LOAN, TRAINING, & TRANSFER (LTATS) INSTRUCTIONS

 Regeana Arrowood, Atalissa IA 52720 – 10/30/08
1. Double (Dbl.) click “LTATS Entry Module”

                                                   p p  wk

2. Verify YRPPWK = 2008 - _ _-_ _

3. Enter finance # - _ _ _ _ _ _ (Tab) 

4. Hit tab button on keyboard after each entry in codes & hours to get to the next entry.  

            Example:  Postmaster codes to transfer hours to training.                                                                           

D/A     LDC     P/L     unit ID     work         OT   

            080       80        000       0000        whole hrs                     

                                           TO DATA

            Fin #            Unit ID      D/A      LDC      P/L      Prior
                                                                                           Yyyyppw 

         Not needed      0000            999        98       000      Use only if adjusting past weeks.

      Unless transferring

      Hrs. to another office

5. After all entries have been made, > Save.
6. To exit this screen, > Close
7. Double click - LTATS Reports Module

8. > LTATS – Summary.

9. > Run > OK  >Close.

10. Double click - Report Queue Module. Check status to see if complete. >View
11. To Print: > “printer” icon. >OK (on printer page.)  Save sheet with 1236.

12. Click X in top right corner.

13.  > Close.

      When finished with program, click X in top right corner.  Message appears: “Are you sure you want to exit the TACS application?”  >Yes.
To exit internet page, click X in top right corner of page or >”Home” icon for Blue pg.

To get Loan, Training, & Transfer report to see hours transferred to AND/OR out of your office: http://ltats.usps.gov 
 OR on Hawkeye pg:  (mouse over) Finance > Budget > LTATS website > Enter Application 
Select PFC: – Click down arrow, scroll down & click 500-Hawkeye PFC.
To Office: Click down arrow, scroll down & click your office.
In “From Pay Period” line, change pay period data to pay period needed to get the report you want. > Excel Report > Open
(Negative amount means another office transferred hours to your office.)

Courtesy of Lisa Carver, Taylor Ridge, IL & Ellen Opperman, Blue Grass, IA

