TACS TIMECARD PROCEDURES
Timecards are entered Every Friday
No later than Saturday, the next day.        
TACS can be entered anytime on Fridays, but it is best to wait until afternoon to be sure hours remain unchanged.

If you have any problems, call the Hawkeye District TACS office 
515-278-7613, 515-278-7601, or 515-278-7603
Regeana Arrowood, Atalissa IA 52720 – 3/11/2011
If you are unable to access TACS: >> Internet Explorer > Tools (top) > Internet Options > Settings (under Browsing History) > Every Time I visit the Webpage > OK > Delete (under Browsing History) > Delete Files > Yes > Delete Cookies > Yes 
> Close > OK > X (to close Internet Explorer) Re-open Internet Explorer.
1. From Blue pg. under “Essential Links,” > TACS 
OR on an ACE II computer, in top tool bar, click  ( (green folder) > TACS                                                                  
2. > ( Start TACS (left)
1st time users to new TACS system must click on “Grant Always” on Security Warning.
3. Type ACE ID ____________ (Tab)               
    Type ACE password. ____________ (Tab)    
    Type in Database – TACS10                      
4.  > Connect                                                    .
5.  > I agree with these conditions.
TO ENTER POSTMASTER AND / OR PMR HOURS

1. Dbl. click “Timecard Entry module.”

2. Verify finance # - _ _ _ _ _ _    
                                                                         pp wk
3. Verify year, pay period, & week – 2011_ _ _

4. To enter employee time:  > Find – Use arrow keys (() to highlight employee. > OK              
5. Hit “Tab” button to “Hours Code”

6. Enter the 2-digit code number for which the hours are used.  
      Example: 52 = work hours; 55 = annual leave; 56 = sick leave.  Look on timecard for codes.

7. Hit Tab button to “Total hrs.”

8. Enter hours for that code, using a decimal point.  Example: 40.00

9. Enter any other “hour codes” and hours for that employee.

10.  > SAVE when finished with first employee. Message: ( Database apply complete. __ records applied. > OK
11. Click in “Employee ID” space, > Find for next employee. Highlight next employee. > OK. 
      Follow instructions 4 – 11 for all employees. 
12. After entering and saving Postmaster & PMR hours, > Close
13. Dbl. click “PPWK Reports Module.”

14. > Time Cert (top right)
15. > Run. Message: Report Submitted…> OK 

16. > Close
17. Dbl. click “Report Queue Module.”  > View (to be sure they are complete)
18. Print report by clicking on “printer” icon. (To save ink: > Properties > ( Draft > OK) 
      > OK (on printer page) > X (to exit this sheet) Save the sheet with timecards.                                                                            
19. Click X in top right corner.  > Close (on Report Queue Module)
20. If you have Loan, Training, or Transfer hours – Go to those instructions now. 
When you are completely finished with all employees & Loan, Training & Transfer hours, close out of TACS program as follows:

21. Click X in top right corner.  It will say, “Are you sure you want to exit the TACS application?”  
22. > Yes.  > “Home” icon. 
