the success of the software and
the attendance control process:

Use this function... On  To perform these tasks ...
page
RMD User Set Up Utility 18 Maintain RMD User information. Add, update, delete and restrict
RMD application access. Set message generation thresholds and
update time parameters used to notify and remind specified users
of outstanding tasks.

Employee Information a7 Create and maintain employee personnel information, including
Administrator adding new employees and updating base, current and next week
schedules.

Note: When you click upon a function on the RMD Main Menu, it may appear that the
system is not responding. As long as the Current Time clock has stopped counting the
seconds, the system is responding; it is activating the function that you clicked on.

Login et I'1I'II'I'I14'I11 Egﬂu‘lﬂﬁl |
-.'|F'|-..'

|'1|]|'[|I uu Log Oul & Shit Doren |

Cumrert Tme

Using RMD
Starting RMD

To start RMD from your workstation:

£} USER SETUP

1. Click the Start button.
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RMD Main Menu

2. Go to the “National” option.
3. Select RMD - Click RMD.

This starts the application and displays the Loading Window to indicate that the
RMD User Setup - Pleaze Wait

Loading._.

& C

application is starting. —»

Message Escalation

The first user to login on any given day will see the following Window immediately
following the “Loading...” Window. The system is escalating messages that have
reached the Business Threshold for escalation to the next management level.

RMD 2000 - Pleaze Wait

Escalating Messages

& &

— — "

The first user to activate the RMD system after 00:00:01 on Saturdays will see a number
of Windows related to the schedule download (further explained in Chapter 4, Scheduling

and Staffing).

When the application has completed loading, escalating messages and/or downloading
the schedules, the RMD Login Window displays. Users cannot begin the actual login

process until the Login Window appears.
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RMD Main Menu

Logging In

BMD Logn

F, UNITED STATES
POSTAL .SERVICE ;3] Rem::MlQnm

Thiz iz an .5, Govermment Computer Sestem and iz intended for official uze only, Unauthonized access iz
prahibited. All uzer activiies are subject to monitonng in accordance with the United States Postal Service's policies
to enzure compliance with Government regulations: and arganizational policy. Copies of the Postal Service's policies
on uze of poztal computers communications systems may be obtained from the syztem adminiztrator or friom the
Fostal Service's webszite, w0 HAVE MO E=PECTATIONS OF PRIVACY USING THIS SvSTEM. Authorized
emplovess have the right to examine active and stored email files within all spstems. Others may inadwvertently view
wour meszages. |gers are responzible for the images they cause to be dizplayed on, and the contents of, meszages
tranzmitted over Poztal Service Communicationz Seztems. All communications are to follow the proper buziness
etiguette, avoid inzensitive, hostile or offensive subjectz and language that would violate official postal Service
palicies and requlationz. The unauthonized release or uze of organizational infarmation iz probibited. Non-compliance
with any of theze conditions iz grounds for dizciplinany action up to and including remowval or temination az well az
crminal prozecution. Report ingtances of suspected mizuze to pour supervizor or syztem adminiztrator.

[Enter User Hame: | | admir1
|Enter Fazsword: | |
Cancel | Change Pazswaord | Ladin

At the RMD Login Window:

1. Type your assigned user name.
2. Tab to the password box.

3. Type your password.

4. Click Login.

Note: User names and passwords are case sensitive.

If you type your user name incorrectly, you will see the following error message.

D 2000 |

& Izer name does nok exist

You will need to click OK and retype your user name.

If you type your password incorrectly, you will see the following error message.
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RMD Main Menu

RMD 2000 =l

& Your password is not valid

You will need to click OK and retype your user name.

If you enter the wrong user name and/or password or any combination of them three
consecutive times, you will receive the following Login error message.

RMD 2000 =

Your account has been locked
Pleaze zee your BMD Adriniztratar

You will not be able to use RMD until the RMD Administrator unlocks your account.

Note: To avoid being locked out of RMD, click Cancel if you receive the error message
on the second attempt to login. Start the entire Login process over. Your user name and
password are case sensitive, so you must type it in the exact format in which it is
assigned.

Logging Out

Click Log Out & Exit to return to the computer desktop, or
Click Log Out & Shut Down to exit RMD and shut down your computer.

Checking Messages

Click Check Messages to check messages sent via the RMD User Generated Messages
or System Generated Messages. (More detailed information can be found in Chapter 8.)

Changing the Login Password

To change your password:

Start RMD from your workstation:

1. Click the Start button.
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RMD Main Menu

2. Go to the “National” option.

3. Select RMD - Click RMD.

This starts the application and displays the Loading Window. The first user to login on
any given day will also see the Escalating Messages Window. The first user to activate
the RMD system after 00:00:01 on Saturdays will see a number of Windows related to
the schedule download. When the application has completed loading, escalating
messages and/or downloading the schedules, the RMD Login Window displays. Users
cannot begin the actual login process until the Login Window appears.

At the RMD Login Window:

1. Type your assigned user name.

2. Tab to the password box.

3. Type your password.

4. Click Change Password in the RMD Login Window.

5. The RMD - Change Password Utility Window displays.

RMD - Change Password Utility |

Enter new password: |“““

Confirm new password: |mm

Cancel | Subrmit

6. Enter the new password. (Reminder: passwords are case sensitive)

7. Tabtothe “Confirm new password” entry box.

8. Type the new password exactly the same as you did in the “Enter new password” entry
box.

9. Click Submit.

10. Password Successfully Changed window appears.
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RMD Main Menu

D200 |

@ Paszword Successfully Changed

11. Click OK to continue Login process.

12. If messages are waiting for user review, the RMD Messaging Window displays (detailed
information on dealing with Messaging Windows in Chapter 8). Otherwise, the RMD Main
Menu displays.

Note: RMD requires that all users change passwords every thirty (30) days. When a
user attempts to login with a password that is thirty days (or more) old, RMD will prompt
the user to change the password. Follow the steps below to accomplish this system-
forced password change.

1. Click OK to your password has expired message.

RMD 2000 =

- 3
1 r'our password has expired
Fleaze enter a new paszword

2. The RMD - Change Password Utility window appears.
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RMD Main Menu

RMD - Change Password Utility !

Your password has expired!
Flease enter a new password.

Enter new password: ||
Confirm new pazssword: I

Cancel | bt

3. Enter the new password. (Reminder: passwords are case sensitive)
4. Tab to the “Confirm new password” entry box.

5. Type the new password exactly the same as you did in the “Enter new password”
entry box.

6. Click Submit.

7. Password Successfully Changed window appears.

RMD 2000 =l

@ Pazzword Successfully Changed

8. Click OK to continue Login process.

9. If messages are waiting for user review, the RMD Messaging Window displays
(detailed information on dealing with Messaging Windows in Chapter 8). Otherwise,
the RMD Main Menu displays.

Resource Management Database User Guide, Version 3. 2.22, March 2001

Print Date/Time - 03/27/01 6:30 AM Date last updated - 03/27/01

15



Help Desk

RMD Main Menu

Should you experience problems using RMD, follow these steps to contact the Customer
Support Services for assistance:

1
2
3.
4

Dial 1-800-USPS-HEL(p) / (1-800 877-7435); then press
Option 3 (AOI -Post Office Support); then press
Option 5 (Human Resources Applications Support Services); then press

Option 1 (Resource Management Database (RMD)).

Support services for this application are available 24 hours a day / 7 days a week.
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RMD Web Page

RMD has it's own web page. It can be found by typing http://rmdweb.usps.gov in the
location box on your web server.

¥ Welcome bo Indegraied llesoece Manapement - Hetscape

Fis Ect Yiem Go Commncsio Heo

v s 3 4 2 £ o |
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—

of Bockmaks M Locsbon |Fit: /vt usge. 0o =]
5 us Pocsl Siter [ Intenst ) Lookup O MewdCool

LUNTED STATES
PLISTAL SERWILE .

Welcome to the
Integrated Resource Management Intranet

n parnership with Operabions, Human Resources has nationaly Eunched Integrated
Resourcs Management [IBR). IRM foceses on effective management of inscheclded
Technalogy absances through leadership raimng et SUppoms SUpenrIS oy and ermplosses
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From the RMD Web Site, some of the items you can access are:
* The RMD User’s Guide

e Frequently Asked Questions

e Training Information

e Policy Application Information

» Site Implementation Checklists
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RMD User Setup Utility

Chapter 2 - RMD User Setup Utility

The RMD User Setup utility allows the system administrator to:
* Manage user access to RMD data and functions.

« Establish business thresholds (including time parameters used to notify and remind specified
users of outstanding tasks).

« Perform external downloads, i.e. the PSDS/TACS data and schedule and leave balance
information from various mainframe files.

Starting RMD User Setup Utility

To start RMD User Setup from your workstation:

1. Click the Start button.

2. Go to the “National” option.
3. Select RMD — Click RMD User Setup.

This starts the application and displays the Loading Window.

Resource Management Database User Guide, Version 3.2.22, March 2001

Print Date/Time - 03/27/01 6:46 AM Date last updated - 03/27/01

18



RMD User Setup Utility

RMD User Setup - Pleaze Wait

Loading...

D &

The RMD 2000 User Setup Window will display.

RMD 2000 User Setup

F’ UNITED STATES
FOST.dL SERVICE (@ Resource Hanctgemm

Thiz iz an 1.5, Government Camputer Spztern and iz intended for afficial use only. Unaotharized access iz
prohibited. All uzer activities are subject to monitaning in accordance with the United States Postal Service's policies
to ensure compliance with Government regulations and organizational policy. Copies of the Postal Service's policies
an uge of postal computers communications systems may be obtained fram the zpstem adminiztratar ar from the
Poztal Service's website. w0 HAVE MO EXPECTATIONS OF PRIVALCY USING THIS SvSTEM. Authorized
employeez have the nght to examine active and stored email files within all spstems. Others may inadwvertently view
wour meszages. Users are respongible for the images they cause to be dizplaved on, and the contentz of, messages
transmitted over Postal Service Communications Syetemz, All communications are to follow the proper buziness
etiquette, avoid insenzitive, hostile or affensive subjects and language that would winlate official postal Service
policies and regulations. The unauthorized release or uze of organizational information iF prohibited. Hon-compliance
with ary of theze conditions iz grounds for dizciplinany achion up to and including remowval or termination az well as
criminal prozecution. Report ingtances of suspected misuze bo vou supervisor or system administrator.

|JzerM ame: Iadmin‘l
Paszward: I’“““““‘

Cancel | Change Pazswaord | Login

4.

Type your assigned user name.
Tab to the password box.
Type your password. Reminder: user names and passwords are case sensitive.

Click Login.

Changing the RMD User Setup Login Password

To change your password:

Start RMD User Setup from your workstation.

1

2

. Click the Start button.

. Go to the “National” option.
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3.

RMD User Setup Utility

Select RMD — Click RMD User Setup.

This starts the application and displays the Loading Window. The RMD 2000 User Setup Window
displays.

At the User Setup Window:

1.

2.

10. Password Successfully Changed window displays.

Type your assigned user name.
Tab to the password box.

Type your password.
Click Change Password in the RMD Login Window.

The RMD — Change Password Utility Window displays.

RMD - Change Paszsword Utility |

Enter new password: |

Confirm new password: |

Cancel | Subrnit

Enter the new password. (Reminder: passwords are case sensitive)
Tab to the “Confirm new password” entry box.
Type the new password exactly the same as you did in the “Enter new password” entry box.

Click Submit.

RMD 2000 =l

@ Pazzword Successfully Changed
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RMD User Setup Utility

11. Click OK to finish the Login process.

Note: RMD User Setup requires that all users change passwords every thirty (30) days. When
a user attempts to login with a password that is thirty days (or more) old, RMD will prompt the user
to change the password. Follow the steps below to accomplish this system-forced password
change.

1. Click OK to your password has expired message.

RMD 2000 =

- 3
1 rour paszword has expired
Fleaze enter a new paszword

2. The RMD - Change Password Utility window appears.

RMD - Change Password Utility !

Your password has expired!
Flease enter a new password.

Enter new password: ;|
Confirm new pazsword: I

Cancel | bt

3. Enter the new password. (Reminder: passwords are case sensitive)
4. Tab to the “Confirm new password” entry box.
5. Type the new password exactly the same as you did in the “Enter new password” entry box.

6. Click Submit.
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RMD User Setup Utility

7. Password Successfully Changed window appears.

RMD 2000 =l

@ Pazzword Successfully Changed

8. Click OK to continue Login process.

9. If messages are waiting for user review, the RMD Messaging Window displays (detailed

information on dealing with Messaging Windows in Chapter 8). Otherwise, the RMD Main
Menu displays.

Importing Information from Mainframe Files

When the Site Administrator logs into the RMD User Setup Utility, an import data message may
display. This is the opportunity to import PSDS/TACS, schedule, and leave balance information

from external data sources. If there are no files awaiting download, the Select Option Window
displays. (See page 26 for Select Option Window instruction).

If import data files are found, the Site Administrator will see:
RMD Uszer Setup I

Mew update modules found
Wiould you like tarun the Data Impart now?

To Run the Data Import Now:

1. Click Yes.

2. If users are logged in to RMD, a Window reporting that users are logged in will appear at

this time.
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RMD User Setup Utility

Loggedin |

ALCS - aczacs - Jack Willzan
Plant kar - plantm - Lucy Jannson
S00 - sdosdo - Jack Cinnovich

Data import cannot proceed until evenyone
elze has clozed RMD. Some of the above
uzers are still lagged inta BMD. Da pau
wizh to notify therm ta log out now ar
postpone the import until later? [Mote:
They will be forced to log out after abowt
five minukes if they do nat log aut. ]

iMotify Them Mowi]l  Postpone lmport

3. Click Notify Them Now.

Note: The system administrator has the option to postpone the import data process. If the
import is postponed, the New update modules found Window will appear every time the system
administrator logs into the User Setup Utility until the import is done.

The “Maintenance Request Message” will be sent to all users currently logged into RMD.

MAINTEMANCE REQUEST !

WAHRMING: The BMD Adminiztrator iz trying
to start the maintenance process. BMD will
ghut down in 5 minutes if you do not logout.

As users voluntarily log out of RMD, they will drop out of the Window on the Administrator’s
terminal. In the next window, the Plant Manager was the only user who clicked OK on the
Maintenance Request and voluntarily logged out of RMD. The ACS and SDO clicked OK on the
Maintenance Request but continued to remain logged into RMD. The Maintenance Request
Message will reappear on the terminal of users who click OK but continue to work instead of
logging out. The message will reappear every minute during the 5-minute countdown.
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RMD User Setup Utility

loggedin |
Plant manager

voluntarily logged out ALCS - aczacs - Jack Willsu:un_
after Maintenance 500 - edosdo - Jack Cinnovich

Request Window /V

presented. The ACS
and SDO did not. /

Data import cannot proceed untl everyone
elze has closed AMD. Some of the above
uzers are still logged into BkD. Do pou
wizh ba nokify thern ta lag out naw ar
postpone the import until later? [Mate:
They will be forced to log out after about
five minutes if they do nat log out. ]

el N =t e

After 5 minutes, the ACS and SDO were forced out of RMD. If this occurs, anything that the user
who is forced out is working on that has not been submitted will be lost.

The RMD system automatically begins the download of the files. During this time, users cannot

log back into the system. They will receive a message that Maintenance is being done, try again
later.

RMD 2000 =

b aintenance or repair iz in progress on another PC
Pleaze try again later

During the download, the following Windows will appear on the Site Administrator’s terminal. In a
TACS facility, the Window below that says PSDS Import will state TACS Import.
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RMD User Setup Utility

RMD Uszer Setup - Please ‘W ait BRMD Uszer Setup - Please Wait |
Updating Tables PSDS Import 33

Ly & | & L

[]
RMD User Setup - Pleaze Wait | RMD Uszer Setup - Pleaze Wait |

DataKeeper Import 82 Compacting database
— =
RMD User Setup - Pleaze Wait | RMD Uszer Setup - Please ‘W ait |
Zipping database Sending zip file {users may login now)

RMD Uzer Setup |

@ kaintenance completed successiully

At this point, all users will be able to log in to RMD.

Note: The above process will only happen if there are files to be downloaded to the RMD
system. If there are no files to be downloaded the Select Option Window (pictured on the next
page) will appear instead.
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Select Option Window

The Select Option Window presents the Administration Functions of the RMD User Setup Utility.
This functionality allows the Site Administrator to maintain RMD User Information. The
Administration Functions are as follows: (Complete instructions for use of each Administration
Function can be found on the page indicated beside the function listed below.)

— Select Adminiztration Function

= Add User — page 26

" Edit Uszer = Edit User — page 29
™ Delete User » Delete User — page 32
" Lock Uszer » Lock User — page 34
" Unlack User

= Unlock User — page 34

¥ Bl AUl = Business Threshold Option — page 35

¥ Pl e L »  Print Message Flow Chart — page 36

Cancel Okay

Add User

Use the setup wizard to add a new user to RMD.

Access the Select Option Window as described at the beginning of this chapter.

.......................

1. Click the Add User radio button.
2. Click Okay.

3. The RMD New User Setup Wizard — User Information Window will display.
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RMD MHew User Setup Wizard - User Information

— Setup Information

RMD User Setup Utility

First M ame ||

Mo

Last Mame I

55 Mumber I - -

LoginID |

FPaszward |

Yerify Pazsword |

OCC Tite |

Select System Role
' Mail Processing Fole Maming

" Customer Service Bole Maming

[

Cancel | Hext >>

4. Type the setup information. Tab to move through the fields.

5. Reminder: user names and passwords are case sensitive. Be consistent in assigning

them.

6. Click the radio button for the appropriate system from either Mail Process or the Customer

Service naming conventions.

7. Select the appropriate role from the drop-down list (highlight and click).

Select System Role
" Mail Proceszsing Raole Maming

% Custarmer Service Fole Marning

[;. b j

Select System Role
% Mail Processing Fole Maming

" Customer Service Bole Maming

| Flant bar =

N Plant Mar -

MCS0/CS kDO

SCS s00

|r-Plant [n-Flant

15 I 15

Rpt Orly Rpt Only

ACS BACS

Labior hd | Labor -
| |

8. Click Next to assign pay location responsibilities, or Cancel, to exit without saving the data.
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RMD User Setup Utility

RMD MHew User Setup Wizard - User Information

Setup Information

First Marme  |Fred OCC Title  |Plant Manager
Mo [
Lazt Mame  [Flintztone
f+ b ail Proceszing Raole Maming

55 Humb -02- : .
umBEr 302-02-9102 " Customer Service Role Maming
Login D |pebbles

FPazswond |
Yerfy Pazawond [

Select System Role

Flart kagr ﬂ

Cancel Hext >>

Note: When you click Next>>, RMD will alert you if you have failed to complete a field,
improperly completed a field, or attempted to use an invalid social security number with the
following types of alerts. Correct any incorrect entries and click Next>>.

RMD Uszer Setup E3 |RMD Uzer Setup E

& IJzer Mame must be B - 8 characters long & Paszword must be B - 10 characters long

RMD Uszer Setup E

& The 55MHumber dossn't match a walid S5Mumber in the databaze. Pleaze enter a walid
SS5Mumber.

9. Follow the instructions in the top right corner of the Assign Pay Location Responsibilities
Window to assign pay locations to the new user. Be aware that the user will only be able to
access the pay locations that you assign them.
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AMD HNew User Setup Wizard - Azsign Pay Location Hesponsibilities

—Azzign Pay Locs for User: — Instructions —<¢
= Drag appropriate pay locations from the available list
User [Full Name]: |[Flintstone, Fred and drop if the box on the right. Hold down the 'Chl key
: to select multiple pay locz, hold down the "Shift' ke to
User [Login D): IF'Et":"ES zelect a range of pay lacz. Double click ik the bax an
the right to remove individual pay locs. Uze the arows
Swster Fale: IF'Iant i to add or remove all pay locs. Click 'Finish' when done.
Available Pay Locations Aszsigned Pay Location Besponszibilities
100 6] — Rezponzibility Details——
1M 363
13?_? ggg Employee Count: IEI
313 263 FaylLoc Count: IEI
16 383 > |
s 386
321 aaa
223 284
26 391
328 393
aAn 396
333 393
236
333
<< Back | Fimzh |
10. Click Finish.
RMD User Setup |
@ IJzer changes successful
11. The User changes successful window will appear.
12. Click OK.
13. The Select Option Window displays.
14. To exit RMD User Setup, click Cancel.
Edit User

Use the setup wizard to edit a current user in RMD
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RMD User Setup Utility

Access the Select Option Window as described at the beginning of this chapter.

To edit a user:

1. Click the Edit User radio button.

2. Click Okay.

3. Select a user name from the drop-down list. (Highlight and click.)

Edit User Utility

lzerMame  Raole

M arme
[
Cinnotich Lucy = laborl Labor -
Cinnovich Jack % zdozdo s00
Flintztone Fred # pebhles Plant kar
Frezaon Sam = sooard Site Caoard
__|Hillzor Luey = adrnin Adrmir

4. Click Edit to continue, or Cancel to return to the Select Option Window.

Edit User Utility

lzerMame  Raole
bles Flart Magr

M arme
Flintztone Fred =

Cancel EDIT

5. Make the necessary changes to the user information.

Note: The RMD New User Setup Wizard — User Information Window which displays during Edit
User Utility will be completely populated with the current information of the user you are editing.
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RMD MHew User Setup Wizard - User Information

— Setup Information

RMD User Setup Utility

First M ame IFreu:I OCC Title I.-'l'-.ttendance Cantral

Ml

Last Mame IFIintstDne

Select System Role

' Mail Processing Fole Maming

55 Mumb -02-
HMBE! IEH:I2 02-3102 " Customer Service Bole Maming

[ =l

Login D Ipel:ul:ules

FPaszward I”’“"“"‘

Yerify Pazsword |’“““““‘

Cancel | Hext >>

10.

11.

12.

13.

14.

Highlight the field you want to change.
Delete the current information.

Type the new information.

If the user’'s System Role is changing:

Click the radio button for the appropriate system from either Mail Process or the Customer
Service naming conventions.

Select the appropriate role from the drop-down list (highlight and click).

Click Next >> to edit pay location responsibilities.

Click Cancel to return to the Select Option Window without changing existing information.
Follow the instructions in the top right corner of the Assign Pay Location Responsibilities

Window to assign pay locations to the user you are editing. Be aware that the user will only
be able to access the pay locations that you assign them.
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RMD User Setup Utility

AMD HNew User Setup Wizard - Azsign Pay Location Hesponsibilities
—Azzign Pay Locs for User: — Inztructions —<¢
= Drag appropriate pay locations from the available list
User [Full Name]: |Flintstone, Fred and drop if the box on the right. Hold down the 'Chl key
: to select multiple pay locz, hold down the "Shift' ke to
User [Login D): IF'Et":"ES zelect a range of pay lacz. Double click ik the bax an
the right to remove individual pay locs. Uze the arows
Spztem Fole: I.-'f‘-.l:S to add or remove all pay locz Click 'Finizh' when done.
Available Pay Locations Aszsigned Pay Location Besponszibilities
101 T — Rezponzibility Details——
140 366
11 363 : I
22 389 Employee Count: (524
S16 383 FaylLoc Count: IE?
»» 318 386
— 31 388
d23 389
226 391
€< 328 393
— 331 396
333 393
336
338
361
<< Back | Fimzh |
RMD User Setup |

@ Uzer changes successful

15. To save the changes, click Finish.

16. Click OK on the User changes successful window.

17. To exit without saving changes, click Back, then click Cancel.

Note: Again, be aware, that the pay locations you assign to any particular user limits that user
to viewing only the employees located in those pay locations. If new pay locations are added to
your system, you must assign responsibility for them to all of the appropriate users, i.e. the
appropriate ACS, SDO, Labor Relations, FMLA Coordinator, MDO, Site Admin users.

Delete User

Use to delete a user ID and password from the database

Access Select Option Window as described at the beginning of this chapter:
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1. Click Delete User radio button.

2. Click Okay.

3. Select user from drop down list. (Highlight and click.)

Delete User Utility

lzerMame  Raole

M ame
[
Cinnatich Lucy # |abor Labr -
Cinnovich Jack = sdozda 500
Flintztone Fred # pebhles ACS
Frezon Sam = sooord Site Coord
__[Hillzamn Lucy ¥ adrnit Adrmin

4. Click Delete (or Cancel to return to the Select Option Window).

Delete User Utility

lzerMame  Raole

[ ame

Flintztone Fred =

Cancel | DELETE

RMD Uszer Setup |
@ IJzer Deleted

5. Click OK.

6. Click Cancel to return to the Select Option Window.
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Lock User, Unlock User

RMD User Setup Utility

The Lock User and Unlock User functions allow the system administrator to prevent or permit a

specified user access to the RMD system.

The Lock User and Unlock User Windows are similar in appearance and function.

To access Lock User, Unlock User:

Access the Select Option Window as described at the beginning of this chapter:

1. Click Lock User or Unlock User radio button. -

Lock User Utility

I arne Uzetlame  Role
Cinnatich Lucy % laborl Labaor s
Cinnovich Jack ¥ zdosdo 500
Freson Sam zoord Site Coord
Hillzon Lucy & admin Admin
Jannzan Luoy # plantm Plart kar

2. Select user (Highlight and click).

Unlock User

Unlock User Utility

I arne Uzetlame  Fole

[

mdomda WDO |

Unlock !

Samzon Jane ¥

Cancel !

The Lock User Utility Window list contains names of users who are currently able to access
RMD, i.e. currently Unlocked. The use of Lock User Utility will result in the user not being able

to access RMD.

The Unlock User Utility Window list contains names of users who are currently Locked out; i.e.
their access to the system is revoked (usually because of incorrect Login attempts). The use of
Unlock User Utility will result in the user being able to access RMD.

Lock User Utility

[ ame lzerMame  Raole

Cancel | Lock |

Unlock User Utility

[ ame lzerMame  Raole

zdozdo S0

Unlock |

Cinnovich Jack &

Cancel |

3. Click Lock or Unlock. (Click Cancel to return to the Select Option Window.)
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4. Click OK

RMD User Setup Utility

RMD Uszer Setup ! RMD Uszer Setup !

@ Ilzer Locked @ lzer Unlocked

5. Click Cancel to return to the Select Option Window.

Business Threshold Option

This option maintains business threshold parameters for a specified facility.

Maintain and update the time parameters in the Escalation Wait Time box, which notifies
and reminds specified users of outstanding tasks. This feature is for messaging escalation.
When a user fails to act upon a “Take Action” message, RMD escalates the message to the
next higher level of management. The number in the “Escalation Wait Time” field determine
how long it takes before RMD escalates the “Failure to Take Action” message to the next
higher level of management. Detailed explanation of the RMD Messaging System can be
found in Chapter 8.

Maintain and update the time parameters in the Failure to Maintain Regular Attendance
Parameters box, which determines when an employee’s attendance needs review. This
feature is based upon a 90-day period of time. The number in the “Failure to Maintain
Regular Attendance Parameters” field is the number of unscheduled employee absence
occurrences (in any given 90-day period of time) for which an “Attendance Review
Notification” message is automatically sent to the employee’s supervisor (SDO, MDO, Plant
Manager). The supervisor will receive a “Take Action” message for every violation of the
Failure to Maintain Regular Attendance Parameters threshold. Detailed explanation of the
RMD Messaging System can be found in Chapter 8.

Maintain and update the Facility Name to reflect the RMD installation using RMD. This is
used to populate fields on various forms such as the PS 3971.

This option also contains the Facility Unique ID field. This field is populated by the USPS

National IT and used solely by the USPS National IT. It is used by the USPS National IT to
facilitate the functionality of the RMD System. You cannot type in this field and need not
concern yourself with it.

To access Business Threshold Option:

Access the Select Option Window as described at the beginning of this chapter:

@+ Pusiness Fule Optiore

1. Click Business Threshold Option radio button.

2. Enter the values for Escalation Wait Time (in days).
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RMD User Setup Utility

3. Tab.

4. Enter the values for Failure to Maintain Regular Attendance Parameters.

5. Tab.

6. Enter the Facility Name. (The Facility Unique 1D will be completed by the USPS National IT.)
7. Click OK.

8. Click OK.

9. Click Cancel to return to the Select Option Window.

Business Rule Option

E zzalation W ait Time [in days]: |3

Failure ta Maintain Begular Attendance Parameters: |3
RMD Uszer Setup I

Facility Mame: Jusps

Facility Unique |B: 14106 @ Walugs written to Databaze
Cancel Okay |
Facility Unique ID:

This field will be populated by, and used by, the USPS
National IT. Ignore it!

Print Message Flow Chart

Use Print Message Flow Chart to print the flow chart of the RMD messaging system. The chart
will display the occupants of the roles of RMD, the pay locations each occupant has been
assigned responsibility for and both the Task Messaging (data input driven) and the Accountability
Messaging (failure driven) directions of the RMD Messaging System. Detailed explanation of the
RMD Messaging System can be found in Chapter 8.

To access Print Message Flow Chart:

Access the Select Option Window as described at the beginning of this chapter:

& Frint Mezzage Flow Chark

1. Click the Print Message Flow Chart radio button.

2. The Flow Chart Selection Window displays.
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RMD User Setup Utility

Flow Chart Selection

Select appropriate option;

i+ Send Flow Chart Report to the Screers

= Send Flow Chart Fepart ta the Printer

Ok.ay Cancel

3. Click the option to send the Flow Chart Report to the terminal or to send the Flow Chart
Report to the printer. If you choose to send the Flow Chart Report to the terminal, you will
need to maneuver through each page of the report (one for each RMD role). If you choose to

send the Flow Chart Report to a printer, the terminal will briefly flash for each page that it
prints.
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Employee Management

Chapter 3 - Employee Management

Use the Employee Management function to enter employee requested leave, add to or review an
individual employee’s attendance and administrative action history and generate individual
employee reports.

To display the Employee Information Management Window:

Start RMD from your workstation:

B B
%4 USERSETUP

1. Click the Start button.

2. Go to the “National” option.

3. Select RMD - Click RMD.

This starts the application and displays the Loading Window.

The first user to login on any given day will also see the Escalating Messages Window.

The first user to activate the RMD system after 00:00:01 on Saturdays will see a number of
Windows related to the schedule download.

When the application has completed loading, escalating messages and/or downloading the
schedules, the RMD Login Window displays.

Users cannot begin the actual login process until the Login Window appears.
At the RMD Login Window:

1. Type your assigned user name.
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Employee Management

2. Tab to the password box.
3. Type your password.
4. Click Login. Reminder: user names and passwords are case sensitive

5. The RMD Main Menu will appear.

Waelcoma To Resource Managemant Database

ﬁ#g:gww Daralmas
Welcome to HML), Lucy Hillson.
Main Menu
Emploves Mensgamen Schaduling & Stefing
[zingle @mplowea inleriace) Management
Tirme & Atendance Flant Dieta Mensgament
[mogregate infarfaca) [uneredable)
FiD FreelUERyY R Beszaging
(ree st endrschian) Systam
Loqin et 210,01 431 14FM Log Out & Ext |
Cumrerd Time 210,01 4:31: 24 Pré Log Cut & Shis Doen |
| ChackMessages |

6. Click Employee Management.

7. The Employee Information Management Window will appear.
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Employee Information M anagement

Employee Management

UNITED STATES **0actricted Data™ Employee Navigation
F’ POSTAL SERVICE  A\thorized Personnel Cnly | wl
FAST FIND FIND
Employee: 1D: Bid Job ID: Level: Step:
Type: Title: Payl oc: Bid Schedule | Current [pnsted]l Mext Wiesk(3/3/01) I
EOD Date: Semonty Date: T our: Base Schedule
BT oL IL ET
BT | | | |
FUNJL | | | |
MoNgL | | | |
e | | | |
PED]L | | | |
LN | | |
dill | | |
Ewit-Return to Main Menul  View Mode:  Reports I Achions I E;:r‘:ency:
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Employee Management

Overview
Employee Information Management Window

The following information appears on the Employee Information Management Window. This
information is updated during external downloads. It is essential for the functionality of RMD that
the sources of this information be accurate. Work closely with your HR Representatives to ensure
the accuracy of all employee information.

Table 3-1: Employee Information Management Window

Field Description

Employee: Employee name.

ID: Social Security Number.

Bid Job ID: The bid job identification number.

Level: Current grade level.

Step: Current step level.

Type: Full time, Part time flexible, part time regular, casual, temporary.
Title: Job Title.

PayLoc: Current Pay Location.

EOD Date: Entered on Duty Date.

Seniority Date:

Current seniority date within the bargaining craft.

Tour: Normal hours, e.g., Tour 1: 2000-0400, Tour 2: 0400-1630, etc.
Schedules: Bid, Current, Next week.

View Mode: Toggle between actions (enter leave) and reports.

®Telephone Home and Emergency Note; This information is not overridden when
numbers: updated from the HRIS legacy system download; it must be manually

updated using the Employee Information Administration Window (page
47).

Selecting an Employee Name

To perform an employee management task, you must first select an employee name, then select
aview mode.

Note: The RMD database will only present the employees that the user has been assigned
responsibility for. This is determined in the Add User or Edit User of the RMD User Setup.

To select an employee:

Access the RMD Employee Information Management Window as described at the beginning of
this chapter:

1. Use one of the following Employee Navigation options:

Fast Find — steps 9 and 10
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Find — Advanced Find — steps 11 thru 14

Find Social Security Number of Employee — steps 15 thru 18

Employee Mavigation

1. Click the arrow on the Fast Find list box. FAST FIND FIND

2. Select an employee name from the list. (Highlight and click.) The Employee Information
Management Window populates with the selected employee.

Last Mame |First Mame | Payloz = |

A SAM ks

Cinngarnery Fred 33k

Cinngormery Jack 33

Cinngarnery Jane 333

Cinngormery Lucy 34

Cinngarnery Sam Eah

Cinnington Fred 393

Cinnington— Jack o33 LI O R

3. Left click the Find button to display the Advanced Find Window.

Employee Havigation

FAST FIMD

4. Select (highlight and click) the Search By criteria from the drop-down list (i.e. Last Name,
First Name, SSN, OCC Title or License Plate). [Arrow 1]

5. Type your search criteria of one or more characters in the Enter Search String box. [Arrow 2]

6. Select a name from the list that displays by highlighting and double clicking the name. The
Employee Information Management Window populates with the selected employee. [Arrow 3]
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Advanced Find |

Enter Search Criteria

Search By: ILast Mane vI PR
Enter Search String: |cin < | 2

Lazt Mame First Hame  Payloc

Cinngomery

Cinngomeny Jack, 333

Cinngomery Jane <=2 3
Cinngomeny Lucy 3

Cinngomery Sam K1k

Cinninaton Ered g7 X O R

8. Select the name from the drop down (Highlight and click).
9. The social security number displays in the Window.

10. Click Select. The Employee Information Management Window populates with the employee
selected.

11. Clicking the Hide SS Finder button returns you to the Employee Information Management
Window without populating the Employee Information Management Window.
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BRMD 55 Finder BRMD 55 Finder

% D % D
[ [
Resource Management Database Resource Management Database

Highlight
employee name;
55 Murnber RMD returns Marme 55 Murnber

&b, S j» 919-19-9514

social security
number. —

Cinngarmery
Cinngarmery
Cinngarmery
Cinngarmery

Hide 55 Finder

Selecting the View Mode

The Reports and Actions view buttons appear at the bottom of the Employee Information
Management Window. After you select an employee name, you need to select a view mode. The
list of tasks you can perform in that view mode appears at the left of that Window. You can toggle
between the view modes.

To select a view mode:

Access the Employee Information Management Window as described at the beginning of this
chapter.

Select an Employee as described earlier in this chapter.

1. The Actions view mode is the default Window. To go to the Reports view mode, click
Reports.
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Employes Information Managemiesnt

: S Home: 917-555-9182
B’ Ememgency 585187

Employee Management

Base Schedule
BT OL

[BAT ||z1:00

SLIM

21:00

Z1:m0
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. @ & Home: 9175559152
B’ Ememgency 585187

Employee Management

Base Schedule
BT OL

[BAT ||z1:00

SLIM

21:00

Z1:m0
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Employee Information Administrator

Use the Employee Information Administrator (EIA) Window to maintain (i.e., view, create, or
delete) employee specific personnel information and work schedules. The default information in
the Employee Information Administrator (EIA) Window is derived from the mainframe legacy
systems. Actions performed in the Employee Information Administrator Window are intended to
provide immediate access to the employee information. The information will be overwritten
during the next external download with the mainframe systems’ information.

Caution: All of the information, except for the telephone numbers, in the EIA Window is
populated by the external data downloads. If you edit an employee in this mode, you must make
sure that the Human Resources Department has the same information in their mainframe
systems. Your entries will be overwritten during the next external download. Adding employees
or editing employees in the EIA window is intended to give immediate access to the information.
Any information entered through the EIA Window must match exactly the information in the
mainframe systems because it will be repopulated with the mainframe systems’ information during
the next external download. Work closely with your Human Resources Department in order to
minimize any discrepancies between RMD and the mainframe systems.

Employee Information Administrator Window

The EIA Window is accessible from the RMD Main Menu or the Employee Information
Management Window.

Note: Only authorized users can edit employee information. Check with your RMD administrator
if you need to make changes to employee personnel information.

To access the Employee Information Administrator Window:

Access the RMD Main Menu or Employee Information Management Window as described at
the beginning of this chapter:

1. At either the RMD Main Menu Window or the Employee Information Management Window,
hold the Ctrl+A keys down together.

2. The Employee Information Administrator Window will appear.

WARNING: The Employee Information Administrator will default alphabetically to the
first employee in the RMD database. You will need to select an employee
before proceeding.
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Administrative Utilities - Restricted

D Employee Information Employee
i ] d]]l . trat Mavigation
Resource Management Database A‘ misirator 4
Employee: Ak L SAM | FIND
ID: 919-13-9519 Payloc: 368 Status: FTR Ak ~
Start Date: 9/14/36  Sen Date: 7/5/97 FAST FIND
OCC Tite: DATA COMY OFR FIN #395533 ﬁ | * |
LDC: 1500 RSC: OPER: RTE: D/A: 110 PREV NEXT
1= Add Mew
= Home: [930-555-9519 o Employes _I
= . o
& Other: 3 37637 M 1TH ST APT 2364 Sorting
&= Other: @ |Lanford | (DO |[300307065 | Options ]
|Emergen|:5,_l Contact Mame: Fred Flintstone = [555] 551-39339 | Delete I
= Ernployes
Scheduling D ata:
Base Croat Current Croat MNext Weel Croat
Schedule "1l Schedule ——"J| Schedule ——- S ubmit
¥ Exists Edit ¥ Exists Edit ¥ Euists Edit
Cancel

To select an employee in the Employee Information Administrator Window:
1. Use one of the following Employee Navigation options:

Fast Find — steps 2 and 3

Find — Advanced Find — steps 4 thru 7

Prev Next — step 8

Sorting Options — step 9

Employee Havigation

2. Click the arrow on the Fast Find list box. FAST FIND FIND

3. Select an employee name from the list. (Highlight and click.) The Employee Information
Management Window populates with the selected employee.
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Last Mame |First Mame | Paylocz |

b SAM k|

Cinngormery Fred 36

Cinngarnery Jack 333

Cinngormery Jane 33

Cinngarnery Lucy 31

Cinngormery Sam K1k

Cinmington Fred 393

Cirnington~ Jack 3 = O R

Left click the Find button to display the Advanced Find Window.

Employee Y avigation

FAST FIND

Select (highlight and click) the Search By criteria from the drop-down list (i.e. Last Name, First
Name, SSN, OCC Title or License Plate). [Arrow 1]

Type your search criteria of one or more characters in the Enter Search String box. [Arrow 2]

Select a name from the list that displays by highlighting and double clicking the name. The
Employee Information Management Window populates with the selected employee. [Arrow 3]

Advanced Find |

Enter Search Criteria

1
Search By W
Enter Search String: —2

Lazt Mame First Mame  FPaploc

Cinngomeny

Cinngomery Jack 333 3
Cinngomeny Jane 233

Cinngomery Luicy 31

Cinngomeny Sam M

Cinminaton Erad e O R

8. Use the Prev and Next buttons to advance forward or backward by one employee, in the

order in which the employees are sorted.
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R.JL4

PREY NEXT

9. Use the Select Sort Field to change the order in which the employees are displayed. The
Employee Information Administrator Window defaults to an alphabetical listing of employees.
You can sort the employees in the Employee Information Administrator Window only by Last
Name, Social Security Number, Pay Location or Status.

WARNING: If you use the Select Sort Field to change the order in which the employees
are displayed, you will need to use the Find button to select the first
employee in your new sort. The Employee Information Administrator
Window does not populate the Window with the result of the new sort.

I
Select Sort Field: || vl
Last Mame

@ Social Security

= [342E W GRE]|Paploc
L]
_| @ |Lanford S|tSt|£|’IS| (pelninbelarpuie =} -I

The employee navigation options of the Prev and Next buttons, as well as the Select Sort Field,
are only applicable to the Employee Information Administrator Window.

Resource Management Database User Guide, Version 3. 2.22, March 2001
Print Date/Time - 03/27/01 6:50 AM Date last updated - 03/27/01

50



Data Fields

Employee Management

The following table describes the data fields in the EIA Window.

Table 3.2: Employee Information Administrator Window

Data Field
Employee:
ID:
PayLoc:
Status:
Start Date:
Sen Date:
OCC Title:
Fin #:
LDC:

RSC:
OPER:
RTE:

D/A:

®Telephone
numbers:

Address:

Description

Employee name.

Social Security Number.

Current Pay Location.

The bid job identification number.
Date Entered On Duty (EOD).
Seniority Date within the bargaining craft.
Occupation Title.

Finance Number.

Labor Distribution Code.

Rate Schedule Code.

Operation Number.

Route.

Refer to the Designation / Activity Codes table on page 214 for the list of
D/A codes.

Home and Emergency telephone numbers.

Note: This information is not overridden when
updated from the external data. It must be
manually updated in this EIA Window.

Home address.
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Create Employee Personnel Information

To create employee personnel information, perform these steps:

Employee Management

Access the Employee Information Administration Window as described at the beginning of this

chapter.

1. To create a new employee in the RMD database, click the Add New Employee button.

Employee
Mavigation

4
FIND

I.-'l'-.INT vI

FAST FIND

L lld

PREY NEXT

Add Mew T
Employes

Sarting
O ptions _I

Delete
Employes _I

2. Fillin the fields to create a new employee information record. You must complete the
following fields in order to save the record in RMD: Employee (Last Name, First Name, Ml; ID
(Social Security Number); PayLoc; Status; Start Date; Sen Date; OCC Title; and Finance #. If
any of these fields are left blank, when you attempt to Submit the changes, you will be
prompted by the system to complete them. To move from field to field, use the Tab button.

3. Click Submit to enter the new employee in the RMD database.

4. Click OK to return to the Employee Information Administrator Window.

AMD - Resource Management Database

@ Changes have been submitted.

=
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Edit Employee Personnel Information

To edit employee personnel information, perform these steps:

Access the Employee Information Administration Window as described at the beginning of this
chapter.

1. To edit employee information, select an employee as described earlier in this chapter.

2. Edit the fields in the employee information record. You must complete the following fields in
order to save the record in RMD: Employee (Last Name, First Name, MI; ID (Social Security
Number); PayLoc; Status; Start Date; Sen Date; OCC Title; and Finance #. If any of these

fields are left blank, when you attempt to Submit the changes, you will be prompted by the
system to complete them. To move from field to field, use the Tab button.

3. Click Submit to enter the changes in the RMD database.

AMD - Resource Management Database |

@ Changes have been submitted.

4. Click OK to return to the Employee Information Administrator Window.
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Delete Employee Personnel Information

To delete an employee from the RMD database, perform these steps:

Employee Management

Access the Employee Information Administration Window as described at the beginning of this

chapter.

1. To delete an employee’s record from the RMD database, click the Delete Employee button.

The Delete Employee Window will di

splay.

Employee
Mawvigation

#
FIND

I.-‘-‘-.INT vI

FAST FIND

- |

PREY MEXT

Add Mew
Employes

Sarting
Options 41

Delete K
Employes _I

Delete Employe |
Delete Employee

Thiz action will permanently remowve the
zelected emploves. [F unsure, click DOME!

Enter 55 Mumber;

- |

2. Type in the employee’s Social Security Number.

3. Click Proceed. The employee will be permanently removed from the RMD database and the

Employee Information Administrator Window will reappear.

4. To cancel the delete employee process, click Done.
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Manage Employee Schedules

Perform the following tasks from the Scheduling Data area in the Employee Information
Administrator Window to create or update employee schedules:

- Create, edit or view a base schedule.
. Create, edit or view a current week schedule.

. Create, edit or view the next week schedule.

Note: Any employee with a job bid ID in the mainframe systems that does not have a base schedule
assigned to it (Casual’s, TE's, PTF's, EAS’s) will not populate the schedules during the external
downloads. For these employees, you can use the “Long Term Custom” option described at the end
of this section.

To assign a schedule:

Access the Employee Information Administration Window as described at the beginning of this
chapter.

1. Click Create to assign a new Base Schedule, Current Schedule or Next Week Schedule to
the employee.

Scheduling Data:

||_||||-‘|'\-‘_|-w'\.' —

Base Current A/ Mext Week *

Schedule L . 2| Schedule E'Eéte Schedule E'E'a_te Submit
[ Euists e N | PEEle
Cancel

2. The Create schedule window appears

Create Base Schedule: AINT. SAM |

ET oL IL ET

54T
SLIM
FA0IM
TLIE
ED
THU
FEI

& z2ign

— [ Long term Custam
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3. Type in the appropriate times. Tab to maneuver through the boxes.

4. Click Assign to create the schedule, or Cancel to exit without saving the schedule.

Note: To alter an employee’s base schedule for an extended period of time (i.e. a detail assignment),
click the Long Term Custom check box. This prevents the customized base schedule from being
lost when RMD downloads the base scheduled attached to the employee’s bid job ID from the

external data. Long Term Custom is not available under the Current Schedule or the Next Week
Schedule.

To edit a schedule:

Access the Employee Information Administration Window as described at the beginning of this
chapter.

1. Click the Edit button in the Base Schedule, Current Schedule or Next Week Schedule box.

——

E il
Scheduling Data: | Mpies
Base E— Current E— /ﬁlext Wieak ooy
=chedule 58 =chedule ia_& =chedule 'Ea_e Submit
V| Exists V| Exists Edit [V Exists Edit
Cancel

2. The Edit Schedule Window displays.

Edit Base Schedule: AM, SAM |

ET oL IL ET
54T 17:30 1800 ||22:00
SLIM [12:30 ||17:30 ||{18:00 [|22:00
FOM [12:30 ||17:30 [|{18:00 [|22:00
TUE [12:30 ||17:30 [|{18:00 [|22:00
ED 1230 ||17:30 [[{18:00 [|2Z:00
THO |- . . .
FEI

& z2ign

™ Long term Custamn

3. Change the appropriate times. Place cursor in the box, highlight the entry, type the new
times.

4. Click Assign to complete the update, or Cancel to exit without saving the change.
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5. The base schedule will revert to the schedule attached to the employee’s bid job during the
next external download unless you use the long term custom option.
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Actions Mode

To access the RMD Actions Mode options:

Start RMD from your workstation:

B B
%4 USERSETUP

1. Click the Start button.

2. Go to the “National” option.

3. Select RMD - Click RMD.

This starts the application and displays the Loading Window.

The first user to login on any given day will also see the Escalating Messages Window.

The first user to activate the RMD system after 00:00:01 on Saturdays will see a number of
Windows related to the schedule download.

When the application has completed loading, escalating messages and/or downloading the
schedules, the RMD Login Window displays.

Users cannot begin the actual login process until the Login Window appears.
At the RMD Login Window:

1. Type your assigned user name.

2. Tab to the password box.

3. Type your password.
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4. Click Login. Reminder: user names and passwords are case sensitive.
5. The RMD Main Menu will appear.
6. Click Employee Management.
7. The Employee Information Management Window will appear.
8. Use one of the following Employee Navigation options:
Fast Find — steps 9 and 10

Find — Advanced Find — steps 11 thru 14

Employee Havigation

9. Click the arrow on the Fast Find list box. FAST FIND

10. Select an employee name from the list. (Highlight and click.) The Employee Information
Management Window populates with the selected employee.

Last Mame |First Mame | Paylocz |

b SAM k|

Cinngormery Fred 36

Cinngarnery Jack 333

Cinngormery Jane 33

Cinngarnery Lucy 31

Cinngormery Sam K1k

Cinmington Fred 393

Cirnington~ Jack 3 = O R

11. Left click the Fing button to display the Advanced Find Window.

12. Select (highlight and click) the Search By criteria from the drop-down list (i.e. Last Name, First
Name, SSN, OCC Title or License Plate). [Arrow 1]

13. Type your search criteria of one or more characters in the Enter Search String box. [Arrow 2]

14. Select a name from the list that displays by highlighting and double clicking the name. The
Employee Information Management Window populates with the selected employee. [Arrow 3]
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Advanced Find |

Enter Search Criteria

Search Bu: ILast Mame vI 4——1
Enter Search String: 2

Lazt Mame First Hame  Payloc

Cinngomery

Cinngomeny Jack, 333 3
Cinngomery Jane KR

Cinngomeny Lucy 3

Cinngomery Sam K1k

Ciwnieaboe Ered 293 il

15. The Actions view mode is the default Window. To go to the Reports view mode, click
Reports.

Employee Information Management

UNITED STATES **0ectricted Data™ Employee Navigation
F’ POSTAL SERVICE = A\thorized Personnel Only [ -] |
FAST FIND FIND
Employee: &M SaM | ID: 913-13-9519  Bid Job ID: Level: 04 Step: B
Type: FTE  Title: DATA COWY OFR PaylLoc: 362 Bid 5chedule | CamErt [pu:usted]l Nest week(3/3/01) |

EOD Date: 3/14/96  Seniornity Date:3:/14/36 Tour: 2 Base Schedule

BT oL IL ET
Enter Leave |S.-'3.T ||13:3I] |1?:3I] |1B:I]I] |22:l]l]

[FUN |[13:30 [17:30 [18:00 [22:00 I
MON [13:30 [17:30 [18:00 [22:00 |
[TUE |[13:30 [17:30 [18:00 [22:00 |
|
|
|

[WED |[13:30 [17:30 [18:00 [22:00
AL I I
i I I

& Home: 990-555-9519

E mit-Feturn to Main Meru View Mode:  Reparts | Actions | =P Emergency: 5553519

Click the Enter Leave Button to maintain employee leave and absence data or review an
employee’s leave history.
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Table 3-3: Employee Information Management — Actions Options
Use this option... onpage To do this...

Enter Leave 61 Enter one or more days of leave; review an employee’s
leave history.

Enter Leave

Use the Enter Leave option to review leave history, enter leave for a single day or multiple days. If
entering leave for multiple days, all leave must be for the same leave type and for the same
number of hours for each day.

Note: Only authorized users have this capability. Please check with your RMD administrator if
you need to enter employee leave.

Access the Actions mode Window as described at the beginning of this section.
1. Click Enter Leave.

2. The View/Enter Leave Window (Single Day) Window displays.

View/Enber Lesve [Single Dey]

Employes: Samous: Jang Absence Record =~ Restricted Information =%

)
P~
[=]
[y ]

141

} Febuary 2001 [ Merch 2001
Smt | Sun | Maon | Tue mlimul_ﬁ. Sat | Sun | Mon | Tue |'Wed T‘rmIEF-n
2

:Ilri?ﬂﬂﬂiiﬁ?ﬂr

~rint Form 3372 W 11 pz (3 4 |IE 16 |10 1 [z 3 rq 15 |16

17 (e s 20 1 2 |22 1?na1azu|ﬂz?23
=

24 (26 26 |27 |28 24 5 28 |27 23 50

El

[SD0 [ Falidey [ ==FMLA |

Al Halence 314,62 FRLA Lsed 0 ZBFF Wark Hre: 1993 66 90 Days U50
SLBalences0E 93 FrLA On Fileck Last LSS [Deessid 10 180 Dengs LSS0
SLDC Usad:o 365 Dergg LSS0

™ M Higt
Click. on the dale regured, then dick Proceed o enter or edit leese for thal day el tetoey Eniny
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Overview of the View/Enter Leave Window

Click the Enter Leave option on the Employee Information Management Window to display the
View/Enter Leave Window. The default View/Enter Leave Window is the Single Day Entry

Wiew/Enter Lesve [Single Dey]

Employes: Samoue: Jane Absence Record ** Restricted Information =*
140

b
=
=]
]

l Febmary 2001 [ Merch 2001
Sat | Sur | Wan | Tue mlimul_ﬁ. Sat | Sun | Mon | Tus |Wed mIEF-n
2

|

g |9 i @ |5 B 7 (@ @

m oo opE pE op4d ops pe o jin 12 13 |14 s e

LI 1 T 1V ey (R << . S P O 1 - N {4 B -~

33
|z

24 28 26 |27 |28 24 @5 128 |27 @@ 2% |50
k]|
L] L
Yo ocheculad |UnSchaduled | S00 || Halidey ” & FhALA, I
al El:lll:r'n:E' J1d 62 ll!h"l_."-* Llgacd 0 EEFP'J-.-‘::.:I- e 1993, 6E E.IT] Llerys: LIFS:0
SLBalences0E,93 Frls On Filec Last LSS [Deeesida 10 180 Denes LSS0
SbCUseds A 355 Deys /S0

/31 Higl
Click. an the dale regured, then dick Proceed 1o @antér or @dit lesve [arih el teney Eniny

Leave
counters

The leave counters change as the leave entry process is completed. This information is also
updated during the external downloads.

Note: To enter leave for a previous pay period without affecting any leave balances or
generating messages to the Supervisor or FMLA Coordinator click in the 3971 History Entry
check box prior to the leave entry process
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|

]
TETN -r-ico [Lnsenechies N TSN TV
&L Balmncg 314.62 FRiLA | sed O JEEFWork Hre: 199365 40 Dews LI5S0
SL Bslmnca508. 53 FRLA On File: M Lt LIPS [Diees )4 10 100 Dievys LS00
SLDC Usedo 65 Dienys LS00

i chck Fraceed o edler o edil badrae 1oe i) divy

The table below describes the information on the View/Enter Leave Window:

Table 3-4: View/Enter Leave Window Contents

Field
Employee:
PayLoc:
Legend:

Description
Employee name.
Currently assigned pay location.

Color-coded to identify the type of leave (Scheduled, UnScheduled,
SDO, Holiday, *=FMLA) entered for the calendar day.

SL Balance:
AL Balance:
SLDC Used:

FMLA Used:

26PP Work
Hours:

Last U/S
Days:

FMLA On File:

Days U/S:

FMLA SPEC:

Current sick leave hours available to the employee.
Current annual leave hours available to employee.

The number of sick leave dependent care hours used during the
current leave year (can not exceed eighty (80) hours).

The number of FMLA hours used (AL, SL, LWOP) during the current
leave year (can not exceed 12 weeks / 480 hours).

The number of hours worked in the last 26 pay periods.
The number of days since the last unscheduled absence.
Denotes if FMLA certification is currently on file with the FMLA

Coordinator.
The number of unscheduled absences in the last 90,180, 365 days.

The code, frequency and duration of FMLA certification currently on file

for the employee.
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View/Enter Leave (Single Day) Window to an unauthorized user

Wiew/Enter Lesve [Single Dey]

Employes: Samoue: Jane Absence Record ** Restricted Information =*

b
=
=]
]

1 ' Febary 2007 ﬂ Mearch 2001
.

St | S | Weo Tua'u'-HIiThul_Fri Sat | Sun | Mon | Tus |Wed TmEFﬂ
2 1

O L T O A i @ |5 B 7 (@ @
~Tint Foem 3372

m oo opE pE op4d ops pe o jin 12 13 |14 s e

1w ope ns @2 @21 @R ORY OpF e pe o Ro @22 g

24 (26 6 |27 |28 24 5 28 27 S8 |23 |30

El

[ el

AL Halence 314 62 FMUA Lised 0 2P Wy Fee: 139366 00 Days U150

SLBalences0E,93 Frls On Filec Last LSS [Deeesida 10 180 Denes LSS0
SLOC Usad:0 365 Doy L1520

I 3871 Hixloey Eniry

A user who is not authorized to enter leave will not have a proceed button on the View/Enter
Leave Window. The user can change views, print a Form 3972 and view the employee’s
attendance history and leave counter information.
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Click Change View to display a 12-month View Leave Employee Absence Record Window

Employee Management

Employea: Samque:

AN

Employee I0: 962-52-9102

Fayloc:

Frint Forn 3872

Absence Record 2001
140
Janueny Februsmny: hedanch Agiil
TuesfeTh Fri [SatSurdorTusyed e Fri [SsiSurdorTusy'eding Fr Tums'acTh. Fri
1 4 5 1 2 1 2 1 23 45 E
11712 |13 4 5 6 7 289 |3 4866 782845 B9 1006 1213
18 13 [I'I!'||1 120214 15816 13 71 1213 14 15 16 |14 15 16 17 18 19 20
1T 222 (1T 28 e g B W . e
Pt B, S L T e e e ] 23
an
Juna duly
St Tuey e e B [SeSurdorTuevedThe Fni
1 2 3 4 | 123456
ETBAoNE3E&EETHE TSI WINIIZIZ
IZIZMEISIEIFIE (3 (010 02 13 V4 15 [14 15 16 17 18 13 20 |11 12 13 14 15 16 17
BN RANZT|GITIEIT N 322 R MAIEHIT|IB1920 2 22 334
26 3T 2 1\ 3 N M EIEITAENA (383303 26 2% T 22 303
=
Sepember COcinger Hovamiber Decarmbsr
LT, Fri uevedhe Fn [SstSurdorTuev'edihe Fn = ues'ecTha, Fri
12 2456E6T7 1T 2 3 465 12 |0 2 24567

minizizg
15 1& 17 18 13 30 21
DAEENTA

BT B 30Nz
12 18 1% 16 17 18 13
DN ZHAMNSXE
@I A N

1456783
1001 1213 14 15 16
L [ AR B 1 e e e x|
B XS EDA

3 Iz 1z 04

IS 1& IF 18 19 20 21
DHNEXENA
03

1

To enter leave, click Change View to return to the Viey/Enter Leave Window.

To scroll a year at a time, click in the Scroll Bar area.
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Enter Single-Day Leave
Access the Actions Mode Window as described at the beginning of this section.
1. Click Enter Leave.

2. The View/Enter Leave (Single Day) Window displays.

Wiew/Enter Lesve [Single Dey]

Employes: Samoue: Jane Absence Record ** Restricted Information =*

b
=
=]
]

1 ' Febary 2007 ﬂ Mearch 2001
.

St | S | Weo Tua'u'-HIiThul_Fri Sat | Sun | Mon | Tus |Wed TmEFﬂ
2 1

Frocead |
3 4 |3 B 2 5] g i &l 5 |& [ i} <]
nt Form 3372

i .11 hz [z h4 he [s [0 p1 phz ph3 h4a [s pe
ulti-Dieny Enfry

L1 T N 3 B << I I 1 O 1 T {4 N -

24 28 26 |27 |28 24 @5 128 |27 @@ 2% |50
k]|
L] I | [

: Schedulad |UnSchadulsd | S00 || Halidey ” & FhALA, I I
al El:lll:r'n:E' J1d 62 ll!h"l_."-‘ Llgacd 0 EEFP'J-.-‘::.:I- e 1993, 6E E.IT] Llerys: LIFS:0
SLBalences0E,93 Frls On Filec Last LSS [Deeesida 10 180 Denes LSS0
SLOC Usad:0 365 Doy L1520

™ 387 Hisx
Click an the date regyred, then click Froceed 1o anber or @di leswve far thal day 3871 Higtoey Eny

/

3. Click the appropriate day of leave on the calendar. The calendar day changes to dark blue
when selected.

4. If you do not select a calendar day, an error message displays reminding you to do so.
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RMD Ermor

Y'ou muzt select a leave day before proceeding.

5. Click Proceed.

Note: Leave is entered on the employee’s service day: According to 432.43 of the EIm, a
service day = a calendar day, 12:01 a.m. to 12 midnight. An employee’s service day depends
on his/her schedule, as follows: If an employee’s work schedule begins at 8:00 p.m. or later,
the employee’s service day is the next calendar day. This means that all work hours (including
any pre-shift work hours) and leave hours are recorded on the next calendar day (the
employee’s service day). If an employee’s work hours begin prior to 8:00 p.m. the service
day is the calendar day on which the schedule begins and all work or leave hours are

recorded on that calendar day.

Scenario 1: A Tour 1 employee calls in on Saturday Feb 10" for a scheduled begin tour of 2100.
The ACS would click Sunday, Feb 11™ as the appropriate day of leave (the employee’s
service day) on the calendar. The PS Form 3971 will populate correctly to reflect that the
employee will not be at work from 2100 Saturday until 0530 on Sunday. See the Tour 1 Employee

Leave Form 3971 that would result from this scenario on the next page.

Scenario 2: A Tour 1 employee completes a 3971 requesting an entire week between his SDOs
off. The appropriate day to start that selection is the day after his SDO even though the SDO
date is the one the employee listed on the from date box on the 3971. Tour 1's service day is
the next calendar day. In this type of scenario, the employee completes the 3971 requesting
February 9™ at 21:00 through February 14™ at 05:30; the SDOs are Thursday February 8"
and Friday February 9" and Thursday February 15" and Friday February 16™ : the entry of
the leave would start on Saturday February 10" and go through Wednesday February 14"
The View/Enter Leave Window on the page after next shows that the ACS clicked Sat, Sun,

Mon,Tues and Wed for this employee’s requested leave.
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3971 for Scenario 1 of Tour 1 Leave Descriptions

Employee called on Saturday February 10", the ACS selected Sunday February 11" as the
appropriate day; the 3971 populated correctly with the employee’s Tour 1 schedule to indicate that
she would not be reporting to work on the night of the 10"
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Wiew/Enber Leave [Mulliple Dey]

Employes: Samoue: Jane Absence Record ** Restricted Information =*
Favloc: 140
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View/Enter Leave Window for Scenario 2 of Tour 1 Leave Descriptions

The employee completed her 3971 requesting a week off from the o through the 4™ pecause
this is a Tour 1 employee, the appropriate dates to choose are indicated above.
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Employee Management

Employes: Samoue: Jane Absence Record ** Restricted Information =*
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6. Enter the leave time. Eight hours is the default. To enter less than eight hours of leave, or up
to 10 hours of leave, use the pull-down menus to click hours and units or use the keyboard

and type the values.

7. Click Proceed.

8. The leave options display under the Scheduled and Unscheduled columns.

9. You are prompted to answer Yes or No to a set of questions. Based on the answers to the
guestions (in addition to available leave balances), the acceptable leave codes for this
particular employee display.

Note: To cancel the procedure, first reply to all questions, then click Cancel.
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mm " r Tr == cwmr m oo - ST o -

fiew/Enler Leave [Single Day]

Employee: Samaus: Jane Absence Record =* Hestricted Informabion ==
PayLoc: 740
= | Febeuary 2001 | March 2001
F_Bu'-.ra Data: |2.r|n.rznu1| Sat | Sun | Man| Tue [wWed| Thu | Fri | Sat | Sun | Man| Tue |Wed| Tha | Fi
1 E 1 E

20

1007

‘ Iz your sbsenca s rasult ol 8 job redated condman? E [T [8 f3 |
R

1] il 4

oo IR o0 ][ o [[oria )

&L Balance 314 .62 FRLA Usad: O SeFF ok Hrs: 1993066 90 Dews LIFS:0

L Balancsrale 93 Fadla Dn Fa Lot LI [Dhaesd 10 1380 Dews LSS0

SLOC Used O S5 Dy LS00

F""”‘" | dem I 3971 Cammerts |

Selact Laee fype and click Updale

10. Enter the employee's response to the following questions:
a. Isyour absence a result of a job-related condition?

If the employee answers "Yes", apply your local standard operating procedure for
reporting job-related injuries.

Note: The FMLA statute may also cover an absence due to a job-related condition.

b. Is this leave FMLA? Further questions may be necessary to determine whether an
absence has the potential for protection under the FMLA statute. It is essential that the
Attendance Control Supervisor gather enough information about the absence to meet the
statutory obligations defined by the law.

FMLA Determination |

Reminder:
Additional questionz may be necessany b determing if emploves's abzence is FMLA.

|z thiz leave FRMLAY
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If the answer is “yes”, follow the prompts on the Window.

If the employee has FMLA certification on file (Indicated by the FMLA Spec Information,
you are given the opportunity to review the FMLA certification history before proceeding.
The FMLA Spec Information only lists one certification; the employee may have multiple
certifications. You may use the Prev and Next buttons to review all FMLA certifications
that the employee has on file in order to facilitate the decision as to which FMLA
certification this absence applies to.

FMLA On File

Whiould you like to review this employee'’s FLA higtary before proceeding?

Emgpl e Willsen , Jack
TR **Restricted Information**
Payloc: 140
Fieousst Date |;-_=I."|I_'..'I,I'| | Bec Pyl r\-:;-' 40 | Feg Usar |1 16507421 ICanditian Coda -_=
:-"-.iTlnn Cimia |EI."|I_'..'I,I'| I :-"-.iTlnn Code]1 | :-"-.iTlnn User |1 16507421 | 'Ftr:r"lr':.-l 5! Fpcert Diea |':-."'||-|."'-|'|
Cose Comments eaded o cane lor wite (olawr g miEar sungeny. Documenialion wewed and venhad =
it From Date]z1 0001 Frequency[3= gy e | Intemmimant Hard Loy Moles Un File
BRI ey Dot (51 0007 Duration: |3 marde l L aaing O
d: Cod Comastion C i
Lagan Achion Codas ddticn Cocles MEST —
1 = Approved 1 = Birth of Son o Dalghter — Submit Chenges
2 =Despproved 2 = Adoption of Foster Cana '# |i‘||
3 = Perding 3 = Health (SonDaughter Spolss Parant)
4 = Sas ot o R
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FMLA Dintn

E | B Willson T

TR **Restricted Information**
Payloc: 140
Fioousst Dals |EI."|I_'..'I,I'| 1 Eea Pl r\-::-' a0 | Feg Usar |1 A16507421 | Candition Coda:[1 |
:-"q.mnn Cimia |E.."|I_'..'I,I'| I :-"q.mnn Code]] | :-"q.mnn User |1 216507421 | .Ftr:r'lr':.-l O Fipcert DCizta |_..'_,.'_
Cose Comments ] weeks of lesve follow filg Birth ol child on 02009707, Documsentalion wewed and vanhad -
n -r'nn' Dt l 110007 -r'anr".r:,-' Intarrnimant D Haard Laopryg Miodes On File E
mpprosed

Mhru Diate r_-.'1|_.'|, i Duration: |4 wa ks [ L Lioing 0

Legend:  Achon Codes Ciomdtion Cocles FREV HEST
1 = Approved 1 = Birth of Son or Daughter Submit Chenges
2 =Dkspproved 2 = Adoption or Foster Care - | -, | o
3 = Perding 3 = Health (SonyDaughter Spourse Farant)

Pl Recands |
4 Sevus G CEE

11. Enter your (the user) response to the following question:
Are you requiring documentation for this absence?

If the answer is yes, the Doc Req check box appears on the Window and Doc Req is typed
into the Form 3971 comments field, and the New Note Window displays. Type the nature of
documentation requested (i.e. sick leave) and reason for requiring documentation.

Do not enter restricted medical information into the RMD system.
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New Note on AINT. SAM |

Emplopee: AINT . SAM I
Employee ID: 313189118 PaylLoc: 140 N ew N Ote
Enter Subject of Entry: IFieascnn far Requiiing Doc on 241442001

Enter all Hotes Here:

| Cancel | Subimit

12. Click the appropriate leave type radio button from the Absence Codes list. The leave type
you select appears on the calendar day selected.

Note: If you are answering yes to “Is this leave FMLA?” on an employee who does not have
FMLA certification on file, the Doc Req is assumed and the New Note Window, is not presented.

Note: The leave requested, in addition to leave balances, determine acceptable leave types.
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Yiew/Enter Leave [Single Day]

Employee: &M SaM Absence Record ** Resiricted Information *#*
Payloc: 368

| February 2001 | March 2001
Leave Date: 2-"'"-"'2["]| Sat | Sun [Man| Tue [Wed| Thu| Fri | Sat|Sun|kaon| Tue |"wed| Thu| Fi

Scheduled §Unscheduled 1 2 1 2

o 11 (12 [13 (14 (5 |16

17 18 [19 (20 |21 |22 |23

24 |25 [26 [2F |28 |23 |30

a1
[
500 || Holiday || #=FMLA |
= 2BPP work Hre:1570.12 90 Days UAS:0
AWOL o =e FMLAONFleN LastU/S [Daps)358 180 Days U450
SLOC Uszed0 365 Daps U451
Cancel ||L||:u:|ate 3971 Comnments: Mot |00 :Mat FMLA:

Select Leave wpe and click Update.

Select leave type, click update, check leave counter for change in hours (partial figure below
shows leave counters after the update has taken effect — note the change in the AL balance on
the employee.)

4 _| [
I ccheduled |UnScheduled | IENIEEEE IEE N

< AL Balancezz. 0z F lzed: 0 ZBPP “work Hre:1570.12 90 Daps 1/5:0
SLEalEnceTes. fo FhLA On File: M Lazt /S [Dape]3ss 180 Daps U450
SLOC Uszed.0 365 Daps 145:1

13. Click Update. The leave type counters update to reflect the leave time just entered.

14. If the employee has an insufficient amount of the leave chosen, a message will appear stating
so and directing you to choose another leave type. You will need to begin the entire enter
leave process over if this happens.

RMD Ermor

Inzufficient SL balancel
Select another leave twpe or fewer hours.,
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Hint: To avoid having to process the entire leave request a second time, note the employee’s
leave balances in the Leave Counters prior to selecting the leave and updating the entry. If
insufficient hours of the leave requested by the employee are available, inform the employee and
request that the employee select another type of leave for this date.

15. Click Yes to display Form 3971 populated with the employee’s data.

Frint  Dang
LIRITED STATES T H i
F Request for or MNotification of Absence
E il i Pl L, Firse, k1] Social Secidibs Ma Dl Siibimitisd R ol Hinir & Preipuissted P Wil
Samgusr Jane L 9Bz-82-9182 02,/10/01 8 f( 05 | 200
rvsialisd om [For PR beaee, shawe Cike, Slals ard ZF Codsd PSS Dy [Fsw Lo 3|00 Code | From Dats o Dusgi | Imit | Hoss
r . ; s o L shl S
Make changes JsPz T a 168 |2a0im | 2eon ool
directly on the T of Call of P Shichlind Paporting Tire || Erngd idsies Ca Be Fasckesd A I redcid] Thiu Dl Hew El
form 3971 i.e. 21107071 55118 Ahd 21:00 | 5175559182 Oreca |za1m |50 o@E|s"
click inthe other 'y, oo of promnce Dcurmentsbon [For CHicl Use Ciilg) Fieresed Sohede For [Date]| Approwed in ddvaros o
Check b_ox and M Areas [ For FEAL & Laava | Carbfic ol ior S sosecd] o m
also indicate on O Carrisr 701 Frdn O Fir COP Lasv (CAT o Fils] O ve: 0 ks alo =
tﬁ_the’ Line’ that\ ' [ LWOF'[See Reversal | For Asvancnd Sick Laava [1221 e Fia] - - ]
is was - - )
Sick [Sia Farewran) it . ’ Bege el
Emergency AL I o 0 h:-rr:i iy Lagwe | Orders Pessasssd] o oo -
Al [ For Conat L [Suiminnans Redisved)
Lk - Ciol Thur
Note: Changes oc E - L] For Higher Lovel (1723 on Fikel = &
d . di ﬂg E O, — T D Spharne Tosining . Teeing . Chuusiling [Mermo on File] Lungh = In En
(Tnatr?is ;:)er?n ére Farmakrs [T bke Frier Flacied Irdcamadion o o7
. Mot BOD Mot LS, Erd
not saved in the = YaCrrls O d ?i?
RMD database Telal Hors oy
i - 00|z
wnider shard sl the arrvsl |eave suthorized inexcess of smourt sesilsbles bo rre dunrg e beses pesr sl be dharged o LW 0P -
Efrpd inpini & Segriihoin ared Diie Srgralr e of Fmaor o chrg Slasrem ared Pl e of S ared Ot Pl i oo 10
(e Toe
0210/ ool
Official Action on Applcaon [Retem copy of signed megues! o smployss) oo ‘a'el
- - 12
O appeesssid, ret FRLA® [ dsooroeed, FLA O Approeved, FRLA Perding S prahure of Supsrvimor red [lsis =
S Fubbcation Diocairriabion Mobea on R o OO ”"'-"
O O o |G o] F
D D n
Ir-lilllrll.ﬁll I PSS T ey D _wm 0 He.‘ﬁ.:le. |'1
minl
PS5 Fani 3971, Febiuy 2001 [Fage |2l 2] WWairh ey T e sFarg of False ind onmslor o P T i reull i & Rire of Pedl e
thar F 1000 or impn=ormend of rot mcss than § pears, o both [ 18 LISE

16. Review or edit the form by clicking the appropriate check boxes.

Caution: Changes made directly to this display are not stored in the RMD database.

17. You can select any of the approved or disapproved check boxes simply by clicking in them
prior to selecting Print. None of the boxes will be automatically checked by the RMD system.

18. Click Print to print to the local printer and exit (at which time you may request more than one
copy to print), or Done to exit Form 3971 and return to the Employee Information Window.
See page 5 for additional information about printing reports.
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Enter Two Different Leave Types for a Single Day
You can enter a maximum of two leave types for a single day:

1. Click the calendar day to enter an additional leave type.

Note: The procedure of adding an additional leave type can only be done in the Single Day
Entry mode.

2. Click Proceed. The Single-Day Window redisplays, showing the option to Add an additional
leave type.

Yiew/Enter Leave [Single Day]

Employee: &M SaM Absence Record ** Restricted Information *#*
Payloc: 368

| February 2001 | March 2001
Sat | Sun | Mon| Tue "ed| Thu| Fn Sat | Sun [ Mon| Tue [*ed| Thu| Fn
1 2 1 2

hange Yiew 3 4 A G 7 o 9 3 4 4] G 7 3 9
Frint Farm 3372

o 11 (12 [13 (14 (5 |16

—_—1
—
-
(%]
s
e
—_—1
(]
pry
o

Lilti-Cran Entry al

E it 17 118 |13 (20 (21 |22 |23 17 |18 (19 (20 |21 |22 |23

24 (25 |26 |27 |28 24 (25 (26 |27 (28 |23 |30
a1

4 N 3
Scheduled |URSchedued)| IIERDNIEEEEN EE T
AL Balance:18.02  FMLA Uszed: 0 2BPP wWork Hre:1570.12 90 Days 1/5:1
SL Balance:123.78 FMLA On File: M Lazt /S [Dayz] 16 180 Daps U451
SLOC Uszed0 366 Daps U452

|Edit dd

A recard far the selected dap existz. Please choose Clear, Edit ar Add.

™ 35971 Histary Entry

3. Click Add.
4. Follow steps 1-13, beginning on page 66, to complete the procedure to enter an additional
leave type.

5. If either one of the leave types is unscheduled, the date box will color code to red
automatically to indicate the unscheduled leave.

6. The calendar day box will have a small green square in the upper right corner to indicate that
there are 2 types of leave entered on the same day.
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Yiew/Enter Leave [Single Day]

Employee: &M SaM Absence Record ** Restricted Information *#*
Payloc: 368
| February 2001 | March 2001
Sat | Sun |Mon| Tue ["'ed| Thu| Fr Sat | Sun |Maon| Tue ["ed| Thu| Fn
1 |2 BE

Proceed

hange Yiew 3 4 A G 7 o 9 3 4 4] G 7 3 9
Frint Farm 3372

o 11 (12 (13 (14 (15 |16
Lilti-Cran Entry

wik

-
(%]
s
e
—_—1
(]
pry
o

24 |25 |26 |27 (28 24 |25 [26 [2F |28 |23 |30

3

Scheduled |URSchedued)| IIERDNIEEEEN EE T
AL Balance:18.02  FMLA Uszed: 0 2BPP wWork Hre:1570.12 90 Days 1/5:1
SL Balance:123.78 FMLA On File: M Lazt /S [Dayz] 16 180 Daps U451
SLOC Uszed0 366 Daps U452

Click. an the date required, then click Proceed to enter or edit leave for that day. [ 3971 History Entry

Note that the Feb 11 entry has now color-coded to red; the second entry was for a late arrival at
work (the first entry was scheduled annual leave). The green box in the corner indicates that
there have been 2 different leaves entered on the same day.
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Display Leave Entry Details

To view the details about a particular date’s entry, click the calendar day and then right click the
leave entry date. The RMD Leave Day View displays, showing you who entered what leave and
when it was entered. It also indicates the employee’s current pay location as well as the pay
location the employee was in at the time of the leave entry.

RMD Lanve Doy View

Leave details for: 2/1 1
Employee: Samguez, Jane
Payloc: 140

On 201001 9:08:27 AM  Jack Willaon entered:

4 hours of al
On 2110/01 9:08:47 AM  Jack Wilison entered:
0.41 hours of wiat

Employee's PFayloc s time of leave eniny: 140

Enter Multi-Day Leave

1. Access the Enter Leave as described on at the beginning of this section.
2. From the default View/Enter Leave (Single Day) Window, click the Multi-Day Entry button.
3. Click OK when prompted to select all appropriate days of leave.

Note: When the multi-day entry button is used to enter historical data, please check that the

appropriate month and days are selected, as RMD will default to show the current and next month
on the calendar when the Window is refreshed.
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g View/Enler Leave [Sindgle Deay]
Employes: Samguaz Jane Absence Record == Restricted Information *=
PayLoc: 140
Februany 2001 " March 2000
St | Sun | Man | Tue 'u'nHIThul Fi | Sat | Sun | Mon | Tue [VWed 'rhu| Fii
2 1 |2
Frocaed
FFF
FrintFoan Ri7e ha |15 s
Select ALL mpproprabe deys of lease,
- S 27 kB[22 [0
| Ferminder. All deys seleced must be the same |lesse bpel

[——

-

S00  |[ Holidsy |[ “=FMLA |

SLDC Usadx

AL Halence 314,62 FRLA Lgad: 0
Sl dalence Sl 93 FMLA Un Filec Y

SHFF ok His: 193366 S0 Dlayes LIS:0
Lot LS [Daapes)d 100 THD Dl LS00
Jb% Dl LS00

FrLA spec:Cand= 3 Frag= 35 degs par mionth Dur= 3 monihs Theo 500000

Lick on e dade redgured, then click Froceed 1o anber or e leeve for thed Sy

™ 3971 Histony Erdny

4. Click each day of leave. The days you click change to dark blue. The days that you select in
Multi-Day Entry do not have to be successive or even within the same week or month. In the
Window above, the employee could be granted leave for every Wednesday for the next 6
weeks, making for six 3-day weekends. In Multi-Day Entry, you would click Feb 14, 21, 28
and Mar 7, 14 and 21 in order to apply the 8 hours of leave on each day at the same time.

Note: If you enter leave that covers 2 pay periods, a message Window will appear “The dates do
not fall within 1 pay period, do you still want to print the 3971?". The answer, of course, should
still be yes; however, you will have to manually insert the check marks under the scheduled or
unscheduled columns before you continue with the printing of the 3971.

5. Click Proceed.

6. Follow steps 1-13 starting on page 66 to enter the leave time.

7. All leave entered in Multi-Day Entry mode must be the same type of leave and the same
number of hours of leave per each day chosen.

Note: You cannot Add more than 1 Leave type in Multi-Day Entry mode.

Resource Management Database User Guide, Version 3. 2.22, March 2001

Print Date/Time - 03/27/01 6:54 AM Date last updated - 03/27/01

81



Employee Management

Change or Delete a Leave Entry

Use the View/Enter Leave Absence Record Window to Clear (delete) or Edit (change) a leave
entry.

1. Access the Enter Leave option and select an employee as described at the beginning of this
section.

Hint: To confirm the amount of leave that you are changing from one type to another, it is
suggested that you do a Display Leave Entry as described above prior to editing the entry.

RMD Lanve Doy View

Leave delails for: 21 1
Employee: Willkon, Sam

Payloc: 366

On 21001 9:35:14 AWM Jack Willson entered:

& hours of al

Employee's PFayloc s time of leave eniny: 366

2. Click the leave entry date you want to change. In this example, the Feb 10" al absence code
will be edited to an absence code of FMLA protected sldc.
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Wiew/Enter Lesve [Single Dey]

Employes: ‘Wilion Sam Absence Record ** Hestricted Information =%

Febary 2007 ﬂ Mearch 2001
St | S | Weo Tua'u'-HIiThul_Fri Sat | Sun | Mon | Tus |Wed TmEFﬂ

[ Frocead
3 4 |3 ] F & q | t 5 |6 I ] <]
~rint Foem 3972 .11 hz [z ph4 hs [hs [0 [ phz ph3 h4a (s ps
ulti-Dieny Enfry

1w ope ne @20 @21 @R ORY OpF e pe o Ro @ @2 gl

El

nESchaduled | || Halidey ” I
Al Enlm:az Fh-‘l_.-‘-*. INETTE ] EEPF' Wk HredE7 .09 EIT] Dy LSS0

SLBalencen FrdLA O Filec Last LSS Doz ST 100 Dens LSS0
SLOC Usad:0 365 Do L1501

El|

chad depyasts. Fleaaseshoose Clear, Edit or Add.

A recard for the 5 I F871 Higdoey Eniry

3. Click Proceed The Clear, Edit and Add buttons appear at the bottom of the Window.

Resource Management Database User Guide, Version 3. 2.22, March 2001

Print Date/Time - 03/27/01 6:54 AM Date last updated - 03/27/01

83



Employee Management

Wiew/Enter Lesve [Single Dey]

Employes: ‘Wilton Sam Absence Record =~ Restricted Information =*
Payloc 366
February 2007 [ March 2001
S | Sun | Mon| Tue [wed| The | Fi | Sat | Sun | Mon | Tws [wed| Tha | Fd
1 2 1 [
| Fraceead :l
3 4 B [ F | [ |3 R [ | |F B E
Pint Form 3372 .11 12 [13 14 h& |16 |id 1 12 13 h4 [i16 pe
ulti-Dieny Enfry

LI 11 T 1V ey (Y < . S P O 1 - T {4 B -~

74 [25 6 [27 [e8 I = A R R I ET
i
| ]
EEERE S0 | oo [P |
AL Balence? FrALA Dsedd 0 PEFP ok B dB7.05 910 Deys UFS0
5L Balence Frils On Filechl  LastlfS (Does): 357 100 Dianes LSS0
SLOC Usadn 65 Dievgs LIJS: 1

e e

[ 3871 Higioey Entry
A necard far ||1L';EL‘L'L‘| day moists. Plaase choose Clear, Edit or Add =71 Histoey Sriry

7
4. Click Edit to change the entry to another type of leave. To change the scheduled leave back
to a workday click the Clear button.

5. Answer the three questions regarding the absence and documentation. Refer to steps 9-11
starting on page 70.

In this example, the leave for February 10Mis being changed to FMLA protected leave because
the employee indicated that the leave may be FMLA or the employer determined that it may be
FMLA leave after the initial entry was completed. If there were no FMLA certification on file, RMD
would send a system-generated message to the FMLA Coordinator as shown below.

FMLA On File

There iz no FRLA on file for this emplovee. Meszage generated to FiLA Coordinator.

6. Click OK. The Leave is FMLA and Doc Required boxes are checked on the Window.
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Wiew/Enber Leawe [Single Day]

Employes: ‘Wilton Sam Absence Record ** Restricted Information =*
PaylLoc:  J6E
e l Febuary 2001 Merch 2001
lLeave Date: [2/10/2001] | Se | Sun | Man | Tue wed| Thu | Fr | Sat | Sun [Mon | Tue |Wed T]wIEFﬂ
b I 1

I L IR T (O A - i 4 & | |7 |8 B

'11 hz [ h4 hs he [0 [ [z (3 h4a (s he

WO LUE 1 - O 1 VI ey I < ¢ S FF A 1 SO - T {1 R -3 B - <

24 |28 @6 |27 |28 24 5 2B [2F |28 |23 |50

1

coP
&l El:lh:r'n:E' 10 IEH_P Llgad 0 EEI"F' WOk HeedED0S 'j'ﬁ Dy LIfS:0
SL Balencen FrdLA O Filec b Last LS D) ST 180 Deses LIPS0
F _omee is FRALA SLDC Usadin 165 Dy 'J.l's 1

F JocFeqg

197 Commets Mol D0 FRLA Leswe D00 RED

Saled Leave pe and dick Updete

7. Click the leave type radio button, and click Update.

8. If an employee has insufficient work hours for the last 26 pay periods prior to a request for
FMLA leave, the system will generate a message asking if you want to override the hours’
requirement.

Note: The override function is intended for use when entering 3971 history data or when an
employee has already met the 1250 work-hour requirement for the same condition in the same
leave year.

RMD will also populate the field with a date for “Ineligible for FMLA (Estimate Eligibility Date)” on
Form 3971, as shown on page 87, based upon the employee’s average work hours for the prior
12 weeks. The population of the field “Ineligible for FMLA (Estimate Eligibility Date)” will occur on
any leave entry that occurs on an employee with under 1250 work hours in the past 26 pay
periods, even if that leave entry is not for FMLA protected leave.

Resource Management Database User Guide, Version 3. 2.22, March 2001
Print Date/Time - 03/27/01 6:54 AM Date last updated - 03/27/01

85



Employee Management

Employae: 'Wilion S Absence Record =* Restricted Informabion *=
Payloc: 366
- | February 2001 | March  Z001
F_era Dafe: |1r,r|n,r1ru|u1| Sat | Sun [ Man| Tue [wWed| Thu| Fri | Sat | Sun | Mon| Tue [Wed| Tha | Fi
1 B 1 B

EE?HFZ’I![EE?EIF

12 N3 N4 hs he 110 I 13 14 [15 [6

g eulicient work houes in pest 25 pay periadsl

Click QK to OWERIDE tha work hours regquiramesd.

Click Canced to select amother e s hpe.

] o | .

ideny | * = FiiL& I
AL Balancs: 10 FRALA Llzad: 0 e Work Hrs 5702 30 Dens LSS0
SL Balance FillA On Pl M Lagt LIS (D) 467 180 Devs LSS0
SLONC Ulsed () S5 Dy LIPS0

El _ 3971 Cammenfis Mt W00 //

Selact Lewwe tvpe and click Updeade /

Employee only has 487.09 work hours in the past 26 pay
periods.
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Frini  Dane
LINITED STATES o H
oot iy Request for or Notification of Absence
E el oo™ Maawes | Last, Firsd, 11| ol Sk Ho Dipdis Sidbwrrnlind P ol Hioroors Fcyi-sted “aar
Wilkan, Sam L 476260226 az 001 : 2001
Ircad i o | Fior PRA aarvl, e Clly, Stabs amd AP Coce) NS D Paw Loc #00 Cocle |From Dwe Hor irit. | Hours
e - LI AT TP\ T g e
Tirne of Call or Recpeat Sofesduded Peporteng Timee | Ernpboses Can Be Peached & [iF nesced] ThiuDate  Howr i
ZH 000 33054 AR 1500 97 }EEE-92 26 O ko 2M1/01 o000 |E a l’-"-
Tupe of Absercs Dhonzirrasrdation [ For Official Lise Cindul Rervized Schedule For |Datel | Approved i Sdvance -
B Aernd [ For Frald Leare [ Certifcation Reviewed] |D g 03
O Carier 700 Fds O For COF Laaew [C41 o Fila] O ve: O o |D O Ton
[ U~TCF |Ses Revwszsl | For Advarced Sick Leave | 1221 on File) | 04
O Sick |See Faverza) O For bAkban: Lesse [Orcers: Redemed)] ?'.'EI"' |D 0| e
O La= [ For Couet Lesse | Sumrmons Fesewesd) Larch= | 'I:fl-'-..r
O coe Ol For Hughasr Lirvad [ 1723 o Fila) ||:| | i
1
O D ——————— | Schema Tranarag, Taving, Chualibing IHema on Filel Lurach - Im Fri
Fasmnarkes | Do Mot Enber Meducal Informiation| |D O o7
Mgt IDDFRALA, Laswe: DOC REC: '.E'.ﬂ. |D O Coy
L
Tedal Heiiwz S
I ool
| uriderstand that e snriasl begve sothonzed in secess of smount svalsble o me duning te leses wesr will be changed 1o L'WI0P | yro
Ermpd oisae s Sogrnabure and LDiabe Signalune of Ferson Heooroing Abstrcs ard Sipraure of Supervisor ared Dhate Mokihied == 10
0200 ii
f signed request io employee) oo ‘w'ed
o, [ 1 Appeoved. FRLA Panding Signaturs of Superwsor and Dsls 1=
[Sm Puifiction Datsmertshon Moted on FRaverss |E O _In.""""
O Desappicwsad [5ive Peason | '|-'|
([
- 2 4
Il_':lllnnt TOF =Pl A | 20 s s DR ORTEZ001 D Cordingss o Feverse
= Form 220 Fennuen i} |Page | of 2] warrdng | e horrskheng of False informat o or s Formm e nesult inoa hires of nof rrone
thar 310000 or g sonment of mot maone than B years, or both [18ULS.C

Population of Ineligible for FMLA (Estimate Eligibility Date)

Ctrl+S or Ctrl+H to Enter a Scheduled Day Off or Holiday

Quickly schedule a day off or a holiday for an employee:

Access the employee’s View/Enter Leave Window as described on at the beginning of this
section.

1. Click the appropriate calendar day.
2. To schedule a day off (SDO), press Ctrl+S.

3. Click Yes when the message box appears.
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RMD - Leave Entry E

@ Do pow want to make this day a Scheduled Day OFF?

4. To schedule a holiday, press Ctrl+H.

5. Click Yes when the message box appears:

RMD - Leave Entry |

@ Do you want ko make this day a Holiday?
Mo |

To clear a day scheduled as a holiday or a day off (SDO):
1. Click the appropriate day.

2. Click Proceed.

3. Click Clear.
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Printing Form 3972

Click Print Form 3972 to generate a report that shows employee absence data for the year you

Employee Management

choose. A sample report can be found on pages 115 and 116.

Print 3972

Emp 1D 9719-15-9514

RIVID

Resource Management Database

AM ., SAM

Select the appropriate year for Form

-

Fay Location: 368

3972 and click Print.

1300
1995
Frirt 1996
1997
1993
1999

Cancel |

annn

You will receive a Print Window of both Page 1 and Page 2 of the requested Form 3972. Click the

print icon

S

*

on each page to print a hard copy of Form 3972.
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System Generated Messages during Leave Entry

When employee leave is entered, RMD may generate a message to the supervisor or FMLA
Coordinator if a business threshold limit is reached, or specific documentation is not on file.

Attendance Review Notification. Message sent to SDO.

When an ACS enters employee leave and that employee has reached the business threshold limit
for unscheduled absences, RMD automatically displays the following message to the ACS.

RMD Accountability System |

@ Review Attendance. Meszage zent ko SDO.

No FMLA on file for this employee. Message generated to FMLA
Coordinator.

When an ACS designates employee leave as FMLA and no FMLA certification is on file, RMD
automatically displays the following message to the ACS:

FMLA On File

There iz no FRLA on file for this emplovee. Meszage generated to FiLA Coordinator.

Insufficient work hours in past 26 pay periods!

When an ACS designates employee leave as FMLA and the employee has insufficient work hours
in the past 26 pay periods to qualify for FMLA protection, the following warning will appear.

BMD Error |
& Inzufficient wark. hours in past 26 pay periods!
Click OF. ta IWERIDE the work hours requirement.
Click. Cancel to zelect another leave type.

Cancel |
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Insufficient Leave Balance

When an ACS designates an amount of leave over and above the amount available to the
employee of the specified leave type, the following warning will appear.

BMD Error

Inzufficient AL balancel
Select another leave type or fewer days.

Leave Entry - Attempting to Add more than 2 types of Leave on one
day

When an ACS attempts to add a 3" type of leave on the same day, the following error message

will appear.
RMD - Leave Entry |

@ Y'ou may enter only 2 Leave Types per day.

Total Leave Hours cannot exceed 10.0 hours

When an ACS attempts to enter a single entry greater than 10.0 hours, the following error
message will appear.

RMD 2000 =l

& Tatal Leave Hours cannot exceed 1000 haurs

There are many more messages that may appear during Leave Entry process.
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3971 History Entry

History entry is intended for use when you need to enter leave from a prior pay period. This form
of entry will not affect any of the leave counters or generate any messages due to business
threshold limitations being breached or documentation not being on file. Leave entry is performed
as has been described throughout this chapter, in either Single-Day or Multi-Day Entry mode.
Prior to clicking on proceed, click in the 3971 History Entry check box to disable the leave
counters and messaging system. Be aware that the calendar defaults to the current and upcoming
month so you will probably have to scroll backwards to get to the appropriate month for the 3971
History Entry.

In the example that follows, a T/A Reconciliation Report (Chapter 5, Page 172), showed that the
employee was paid for 24 hours of Sick Leave, from Dec 4" through 6", 2000 but that the 3972
entries showed work hours for those days. Therefore, after investigation was completed and it
was proved that the employee was on sick leave for those 3 days, a 3971 History Entry is now
necessary in order to reconcile the Time and Attendance System with the 3972.

1. Access the employee View/Enter Leave Window as described on at the beginning of this
section.

2. Click Multi-Day Option.

Note: The calendar defaults to the current and next month. Use the scroll button to move
backwards to December, 2000.

3. Click in the 3971 History Entry check box.

4. Click Dec 4" through 6" and proceed with the leave entry as described in steps 9-13 starting
on page 66 to enter the leave time.

Note: The leave counters for leave balances do not change and the Attendance Review
Message is not generated to the SDO. The total of unscheduled absences does change to
correctly reflect the attendance history of the employee.

See the next 3 View/Enter Leave Windows as a 3971 History Entry is processed.
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Yiew/Enter Leave [Multiple Day]

Employee: &M SaM Absence Record ** Restricted Information *#*
Payloc: 368
| March 2001 | April 2001
Sat | Sun |Mon| Tue ["'ed| Thu| Fr Sat | Sun |Maon| Tue ["ed| Thu| Fn
S | ]2 1 |2 3[4 |5 g
3 |4 5 8 [7 [ |a 7 a8 9 [0 |11 hz |1z

Frint Farm 3372

0 1 P2 (13 (14 (15 |16 14 15 [16 [17 (18 (13 |20

Single-D.ay Entry

17 P18 |13 (20 (21 |22 |23 21122 (23 (24 |25 |26 |&F

II
x.

24 125 |26 [2F (28 |23 |30 28 |23 (30

K]

4 | 3
| eners; W] SD0 || Holiday || #=FMLA |
AL Balancegg.g2  FMLA Uszed: 0 2BPP work Hre:1862.05 90 Days U/S:2

5L Balance: 103,
SLOC UzedO

1 FhLA On File: M Lazt /S [Dayz] 16 180 Daps U452
365 Daps U453

Click. an the date required, then click Proceed to enter or edit leave for that dan. [ 3971 History Entry

Note: The calendar defaults to the current and next month. Use the scroll button to go
backwards to December 2000.
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Yiew/Enter Leave [Multiple Day]

Employee: &M S Absence Record #* Resfricted Information **
Payloc: 368

I December 2000 I Janwary 2001

Sat | Sun | Mon| Tue "ed| Thu| Fn Sat | Sun [ Mon| Tue [*ed| Thu| Fn

Proceed | 1 1 2 9 g 3

Change Yiew 2 in? g 8 |7 |8 3 [0 [in iz
L P S 3 [0 |11 |12 [13 [14 [15 |13 [14 [15 [16 [17 [18 |19
Single-D.ay Entry
16 |17 18 |13 |20 |21 |22 20 121 |22 123 |24 |25 |26

23 124 |25 |26 |&7 |28 |29 2 128 |23 |30 |3

1 1 1

] J 3

Scheduled |URSchedued)| IIERDNIEEEEN EE T

Click an the date required. then click Procee

AL Balance:24.82  FMLA Uzed 0

SL Balance:103.01 FMLA On File: N

SLDOC Uszed:

2BPP work Hre:1862.05 90 Days U/S:2

Lazt /S [Dayz] 16 130 D% U452
Draps UASS:3

H ko enter ar edit leave far that day.

Note:

Note the SL Balance and the U/S days in the Leave Counters.
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Yiew/Enter Leave [Multiple Day]

Employee: &M Sk Absence Record ** Restricted Information **
Payloc: 368

I December 2000 I Janwary 2001

Sat | Sun | Mon| Tue "ed| Thu| Fn Sat | Sun [ Mon| Tue [*ed| Thu| Fn

Proceed 1 1 2 9 g 3

hange Yiew 2 _? a E 7 8 |3 [o [ iz
Print Form 3972 9—

o1 2 13 (14 15 13 14 [15 [16 (17 [1& |19

ingle-D1ay Entry

16 17 |18 (19 (20 |21 |22 20 121 22 (23 |24 |25 |26

wik

23 |24 |25 (26 [2F |28 |23 27128 (29 (30 |3A

an (3

4 N 3
Scheduled |URSchedued)| IIERDNIEEEEN EE T
AL Balance:z4.82  FMLA Uszed: 0 2BPP ok Hre:1862.05 90 Days U/S:5
SL Balance:103.01 FMLA On File: M Lazt /S [Dayz] 16 180 Daps U455
SLOC Uszed0 365 Daps U456

Click. an the date(z] required, then click Proceed ta emter ar edit leave for that day. [ 3971 History Entry

\ I

Note: There was no change in the SL balance nor were any messages generate(fj due to the
breach of the Business Threshold of 3 absences in any given 90-day period. However, the U/S
days did change to indicate the correct amount of unscheduled during the time frames listed.
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Reports Mode

To access the RMD Reports mode options:

Start RMD from your workstation:

1.

2.

3.

B B
%4 USERSETUP

Click the Start button.
Go to the “National” option.

Select RMD - Click RMD.

At the RMD Login Window:

1.

2.

3.

Type your assigned user name.
Tab to the password box.

Type your password.

Click Login. Reminder: user names and passwords are case sensitive.

The RMD Main Menu will appear.

Click Employee Management.

The Employee Information Management Window will appear.

Use one of the following Employee Navigation options:
Fast Find — steps 9 and 10

Find — Advanced Find — steps 11 thru 14
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Employee Mavigation

9. Click the arrow on the Fast Find list box: FAST FIND FIND

10. Select an employee name from the list. (Highlight and click.) The Employee
Information Management Window populates with the selected employee.

Last Mame |First Mame | Payloz = |

A SAM ks

Cinngarnery Fred 33k

Cinngormery Jack 33

Cinngarnery Jane 333

Cinngormery Lucy 34

Cinngarnery Sam Eah

Cinnington Fred 393

Cinnington— Jack o33 LI O R

11. Left click the Find button to display the Advanced Find Window.

Employee Havigation

FAST FIMD

12. Select the Search By (highlight and click) criteria from the drop-down list (i.e. Last
Name, First Name, SSN, OCC Title or License Plate). [Arrow 1]

13. Type your search criteria of one or more characters in the Enter Search String box.
[Arrow 2]

14. Select a name from the list that displays by highlighting and double clicking the
name. The Employee Information Management Window populates with the selected
employee. [Arrow 3]
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Advanced Find |

Enter Search Criteria
1
Search By: ILast Marne "I +—
Erter Search String: 2
Lazt Mame First Hame  Payloc
Cinngomery
Cinngomeny Jack, 333 3
Cinngomery Jane <435
Cinngomeny Lucy 3
Cinngomery Sam K1k
Cinminatomn Ered 297 il

15. The Actions view mode is the default Window. To go to the Reports view mode,
click Reports.

16. Click the appropriate Reports mode options to perform tasks listed in Table 3-5:
Employee Management - Reports Options.

Employee Information M anagement

UNITED STATES **0ectricted Datg™™ Employee Mavigation
F POSTAL SERVICE = ~utharized Personnel Only || =l # |
FAST FIND FIND
Employee: &M SaM [ 1D:91319-9519  Bid Job 1D: Level: 04 Step: B
Tppe: FTR  Title: DATA CORY OPR Payl oc: 368 Bid 5chedule | Current [pn:nsted]l Nest Week(3/3/01) I

EOD Date: 3/14/98  Semonty Date:3/14/96 Tour: 3

Base Schedule

BT OL IL _ ET
| [5AT |l06:45 [10:45 [11:15 [15:15 |
| [SUN ||D6:45 [10:45 [11:15 [15:15 |
| MON |[06:45 [10:45 [11:15 [15:15 |
| [TUE |l06:45 [10:45 [11:15 [15:15 |
| |
| |
| |

|T.-".":". Fieconciliation Fipt.
|Fh-1L.~'1'-. Data
|EI ri-the-Clock fAnalysis

}ﬁttendance fnalysiz

[wED |l06:45 [10:45 [11:15 [15:15
LA I I
L I N

|F'arking Infarmation

|S uperdizar Motes

}fl'u:lmin Action Hiztary

Home: 980-555-9519

|EHit-FEeturn ta Main Menu| View Mode:
B Emergency: 5RRER199499
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Table 3-5: Employee Management - Reports Options

Use this option... on To do this...

page

T/A Reconciliation 100 Compare leave entered on the Form 3972 with

Report payroll/timekeeping data.

FMLA Data 102 Create or view employee FMLA data. FMLA data includes
information about the date, duration, reason and disposition of
an employee's family and medical leave.

On-the-Clock 106  Generate reports detailing the work hours, operations, and

Analysis leave hours in various formats for an individual employee.

Attendance 113  Generate Form 3972 report, or view hours types by employee

Analysis and pay location.

Parking 119 Record employee vehicle information.

Information

Supervisor Notes 120 Add or view miscellaneous notes concerning an individual
employee.

Admin Action 123  Create or review employee administrative action records.

History
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T/A Reconciliation Report

The T/A Reconciliation Rpts option compares leave entered on the Form 3972 with
payroll and generates a report that displays any differences. It provides an exception
report identifying those employees with discrepancies between timekeeping and leave
entered on the Form 3972.

Use the report to ensure accuracy between timekeeping data and the Form 3972 data
and to determine the source of the error and make adjustments in the appropriate
system.

To generate a reconciliation report:

1. Follow steps to access RMD Reports mode options as described at the beginning of
this chapter.

F‘ UHITED STﬂTES *Dnctricted Data™ Employee Navigation

POSTAL SERVICE = ~\thorized Personnel Only =l @ |

FAST FIND FIND
Employee: AM SAM I ID: 313-13-3513  Bid Job I1D: Level: 04 Step: B
Type: FTR  Title: DATA COMY OFR PaylLoc: 368 Bid Schedule | Current [pl:usted]l Mext Week[3/3/01] I

EOD Date: 3/14/96  Seniority Date:3/14,/96 Tour: 3

Base Schedule
o BT oL IL ET
T/ Reconciliation Rpt. P |5,.ﬁ.,'|' ”["3:45 |-| 0:45 |-| 1-1% |-| 515

|
| [EUN |l06:45 [10:45 [11:15 [15:15 |
| MOM ||l06:45 [10:45 [11:15 [15:15 |
| [TUE |[06:45 [10:45 [11:15 [15:15 |
| [wED |l06:45 [10:45 [11:15 [15:15 |
| |
| |

|F|‘--1 LA Data

|EI n-the-Clock Analysis

}fhttendance Analyziz

Farking |nformation

IS upervizor Motes l:lu | | | |
| | | |

}fhdmin Action History

Home: 980-555-9519

[EritFietumto Main Menu] ~ View Mode: _Repots | actions | BB Emergency: 5559513399

2. Move the cursor over the T/A Reconciliation option to display the from and to date
boxes.

Enter date range.

4. Press <Enter> or double click the date button to display the report.

5. As the report is being prepared, the following window will appear.
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RMD 2000 - Pleaze Wait

Building Reconciliation Report

& &

X RBMD Reconciliation Report _[Of %

ﬁ Zoom 1007 ¥

Time & Attendance
Reconciliation Report

Resource Management Detabese

Last Name First Mame PL S5Number LW Date  Payrol Type  PawrollHrs 3372 Twpe 3972 Hrs
Cinngomery Jane 433 993-83-9193 171 Sick Ly g.00 al g.00
Cinngomery Jang 333 993-93-9149 15810 Sick Ly .00 al 8,00
Cinnguez Fred 493 989-89-9389 14 Sick Ly 6.00 al 452
Cinnguez Fred 293 988-89-9383 1AM Witk Hrs .00 I\ 8,00
Martstien Jane HE 945459143 1501 Annual Ly 5.00 Lzl .00
Martstien Jane M8 945-45-9145 1710 Annual Ly 8.00 Lzl 8,00

iMiltan Fred 298 926-26-9326 114 Anral Ly 6.00 Lzl oo

Pages: H|{|1 )lHl ﬂ llJ

Note: None of the employees listed on this T/A Reconciliation Report reconcile; payroll
says sick leave paid, 3972 says annual leave; payroll says work hours, 3972 says lwop,
etc.
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FMLA Data

Use this option to add, edit, view, and print FMLA data for a specific employee. FMLA
data includes information about the date, duration, frequency, condition code and
disposition of an employee's family and medical leave.

When an employee requests FMLA leave, or an ACS determines from the information
garnered during the telephone call that the potential for FMLA protection for this absence
exists and designates the leave as FMLA leave, and no corresponding FMLA
documentation is on file, RMD automatically generates a message to the FMLA
Coordinator. When an FMLA Coordinator receives notification that an employee may
have a potential FMLA condition or employee’s existing FMLA condition has changed, the
FMLA Coordinator enters the necessary information to create a new record or update an
existing one. The FMLA Coordinator interacts with the employee to request and obtain
the FMLA documentation and determine whether an employee’s condition qualifies for
FMLA protection.

The ACSs also use this Window to review the FMLA information while an employee is on
the telephone during the call-in process.

To access the FMLA Data option:

Access the RMD Reports mode options as described at the beginning of this section.
1. Click the FMLA Data option.

If there is no FMLA data for the employee, a message displays. Click Yes to create
an FMLA record. Click No to return to Reports view mode options Window.

Employee Information Management

UNITEDST&TES *Oectricted Data™ Employee Havigation
F POSTAL SERVICE = Authorized Personnel Only | -] o
FAST FIND FIND
Employee: &M Sk | ID: 913-13-3519  Bid Job I1D: Level: 04 Step: B
Type: FTR  Title: DaTA COMY OPR Payloc: 362 Bid 5chedule | . [pu:usteu:l]l Nest Week(3/2/01] |

EOD Date: 341495  Seniority Date:3/14/96 Tour: 2 | Base Schedule

== L ET
[T72 Reconcilistion Fipt RMD FMLA Data s

FHLA Data There are no FMLA recards far this employee. “would you like to add a new one’?

|I:In-the-EI|:u:k Analpziz Vos | - |

}ﬁttendance Analyziz — — 11:15 m

|F'arking [rfarmnaticn | [VED [0 - 1195 1515

|S upervizor Hotes | l:lu | | | | |
——— | | | | |

}fl'-.dmln Action Hiztary |

|EHit-F|eturn ta Main Menu| View Mode: | Repaorts I Actifms | Home: 380-555-9513

&= Emergency: 5555519999
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2. When you create a new record, the FMLA Data Window displays with the Req. User

and the Action User fields filled in. RMD assigns this unique number to the user
entering the data.

If you are updating existing information, use Prev and Next arrows to scroll to find
the appropriate record.

WARNING: When updating an FMLA certification, to change dates, you need to
delete the current date entry first and then enter the new date,
using the slashes, between month, day, and year.

FMLA Data |
Empl o A . DA . -
mplavee **Restricted Information**
PaylLoc: 368
Request Date: |/ 4 FReq Payloc: Req. User: |961959172 ondition E-:u:le:| |
Bction Date: |/ 4 leuction Code: & ction User: (961953172 Hecertif_l,l:| O |Flecert Date: |_£_£_ |
Case Comments: =
if From Date:| /4 Frequency: Irtermittert: [ Hard Copy Nates On File: [
approved: [T Bate: A Duration: UnGoing: [
Legend: Action Codes Condition Codes
FREW MEXT 3
1 = Approved 1 = Birth of Son or Daughter Submit Changes
2 = Disapproved 2 = Adoption or Foster Care ﬁ | * |
3 = Pending 3 = Health {Son/DaughterfSpousefParent) _
4 = Serious Health (Self)

For a description of the FMLA Data fields, refer to Table 3:6 FMLA Data Fields
Descriptions on page 105.

3. An employee may have more than one FMLA record. Use Prev and Next arrows to
scroll.

4. Click Submit Changes to add the information to the database. Click Print Records
to get a printout of the information.
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= AMD FMLA Data Fepord

| 2eom [100% =]

** Restricted Information **

RMVD

Rl rowe Mo nagemenl Dataianse Enplayes: Whllson dack
Employes 10z 505-05-0408 Payloc: 140
[Reques) Date:  [20001 | [Req [140 | |Req. User  NEIES0F421 | [Condibon Codet @ |
lfction Dade: [2H0A0Y | [Action I | |Action User 1B1EE07421 | PRecerdify [fes | [Recert Dak

Cage Comments.  Nesded {o care for wile folliveng rajor sungery. Documentabion weeed ard verfied

5. You can scroll through the different records on an employee by advancing the page of
the report on your Window.

6. Youcan Brint a hard copy of the FMLA Data Report by clicking the Print

=k
; —| (refer to page 5 for complete Report Printing instructions).

Icon
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The following table describes fields in the FMLA Data Window:
Table 3-6: FMLA Data Fields Descriptions

Field Description
Employee: Employee name.
PayLoc: Currently assigned pay location from CMS mainframes.

Request Date:

The date a potential FMLA condition is identified.

A unique number assigned to the database to identify the user entering

Assigned by the FMLA coordinator —Legend in appears in the FMLA

Whether the FMLA request is approved disapproved or pending — see

A unique number assigned to the database to identify the user entering

Req Pay The employee’s current pay location.
Location:
Req User:
data.
Condition
Code: Data Window.
Action Date: The date the FMLA leave will begin.
Action Code:
legend.
Action User:
data.
Recertify: Whether this FMLA condition will require re-certification.

Recert Date:

The date when re-certification should be obtained.

Case Information regarding the case.

Comments:

From Date: The date when a certified FMLA condition begins.

Thru Date: The date when a certified FMLA condition ends.

Frequency: How often employee will need leave, e.g., one time per week.
Duration: How long the leave will last, e.g., two days.

Intermittent:

Whether the condition may occur irregularly hence requiring leave
(e.g., asthma).

On Going: The FMLA condition has no definitive end (e.g., an asthmatic condition,
which requires treatment over an indeterminate period).
Hard Copy The FMLA Coordinator does or does not have a certification on file.

Notes on File:
Legend:

Located at the bottom of the Window.
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Employee Management

On-the-Clock Analysis

Generate reports detailing the work hours, operations, and leave hours in various formats
for an individual employee.

To access On-the-Clock-Analysis options:

Access the RMD Reports mode options as described on at the beginning of this section.

1. Click On-the-Clock-Analysis.

Employee Information M anagement

UNITED STATES **0ectricted Datg™™ Employee Mavigation
P POSTAL SERVICE = ~utharized Personnel Only || =l # |
FAST FIND FIND
Employee: &INT SaM [ ID:91818-9118  Bid Job 1D: Level: 09 Step: P
Type: FTR  Title: ELECTROMIC TECH Payloc: 140 Bid 5chedule | Current [pn:nsted]l Nest Week(3/3/01) I

EOD Date: 3/12/38  Semonty Date:5/12/38 Tour: 3 Base Schedule

BT oL IL ET
|T.-".":". Reconciliation Rpt, | |5.3.T ||23:I]I] |I]3:I]I] |I]3:3I] |I]?:3I]

[FMLA Data | [5UN |[23:00 [03:00 [03:30 [07:30

Orvihe-C ol =1 | [MOM |[23:00 [03:00 [03:30 [07:30
UL F1=Lrne =0k, - - - -
[Bfendance Analpsis SN [TUE |[23:00 [03:00 [03:30 [07:30
|F'arking Infarmation [WED ” | | |

|S uperdizar Motes

FRI |23:00 [03:00 [03:30 [07:30

|
| 1
|
|

}fl'u:lmin Action Hiztary

Home: 951-555-9118

[Frithetunto MaiMend] - View Mode: [{fggity] Actons B Emergency: 5553118125

On-the-Clock Analysis entry allows you to select one of the following options:

*= Virtual ETC (page 107) Virtual Electronic Time Clock (ETC) is a read-only
interface to your timekeeping system (ETC, PSDS, TACS).

= Hours Type Inquiry (page 111).
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Employee Management

Virtual ETC

The Virtual ETC option retrieves data about a specified employee for each day in the
timeframe you select.

From the On-The-Clock Analysis option:

1. Click Virtual ETC.

2. Enter the Date Range (From/To).

s Virtual ETC

Select Date Range

from b

Process

Cancel

3. Click Process.

4. The Virtual ETC Data Window displays.
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Employee Management

T etV irtual ETC

Selected Date Range Selected Employee

01/01/00 02/28/01 AINT . SAM
from from Statuz. FTR PayLac: 140

ETC Code Hours

Mowves on: 3/16/00
Empolyes: AM SAM |

Oper Tepe Hours

(g TUC

Group Lead

DONE

6. Click Done to return to the Virtual ETC data Window.

7. Onthe Virtual ETC data Window, click View Summary Report to see the Hours Use
Summary Window. The Summary Report shows an aggregation for the entire
timeframe and reflects the data reported in your timekeeping system (i.e., PSDS,
ETC, or TACS).
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Employee Management

Hours Use Summary

Hours Use Summary
01./01/00 0z2s28:M AM SAM

from - Statuz: FTR PayLoc

Work Hours Paid

Hours Oper Type
46476 Stand-By
a1.1a

TotalHrz Uzed:  563.94

DONE

8. Click Done to return to the Employee Management Window or Print to generate a 2-
page report.
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Employee Management

% RMD Hourz Use Beport

: ﬁ‘l Zoom | 100% M

Hours Use Summary

L e ———
Resource Management Deetaboase

010100 02i26m AM SAM

from o
Status: FTR Payl oc: 365

Work Hours Paid

Operation Twpe Hours
TT5-H Keying 0.24
7a-51 Heying 0.1
T7a-31 Heying 6.55
re-1 Weying 1.45
TTe-1 Keying B.22
ra-21 Heying 1.78
7a-1 Heying 2.33
T7a-51 Wewing 2.34

Pages: Hl{l'l M| <]
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Employee Management

% RMD Hourz Use RBeport

: ﬁ‘l Zoom | 100% M

Hours Use Summary

L e ———
Resource Man n'grmzn! Deetaboase

041/01/00 0228101 AM SAM |
fram to
Status: FTR PaylLoc: 368 |
All Hours Paid
Operation Twpe Hours
52 Wark Hrs 464 76
55 Annual Ly 5118
=] Haol Lvw 45.00

Pages: H|1|1 M| <] | L|_I

Hours Type Inquiry

Use this option to generate a report showing hours of leave by an employee by the leave
type you select.

From the On-The-Clock Analysis option:

1. Click Hours Type Inquiry.
2. The Hours Type Inquiry Window displays.
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RMD - Hours Type nquiy |
Hours Type Inquiry

Date Range

Frarm Tao

|1 41400 I2£2E=£D1

Hours Type

-

al -
zal

Pri/"»

cl

ual

Lzl

Lilat

3. Enter From and To Date Range.

4. Click an Hours Type from drop down list. The leave types that appear in the drop
down list are limited to those that have actually been used at some time during this
employee’s history.

5. Click Print Report to display the Hours Type Inquiry Report Window.

RMD__ Hours Type Inquiry Report

Resource Man izgcmn'nt Dertaboase

Last Hame First Hame Date Type Hours
Ahd SAM M0 al g.00
Ahd SAM 20 al 5.00
A SAM 210 al g.00

Pages: M| pM| <] LIJ

6. Print the report or click Done to return to the Reports View Window.
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Employee Management

Attendance Analysis
Generate absence analysis reports and leave reports showing hours of leave and hours
worked.
To access Attendance Analysis options:

1. Access RMD Reports mode options as described at the beginning of this section.

2. Click Attendance Analysis.
3. Click 3972 Report (page 114) or Hrs Use Analysis (page 116).

Employee Information M anagement

UNITED STATES

**Restricted Data™

Employee Mavigation

’ POSTAL SERVICE  Authorized Personnel Only |fam =] L
FAST FIND FIND

Employee: AM SAM I ID: 313-13-3513  Bid Job I1D: Level: 04 Step: B

Type: FTR Title: DATA COMY OFR PaylLoc: 368 Bid Schedule | Ehumar [pl:usted]l Nest WwWeek(3/3/01) I

EOD Date: 3/14/96  Seniority Date:3/14,/96 Tour: 3

Base Schedule

— BT OL IL ET
[T#4 Reconciiation Rpt. | [FAT ][06:45 [10:45 [11:15 [15:15 |
[FMLE Data | [EUN |l06:45 [10:45 [11:15 [15:15 |
[Drvthe-Clock Analysis | MOM ||l06:45 [10:45 [11:15 [15:15 |
YT ———y [TUE |l06:45 [10:45 [11:15 [15:15 |
e e [+ED |[06:45 [10:45 [11:15 [15:15 |
|F'arking | nformation | - - Z '
|S upervizor Motes | l:lu | | | | |
I I R

}fhdmin Action History |

Home: 980-555-9519

|E:-:it-Heturn ko b ain Menu|
& Emergency: 5558519999

View Mode: | Repaorts | Aictions I
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Employee Management

3972 Report
Use this option to generate an employee Absence Analysis Report for a specified year.
From the Attendance Analysis option:
1. Click 3972 Report.

2. Click a year from the drop down list.

o 3072
RMD

Resource Monagemend Deoabobose

Samguez , Jane

Emp 0 882 -82-0182 FPay Location: 140
Salect tha approprista weerior Form 3972 snd click Print

I =

1900

1985

Print | 396 | Canced |

1997

1394

19491

d2000

3. Click Print to display the Absence Analysis Report on your terminal. Use the Print
00000

Icon E@?‘l

pages separately.

to print the hardcopy of the Form 3972. You must print both

4. Click Cancel to return to the Employee Information Window.
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Employee Management

« HML 196 FalEE 1

Linited Stabes Postal Serace Emgployee's Name Emgloyes ID Pay Lacalion
Absence A.I'Iﬂl'!p‘ﬂ'ﬂ Samques , Jane 982829182 140
Leave Year 2001 Instructions

Llzing the codes below, and the hours invokeed, post currend and previous quarers. Precede wilk leiter "F® when absence is reconded a=s Family
Medical Leave Act (FMLA] and with “U° when absance iz recorded a8 unscheduled on Form 3371, Post additional quarens f curcumstances
warmrant. This form may also be used on an ongoirg basis. On the reverse of this form, the employee's superisor records abHendance-related
actions,; eq., rewies of allendance, commendalions, resincled sick leave, Laailar: ol Waming, suspensions, e A ronning lolal of FMLA houns uges
may ba kapl on the everse side of thiz form

shzant from Sohedule OT AT Emergancy AL EAL* Sick Laave = 1
ahsent wWithout Leas A= Famify Medcal Leave oct F Sidk LeaveDepardent Cara S.DC
drviial Leae AL by Leave H -
sl Lese in Lisw aff 5L 4Lt Late Reporting L* TR, THasa a8 (ol Sanarala Bave
sdminktrative Laave AL Leave Without Pay LWk catagarias, but & oistincion & maok
Cantruabon of Pay CcoP LIAOP i L of 5L SRR 1B i porpose OF T
Court Lagve oL Militany Leave
Pay Pariod Weak 1 Weak 2
M. From (Data) To (Date] Sal Sun | Mon | Tue | Wad | Thur Fn Sat Sim | Mon Tue | Wed | Thur
o @] o g 3] [ B e [ [E) B P [
2 Dee. 30 Jan. 12 Hay | dL-R | aL=8 | =000 |sooen | a-e | #i-g | &8 | AL-g | sL-s | sooen
L LY 13 O [N [ 1 [ 1 O v
3 -Jar. 13 Jan. 26 oLk | oos | mes | mes | A |sooo |sooo| as | Heo | As | AL | mes | sooen
T &= = & & 0 ] E AT EFOE ] OE
4 Jan, 2T Feb. 9 =00-0 | s00-0 =000
LT N Y LT Y L L L L Y L 1 2
§ Feb. 10 Feb. 23 AaL-a s00-0 | s00-0 H-0 000 |
FPegas: W[4 | ] | H | 4 | | ] |
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RWMD - 3972 PAGE 2

g;‘l Zoom [100% -]

Employee Management

IS [=] E3

01

ERE N EE
Dec. 15 Dec. 28

[20]

1]

=

=

[24]

=]

[25]

27|

=l

Attendance Related Actions & Dates (See Ingtructions

Jan.

Reviewing Supervisor's Comments, Signature & Date

Feh.

March

April

B

June

July

Aug.

Sept.

ot

Ml

Dec.

PS Form 3972 (Page 2 of 2)

FPages:

M 1 3 1

=

Hrs Use Analysis
From the Attendance Analysis Option;

1. Click Hrs Use Analysis.

2. Enter dates in the two date fields

3.  Click <Enter> to display the Hours Use Analysis (Supervisor Report).

4.  Click Show Chart button to display the Hours Comparison by Percentage.
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5

ick Leave Super Heport

RMD=—

Resource Management Database

Employee Management

Hours Use Analysis
(Supervisor Repon)

Data for: 01/01/00 o 02/28/01
Employes: Ak, SAM |

Faploc|"work Hrs otk Hrs % Annual Ly Annual Lv % |Hol Ly Hal Ly &
263 46476 100.00 a1.14a 11.01 42.00 10,23
4 i
DOMNE Show Chart Print Beport
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Employee Management

Hours Comparison by Percentage

12 12
10 - 10
2 - &

.Amm,alLv
& - &

¥ HolLv
4 -4
2 -2
0 -0

DOME |
N SRS R i e e v L - - - . | E—— z - [rmmme= = — . ..
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Employee Management

Parking Information

Use this option to view or update employee vehicle information.
To access Parking Information option:
1. Access RMD Reports mode options as described at the beginning of this section.

2. Click Parking Information.

3. The Parking Information Window displays.

RMD Employee Parking Information

Employee Parking Information

Lic. Plate Wehicle Dezcrption/Carpool Info

CvAN 00001 EF3-520

4. Click Add to enter vehicle information.

5. Enter Tag Code, Lic Plate, and Vehicle Description/Carpool Info.

RMD Employee Parking Information

Lic. Plate Wehicle Descrption/Carpoal Info

6. Click Submit, to update the data, or Cancel to return to the Parking Information
Window.
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Click Submit to update the data.

Management Window.

Supervisor Notes

Employee Management

To update an existing entry, double click an entry in the information Window and edit
the information.

Click Print to display a report. Click Done to return to the Employee Information

Use this option to document and review attendance related actions; e.g. review of
attendance, commendations, restricted sick leave, etc.

Note: Employees with FMLA protected leave must be eligible for any commendations if
no other absences appear on record.

To access Supervisor Notes:

Access RMD Reports mode options as described at the beginning of this section.

1. Click Supervisor Notes to display additional options.

2. Click the option to Add New Note or View All Notes.

Employee Information M anagement

UHITED ST&TES *Dactricted Data™ Employee Navigation
P POSTAL SERVICE  Authorized Personnel Only |fam =~
FAST FIND FIND
Employee: AM SAM I ID: 313-13-3513  Bid Job I1D: Level: 04 Step: B
Type: FTR  Title: DATA COMY OFR PaylLoc: 368 Bid Schedule | Current [pl:usted]l Nest Week([3/3/01) I

EOD Date: 3/14/36

Senionty Date:3/14/96

Tour: 3

|T.-‘l.":". Reconciiation Rpt. |
|F|‘--1L.-'1'-. Data |
|EI n-the-Clock Analysis |
|
|

}fhttendance Analyziz

|F'arking | nformation

Supervizor Motes

}fhdmin Action History |

|E wit-Feturn to kain Menu|

Yiew Mode:

Base Schedule

BT

oL IL ET

54T |06:45

[10:45 [11:15 [15:15

|SLIN ||m;:45

[10:45 [11:15 [15:15

|MEIN ||m5:45

[10:45 [11:15 [15:15

[TUE |06:45

[wED ||06:45

[10:45 [11:15 [15:15

THU

FRI

|
|
|
[10:45 [11:15 [15:15 |
|
|
|

Reparts | Actions I

Home: 980-555-9519
& Emergency: 5558519999
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Employee Management

Add New Note

Generate a new Supervisor note. The user is assigned as the originator of the note.

Note: The information you write using the New Note option is public information. You
are responsible for insuring that all information entered in the Supervisor Notes is
professional and appropriate in style and content. Article 16.2 discussions may NOT
be recorded in this section.

1. Click Add New under the Supervisor Notes option in the Employee Information
Management Window.

2. The New Note Window will display:

New Note on AM, SAM |

Employee: A . SaM

|
Employee ID: 913199519  Payloc: 368 N ew N Dte

Enter Subject of Entry:

Enter all Hotez Here:

Cancel Subimit

3. Fillin the information.

4. Press Submit to save the data, or Cancel to discard the note.

View All Notes

View notes recorded by RMD users and notes generated by RMD concerning a specified
employee.

1. Click View All under the Supervisor Notes option in the Employee Information
Management Window.

2. The Supervisor Notes window displays.

Resource Management Database User Guide, Version 3. 2.22, March 2001

Print Date/Time - 03/27/01 7:01 AM Date last updated - 03/27/01

121



Employee Management

Superdisor Motes on Samguez. Jane

Employen: Samguer , Jene L
Employee ID: 952-52-9152 Payloc: 140
**Restricted Information**

Subject: |.I'Il:-u~.:l.u| lor Feguarmg Dac an 207102000

Supervisor Notes

Holes: Wiiten Secure?

Employves had bean previoushy denied this deny o, calked in sick: & dey ahisr 5008 3

3. Click Prev or Next to view notes.

4. Click Exit to return to the Employee Information Management Window.
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Employee Management

Admin Action History

Use this option to view or document administrative actions regarding a specific employee.

To access Admin Action History option:

1. Access RMD Reports mode options as described at the beginning of this section.
2. Click Admin Action History.

3. The Administrative Action History Window displays.

Admimistrative Action Histony

Administrative Action history Employee: Ssmgue: Jarm
on employee: Employee 1D 562620152 PayLec 140
**Restricted Information**
[ Trackingd
| Diade of Doourence|
I Change
| Actan Clate]
| Action Diescription
| Supendsor Comments]
Lebar Commerts]
| Labor spproved i checked]
| Cingrsance Chafn|
(DRACECk: fo eray/ Editf Ackd)
Mo Histony Exists for this Employea
Cancel { Exit | Print Report | e

4. When you click the Admin Action History button, and no dat;exists on the employee,
a message displays at the bottom of the Administrative Action History Window.

5. To add an administrative action record:

6. Click Add New Record. The Administrative Action History Window displays.
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Employee Management

Admimistrative Action Histony

Administrative Action history Employee: Z=mgue: Jares
on employee: Employee 1D 532629132 Payboc: 140
**Restricted Information**
| Tracking#]
| Diae of Goourence] | 1 |
| Change] |
| ActonDate] | | | Faton Date] [ ]
| Acion Descripticn] |
| Supendsar Comments] [« ]
|
| Labar Comments] <]
|

| Labor sporoved if checkad
(Dl Click: bo iers/ E dit fAcd)

[Cancel / Exit | Print Report |

e[| o

7. Type the appropriate information and Click Submit Changes.

8. The changes submitted window displays.

RMD - Adminiztrative Action History

Changes Submitted.

9. Click OK.

10. The Administrative Action History Window redisplays. The RMD System has
added a Tracking number.
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Tracking
Number
IAutomatically
IAssigned by
RMD.

Employee Management

Admimistrative Action Histony

Administrative Action history Employes: Semoue: Jars
on employee: Employee 1D 532629132 Payboc: 140
**Restricted Information**
Trackingd (7

Diade of Gecurence] k10,01

Changel A0 T on OTOL

|
|
| Action Datel £ /1101 || jl |
|
|

Action Descriphion Hizcuzsion

Supendsor Comments I moloves retused o mpnrlru'm:rl-. far tha j
scheduled 0T wastanda,

| Ladar Commerits] <]

| Labor sporoved if checkad
(Dl Click: bo iers/ E dit fAcd)

[Cancel | Exit | Print Report | T|Tl

i Changes

To update an administrative action record:

1.

2.

Click Prev or Next to display the record to update.

Type changes in the Administrative Action Window.

Click Submit Changes. (You can click Cancel/Exit to return to the Employee
Information Management Window without saving the changes you have made or click
Print Report to print a hardcopy of the Administrative Action.)

To add grievance information, double click within the Grievance Data box.

The Date Window (grievance information) displays.
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Employee Management

Employee: Samauer , Jare - Chargeis)
: PaylLac: OIT o TR
IR R R sty & 1 Crigiral ActoraouEsion
Step 1 =igestricted Information**® Crig. Retain Diate:
Dabe |/ Shep 1 Dechkion and hlarative
Lnkor Plep =
SUpeErvEDr
Step 1 Detigree; -1
Siep 2
Date: /| Step 2 Decision and hlamative
Linior Fepe: _I
Step 2 Designas: -
Step 3
Dabe: /| Step 3 Deckion and Karathve
Linion R _I
Step 3 Desigres; -
Final &ction
Final Settiemerit Decision and hlarathve Final RetanDate] _ 7/
|
Cancel / Exit | Print Report | [Submit Changes |

6. After completion of Grievance Data, click Submit Changes.

7. The Grievance Data field of the Administrative Action History Window will then
populate with “Grievance Data Exists”.

Note: To maintain accurate information, the labor representative, the supervisor, or the
Attendance Control Office must update the administrative action and Grievance Data
information during the process.
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Scheduling and Staffing Management

Chapter 4 - Scheduling and Staffing Management

To access Scheduling and Staffing Management:

Start RMD from your workstation:

B R
£} USERSETUR

1. Click the Start button.

2. Go to the “National” option.

3. Select RMD - Click RMD.

This starts the application and displays the Loading Window.

The first user to login on any given day will also see the Escalating Messages Window.

The first user to activate the RMD system after 00:00:01 on Saturdays will see a number of
Windows related to the schedule download.

When the application has completed loading, escalating messages and/or downloading the
schedules, the RMD Login Window displays.

Users cannot begin the actual login process until the Login Window appears.
At the RMD Login Window:

1. Type your assigned user name.

2. Tab to the password box.

3. Type your password.
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4. Click Login. Reminder: user names and passwords are case sensitive.

5. The RMD Main Menu will appear.

Scheduling and Staffing Management

Waelcoma To Resource Managemant Database

Welcome to HML), Lucy Hillson.

Main Menu

Emploves Mensgamen
[single amployea interiece)

Schaduling & Stefing
Hunug:mln'r

Time & Aflendance
| (mpgregale irkaraca)

Flant Dieta Mensgament
[unevedable)

RiMD FreeUERY
(e deis endrechian)

R Beszaging
Svstam

Lagin et 2010401 4:31:14FH4
Cumrent Time 2104071 4:31:24 P44

Log O & Bt

LLog Ot & Shis Dicrem

| ChackMessages |

6. Click Scheduling & Staffing Management.

7. The Scheduling & Staffing Management Menu Window will appear.

Scheduling and Staffing

IRIVID

Resource Managemeant Database

Scheduling & Staffing Management

Grouped Employee Schedule Utilities
Adjustments
|Eunent ek | [‘Jiew.-’F'rint Schedules |
|In Progress | |Eall-|n Log |

|B aze Schedules |

E xit-B eturn to bain benu
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Scheduling and Staffing Management

Use the Scheduling & Staffing Management options to perform a variety of tasks for multiple
employees (change entire shifts at one time). The following table lists the options:

Table 4-1: Scheduling & Staffing Management Options

Use this option... on To do this...
page

Current Week 130  Change work schedule for the current week only for an
entire shift of employees at one time.

In Progress 130 Change work schedule for the next week only for an
entire shift of employees at one time.

Base Schedules 130 Change base work schedule for an entire shift of
employees at one time.

View/Print Schedules 132 Display 7 day work schedules (Saturday — Friday) for
each employee within a specified pay location range.

Call-In Log 135  Generate a report, by date of call-in, of employees,

payloc, amount of leave, type of leave and whether
documentation was required.

Work Schedule Changes for Entire Shifts

Use the RMD Grouped Employee Adjustments’ work schedule change options to make changes
to Current Week, In-Progress, and Base Schedules.

Note:
group of employees.

Sites can use this function to change work schedules during the Christmas Holidays for a

From the Scheduling & Staffing Management Window (to access, see instructions at beginning

of this chapter):

1. Click the working schedule to change (Current, In Progress, or Base).
2. The Whole Shift Change Window displays.
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Change of Shift

Scheduling and Staffing Management

Whole Shift Change

Changes effective for the week of 2/24/01

-From:

BT [
oL
l_—_—
ET [

Check Days
ho [nclude

[ saT
™ SUN
™ MON
I~ TUE
™ WwED

[T THU

[~ FRI

Process DOME

3. The Whole Shift Change Window displays with the effective date of the change (i.e. the
current week, the next week, or a message that the change is effective for base schedule

changes.

4. Type the BT, OT, IL and ET of the shift you wish to change in the From fields.
Type the BT, OT, IL and ET of the new shift you wish to implement in the To fields.

Click the corresponding days of the week (in the center column) for which you want this

schedule change to be effective.

» Change of 5hift - Base Schedules H=] E3

Base Schedule Whole Shift Change

Changes effective for Baze Schedules

-From:

BT [0500
oL [oxo0
IL o230
ET [o1:20

Check D1apz

to Include

VISAT  —Ta:

v SUM

v k0N o1 W
v TUE ot IW
v WED Ik W
v THU ET IW
v

Frocess DOMNE

7. Click Process.
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Whole Shift Change

Changes effective for the week of 2/24/01

Check Days
ko Include
_ FI'DIT‘I . L7 AT T -
Change of Shift - Current Week |
BT ﬁ Change iz complete.
oL [1 —
IL 1 4|
21:00 2300
ET | % THU ET |
v FRI
Process DOME

8. Click OK on the Change of Shift Window.
9. Click Done to return to the Scheduling & Staffing Management Window.

View/Print Schedules

View or Print the Schedule for either the current or next week for a specified range of pay
locations.

Access Scheduling & Staffing Management Window as described at the beginning of this
chapter.
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Scheduling and Staffing

“AViLi

Resource Management Database,

Scheduling & Staffing Management

Grouped Employee Schedule Utilities
Adjustments

3/3/01 Select Pay Loc Range: I 1 vI through

|Eurrent week | Wi/ Print Schedules T
T

|In Progress | |Ea||-|n Lag 101

140 —
|E aze Schedules | N

M3

36

33

321 -
E wit-Feturn to kain kenu

\

1. Under Schedule Utilities, place Cursor over View/Print Schedules to present options of the

current week’s schedule or the next week’s schedule.

2. Place cursor over the week you want to present the Select Pay Loc Range drop down boxes.

3. Click the Pay Loc Range you wish to view.

4. |If you click the week you want to view, the error message that you forgot to enter the PayLocs

will appear.

RMD 2000 =l

@ Pleaze enter PaylLocs.

5. Click the pay-location range from the drop-down lists. Report 4-1 displays on your terminal.
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% BMD Schedule For Hext Week -

: ﬁ‘l Zoom |1nnﬁz "’I

— ] —— 3110 —— 32T —— 31— 30—

Saturday Sunday Monday Tuesday Wednesday

Last Name First Name PL BT OL IL ET|BT OL 1L ET|BT OL 1L ET|BT OL IL ET|BT OL IL ET|BT

Cinngomery  Lucy 32 G:00 [10-o0l0:30 a0 Veoo Moo bosohaao D eo0 hooolosob4so0 600 ooohoaofasol 600

Cinngomery  Sam 311 [rs:00f19:00f19:30 To:00 Tis:00f19:00T19:30 To:00 Tis:00l19:00 1930 Jo.00 Toso0 frg:00frg:30 000 Trs:00fr9:00f19:30T0:00 s

Cinnington  Sam 21 | I ba:00fra:00f1aa0f22:30 l14:00T18:00 [13-30 [22:30 1400 1500 [1a 30 Je2 a0 a4

Cinnington  Jane 33 | I lis:30f1a:20f20:00 T 0:00 Wis:30T19:30[20-00To:00 W15:30[19:30]20:00]0-00 Jos:z

Cinnington Lucy 316 000 [400 T4:30 Ta30 Loooo [400 (430 [aa0 ] | [o:o0Ta00 T30 Ta-30 Moo

Cinnovich Samn 31 |

Cinhguez Samn 321 baoofa:o0fez:a0T2:30 Tiaoolazonfaz-an 20 ] bz:00f22-00fz2:2012:30 Trg00fe2:00]22:30]2:30 ]

Ciinioe Sam 3z | I Fre:a0 20302100100 Tre:20f20.30]21:00]1:00 W16:30 o;a0la1:00]1:00 Hiea

Cinnzan Jane g [rs:00f19:00T18:50 frss0 Tisoofia.o0 fra:30 2550 | [15.00 1a:00 1930 2530 fs0

Cinnzoh Sam e Bzoolzon [xs0 Teso ] |

Cinnstien Fred 321 | |

Cininton Fred 311 e3ofao:30f.00 T 100 Tie:zofo:s0 2100 T100 | [15:30[20:30[21:00T 100 Je:a

Cinntonio Jane 311 [s:00f19:00[13:30 [ 0:00 f15:00f13:00[19:30 [ 00 Jrs:00 fra-00l1a-30T0:00 Jrs00f1a-00f1a:30] 000 F15:00f19:00f13:30]0:00 faso

Cinntanio Fred 313 [zoo [iroof11:30 [1a:30 U700 oo fi:so [is:a0 700 froof1sofs:so K700 oo [ aofrsso]

Franngomery  Jane 316 | | Diz:z0lie-s0 1700 l21-00 250 fe:a0 700 k00 Biz2-30 esaf 7 ool o0 s
*ages: ﬂil'l—m 1| A LIJ

6. To maneuver through the schedule, use the scroll bars or the page scroll buttons.

=| =)
7. To Print the file, click the printer icon : - refer to r|nt|n reports on page

5 for additional information. To Save the file, click the save icon j — refer
to saving files on page 5 for additional information.
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Call-In Log

This log keeps track of the daily call-ins to the Attendance Control Office. On a daily basis,
supervisors can review the call-in log at the beginning of the tour to see the names of his/her
employees who will be absent that day (and for what type of leave). A user with access to all pay
locations can access this option to print a report of all employees with leave for a given day.

To access the Call-In Log option:

1. Access the Staffing & Scheduling Management Window as described at the beginning of
this chapter.

2. Click Call-In Log.

Scheduling and Staffing
» / p

Resoeurce Management Database

Scheduling & Staffing Management

Grouped Employee Schedule Utlities
Adjustments

||:urrent wieek | [‘Jiew.-"F'rint Schedules |

||r'| Frogress | Call-In Log

|E aze Schedules |

E sit-Feturn ta kain benu

3. The Call-In Log Window displays.
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Scheduling and Staffing Management

Call-in Log

Eelect Options

From Fay Loc: | 311 -

Date of Eeport

Through: | 333 v |

Display ¢

D]

0201401, [Thu)

[

02/28/07, Mw'ed] *Today
02/27/01, [Tue) Yesterday
02/26/01, [Mon)
02425/, [Sun)
022401, [Sat)
02423201, [Fri]

4. Use the drop-down boxes to enter the From Pay Loc/Through options.

Use the drop-down box under Date of Report to click the date for which you want the report.
The options are tomorrow, today, yesterday and every day back to a week ago today.

6. The Call-In Log will display on your terminal.

% RWMD CallIn Log

g;‘l Zoom [100% -]

Resource Man lzgirmn'nt Dextaboase

Last Hame First Hame
AJMT SAM
A SAM
Cinnington Sam
Cinnguez Jane
Hillowich Lucy
Lucctonio Jack
Mortogomery Fred
Samton Jack

Pages: H|1|1 M| <]

5% Humber

915-18-9115
919-19-9519
919-19-9219
959-59-9159
937-37-9037
970-70-9470
995-93-9395
Q22229422

Call-In Log
PL Lv Date Ly Type
140 21281 al
363 21281 al
321 21281 sl
333 21281 ulat
393 21281 ulat
321 21281 usdc
393 21281 =l
a 21281 L

Hours

.00
.00
.00
1.47
0.87
.00
4.00
.00

DOC REG

fo
fo
Yes
fo
fo
Yes
Yes
Yes

7. Use the scroll bars or buttons to maneuver through the Call-In Log.

8. Refer to page 5 for complete instructions for Printing or Saving.
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9. Click the X box to Close the Window, and return to the Scheduling and Staffing
Management Window.

Automatic Download of New Schedules

The first user to activate the RMD system after 00:00:01 on Saturday will initiate the Schedule
download process. This process automatically deletes the past week schedule, downloads the
current week schedule and updates the scheduled days off for all employees. This user will see
the following Windows as this process is occurring prior to the RMD Login Window presenting for
the login process.

RMD 2000 - Please Wail
Deleting Next Week Adding Current Week
] |/ —— _—

RMD 2000 - Please Wait [RMD 2000 - Please wait |

Adding Next Week Adding SDOs
[ | 0
RMD 2000 -Pleaso Wit ||RMD 2000 -Ploasowait |

Finishing... Escalating Messages
———————————— | ——————————————

If any user attempts to login during this process, they will see the following window.

RWMD 2000

& Mew Schedule iz being created on anather PC

Pleaze tiy again later
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Chapter 5 - Time and Attendance

View various aggregate leave reports, work-hour reports, FMLA message reports, import data.
To access Time and Attendance:

Start RMD from your workstation:

£} USER SETUP

1. Click the Start button.

2. Go to the “National” option.

3. Select RMD - Click RMD.

This starts the application and displays the Loading Window.

The first user to login on any given day will also see the Escalating Messages Window.

The first user to activate the RMD system after 00:00:01 on Saturdays will see a number of
Windows related to the schedule download.

When the application has completed loading, escalating messages and/or downloading the
schedules, the RMD Login Window displays.

Users cannot begin the actual login process until the Login Window appears.
At the RMD Login Window:
1. Type your assigned user name.

2. Tab to the password box.
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3. Type your password.

4. Click Login. Reminder: user names and passwords are case sensitive.

5. The RMD Main Menu will appear.

Walcoma To Resource Manageman! Dalabase

BMQ:.-M Darobmes
Welcome to HMLU, Lucy Hillson.
Main Menu
Ernploness Manmge e Schaduling & Stading
| (single amployea interfece) | Management
Tirme & Atendance Flant Deta Mensgament
[sogregate infarfaca) [uneredable)
R0 Freeli ERY FAD Messaging
{rerey et endrechan) Systam
Login &t ST HIEEIREI=Y Log Ot & Exat |
Cumeri Time 210701 4:31:24Ps Log Cu & Shit Dicen |
[ Chack Messages |

6. Click Time and Attendance.

7. The Time and Attendance Menu Window will appear.
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Time and Attendance

Time and
Attendance

Resource Management Database

|EI n-the-Clock fnalysiz

|Im|:u:|rt Data

|Lea\.fe Bnalysiz |

|Ta’.-’-'-. Fieconciliation Hepu:urt|

|E:-:it-Fleturn ko b gin b e |

Table 5-1 describes the Time and Attendance Options.

Table 5-1: Time & Attendance Options

Use this option... on To do this...
page
FMLA Message List 140 Generate a report listing all FMLA messages automatically

generated by RMD.

On-the-Clock Analysis 141  Virtual ETC, Hours Type.

Import Data 149 Import leave, schedules and clock rings from the ETC
timekeeping system.

Leave Analysis 152  Generate reports showing the number of employee hours of
paid and unpaid leave by type, pay location, and within a
specified date range.

T/A Reconciliation 171  Generate a report comparing leave entered on Form 3972
Report with information generated in payroll system.
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FMLA Message List

Use this option to create a report listing all FMLA messages automatically generated by RMD.

To access FMLA Message List:

Access the Time and Attendance Menu as described at the beginning of this chapter.
1. Click the FMLA Message List button.
2. The FMLA Messages Report Window displays.

+ FMLA Messages Report |

FMLA Messages Reponrt

Dizplay FMLA Meszages for the past |3EI Daysz

Display Report |
DONE |

3. Enter the number of days’ worth of messages you want to display.
4. Click Display Report to generate the report.

—»
5. Click the Print icon
I

=
icon to save the report.

6. Click the X box to Close the Window, and return to the FMLA Messages Report window.
7. Click Done to return to the Time and Attendance Window.

to route the report to a printer or the Save
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FMLA Messages Report

MDD - FMILA Messages

E il Zoom [100% -]

R ree Managament Databone FMI.J". n|I Essages RE‘pﬂﬂ
Blessage FRILA Messatge
Last Hama First Hame S5 Humbar Payloc Ganaratad
Cmngomary Frad 009090394 T 2000 8:38:08 AW <Ramindess

Task: FMLA Reguesi

Employze: Cinmgomery, Fred

Payloc: 335

Reason Request for FMLA when no Fls
fle

Date of incident: HA052001

Slalus <immediabe sclion requesieds

Samigquez Jane 32529132 140 20N 33310 AW Rermindise
Tash: FMLA Ragnss
Employer: Samaguez, Jana

Fayloc: 140
Fezsom Reguest for FRMLA whan no Fl
filg

Date af Inendenl: 2052000

Stalus: <immediate aclion requasiads

Willson Jack S05-05-2806 140 2A0D 84457 Al <Raminder>
Tazk: FMLA Reguesi
Employes: Willson, Jeck
Payloc: 140
Reason Regues) for FRLA when ng Fle
file
Datn of Inciderd: 2A052001

as ﬂll.l_ﬂll P | Chrdian el dinkn -T.....- - ...,..-...f
On-the-Clock Analysis

Use the On-the-Clock Analysis options to generate reports detailing the work hours, operations,
and leave hours in various formats for a specific employee.

To access On-the-Clock-Analysis options:

Access the Time and Attendance Window as described at the beginning of this chapter.

1. Click-the-Clock Analysis to display the options, Virtual ETC (page 142) or Hours Type
Inquiry (page 147).
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Time and Attendance

IRMD

Resource Management - Time and
Attendance

|FI'-1L.6. teszage List |

On-the-Clock &nalyziz

|Im|:u:|rt Data

|Lea\.fe Bnalysiz |

|Ta’.-’-'-. Fieconciliation Hepu:urt|

|E:-:it-Fleturn ko b gin b e |

Virtual ETC

Access Time and Attendance as described at the beginning of this chapter.

1. Click-the-Clock Analysis.

2. Click Virtual ETC.
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3. The Virtual ETC Window displays.

Pepiehoes \firtual ETC

Select Date Range

[ {u]

fram

Process

Cancel

4. Enter the from/to dates in the Select Date Range boxes.
5. Press <<Enter>> to display the Select Employee drop down window. Or

6. Press <<Tab>> to display the list of employees in the Select Employee drop down window.
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s Virtual ETC

Select Date Range Select Employee
141400 228401

from ba

Last Mame | First Mame
AIMT Siéahd
A Séikd
Cinngaomery  Fred
Cinngaomerny  Jack,
Cinngaomerny  Jane
Cinngomerny  Lucy

Process

Cancel

7. Select an employee (highlight and click).

8. Click Process to display the employee’s data for the date range you selected.
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T peseiirtual ETC

Selected Date Range Selected Employee
01./01/00 0z2s28:M . SAM

frarm fram Status Payloc

ETC Code Hours
; e B
053 -

T
]l

&
[

n
o

o
[n]

[y}
ra Qo

10

52 “Wwiork Hrs 10

| [Sat]
Yiew Summary Reportf ...Another Employee DONE

9. Double-click a date to view date details in the Intra-day Moves Window.

Intraday Moves

Mowves on: 3/16/00
Empolyes: AM SAM |

Tvpe Hours

wening-TUC

Group Lead

DONE

10. Click Done to return to the Employee Data Window.

11. Click View Summary Rpt to see the Hours Use Summary Window.
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0101400

from

) Annual Ly

e Hal Ly

Tatal Hrs Uzed:

5H63.94

Hours Use Summary
0228/ AM SAM

Status: FTH PaylLoc:

Work Hours Paid

Oper Type Hours
Stand-By 0.51
Meeting

K.eving-LAS

Total Hrs

DONE

Time and Attendance

12. Click Print to view the reports this information generates. (Samples of the Reports that can be
printed from this information, Hours Use Summary — Work Hours Paid and Hours Use
Summary — All Hours Paid, can be found on pages 110 and 111.

13. Click Done to return to the Employee Data Window.

14. Click ... Another Employee to view another employee’s data.

Note: If you select another employee in the Employee Data Window and click Process, the data
you see for that employee will cover the same time frame as for the first employee. If you wish to
view a different time frame, you will need to delete the current date entries in the from/to boxes

(highlight and retype new date).
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entry before
typing the new
one in order to
delete the first

entry. —

Time and Attendance

s Virtual ETC

Select Date Range Select Employee
!]1!!]1,-"!]!] 2120401 m

from b

Process

Cancel

15. Click Done to return to the Virtual ETC Window.

16. Click Cancel to return to the Time and Attendance Window.

Hours Type Inquiry

Generate a report showing hours of a specified leave type by employees within specified pay
location and date range.

Access Time and Attendance as described at the beginning of this chapter.
1. Click-the-Clock Analysis.
2. Click Hours Type Inquiry.

3. The Hours Type Inquiry Window displays.
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RMD - Hours Type Inquiry |

Hours Type Inquiry

Date Range

Fraom

Fraom

Hours Type

I jv

To
I_.-"_.-‘l_ I_.-"_.-‘l_

Payloc Range

To

= =

Print Report

Done

4. Type from/to date range.

5. Use the drop down windows to select the from/to PayLoc Range.

6. Use the drop down window to select the Hours Type you wish to view.

7. Click Print Report to generate the Hours Type Inquiry report to your terminal.
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% BRMD - Hourz Type Inquiry =l E3

£o0m I 100% - I

RMD

Resource Man ﬂgnmn’nt Deatabase

Hours Type Inquiry Report

Last Hame First Hame DATE Type Hours
A SaM 12800 usl g.0a
Ahd SAM 124500 =] g.00
Ahd ZAM 213/ usl g.0a
A SAM 127400 sl g.0a
Cinnington Sam 2528101 Uzl .00

Cinn=on Lucy SM1000 uzl .00 -
Pages: Hl{l'l }IHI 4| »

8. Click the Print icon

ﬁ.‘
—| to print the hard copy of the report.

sryieins k]

H

_>

9. Click the Save icon to save the report.
10. Click the X in the corner to close the window and return to the Hours Type Inquiry Window.

11. Click Done to return to the Time and Attendance Window.

Import Data

This utility is used to import schedules, clock rings and leave balances from the ETC timekeeping
system. Import reports include:

Employees on the Clock: ETC27501.RPT through ETC 27514.RTP

LATS: ETC3972.RPT
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Employee Moves: ETC270p1.RPT

To access Import Data options:

Access Time and Attendance Window as described at the beginning of this chapter.

1. Click Import Data.
RMD - Time and

Attendance

|FI'-1L.6. teszage List |

|EI n-the-Clock fnalysiz |

Irmpart Drata

|Lea\.fe Bnalysiz |

|Ta’.-’-'-. Fieconciliation Hepu:urt|

|E:-:it-Fleturn ko b gin b e |

2. The ETS Data Import Utility Window displays.

ETS Data Import Utility |
. p

Bl
Resource Management Database

Select the ETC report you wizh to import.
then click "Continue’.

[ [

Continue

Cancel
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3. Insert a floppy disk containing the relevant files from the ETC timekeeping system

4. Click arrow of drop down window to display list of ETC report options.

ETS Data Import Utility |
RIIL

——
Resource Management Database

Select the ETC report you wish to import.
then chck "Continue’.

[

Employees On the Clock,
LATS
Employes Moves

Cancel

5. Select a report option (highlight and click).

6. Click Continue. A message displays “Calculating ETC data. Please wait.”

Caleulating ETC Data. ..
please

7. When this process is complete, the message disappears.

o

If you forget to insert the floppy disc, the following error message will appear.

REC EID Import Emror

There iz no diskette in the floppy diive. Pleaze check and iy again

9. Repeat this process for all 3 reports.

10. Click Cancel to return to the Time and Attendance Window.
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Leave Analysis

Use Leave Analysis options to generate reports showing the number of employee hours of paid
and unpaid leave by type, pay location, and within a specified date range. Samples of the reports
generated with this option follow the instructions.

Access the Time and Attendance Window as described at the beginning of this chapter.

1. Click Leave Analysis.

2. The Leave Analysis options (Sick Leave and LWOP {Leave Without Pay}) display.
IRIMD - Time and

Attendance

|FML.-'1‘-. teszzage List |
|EI n-the-Clock. Analyziz |

||m|:u:|rt Data |

|T.-".-'1‘-. Reconciliation Hepu:urt|

|E:-:it-F|eturn ta Main Menu |

Sick Leave Reports:

1. Click Sick Leave.

2. The Sick Leave Analysis Window displays.

3. Click the radio button for the type of report you want (by Finance Number or by Pay

Location Range). If you choose by PayLoc Range, you will need to use the drop down
windows to fill in the from/to PayLoc choices.
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Sick Leave Analysis

—
Resource Management Daotabase

Sick Leave Analysis

— Choose Report

" by Paploz Bange  from I j tu:ul j

) by Status [ETETE] includel "I

DOME | Fun Repart |

4. Click Run Report.

5. The Select Report Options Window Displays.

Select Report Options

Enter Date Range:

From ||_,.-'_,.-'_ to | P

Select Report Type
— Report Options

" List Employees - wd Daily Nurnbers

i~ Ligt Employees - Aggregate

" Employee Averages anly - we Daily Mumbers
T~ Employee Averages only - Aggregate

i~ Sick leave Super Report

CANCEL Continue

= List Employees w/ Daily Numbers:

= Report sorted by PayLoc, lists employees of each PayLoc alphabetically, showing the
numbers for each employee.

= List Employees — Aggregate: Lists employees alphabetically, showing the numbers for each
employee

=  Employee Averages only — w/Daily Numbers:
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= Employee Averages only — Aggregate

= Sick Leave Super Report (applies to Sick Leave option only)
1. Enter the from/to date range.

2. Click the radio button for the report you desire.

3. Click Continue to generate the report to your terminal.

)
to route the report to a printer.

4. Click the Printicon

5. Click the Save icon : to save the report.
6. Click the X button to close the window and return to the Select Report Options Window.
7. Click Cancel to return to the Sick Leave Analysis Window.

8. Click Done to return to the Time and Attendance Window.
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LWOP (Leave Without Pay) Reports:

1. Click LWOP.

2. The Leave Without Pay Analysis Window displays.

3. Click the radio button for the type of report you want (by Finance Number, by Pay Location
Range or by Status). If you choose by PayLoc Range, you will need to use the drop down

windows to fill in the from/to PayLoc choices. If you choose by Status (FTR/TE), you will
need to use the drop down windows to fill in the include choice.

Leave Without Pay Analysis
IRMD

—
Resource Management Database

Leave Without Pay Analysis

— Choose Report

" by Paploz Bange  from I j tu:ul j

= by Status [FTR/TE] includel "I

DOME | Fun Repart |

4. Click Run Report.

5. The Select Report Options Window Displays.
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Select Report Options

Enter Date Bange:

From |_,.-'_,.J_ to | Y

Select Report Type
— Report Optionz

" Ligt Employees - w/ Daily Mumbers
' Ligt Employees - Aggregate
" Employee dwverages only - wd Daily Mumbers

"~ Employee Averages only - Aggregate

CANCEL Continue

= List Employees w/ Daily Numbers:

= Report sorted by PayLoc, lists employees of each PayLoc alphabetically, showing the
numbers for each employee.

= List Employees — Aggregate: Lists employees alphabetically, showing the numbers for each
employee

= Employee Averages only — w/Daily Numbers:

=  Employee Averages only — Aggregate
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1. Enter the from/to date range.
2. Click the radio button for the report you desire.

3. Click Continue to generate the report to your terminal.

4. Click the Print icon to route the report to a printer.

5. Click the Save icon —* to save the report.
6. Click the X button to close the window and return to the Select Report Options Window.
7. Click Cancel to return to the Leave Without Pay Analysis Window.

8. Click Done to return to the Time and Attendance Window.

For sample reports, see Sick Leave (pages 158-167) and Leave Without Pay (LWOP) (pages
168-170).
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Sick Leave Reports

Sick Leave Report by PayLoc (option List Employees w/Daily Numbers)

+ BMD Sick Leave Report By Payloc
Zoom I'IEIEI"/; "I

Sick Leave
**Restricted Information™ Report by
Resource Management Deatabase F'a'y'Lol:

Data for:  1M00  to 252801
Pay Loc: 100 to 395

Last Mame First Mame S5 Mumbet PiL Drate: Sick Hrs Paid
Cinngamery Fred 999-99-9399 336 10721100 5.00
Cinngamery Fred 999-99-9399 336 1072200 5.00
Cinngamery Fred 999-99-9399 336 115400 5.00
Cinngamery Fred 999-99-9399 336 115500 5.00
Cinngamery Fred 999-99-9399 336 111800 5.00
Cinngamery Fred 999-99-9399 336 111900 5.00
Cinngamery Fred 999-99-9399 336 125200 5.00
Cinngamery Fred 999-99-9399 336 125300 5.00
Cinngamery Fred 999-99-9399 336 121600 5.00
Cinngamery Fred 999-99-9399 336 121700 5.00
Cinngamery Fred 999-99-9399 336 12730000 5.00
Cinngamery Fred 999-99-9399 336 12753100 5.00
Cinngamery Jack 999-99-9499 333 114700 5.00

Pages: ﬁl{l'l }[HI 4|
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Sick Leave Report by PaylLoc Aggregate (option List Employees — Aggregate)
' RMD Sick Leave Report By PayLoc Aggregate

£ 00 I 100% - I

Sick Leave Report
“*Restricted Information™ by PayLoc
Resource .'llil'u:ln'grm:n-! Destabase ﬂggregate

Data for:  AMMO0  to 272501
Pay Loc: 100 to 3aa

Last Mame First Mame S5 Mumber FiL Sick Hrs Paid
Cinngomery Fred 999-993-9399 336 9600
Cinngomery Jack 999-99-9499 333 43.00
Cinngomery Jane 999-99-3199 333 20970
Cinngamery Lucy 999-99-9099 321 Q6,00
Cinnington Lucy 919-19-90149 H6 96.00
Cinnotich Sam 969-69-9269 328 1014
Cinnguez Fred 959-59-9359 393 43.00
Cinnouez Jack 939-89-9489 335 24000
Cinnson Fred 909-09-9309 333 48.00
Cinrton Ly 929-29-90249 366 48.00
Franngomery Sam 995-95-9293 385 144 .00
Frannouez Jane 955-55-9153 Jetata] 4i3.00
Frannsan Lucy 905-03-9005 335 192.00
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Sick Leave Report by PaylLoc — Option Employee Averages only w/Daily Numbers
' RBMD Sick Leave Repont By PaylLoc

£ 00 I 100% - I

Sick Leave
“*Restricted Information™ Report by
Resource Management Deztabase Pa‘y’LOC

Includes data for all days worked from: 1100 to 2028001

Includes data for employees in PayLoc: 100 to 393

Drate Hrs Paid
1072100 5555
1072200 5599
1072400 g1.23

10/23M0 107 &7

104260 90.49
1042700 2904
10425100 a0.45
10/29/0 g2.00
10430/0 g1.90
1043100 £5.99
11100 gy .06
114200 d1.35
114300 G3.45
116400 2095

Pages: H|1|1 M| <]

Resource Management Database User Guide, Version 3. 2.22, March 2001
Print Date/Time - 03/27/01 7:10 AM Date last updated - 03/27/01

160



Time and Attendance

Sick Leave Report Averages By PayLoc Chart — option Employee Averages only - Aggregate

EB,-M'QRM Sick Leave Report Averages by PayLo«

3 | [ II
2 |
!

L I
o R B s B B N B I

ri

I 1 2810
.I.r_'l" L
121

iy

i

=3

Ll 2l

o
- R e |
=

12

It

I 2T
10y 250

Ihzludes data for all Pavlocs from: 100 b 393
|ncludes data for all Sick Ly from: 01/00/00 o 0272301

Wwork Hrs Sick Lw Hrs Sick Lw %

Totals: 18477222 BE13.20 el

Print |
Select Date Hange|

P O - PRSP [ - =SR[N | | TR [IPT R T el =T T e
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Hours Use Analysis (Supervisor Report) — option Sick Leave Super Report [multiple screens to show entire report]

Sick Leave Super Heport

RMD=—

Resource Management Database

Hours Use Analysis
(Supervisor Repon)

Datafor, 01/01/00 to  02/28/01

PayLoc: 100 to 398
Sick Leave use by PayLoc/Finance Number

PayLoc| fAL AL % 5L 5L % fPLyw/P fPLwP % fLw/OP iLwOP % Sw/P
100 240,00 12,61 0 0 0 0 0 0
140 0 0 0 0 0 0 0 0
311 0 0 0 0 0 0 0 0
313 0 0 192.00 1.70 0 0 0 0
316 0 0 43.00 2.04 0 0 0 0
318 0 0 36,00 0.93 120.00 1.16 43.00 0.45
321 0 0 0 0 0 0 0 0
323 0 0 0 0 0 0 0 0
326 43.00 0.67 0 0 0 0 0 0
328 0 0 0 0 0 0 0 0
3 0 0 0 0 0 0 0 0
333 0 0 0 0 0 0 0 0
336 0 0 0 0 0 0 0 0
338 240,00 1.93 240,00 1.93 0 0 0 0

DOME Show Chart Print Report
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Sick Leave Super Heport

RMD=—=

Resource Management Database

Hours Use Analysis
(Supervisor Repon)

Datafor, 01/01/00 to  02/28/01
PayLoc: 100 to 398
Sick Leave use by PayLoc/Finance Number
PayLoc| SWP % PLYWE PLWE % PLwO PLwO % Abw/OL AL % PLYWS PLWS %
100 0 43.00 2,52 0 0 372 0.20 0
140 0 0 0 0 0 51,09 4.42 0
311 0 14.89 0.20 0 0 793.26 10.67 192.00
313 0 4372 0.43 0 0 375.54 233 0
316 0 0 0 0 0 265,50 11.25 0
318 0 51.00 0.43 76.74 0.74 197.22 1.90 0
321 0 36,00 1.27 0 0 244,56 2.23 0
323 0 36,90 1.56 0 0 43.95 0.79 0
326 0 0 0 0 0 189,18 2,64 0
328 0 36,00 0.58 43.00 0.44 573,89 5.28 0
3 0 240,00 £.55 0 0 339,34 11.12 0
333 0 46369 477 43.00 0.43 F21.22 5.36 0
336 0 43.00 0.74 269.25 416 236.64 .65 0
338 0 0 0 36,05 0.77 472,85 2.8 0
Kl _
DOME Show Chart Print Report
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Sick Leave Super Heport

Hours Use Analysis
R‘M — (Supervisor Repon)
Resource Management Database

Data for: 01400400 o 0252801

PayLoc: 100 to 398

Sick Leave use by PayLoc/Finance Number

Payloc| L'wWPT Lw/PT % Lw/OF Lw/OP 2 PLwWF PLwWF % DLVP DLVP % QWP
100 1] 1] 4800 252 1] 1] 1] 1]
140 1] 1] 1] 1] 12.00 n5a 1] 1]
a1l 1] 1] 1] 1] 1] 1] 1] 1]
a13 1] 1] 1] 1] 2046 nia 43200 283
16 1] 1] 19200 214 284 016 1] 1]
218 1] 1] 240,00 232 101.28 naa 43200 417
221 1] 1] 1] 1] E12 noa 1] 1]
23 1] 1] 2a4.00 E18 7.e0 013 1] 1]
226 1] 1] 144.00 20 51.42 n7z 1] 1]
228 1] 1] 52800 482 1296 niz 1] 1]
a3 1] 1] 4800 1.37 12 nos 1] 1]
233 1] 1] 240,00 247 A6 0236 1] 1]
236 1] 1] 9600 1.48 1776 07 1] 1]
238 240,00 1.93 4800 n2s 1848 015 1] 1]

4 _
DOME Show Chart Print Report
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Sick Leave Super Heport

Time and Attendance

RMD=—=

Resource Management Database

Hours Use Analysis
(Supervisor Report)

Data for; O01/01400
Pay Loz 100

Sick Leave use by PaylLocfFinance Number

to 024280
to 338

Payloc| OWF % “whork Hrs Wiork Hrs & Annual Ly Annual Ly & Sick Ly Sick Lw & Hal Ly Hal Ly fél
100 1] 1903.02 100.00 43.00 252 432.00 2270 24000
140 1] 206214 100.00 14976 726 3678 178 19200
all 1] 743670 100.00 3918 a5a 1] 1] 57600
a3 1] 1127286 100.00 41718 270 119.88 1.06 1152.00
A1k 1] 2357 .94 100.00 19544 229 144.00 611 24000
a1a 046 1036E.33 100.00 1517.34 14.64 10710 1.03 1176.00
a21 1] 75770 100.00 42348 555 24000 a7 79200
323 1] B21E6.72 100.00 2277 027 23802 283 BOE.00
226 1] 716472 100.00 5a1.5a a1z 144.00 20 TEE.00
228 1] 10962 30 100.00 1161.54 10.60 20214 1.684 1086.00
a3l 1] a502.02 100.00 B05 .58 17.29 1] 1] 43200
233 1] 730,32 100.00 1197 BR 1231 05 64 931 1032.00
236 1] R4 7E. 76 100.00 BA7.8a aE1 22242 343 57600
238 1] 12422 58 100.00 a46.54 F.E1 44994 aE2 1104.00

Kl _
DOMNE Show Chart Prnint Report
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Sick Leave Super Heport

Time and Attendance

RMD=—=

Resource Management Database

Hours Use Analysis
(Supervisor Repon)

Data for: 0100700 o 02/28/01
PayLoc: 100 to 398
Sick Leave use by PayLoc/Finance Number
PayLoc| Court Ly Court Ly % belil L bl L % COp COP % OTLy OTLY &
100 1] 1] 1] 1] 1] 1]
140 1] 1] 1] 1] 1] 1]
311 1] 1] 1] 1] 1] 1]
313 1] 1] 1] 1] 1] 1]
316 1] 1] 1] 1] 732 0.3
318 1] 1] 1] 1] 9E.00 0,93
321 1] 1] 1] 1] 1] 1]
323 1] 1] 1] 1] 1] 1]
326 1] 1] 1] 1] 1] 1]
328 1] 1] 1] 1] 1] 1]
33 1] 1] 1] 1] 1] 1]
333 1] 1] 1] 1] 1] 1]
336 1] 1] 1] 1] 1] 1]
338 1] 1] 43.00 0,39 1] 1]
T ﬁ ﬁ ﬁ ﬁ ﬁ ﬁ [
DOME Show Chart Print Report
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Sick Leave Super Chart (from previous report)

Hours Comparison by Percentage

10 10
g 3
B B
| §¥AS Il FLwE
7 7 f5L B oLV
B FLwE OLWF
g & fLwor [ Anroal
| s Siek L
5 5 PLWE B HolLv
B rLwo Conrt L
4 4 B ~woL B MilLw
[ PRt COp
3 3 JPLweT B oTLY
B Lwor
2 2
1 1
0 A 0
DONE |
N SR B S 1l o ] Py | = = il erer=s|l e || mmm—— =k Al e
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Leave Without Pay (LWOP) Reports

LWOP Report by PaylLoc — option List Employees w/Daily Numbers
 BMD LWOP Report By PaylLoc
ﬁ‘| Zoom [100% -]

LWOP Report

Restricted Information by PayLoc

Resource Man n'grmznt Deztabase

Data for:  1M00  to 2025
Pay Loc: 100 to 3485

Last Mame First Mame S5 Mumber PiL Drate LWOP Hrs
Zinn=an Zam 909-09-9209 3a 10s2400 4.00
Cinn=an Sam 909-09-9209 3a 1002500 4.00
Cinn=an Sam 909-09-9209 MaE 10,2600 4.00
Cinn=an Sam 09-05-9209 3G 102700 4.00
Zinn=an =am q09-03-3209 G 1002300 4.00
Zinnzan Sam 203-03-3209 3G 111100 4.00
Zinnzan Sam 903-03-3209 3G 1172100 §.00
Zinn=an =am 203-09-9209 3G 11/3100 4.00
Zinn=an Zam 909-09-9209 3a 117700 4.00
Cinn=an Sam 909-09-9209 3a 1158100 4.00
Cinn=an Sam 909-09-9209 MaE 112100 4.00
Cinn=an Sam 09-05-9209 3G 11M 000 4.00
Zinn=an =am q09-03-3209 G 111100 4.00

Pages: -Hlil'l }_IHI 4|
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LWOP Aggregate Report by PayLoc — option List Employees - Aggregate
+ BMD LWOP Aggregate Report By PaylLoc

g;‘l Zoom | 100% -]

EES . . EY LWDP Report
Restricted Information Aggregate by
Resource Management Database Pa}fLoc

Data for, 1400 to 252501
Pay Loc: 100 to 3488

Last Mame First Mame S5 Mumber L LWWoP Hes
Cinnzon Sam 909-09-9209 s 216.00
Fregomery Lucy 993-93-9093 395 144.00
Freson Jack 903-03-9403 386 480.00
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LWOP Analysis by PayLoc — option Employee Averages Only w/Daily Numbers
% AMD LWOP Analysis By Payloc

g;‘l Zoom | 100% -]

LWOP Analysis
**Restricted Information™ by PayLoc

e ———
Resource Management Detabene

Includes data for all days worked from:  AM00  to 2525/

Includes data for employees in PayLoc: 100 to 393

Date Hrs LiMWioP

104210 g.00
10/22M0 g.00
10/23M0 g.00
1042400 12.00
1042500 12.00
1072610 400
104270 400
10/23/0 12.00
10/23/0 g.00
104300 g.00
1043100 g.00

Pages: H|1|1 M| <]
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T/A Reconciliation Report

Use this option to generate reports showing a comparison of leave entered on Form 3972 and
information generated in payroll system.

Time and Attendance

Time and
Attendance

Resource Manogement Database

FrLE Meszage List

Or-the-Clock Analysis

Import [ata

Leave Analysis

T8 Reconciiation B eport

i
__Hun Repart
B &

Ewit-Heturn ta Main Menu

To generate a reconciliation report for all employees within a specified pay location range:
Access the Time and Attendance Window as described at the beginning of this chapter.
1. Click T/A Reconciliation Report.

2. Fillin the from/to Dates range.

3. Use the drop down lists to click the PayLocs.

4. Click Run Report.

5. The building reconciliation report window displays.
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8.

9.

Time & Attendance Reconciliation Report example
% RMD Reconciliation Report

RVID

f—————
Resource Management Database

Last Mame

Cinngometry
Cinngomery
Cinnguez
Cinnguez
hontstien
Montstien
Willton

Pages: mil'l— PIH' ﬂ

First Matme

Jane
Jane
Fred
Fred
Jane
Jane
Fred

Click the print icon

Click the save icon

FL

333
333
393
393
318
318
395

RMD 2000 - Pleaze Wait

Building Reconciliation Report

Y

&

e

Time & Attendance
Reconciliation Report

SEMumber

9953-93-9199
995-93-9199
9i359-59-9359
939-39-9339
94:3-43-9143
945-45-9145
926-26-9326

gggﬂ

by

L Date

1701
15801
145001
111
1601
1701
154401

: ﬁ‘ to save the report.

Click the X button to close the window and return to the Time and Attendance window.

Payrall Type

Sick Ly

Sick Ly

Sick Lv
Wiork Hrs
Annual Lv
Annual Ly
Annual Ly

The T/A Reconciliation Report displays on your terminal.

&l =
*

to route the report to a printer.

Time and Attendance

Payrall Hes 3972 Type 3972 Hrs
8.00 al 8.00
g.00 al g.00
.00 al 462
g.00 Ivvp g.00
g.00 usl g.00
800 sl 800
g.00 usl 10.00

e

In this report, there are 7 instances of discrepancies between the payroll entry and the RMD entry;
sick leave vs annual leave, work hours vs lwop, amount of hours entered different. In each
instance, investigation must be done to reconcile the timekeeping and the RMD systems. In
some of these examples, a payroll adjustment may be necessary, depending upon the outcome of
the investigation as to which system has the incorrect information.
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Plant Data Management

Chapter 6 - Plant Data Management (currently not
available)
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RMD FreeQUERY

Chapter 7 - RMD FreeQUERY

Use RMD FreeQUERY to generate canned reports.
To display the FreeQUERY Management Window:

Start RMD from your workstation:

B B
%4 USERSETUP

1. Click the Start button.

2. Go to the “National” option.

3. Select RMD - Click RMD.

This starts the application and displays the Loading Window.

The first user to login on any given day will also see the Escalating Messages Window.

The first user to activate the RMD system after 00:00:01 on Saturdays will see a number of
Windows related to the schedule download.

When the application has completed loading, escalating messages and/or downloading the
schedules, the RMD Login Window displays.

Users cannot begin the actual login process until the Login Window appears.
At the RMD Login Window:
1. Type your assigned user name.

2. Tab to the password box.

Resource Management Database User Guide, Version 3. 2.22, March 2001

Print Date/Time - 03/27/01 7:20 AM Date last updated - 03/27/01

174
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3. Type your password.

4. Click Login. Reminder: user names and passwords are case sensitive.

5. The RMD Main Menu will appear.

Walcoma To Resource Manageman! Dalabase

BMQ:.-M Darobmes
Welcome to HMLU, Lucy Hillson.
Main Menu
Ernploness Manmge e Schaduling & Stading
| (single amployea interfece) | Management
Tirme & Atendance Flant Deta Mensgament
[sogregate infarfaca) [uneredable)
R0 Freeli ERY FAD Messaging
{rerey et endrechan) Systam
Login &t ST HIEEIREI=Y Log Ot & Exat |
Cumeri Time 210701 4:31:24Ps Log Cu & Shit Dicen |
[ Chack Messages |

6. Click RMD FreeQUERY.

7. The RMD FreeQUERY Window will appear.
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FreeQUERY

Select Tables and Fields: Selected Items: [Double Click ta remave ar itern)

Mot available at this time M

FkD Canned Reparts

I
¢ Upcoming FRLA receiications -Hesticted Intormation -
% Leave Requiring Doc - Restricted Information
Attendance Review Notification - Bestricted Information
Call Ing [Detal] - Restricted Information
Call Ing [Summary] - Restricted Information
Leave Summary by Day - Festricted Information
Mo Unscheduled in 30 days - Restricted Information
Sum of Outstanding Meszages - Festicted Information | ™

Exit
FreeQuery

8. Select a report from the drop-down list (highlight and click).

FreeQUERY

Select Tablez and Fields: Selected lkems: [Double Click to remove an ikem]

Mot available at this time Mot available at this time

RMD Canned Reportz

- Restricted |nformation

ACS Prior Day Logins

Run Canned Report

= | Enten Eien bl amall

Mat available at this time

Exit
FreeQueny
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9. Click Run Canned Report.
10. A message Window displays the report name and description.
! RMD Canned Reports

Report Hame:  Upcoming FMLA recertifications -B estricted Information

Report Dezcrption: — Heturnz bzt of recertification dates by employes.

Fun Repart 1

11. Click Run Report.

12. Some reports will require further parameters. An RMD Canned Reports — Parameter(s)
Required window will display requesting you to complete from/to date range, pay loc range,
or other information depending on the particular report requested. Complete the necessary
parameters.

Note: If a date is requested in this window, you will need to type the slashes between the month,
day, year.

13. Click Run Report.
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14.

15.

16.

17.

18.

19.

20.

' RMD Canned Heportz - Parameter[s] Required

Report Mame: Mo Unscheduled in 30 days - Restricted Information

RMD FreeQUERY

Report Descoption:  Employees with no unscheduled abzences in the pazt 90 daps.

“Mote™ Thiz report may take several minukes to .

Thiz report requires the following parameters. Pleaze
enter each and click 'Fun Report’.

From Pay Loc I
Thru Pay Loc I

Cancel | Fun Report |

The report will display on your terminal.

Click printicon * to route the report to a printer.

= | B
Click save icon : T to save the report.

Click the X to close the window and return to the FreeQUERY Window.

Click Cancel to return to the previous window.
Click Cancel until you return to the FreeQUERY Window.

Click Exit FreeQUERY to return to the RMD Main Menu.

Note: If the parameters that you specify on a FreeQUERY report request contain no data to
RMD Canned Reports |

report, the following message will appear.

Q 021 Ma current recaord.

the previous window. You can then change the parameters.

Click OK to return to
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RMD FreeQUERY

Note: You can click Cancel at any point of the FreeQUERY Windows to return to the previous
window. Continue to click cancel to return all the way back to the FreeQUERY Window.

Additional reports may be available after contacting your technical support team with report

requests.

Some examples of RMD FreeQUERY canned reports:

Table 7-1: Samples of RMD FreeQUERY Canned Reports

Report Name

Upcoming FMLA recertifications

% Leave Requiring Doc

Attendance Review Notification

Call Ins (Detail)

Call Ins (Summary)

Leave Summary by Day

No Unscheduled Leave in 90 Days
Summary of Outstanding Messages

Unscheduled in 90 days

Description

Lists recertification due dates (where FMLA
Coordinator has determined that recertification is
appropriate) by employee name.

Lists percentage of leave requiring documentation.

Lists the number of attendance review notifications
generated, by pay location, and the number of those
that have been escalated.

Lists number of Call-Ins grouped by date, finance
number and pay location.

Lists number of Call-Ins summarized by the date
range requested.

Lists leave type, number of entries and leave hours
by day.

Lists names of employees with zero unscheduled
absences in the past 90 days

Lists the number of outstanding messages by RMD
user name.

Lists employees with 3 or more unscheduled
absences in the last 90 days.
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RMD FreeQUERY

Canned Reports Examples
Canned Report — Upcoming FMLA Recertifications

: HMLY Canaed Heport

@] @] zem o S

R’MD= Upcaming FMLA recertifications -Restricted Information

Hasource Manegement Databass

Last Hame First Hame Pay Lox Condition R cedification
Samnuez Jare 140 3 m
Cinngomery Fred 3EE
WWillzon Jack ;e 1] k| S0
‘Willson Jack 140 1
awward | ‘yFma | wetcame To Reso..| Fresouery | D caneeap |[aBRMD Canna . RELETE a5m e |
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Canned Report — No Unscheduled Leave in 90 Days

+ RMD Canned Report

£00m I'IEIEI.?é "I

[t = e—
esource Moan r:yl"mrr:t Destabase

Finance #

Fo9093
Fo9093
Fo9093
Fo9093
Fo9093
Fo9093

Pages: HI{I'I }IHI

Last Hame

Frequez
Janntonio
Cinnatich
hortotich
Samatich
Luccstien

<

RMD FreeQUERY

=] E3

No Unscheduled in 90 days - Restricted Information

First Hame

Lucy
Jane
Lucy
Fred
Lucy
Fred

Pay Location

100
100
100
100
100
100

o

% of Leave Requiring Documentation

2| =]

Zoom I'IEIEI?S "’I

A e T
Resource H':I'unr:yi'mrnt Dertabeae

Date

12,3100
210
211
2120/

Pages: Hl{l'l PlHI

Leave Entries

1

3
1
=

|

% Leave Requiring Doc - Restricted Information

Required Doc

b2 = = O

Pct Req Doc

00.00%:
33.33%
100.00%
40.00%
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Attendance Review Notification:
! RMD Canned Report [ _ O] =]

Attendance Review Notification - Restricted Information

e —
Resource Management Database

Finance # Pay Location Reviews Escalated
29095 336 4 2

Pages:  M|4 bl <] | LI_I

Canned Report — Summary of Outstanding Messages
 RMD Canned Report Hi=

Sum of Outstanding Messages - Restricted Information

L e ———
Resource Managemant Dertaboase

Last Hame First Hame #outstanding Role
Cinnovich Jack 1 1200
Samson Fred = TFMLA, Coord

Co.. | @Hemed}l L|| ¥ Microsoft .. | Welcome To ... | FreeQUERY | S FMD Ean...“iiHHD [
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Call Ins (Detail):
 RMD Canned Report

Call Ins {Detail) - Restricted Information

L e ———
Resource Managemant Dertaboase

Date Finance # Pay Location Humber of Call Ins
20401 350093 368 1

210 350093 140 1

210 350093 333 1

210 350093 366 1

210 350093 368 1

211 350093 366 1 -
2121 350093 368 1

2131 350093 368 1

2141 350093 140 1

2820 350093 140 1

2024101 350093 140 1

20281 350093 140 1

20281 350093 B 1

20281 350093 321 2

20281 350093 333 1

20281 350093 368 1

20281 350093 393 1

20281 350093 398 1

=

rtI o Lobus o, I bl Frermiedy LII ¥ Microzaft ... | Welcome Tu:-...I FreeQLERY I i RO Ean...“!ﬂHHD e |Eﬂ.¢:§|§(ﬁ‘ 1:4

Call Ins (Summary).
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» RMD Canned Report

Call Ins {(Summary) - Restricted Information

Resource Management Dextaboase

Finance # Pay Location Humber of Call Ins

359093 140 g

359093 G 1

359093 321 2

359093 333 2

359093 366 2

359093 365 g —
359093 393 1

359093 395 1

ﬂ &Lntus O | @Hemed}l L|| [E¥ Microsoft .. | Welcome To .. | FreeQUERY | S RMD Ean...“iﬂHHD [
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» RMD Canned Report

Leave Summary by Day:

£00m I'IEIEIX "I

[—
Resource Managemenit Dwrtahese

RMD FreeQUERY

Leave Surmmmary by Day - Restricted Information

M=l E3

Date Leave Type Leave Entries Leave Hours
2025101 al 2 16.00
2025101 =l 1 04.00
2025101 u*lwvp 1 0&.00
2025101 uilt 2 02.34
2025101 usdc 1 0&.00
2025101 usl 1 0&.00
| For Lotus e | i Remedy Ul W Microsoft . | Welcome To | FreeQUERY | i AMD Can... ”;aHHD P l:'

1043
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Unscheduled in 90 Days:

+ RMD Canned Report |_ O] x|

£00m I'IEIEI.?é "I

Unscheduled in 90 Days - Restricted Information

[—
Resource Management Dextaboase

Finance # Pay Location Last Hame First Hame # of Unscheduled
359093 365 Ahi SAM =

Wl TadPM

!Lntus CC . | @Hemedy L|| [E¥ Microsoft ... | Welcome Tao ... | FreeQUERY | i FMD Ean...”;aHHD £ |:'
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Role Assignments by PaylLoc
+ RMD Canned Report

[—
Resource Management Dextaboase

Last Hame Firzt Hame Payl oc
Samson Jane 368
Cinnavich Jack 368
Samgomery Lucy 365

Flaotuz oo, | @Hemedy L|| ¥ Microsoft .. | Welcome To ... | FreelUERY I i RMD Ean...“iiHHD I

Role
WA
SO
Sr MDO

RMD FreeQUERY

Role Assignments by Payloc - Restricted Information

No Unscheduleds for Specific Date Range:
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» RMD Canned Report

£00m I'IEIEIX "I

No Unscheduled in 90 days - Restricted Information

Resource Mon n"qrmznt Dwrtahese

Finance # Last Hame First Hame Pay Location
359093 Willguez Jack 3

359093 Cinrton Fred Kyl

359093 Cinnovich Sam 11

359093 Frannton Lucy 3

359093 Luccstien Lucy 3

359093 Mortton Jack Kyl =
359093 Mortstien Fred Kyl

359093 Luccton Lucy 3

359093 Mortgomery Lucy 3

359093 Hillguez Lucy 3

359093 Freington Monticgue 3

359093 Hillawich Sam Kyl

359093 Mortguez Fred 3

359093 Frannotich Lucy 3

359093 Jannzon Lucy 3

359093 Cinngomery Sam 3

359093 Jannzon Monticgue 3

359093 Samsan Sam 11

359093 Morttonio Lucy 3

359093 WWilttanio Sam 3

o 147

aLDtUS O | @Hemedy L|| ¥ Microzoft ... | Welcome Tao ... | FreeQUERY | R FMD Ean...”;aHHD B |:'
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RMD Messaging System

Chapter 8 - RMD Messaging System

RMD User Generated Messages

Use the RMD Messaging System option to compose and send messages to other RMD
users. Use the Check Message option to read messages sent to you by other RMD
users.

Messages automatically generated by the RMD system display when the recipient logs
onto the RMD system. Refer to System Generated Messages on page 195 for additional
information.

To compose and send a message:

Start RMD from your workstation:

B B
%4 USERSETUP

1. Click the Start button.

2. Go to the “National” option.

3. Select RMD - Click RMD.

This starts the application and displays the Loading Window.

The first user to login on any given day will also see the Escalating Messages Window.

The first user to activate the RMD system after 00:00:01 on Saturdays will see a number
of Windows related to the schedule download.
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When the application has completed loading, escalating messages and/or downloading
the schedules, the RMD Login Window displays.

Users cannot begin the actual login process until the Login Window appears.

At the RMD Login Window:

1.

2.

Type your assigned user name.

Tab to the password box.

Type your password.

Click Login. Reminder: user names and passwords are case sensitive.

The RMD Main Menu will appear.

Walcoma To Resource Manageman! Dalabase

RMD

—_—
Rrsou red Basasgemant Jafoloass

Welcome to HMLU, Lucy Hillson.
Main Menu
Ernploness Manmge e Schaduling & Stading
[single amployas inlerdecs) | Management

Tirme & Atendance Flant Deta Mensgament
| (mggregate rearfaca) (uneredable)

R0 Freeli ERY FAD Messaging
(ren deta exfraction] Systam

Login &t ST HIEEIREI=Y Log Ot & Exat |
Curer Time 21040 4:31: 24P Log Cu & Shit Dicen |

| CheckMessages |

6. Click RMD Messaging System.

7. The Messages Window will appear.
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Messages

Logged Send Time: 210701 10:04:15 AM

RMD Messaging System

Note: The information you write using the Messages option is public information. You
are responsible for insuring that all information entered in your messages is professional
and appropriate in style and content. Article 16.2 discussions may NOT be recorded

in this section.

8. Use the drop down window to choose a user (or all users) to send the message to

(highlight and click).

cieiin moein
Cinnatich Lucy
Cinmrach Jeck X

Fragon Sam

Hillzan Lucy
Jannson Lucy A
Sampamerny Lucy =

admi
Izbar
sdasdo
scaond
admin’
planirn
srmadal

T bl
Lmihar
=DD

Sita Coond
Admin
Flant kg
SriADC

9. Tab to the Type Message Here box.

10. Type your message. (Do not enter restricted medical information.)
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Messages

Logqaged Semd Dime: 200000 1000410 AM

cAll Llgans -

hars wall be & maating at 4 pmiodsy inthe contersnce room bo decuss
gfiendance issues. The agenda can be faund in your haldouls. Fleass be
sine o Brng all necessans inhom aban o &ddngss s

2 |ggisaE lighed | espedd
hiet this will ba = langthy mesting in kght of tha senousness of the issues
which nead 1o be addressed

]

11. Click Send Message. The RMD Main Menu reappears.

12. Click Cancel to return to the RMD Main Menu without sending the message
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To read a message sent to you:

Access the RMD Main Menu as described at the beginning of this chapter.

1. Any User Generated Messages for you will appear immediately following a
successful Login.

Hesource Management [Dafobose

You have 1 messagesflasks!

lart K gr - Lucy Jannsan 21007 T0:06 40 Abd

[Triese will be & mestng &1 4 pm adey in e confansnce room 10 discuss
afigndance issues. The agends can be found inwowr holdouts. Flesse be
surs 89 bBring &l necessary rdormalion 1 address the igsues eted. | speac
that fes will be a lengie mastng in light of e seriousnass of the issues
which need o ba addressed

Delaie Massage

2. Use the <<Prev or Next>> buttons to scroll through multiple messages.
3. Click Delete Message to delete the message from the RMD System.
4. Click Exit to maintain the message in the RMD System.

5. To check messages remaining in the RMD System:

6. Access the RMD Main Menu.

7. Click Check Messages.

8. Message Window appears if you have messages remaining in the RMD System.
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System Generated Messages

System generated messages are Take Action messages RMD automatically generates
based on the business thresholds assigned using the RMD User Setup Utility. When a
message requiring action is not appropriately acted upon, RMD generates additional
message(s) to successive levels of management until a response is recorded.

Note: If a user fails to log in to the RMD system in order to retrieve messages that
require action be taken, and does so long enough to breach the business threshold for
message escalation, the ‘Failed to Take Action’ message will be generated to the next
level of management.

When a business threshold for attendance is breached, the entry by the ACS generates a
message to the SDO of the employee. The Review Attendance Message Sent to SDO
Window presents to the ACS. Note: The Last U/S (Days) is —6 because the ACS entered
the entire week that the employee would be absent at one time, so the last unscheduled
day is actually six days in the future.

Employee: Villgomany Lucy Absence Record =* Hestricted Informabion ==
PayLoc: 740

= | Febeuary 2001 | March 2001
F_Bu.w Data: |2.r|z.rznu1| Sat | Sun | Man| Tue [wWed| Thu | Fri | Sat | Sun | Man| Tue |Wed| Tha | Fi

AL Blance568.13 FMLA Usad:0 cBFF Wark Hrs: 1852 65 30 Deys U/S:S
SLEalance®s0. 2 FMLAON Fle:N  LastlfS Days)-6 180 Deys /SIS
SLOC Used 35 Days /S5

Selact Laee fype and click Updale
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RMD Messaging Window

When the RMD system generates a Take Action message to a user, such as a
Supervisor of Distributions Operations (SDO), an FMLA Coordinator or an MDO, the RMD
Messaging Window displays immediately when that user logs into RMD.

RMD Messaging

Hesauroe Monoagermen? Daofoboase

You have 2 messagesflasks!

ACS - Jack Willsan 201001 101450 A

tHaminders

Tazk Afandanca Fecond Review
Employes: Wilgomeny, Lucy
Padoe: 140

Remson; Raview Standanca
Dale al lcident 2,012,200

Sxalus: <lmmmedishe achan reguestads

Take Action

The RMD Messaging Window offers the following:

Displays the total number of messages/tasks.

Allows you to retrieve hew messages and saved messages by using the <<Prev and
Next>> buttons.

For messages generated by the Business Thresholds set in the RMD User Setup
Utility, or generated because necessary data was not on file, the window lists the
name, in the Sent By field, of the administrative user (ACS, SDO, Labor, FMLA
Coordinator) who's action generated the Take Action for the other user. For
example, the ACS enters an unscheduled absence that breaches the Business
Threshold; the SDO receives the Take Action message to Review Attendance on the
employee; the Sent By field will be populated with the ACS’s name. Note: In the
above window, the message was sent on February 10" with an incident date of
February 12" because the employee called immediately following her surgical
procedure because she knew she would not be able to work for the entire week.
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For messages generated due to the failure of an administrative user to take action in
a timely manner, it Lists the name, in the Sent By field, of the administrative user
(SDO, FMLA Coordinator) who failed to take the action in a timely manner.

Lists the date and time RMD generated the message.

To respond to Take Action messages:

1.

Click the <<Prev or Next>> button, when necessary, to find the correct Take Action
message.

Click Take Action. The following Windows display, based on the RMD user to whom
the message is sent:

Message sent to SDO: Three RMD Windows display — the Administrative Action
Window, The View/Enter Leave (Single Day) Window and Employee Information
Management Window.

Message sent to Labor: Two RMD Windows display — the Administrative Action
Window and the Employee Information Management Window.

Message sent FMLA Coordinator: Two RMD Windows display - FMLA Data
Window displays along with the Employee Information Management Window. RMD
automatically generates a message to the FMLA Coordinator when no FMLA
certification is on file and the employee states that the absence is covered by FMLA
or the ACS determines that the absence may be covered by FMLA.

Message sent to MDO: Two RMD Windows display - the New Note Window and the
Employee Information Management window display.
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Any User Not Taking Action
There are three ways for a User to not take action on a system-generated message.

1. Don't login to the RMD System in order to receive the message in the first place. If a
User does this for enough days in a row that the Business Threshold for Escalating
Messages is breached, the next level of management will be advised of the
user’s failure to take action.

2. Login to the RMD System. When the Messaging Window appears, click exit. Again,
if this continues beyond the Business Threshold for Escalating Messages, the next
level of management will be advised of the user’s failure to take action.

3. Click Take Action and then click the Cancel/Exit button in the RMD Administrative

Action Window (to exit the window without taking any action). If a user does this, the
following message will appear to confirm the request.

Cancel Action?

Bre pou sure want to cancel thiz action?

If the user clicks Yes, an RMD Accountability message advises the user that failure to
take action is logged and sent to the next level of management.

RMD Accountability

“fou will be reminded action iz neceszary at your next login.
Failure to take action logged and sent to MDO.

Click OK to exit without taking action.
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Next Level of Management Receiving Failure to Take Action Message

When any user fails to take action in a timely fashion, the next level of management is
advised.

The MDO completes the login process and messages immediately appear, as with all
users.

RMD Meszaging

IRMD

Resource Managermnent Database

You have 10 messagesfasks!

Labiar - Lucy Cinnatich 350 23712 P

L Reminder:

Task: Attendance Fecord Review
Employes: Abd, SAk

PaplLoc: 368

Reazon: Review Attendance
Date of Incident: 3/1/01

Status: <Immediate action is reques

[ Toke Acion

This message is Sent By the Labor Relations User.| The message is identical to the one
that the Labor Relations User received on 3/1/01. The Labor Relations User failed to
take action on this message/task beyond the Business Threshold for Escalating
Messages. Therefore, on 3/5/01, RMD automatically generated a message to the MDO
regarding this failure to take action.

The MDO clicks Take Action. The New Note Window, as well as the Employee
Information Management Window, that display are those of the Labor Relations User.

The Employee Information Management Window displays in order to allow the MDO the
opportunity to review all necessary information on the Labor Relations User
(Administrative Action History and Supervisor’'s Notes) before completing the New Note
Window. The New Note becomes a part of the Supervisor’'s Notes on the Labor
Relations User. The MDO also has the capability, because the Employee Information
Management Window is present, to create a new Administrative Action on the Labor
Relations User at this time. (The Enter Subject of Entry field is the employee’s name
upon whom the Labor Relations User failed to take appropriate action.)

Resource Management Database User Guide, Version 3. 2.22, March 2001
Print Date/Time - 03/27/01 7:24 AM Date last updated - 03/27/01

199



RMD Messaging System

Note: If the MDO were to click Cancel on the New Note Window, RMD would generate a
message to the next level of management (Plant Manager) that the MDO failed to take

action.
Hew Hote on Cinnotich, Lucy |
Employee: Cinnotich . Lucy L

Employee ID: 963-69-9059  Payloc: 100 New NOte

Enter Subject of Entry: |!e~h.1, SaM |

Enter all Hotez Here:

Cancel | | Subimit

Note: The information you write using the New Note option is public information. You

are responsible for insuring that all information entered in the Supervisor Notes is

professional and appropriate in style and content. Article 16.2 discussions may NOT
be recorded in this section.
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SDO Receiving Take Action Message
When an SDO clicks Take Action, the following windows present:

To Activate the View/Enter Leave (Single Day) or the Employee Information
Management window, click in the appropriate title ba

These windows allow the SDO to review the employee’s atte
notes, base schedule and anything else that may be necessary i
the proper administrative action. Maneuver through these windows u
processes described in detail earlier in this guide.

nce history, supervisor
rder to proceed with
iQg the same

bl iew fEnier Leave [Single Day]

Employee: VWilgomary Lucy Absence Record =* Restricted Information X
Payloo: 140
e & | Feteuary 2001 | March 2001

El.l’l‘lﬁun-ll..]nn-l"l'lul'l#ndl 'I"Illll =

Bt | Bum | b | T Iarenil Thia | o

L

Employee: Willgomerny Lises
Request for Administrative gamerny , Lucy B
Action Employee 1D 536-96-3096 PayLog: 140 -

iR estricted Information®*

Chl:ll'l:llal Fz'ﬂew aendance

|

| Dot O I||l:‘|dE'|||| |:>;- 21

| Cimia Achaon Tuxe*.| F-;' 0,01 | Fletein D!te1 |:-.f1qu -
|

|

|

MeEtura |:IIP-.|:|i|:-1| | |

Comments

1]
|

Fhwl.‘El:iT ”'ﬂnl'imr:.r ||Buhrri -

r 397 Histany Eniry

Note: This sample has a date action taken which is prior to the actual date of incident
because the employee called immediately upon knowing that she would not be able to
work for the entire upcoming week due to the emergency surgery she had undergone.

1. To review any existing Admin Action History for the employee, click View History.

2. If Administrative Action History exists, the window will display.
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Admimistrative Action Histony

Administrative Action history Employee: illgomeny Lucy
on employec: Employee ID: 2965-05-0096  PayLoc: 140
**Restricted Information**
Trackingd

Diade of Goourence| /1 2/07
Change Faviaw Afandanca |
Action Datel k2 /10,01 | | Fiatein Date] f=/ 10,0 |
Action Descriphion Abardsnca Feies |
Supendsor Comments I mployves hes exempleny sterdance recard (0

JE) thes was & nan-knla emengency surges:s Will
nfarm employves span har reten 1oowoek, skar
recuperatian thal | do not feel thal $is issus waranks
are admeEEreiess or coreciiee achion

Lebar Commerts]

I

B o

| Labor epgroved i checked T
| CGinevance Dafe| o Graivance Dets |
(DplChck: fo e Edit Add)

dd hlew Fecord

[Canoel / Exit | [Print Report | "F';"’|'“':|

3. Use the Prev/Next arrows to view other records on the employee.
4. Click Cancel/Exit to return to the Administrative Action Window for this message.
5. Enter the necessary information in the Administrative Action Window.

6. Click Submit to update the employee data.

Admimistrative Action

Action subritted.

7. Click OK to the Action Submitted message.

The OK on the Action Submitted Message generates a message to the Labor Relations
User. When the Labor Relations User executes their next login to RMD, they will receive
a message sent by the SDO regarding this employee. The purpose of this message is for
Labor Relations to be able to concur (or not) with the Administrative Action taken by the
SDO. The Labor Relations User is presented with the Administrative Action and
Employee Information Management Windows of the employee involved. More detailed
explanation of Labor Relations User taking and not taking action on messages on page
204.
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8. The RMD Messaging Window redisplays if you have more messages to deal with.

9. The RMD Main Menu Window displays if you do not have any more messages to deal
with.
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Labor Relations Receiving a Message

When the SDO submits the action, RMD automatically generates a message to Labor
Relations. When the Labor Relations user completes their login, they will be presented
with any messages needing action taken immediately.

1. Click Take Action. (Notice that the Sent By field is the SDO and the message is the
same one the SDO originally received on the employee.)

RMD Messaging

IR

Resource Management Database

You have 2 messagesftasks!

500 - Jack Cinnovich A1/01 2:32:04 P

L Reminder:

Taszk: Attendance Record Review
Employes: Ak, Shbd

FPaplLoc: 368

Reazon: Review Attendance

Date of Incident: 3/1/01

Statuz <Immediate action is requested:

2. The Administrative Action Window and the Employee Information Management
Window on the employee in question display. These Windows allow the Labor
Relations person to review the action taken by the SDO, as well as the employee’s
record. They can indicate their concurrence with the proposed administrative action
by clicking in the appropriate check box and writing comments or, if they don't concur,
they type the appropriate remarks in the comment box.
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Admimistrative Action Histony

Administrative Action history  Employee: wilgomeny,  Lucy

on employe: Employee 1D 295-25-9095  Paylec: 140
**Restricted Information**
Tracking#]

Diade of Gecurence] /1 2/01

Change Faviaw Afandanca |

I
I
I
| ActonDarglf2/10/01 || RateinDae]f 003 |
I
I

Action Descriphion Abardsnca Feies |

Supendsor Comments I mployves hes exempleny sterdance recard (0 j
JE) thes was & nan-knla emengency surges:s Will
rfarmn employves wpan har rehen 1o work sfar
recupenabian thal | do nod feel thal #is igsus wamants
A admmEroias of coreciee achon

I lmlrl:tlﬂn'ﬂ'lﬂ (Concur completahy with Supanrdsor's dacsion to nok j
naka diny BEIRIgRAlRe OF comaciieg BCRan 1o this
anschaduled accunancs on this employes

| Labor sporoved if checkad
| Gm‘mﬁ"da Graivanca Dels
(DplChck: fo e Edit Add)

dd hlew Fecord

Canuel/ Exit | Print Report | T|"f|

3. Use the Prev or Next buttons to review any other Administrative Action on the
employee.

4. Click the Labor approved if checked check box to approve the Administrative Action
taken by the SDO. You can also enter comments in the Labor Comments field if you
wish.

5. Complete the Labor Comments field if you disapprove of the Administrative Action
taken by the SDO.

6. Click Submit Changes to complete this action.

7. If you click Cancel/Exit to the same message enough times to breach the Business
Threshold for Escalating Messages, the next higher level of management (MDO)
will be advised of your failure to take action.

8. The Labor Relations User’s action can be viewed by the SDO of the employee by
reviewing the employee’s Administrative Action History. The Labor Relations User’s
action does not generate a message back to the SDO.
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FMLA Coordinator Receiving Message

When an ACS records an absence for which there is no FMLA certification on file, the
FMLA Coordinator will receive a message immediately upon login similar to the one
below. The Sent By field is the ACS who recorded the absence. You can see that this
message was generated immediately upon the completion of the absence recording
process.

RMD Meszaging

You have 7/ messagesftasks!

ACS - Jack Willzon - 310 2:24:54 PM

<Reminder:

Tazk: FMLA Request

Employes: Akd, Sakd

Payloc: 368

Reazon: Request far FMLA when no FRLA on file.
Date of Incident: 3/1./2001

Status: <Immediate action requested:

1. Click Take Action.

2. Anew FMLA Data Window, as well as the employee’s Employee Information
Management Window, display.
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PLADan

Empl : AM . SAM . ,
mployee **Restricted Information**
PaylLoc: 368
Fequest Date: |/ /4 Feq Payloc; Req. User |18316R07421 Condition I:u:u:le:| |
ction Dater [/ 4 iAction Code: lchion User: | 1816507421 Hecertif_l,l:| O |F|eu:ert Diate: |_,-'_,-'_ |
Caze Commerts: B
i From Date:| /4 /7 Frequency: Intermittent: [  Hard Copy Motes OnFile: [
approved: Thru Date:| 2 4 Druratior: OnGang: [
Legend: Action Codes Condition Codes
FREY MEXT -
1 = Approved 1 = Birth of Son or Daughter Submit Changes
Z =Disapproved 2 = Adoption or Foster Care ﬁ *
3 = Pending 3 = Health {Son/Daughter fSpouse/Parent) _
4 = Serious Health (3elf)

3. Complete the FMLA Data information. You must complete the Action Date, Action
Code and Thru Date before you Submit Changes. If you mistype the Action Code,
you will receive the following error message. Click OK and correct your entry.

RMD =

@ Action Code must be 1, 2, or 3.

4. If you did not make note of the date of the absence for which this message was
generated, you have 2 ways to determine that from this window.

= Click Exit. The Employee Information Management Window is now displayed. Click
Exit — Return to Main Menu. The RMD Main Menu Window is now displayed. Click
Check Messages. The message you were working on displays and you can now
make note of the date of the absence.

= Activate the Employee Information Management Window. (Click in the title bar.)
Click Enter Leave. The View/Enter Leave (Single Day) Window displays. Make note
of the date of the absence which is designated as FMLA (indicated by * in front of the
type of leave used).

5. Use Prev or Next to view any other FMLA certifications this employee may have.

6. After completion of the FMLA Data Window, click Submit.
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7. You can click exit to exit the window without submitting any changes. This will
generate a message to the next higher level of management of failure to take
action if you do this enough days in a row to breach the Business Threshold for
Escalating of Messages.
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Vacant Positions In Messaging System

When any of the positions of the messaging system is vacant (SDO, Labor Relations,
FMLA Coordinator, MDO, Plant Manager), a message is sent to the Site Coordinator to
notify them of the vacancy. The Business Threshold for Escalation of Messages stops
counting at this point until the vacancy is filled and the message is reassigned to the new
occupant of the position.

RMD Me

Hesouroe Managemend Dot b s

You have 3 messagesflasks!

A0S - Jeck Willzan 210407 12:48: 32 Ph

Flaase mssign an 300 w0 Pay Location: 336
with thie Llzes Satup Progam

£ e

Task: Atandanca Aecord Review
Ermployes: Cinngamery, Fred
Padloc: 336

Reason. Fedew Afandance
Llade ot ncident 207072000

1. Click OK.
2. The following Remove System Message window will appear.

AMD - Remove System Meszage |

Y'ou are about to remove thiz zpstern meszage from your messages!

Pleaze be sure you have written down the infarmation neceszany
to azzign a perzon bo cover the pay location in the meszage.
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3. Click OK to return to messages if you have more to deal with or the RMD Main Menu
Window if you are finished with your messages.
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Appendix

Roles and Responsibilities

Table 1: Roles & Responsibilities

ACS Attendance Control MCS Mgr., Customer Services PM Post Master
Supervisor
DM District Manager MCSO Mgr., Customer Service SCSs Supervisor, Customer
Operations Services
FMLA  FMLA Coordinator MDO Mgr., Distribution Operations SDO Supervisor, Distribution
Operations
HR Human Resources MPOO Magr., Post Office Operations ~ Site Site Administrator
Admin
Labor Labor Representative PIt Mgr. Plant Manager Site Site Coordinator
Coord
Sr. MDO  Senior MDO
Note: 1: Plant Manager, DM, MDO/MCSO/MCS, SDO/SCS r: Read only w: Write only
2: In-Plant, Report Only rw : Read and Write
3: Sr. MDO, MPOO, PM na: Not authorized access
Func- Task Role> SDO Note FMLA Labor HR Site Note Note Site
tion Attend #1 Coord Coord #2 #3 Admin
Em Enter (Review) Leave rw r r r r rw r r rw
plo  (page 61)
yee
Mg
mt
Act
ion
S
Add a Holiday (Ctrl+H) rw na na na na na na na rw
(page 87)
Change a Scheduled day rw na na na na na na na rw
off (Ctrl+S) (page 87)
Em T/A Reconciliation (page r r r r r r r r r
plo 100)
yee
Mg
mt
Re
por

ts
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Note: 1: Plant Manager, DM, MDO/MCSO/MCS, SDO/SCS r: Read only w: Write only
2: In-Plant, Report Only rw : Read and Write
3: Sr. MDO, MPOO, PM na: Not authorized access
Func- Task Role> SDO Note FMLA Labor HR Site Note Note Site
tion Attend #1 Coord Coord #2 #3 Admin
Maintain employee FMLA r r rw r r r r r rw
documentation (page 102)
On-the-Clock Analysis r r r r r r r r r
Reports (page 106)
Review Attendance r r r r r r r r r
Analysis Reports (page
113)
Maintain Employee rw rw rw rw rw rw rw rw rw
Vehicle Info (page 119)
Send or Review rw rw rw rw rw rw rw rw rw
Supervisor Notes (page
120)
Document or review rw rw rw rw rw rw rw rw rw
Administrative Action
History (page 123)
Sc Maintain department work rw rw rw rw rw rw rw rw rw
he schedules (page 130)
dul
ing
&
Sta
ffin
9
Ma
na
ge
me
nt
View/Print Schedules r r r r r r r r r
(page 132)
Review Call-In Log (page r r r r r r r r r
134)
Ti Review FMLA Message r r r r r r r r r
";Le Lists (page 140)
Att
en
da
nce
On-the-Clock Analysis r r r r r r r r r
(page 141)
Import Data (page 149) w w w w w w w w w
Leave Analysis (page 87) r r r r r r r r r
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Note: 1: Plant Manager, DM, MDO/MCSO/MCS, SDO/SCS r: Read only w: Write only
2: In-Plant, Report Only rw : Read and Write
3: Sr. MDO, MPOO, PM na: Not authorized access
Func- Task Role> SDO Note FMLA Labor HR Site Note Note Site
tion Attend #1 Coord Coord #2 #3 Admin
T/A Reconciliation Report r r r r r r r r r
by PayLoc (page 96)

Miﬁ Plant Data Management currently not available
ce

ane
ou

RMD FreeQuery (page r r r r r r r r r
174)

RMD User Generated
Messages (page 190)

System Generated w rw rw r na na na na na
Messages — Response
Required (page 195)

Manage User Setup (page na na na na na na na na w
18)
Employee Information rw na rw na rw na na na rw

Administrator (page 47)
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Designation / Activity Codes

The following table interprets the designation / activity (D/A) code in the D/A field on the Employee
Information Administrator Window on page 25.

Employee Category Mgmt Supv Full P-T P-T | Temp | Casual | Relief | Transi
Craft Time | Reg | Flex tional
FIELD OFFICES
Postmasters Mgmt 080 380 589 580
Managers & Supervisors Mgmt 090
=  VMF Supervisors 053
= Maint/Bldg Svs 066
= Maint/Plant & Equipment 067
= Maint/Postal Operating 068
Equipment
=  Maint/Administrative 069
Non-bargaining Mgmt 190 390 490 590
Prof/Tech/Admin Staff
Medical Officers & Head Nurses Mgmt 090 390
Nurses NPPN 111 411
Clerks APWU 110 310 410 610 810
Mail Handler NPMHU 120 320 420 620
City Delivery Carriers NALC 134 334 | 434 634 834
Vehicle Operators APWU 135 335 435 635 835
Special Delivery Messengers APWU 140 | 340 440 640 840
VMF Mechanics & Analysts APWU 151 351 451 651 851
VMF Garagemen & Jr. Mech. APWU 152 352 452 652 852
VMF Administrative APWU 153 353 453 653 853
Main/Bldg. Svc APWU 166 366 666 866
Main/Bldg. & Plant Equip APWU 167 367 667 867
Maint/Postal Operating Equip APWU 168 368 668 868
Maintenance-Administrative APWU 169 369 669 869
Regular Rural Carrier NRLCA 710
Temp Relief Carrier NRLCA 700
Temp Relief Carrier (1) NRLCA 701
Sub RC Serving Vacant Rt NRLCA 720
Substitute Rural Carrier NRLCA 730
RCA Serving Vacant Route NRLCA 740
Rural Relief Carrier NRLCA 750
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Employee Category Mgmt Supv Full P-T P-T | Temp | Casual | Relief [ Transi
Craft Time | Reg | Flex tional
Auxiliary Rural Carrier NRLCA 770
Rural Carrier Associate NRLCA 780
RCA Serving Auxiliary Rt NRLCA 790
HQ & RELATED OFFICES: CAG M-Z (excluding CAG 'S")
All Employees Mgmt | 119 | 119 | 319 419 | 519 | 619 | | 819
HQ & RELATED OFFICES CAG S
Postal Inspector Mgmt 089 08-9
Non-inspectors Mgmt 119 119 319 419 519
Postal Police Officers Mgmt 179 179 479
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Acronyms, Terms and Definitions

Absence Codes

Code Definition Code Definition

AOT* Absent from Schedule OT F* FMLA

AWOL* Absent without Leave CL Court Leave

AL Annual Leave EAL* Emergency Annual Leave

SAL* Annual Leave in Lieu of Sick Leave H Holiday Leave

ADL Administrative Leave L* Late Reporting

COP Continuation of Pay SWOP* Leave Without Pay (LWOP) in lieu of Sick
Leave (SL)

LWOP Leave Without Pay ML Military Leave

SL Sick Leave SLDC* Sick Leave Dependent Care

Ual* Unscheduled Annual Leave Uswp* Unscheduled sick without pay

* Note These are not separate leave categories, but a distinction is made for purposes of analysis
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Acronyms, Terms and Definitions

Time & Attendance

Description TACS TACS PSDS | ETC Abbreviation
Hour Reason
Code Code
Full Time LWOP - Proffered 060 02 21 LWPR
Full Time LWOP — Personal 060 03 22 LWPE
Full Time LWOP — Other 060 04 23 LWPO
Full Time LWOP — Maternity 060 05 26 LWPM
Full Time LWOP — Suspension 060 06 27 LWPS
Full Time LWOP — Pending Termination 060 08 29 LWPT
Full Time LWOP — Late 060 09 LWPL
Full Time Union Official Leave 060 07 28 84 LWPU
Telephone Time 32
Guarantee Telephone Time 33
Beeper Time 34
Extra Straight Time 035 00 35
Guarantee Telephone Overtime 36
Penalty Overtime Payment 043 00 43
Military LWOP 044 00 44 44 MLWP
Military Leave 067 00 05 67 ML
Donated Leave — Personal 046 00 46 46 DLVP
Rural Free Saturday a7
Holiday Schedule Premium 48
Rural Carrier Trips 50
Rural Carrier Actual Hours 51
Work Hours 052 00 52
Overtime Hours 053 00 53
Night Work Premium Hours 54
Annual Leave 055 00 01 55 AL
Annual Leave Late 055 09 ALL
Annual Leave Emergency 055 10 EAL
Holiday Work 057 00 57
Holiday Leave 058 00 11 58 HOL
Court Leave 061 00 04 61 CTLV
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Description TACS TACS PSDS | ETC Abbreviation

Hour Reason

Code Code
Guarantee Time 62
TE Crossfoot 63
Meeting Time 65
Convention Leave 066 00 12 66 CNVL
Guarantee Overtime 068 00 07 68
Blood Donor Leave 069 00 09 69 BDLV
Stewards Duty Time 070 00 70
Continuation of Pay 071 00 03 71
Sunday Premium 72
Out of Schedule Premium 73
Christmas Work 074 00 74
Non-Scheduled Cross-Foot 76
Civil Defense Leave 077 00 16 77 CDLV
Act of Nature Leave 078 00 13 78 ANLV
Natl/Local Admin Leave 079 00 14 79 ADLV
Relocation Leave 080 00 15 80 RLLV
Civil Disorder Leave 081 00 17 81 CVLV
Travel Within Schedule 82
Travel Outside Schedule 83
Union Official Leave 084 00 28 84 UNLV
Voting Leave 085 00 18 85 VTLV
Other Paid Leave 086 00 10 86 oTLV
NonBargain Reschedule Premium 88
Postmaster Org. Leave 089 00 08 89 PMLV
Higher Level Eligibility 90
OT Authorization 91
Disallow Guarantee Time 92
No Lunch Taken 93
Late No Leave Used 000 09 LATE
Absent from Overtime 000 12 AOT
Absent from Holiday Work 000 13 AHOL
Family Leave Share 045 00 045
FMLA Annual Leave 055 99 32 01 f.AL
FMLA Sick Leave 056 99 33 02 f.SL
FMLA Cont. of Pay 071 99 34 03 f.COP
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Description TACS TACS PSDS | ETC Abbreviation

Hour Reason

Code Code
FMLA IOD/OWCP 049 99 35 04 f.WCP
FMLA LWOP Part Day 059 99 36 05 f.PLWP
FMLA LWOP Full Day 060 99 37 06 f.LWOP
FMLA Sick Leave Dep. Care 056 98 38 07 f.SLDC
FMLA OWCP WOP Hours 004 00 f.WCP
Sick Leave 056 00 02 56 SL
Sick Leave — Restricted 056 11 SL.r
Sick Leave Dep. Care 056 97 39 08 SLDC
AWOL 024 00 24 24 AWOL
OWCP LWOP Hours 049 00 25 49 OLWP
Partial LWOP Hours (generated by main 031 00 31 PLWP
frame when time missing for a regular
employee)
Part Day LWOP 059 00 31 59 PLWP
PT LWOP —In Lieu of Sick Leave 059 01 20 PSWP
PT LWOP — Proffered 059 02 21 PLWR
PT LWOP — Personal 059 03 22 PLWE
PT LWOP — Other 059 04 23 PLWO
PT LWOP — Maternity 059 05 26 PLWM
PT LWOP — Suspension 059 06 27 PLWS
PT LWOP — Pending Termination 059 08 29 PLWT
PT LWOP — Late 059 09 PLWL
PT Union Official Leave 059 07 PLWU
Full LWOP Hours (generated by main frame 030 00 30 LWOP
when time missing for a regular employee)
Full Day LWOP 060 00 30 60 LWOP
Full Time LWOP — In Lieu of Sick Leave 060 01 20 SWP
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Frequently Asked Questions

?Source What should | do if....?

Answer....

No information listed for employee name

Employee schedule is incorrect

USER COMMENTS: RMD User Guide, Version 3.2.22 March 2001

If you would like to comment on this guide, send or fax this form to the following:
Resource Management Database Project Manager

Raleigh Information Business Systems Service Center

US Postal Service
4200 Wake Forest Road
Raleigh, NC 27668-9000 FAX (919) 786-2100

What | like best about this guide is:
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What | like least about this guide is:

| found the following errors in this guide (cite page number with a description of the error):

Additional comments or suggestions to improve this guide:

Name and Title

Mailing address

Phone/FAX ( ) /( )

Date
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