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Section 1: Overview of Changes and Improvements to
the Activity Based Costing System for FY 2007

Improvements to the Activity Based Costing (ABC) System for FY 2007

This summer, we asked employees to participate in another short survey to help identify issues in
ABC coding that, once corrected, will build confidence in the ABC data. The Deputy Regional and
Assistant Directors Team has also been engaged and working hard on ABC issues during FY
2006. Because of these efforts, we have made improvements that will contribute to greater
accuracy of cost data as well as providing a more user-friendly ABC coding structure. The
improvements include:

ABC Codes and Dictionary:

The Deputies decided that the Service would benefit from more stability in the ABC dictionary
structure. Therefore, there are only a limited number of changes to the codes in FY 2007: two
new codes, and a handful of title changes and definition clarifications.

o No activities were deleted, 2 activities were added, total activity codes for FY 2007 = 178
ABC Guidance and Communication:

e Issuing guidance on specific issues that is easily accessible;

e Making arrangements for Regional site visits and other meetings to explain the guidance,
the codes and definitions, and the benefits and usefulness of ABC;

e The Planning and Evaluation Staff is in the process of developing ABC coding
“templates” to help employees in similar organizations code more consistently across
those organizations. Coding templates are being tested at some field stations now and
should be available early in the first quarter of FY 2007. ABC coding templates should
make it easier for field employees to selection of the “right ABC code”.

e An updated, easier-to-use Service ABC web portal (http://www.fws.gov/planning/abc) is
available which:

0 Expands and enhances data on Cost and Performance management;

o Provides FWS employees with the latest news and developments on the ABC
system;

o0 Provides a one-stop-shop for all information on ABC cost data, performance
data, software tools, the integration of cost and performance, training materials,
and other important documents;

0 And, later in the year, the web portal will be updated with information and case
studies on how ABC data is being used in the Service

0 Provides a Help Desk (http://www.fws.gov/planning/Help/helpdesk.html):

e Developed and deployed a Cost and Performance Management Help Desk
in June 2006

e Help Desk includes a comprehensive set of Self Help Resources including
FAQs, training materials, and video tutorials

e Users also can obtain support by submitting E-mail Support Requests or
contacting the ABC team for Telephone Support

ABC Technical Fixes:
e Continued work with the Finance community to improve how the ABC system handles
transactions with missing or erroneous ABC codes using the default code tables in FFS
e Work is underway to validating the mapping of ABC activity costs to the Service's
performance goals with Regional input from the Assistant Regional Directors.
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Cost & Performance Management Help Desk

The Cost and Performance Management Online Help Desk, deployed in June 2006, provides all
Service employees the opportunity to receive assistance with Cost and Performance Management
(CPM) questions. Offering three channels of help and a tip of the month, the help desk is a tool
specifically designed to expand the Service’s knowledge of CPM. The Cost and Performance Help
Desk can be found at http://www.fws.gov/planning/Help/helpdesk.html.

The four main areas of the help desk are diagramed and described below.

e Self Help: Designed for common questions or quick refreshers on Cognos skills.
Provides six categories of Frequently Asked Questions, training paths for all
employees or power users, and video tutorials for Cognos tools.

e Tip of the Month: Updated monthly to provide quick tips for Cognos power users
as well as information on CPM for all employees.

¢ Email Support Request: Developed for questions that are not answered
through the self help tools, or those questions that require a more complex
analysis. Leverage the knowledge of Subject Matter Experts and receive an
answer in no more than 2 business days.

e Telephone Support: Intended for time sensitive questions or those complex
analyses that require subject matter expertise.

Self Help

Many questions and issues can be
sohled guickly and efficiently using the
online self-help tools:

¢ Top 5 Most Common ABC/M Prohlems

- Inthe 2006 ABC Survey, marty
:@, employees expressed a desire to view 3
repart detailing bow they code their time

o General FAQS Each tip is designed tor a particular guarter or series of
o ABCM Coding FAQS expand the Service's quarters. To oktain this report,

knowledage of Cost andampluyees should contact one of the
o ABCIM Methodology FAGS g ABC contacts in their region and request

« ABCM Questions on Specific ColR8MFOMMANCE. 4o %yociiay repart & listing of all ABC
e ABCIM Technology Tools FAQS contacts throughout the Service is an
- the Costand Perfarmance Management
" Ciine vy sesouiee  Video tutorials  Potl ot e
% Cognos Video Tutorials ‘—are a great way Call the help desk for
. NSRS TETERT e torefreshbasic oy priormonii= Tps ~ time sensitive questions
Cognos skills. and speak directly with

a Subject Matter Expert.

E-mail Support Request a Telephone Support

Far mare complex questions that can't he Far difficult questions that are critical

‘ s0lved using the self-help tools, contact the E and require an immediate response we
- o

experts by submitting an E-mail support ' offer telephane support available fram

request: 10am - 3pm EST.
» Convenientway to answer mare difficult » Caontact an ABCM Subject Matter Expert to
questions. receive an immediate response ta your
+ Leverage the knowledoe of ARG/ Subject question!
Matter Experts. e« Should he used to answer questions and
+ Speedyresponses delivered in two address issues that are time sensitive,
business days or less! otherwise use E-mail support.
s Submit a red in minutes using the » Listing of ABCIM contacts providing

Online Hel R t FOrrT | telephone support.
“'_Submlt an online request form for any

Cost and Performance question.
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Changes to the Activity Dictionary for FY 2007

Unlike in FY 2006, the Deputies Team decided that the Service would benefit from more stability

in the ABC dictionary structure. Therefore, there are only a limited number of changes to the

codes you will use in FY 2007:

ABC Work Activity Title
Z3: Review, Develop and Implement Environmental Provisions for FERC

Type of Change Made for FY 07

Hydropower Projects - Municipal (MUN) Title Change | Definition Clarified
Z4: Review, Develop and Implement Environmental Provisions for FERC

Hydropower Projects - Non-Municipal (PUB) Title Change | Definition Clarified
Z5: Review, Develop and Implement Environmental Provisions for FERC

Hydropower Projects - Non-Specific (COM) Title Change | Definition Clarified
4A: Provide and Manage Opportunities for Quality Fish and Wildlife Dependent

Recreation Title Change

8B: Construct Buildings Definition Clarified
8C: Construct Roads, Bridges, Tunnels Definition Clarified
8D: Construct Dams and Water Storage Facilities Definition Clarified
8E: Construct Water Conveyance Facilities Definition Clarified
8F: Construct All Other Structures, Facilities and Grounds Title Change | Definition Clarified
8G: Maintain Buildings Definition Clarified
8H: Maintain Roads Definition Clarified
8J: Maintain Bridges Definition Clarified
8K: Maintain Dams and Water Storage Facilities Definition Clarified
8L: Maintain Water Conveyance Facilities Definition Clarified
8M: Maintain All Other Structures, Facilities and Grounds Title Change | Definition Clarified
8P: Inventory DOI Facilities and Assess Facility Condition Definition Clarified
9G: Administer Recruitment, Staffing and Classification; and Ensure Diversity Title Change

9Q: Develop and Allocate Budgets Definition Clarified
9R: Perform Financial Management Operations Definition Clarified
94: Perform IT Capital Planning and Project Management NEW

95: Manage IT Architecture NEW
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Section 2: Introduction to the FY 2007 Employee Time
Reporting Worksheet

You may use this form as an electronic copy or hardcopy as determined by your supervisor. The
instructions in Section 3: Saving and Opening the Employee Time Reporting Worksheet and
Section 4: Completing the Employee Time Reporting Worksheet relate only to the electronic
copy of the Employee Time Reporting Worksheet. For more information concerning hardcopy
only forms, go to http://www.fws.gov/planning/ABC/ta_hardcopy.html.

This manual contains employee instructions for completing the MS Excel Employee Time
Reporting Worksheet. The worksheet is submitted to your supervisor for his/her signature. Your
timekeeper will then use this Employee Time Reporting Worksheet to code your time and
attendance into FPPS. The overall process for completing the Employee Time Reporting
Worksheet is depicted below.

Employes Enter time by
Time activities info Supervisor signs PSSO
5 ] howrs in by ABC
Reporting Employee Time » the employee's * work activities into
Waorkshest, Reparting workshoet FEPS
¥l Worksheat_xis

Exhibit 1: Process flow for the FY 2007 Employee Time Reporting Worksheet

The Employee Time Reporting Worksheet is mandatory for reporting your time; however, you will
have the option to submit your time either electronically or via hard copy as determined by your
supervisor. If you submit a hard copy version, please sign your Employee Time Reporting
Worksheet. Your supervisor will also be required to sign your worksheet. If you submit your
worksheet electronically, an email message proxies for your signature.

For questions using the Employee Time Reporting Worksheet, contact your timekeeper. For any
guestions regarding ABC work activity codes, contact the Regional ABC Representatives. Do
NOT call the IT help desk for assistance because they cannot assist you in completing the
Employee Time Reporting Worksheet.
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Section 3: Saving and Opening the Employee Time
Reporting Worksheet

Before proceeding with the following instructions, please delete/remove any previous versions
of the time sheet. The FY 2007 Employee Time Reporting Worksheet not only contains new
activity codes, but has been enhanced to assist you in the time reporting process.

1. To begin, type in http://www.fws.gov/planning/ABC/ta_electronic.html in a browser to

access the Employee Time Reporting Worksheet.

A U.S. Fish and Wildlife Service - Microsoft Internet Explorer L EX
: File Edit “iew Favorites Tools T eBack 2 -d @ @ (;] pSearch \j\\'{Favur\tEs -@ Dg' :\ﬁ v |_J E}b ﬁ ” 5?‘,.

; Address |@ bt v favrs g fplainning /ABC/ta_electronic.hral - | Go | @Snaglt B g
U.S. Fish & Wildlife Service

[y
FISH & WL
e

Cost and Performance Management

W B Gl M o R e oW |

Fro6 Employee Time
Reporting Worksheet

Home

Latest News
Please follow these instructions when downloading the Employee Time Reporting Worksheet.

Fv06 Emplovee Time

Reporing Worksheet
(537K

Save the Worksheet to your computer
To Save the FY06 Employee Time Reporting Worksheet:

Important Documents

1. Place your cursor aver the docurment called "Employee Time Reporting Worksheetxls." and right click on the FY06 Procedures for
FYOE Activity document, Completing Employee
Dictiorary 2. Seroll down to Save Target As and |eft click on it. Time
F05 - FYO6 3. Savethe file on your deskiop.
g:f;r:lr‘:gy B ) ) ) . EY06 Procedures for
Note: These Instructions (with screen shots) are repeated on page 2 of the "Procedures for Completing Emp Time paf” Cornpleting Erng Tirme. pdf
FY05 - FYO6 (372K
Crozawalk
PWSta D0l Crosswak  Enable macros in Microsoft Excel
FYD5 Included § In order to enable the macros for the Employee Time Reporting Worksheet, you may need to change your security level
Excluded Costs within Microsoft Excel - the appropriate security level is Medium. To do this:
FY06 Included §
Excluded Costs 1. Open Microsoft Excel.
Hewy to Correct ABC 2. Glick on Toals an the toal bar.
Errorz in FFS 3. Scroll down and click on Macro, and then click on Security
Tad Waorkshest 4. Ensure that vour security level is on Medium, {If it is not, select Mediurm.)
g, Click Ok

T&A Instructions
PWE Operations Plan

&) Done ® Internet

To begin completing the “Employee Time Reporting Worksheet™

|

Exhibit 2: View of the Employee Time Reporting Worksheet on the FWS Cost and
Performance Management web portal.

2. Asillustrated in Exhibit 3, place your cursor over the document called “FY07 Employee
Time Reporting Worksheet.” This will allow you to save the document to your desktop.

3. Right click on the document called “FYO7 Employee Time Reporting Worksheet.”
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4. Scroll down to Save Target As and left click on it.

File Edit

Yiew  Favorites

»
Tools

i @Back = \) Ia @ K{h pSearch *Favur\tes v@ @' i}

Address |a bt /v, Favs . gow fplanning /ABC/ta_electronic.htrl

& Snaglt

Home

Latest News
Directar's Motes
Regional Highlights:
Deputies Oversight
Team Reports

Importam Documerts

L@ A
B e

Coding Procedures - Electronic Copy

Reporting Worksheet

Please follow these instructions when downloading the Employee Time Reporting Worksheet.

FY0T7 Employee Time

i)

F¥06 Employee Time

Save the Worksheet to your computer
To Save the FY06 Employee Time Reporting Worksheet:

1. Place your cursor over the document called "Employee Time Reporting Worksheetxls." aI

Open
Open in Mew Window

Hing Worksheet
(537K

Procedures for

Fy06 Activity document leting Emplovee

Dictianary 2. Scroll down to Save Target As and left click on it. RS S Time

FY05 - FY 06 3. Save the file on vour deskiop. cut '@

Subactivity Codes &

Frograms . a . ; » Copy w

Wote: These Instructions (with screen shots) are repeatad on page 2 of the “Frocedures for Cor Hino Ermp Time.ndf

FD5 - FY06 Copy Shortcut @72k

Crozzwalk Fasta

FvstaDOlCrosswalk  Enable macros in Microsoft Excel -

FY03 Included / In order to enable the macros for the Employee Time Reporting Worksheet, you may needto|  Add to Favoritss. .

Exclucled Costs within Microsoft Excel - the appropriate security level is Medium. To do this: .

Backward Links

FY06 Included §

Excluced Costs 1. Open Micrasof Excel. Cached Snapshat of Page

Howy to Correct ABC 2. Click on Toals on the tool bar. Similar Pages

Errors in FFS 3. Scroll down and click on Macro, and then click an Security Translate Page int English

Taa Workshest 4. Ensure that your security level Is on Medium. (7 itis not, select Medium.)

&4 Instructions 5. Blick Ok. Froperties

EVA\'.SNOpfara.tiozs A To begin completing the “Employee Time Reporting Worksheet™ &
& ® Internet
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Exhibit 3: Saving the Employee Time Reporting Worksheet
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5. Navigate to your desktop as shown below in Exhibit 4. Click Save.

Fish and Wildlife Service - Microsoft Internet Explorer - |2 X]
i v roores 1o~ | @k - © - (8 [@ € Poen oo @3- B - LB K MY
Address |a bt v, Favs.gow fplanining /ABC/ta_electronic.htrl v | Go & Snaglt B

Cost and Performance Management

File Download

Save As
Home

Save jn: Desktop w . B i o ployee Time
Latest News |@ | o &= o Worksheet
lirector's Mot Please follow these instructi = ﬂMy Doruments @j
§ & My Computer plovee Time
De Save the Worksheet to yg My Recent | |%dMy Metwork Places o Worksheet
Te To Save the FY06 Employee Tiry Documents |5 Deputies Meeting 537k
— ICDocs
Illlgigszidbjcumems 1. Place your cursor over th @ I Guidance heedures for
Ivily docurment (£ Methodalo ng Employee
Dictionary 2. Beroll down 1o Save Targ Rekion Dsms = Time
FY05 - FY 06 3. Save the file onvour des
Suaactivty Coes & T ICUnused Desktop Shortcuts
Proarams _ ; ; ocedures for
Wote: These Instructions (with sci [/ Emp Time.pdf
FY105 - FYOE My Documents T2kK)
Crozzwalk
s to DOICrasswalk  Enable macros in Microsof
F0s Includsd £ In order to enable the macros fof
Excluded Costs within Microsoft Excel - the app My Camputer
FY06 Included §
Excluded Costs 1. Open Microsof Excel. -
Howe to Correct ABC 2. Click on Toals an the taol File name: Fr‘IIIFErn |oyesTimeR epartingy'o ¥ ‘ | Save ]
Errors in FFS 3. Serall down and click an -
T8 Worksheat 4. Ensure that your security | My Metwork | Save as type: |M|clusuﬂ Excel worksheet v ‘ [ Cancel J
T&A Instructions i Rl
BV Opera.tlons Plan) To begin completing the “Employee Time Reporting Worksheet™: .
&)  Internet

Exhibit 4: Saving the Employee Time Reporting Worksheet onto the Desktop

6. Go to your desktop and double-click on the document called
“FYO7EmployeeTimeReportingWorksheet.xls.” This will open the file in Microsoft Excel.
After Microsoft Excel has opened, you will see the following dialog box appear.

Microsoft Excel

Ci\Documents and Settingsikristin Shearsi My
DocurmentsiKristin-GTIFW S Activiey DickionaryFy07 Ackivity Dickionary) T
Wiorksheet FYOFEmployeeTimeR epartingiorksheet , xls contains macros,

Macros may conkain viruses, It is always safe to disable macros, but if the
macros are legitimate, wou might lose some Funckionality,

e

Enable Macros

Disable Macros Maore Info

Exhibit 5: Selecting Enable Macros

7. Select Enable Macros. You must select Enable Macros in order for the Employee Time
Reporting Worksheet to function properly. After clicking Enable Macros, the Employee
Time and Attendance worksheet will open.
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8. The following picture depicts the tabs at the bottom of the screen that should appear
upon opening the Employee Time Reporting Worksheet. Additionally, the table following
Exhibit 6 lists each worksheet in the Excel file, along with a brief description of the
content of each worksheet.

Note: Use the arrow keys on the left to scroll and access each tab in the Excel workbook.
If you can not see the tabs as illustrated below, move the cursor over the single square to
the right of the file name and click once to maximize the document. This should enable
you to see the tabs.

||< 4 M \Instructions B Guidance,( Employee Time Reporting Wrksht )( FY07 ABC Activity Codes ,( Regional ABC Contacts /( Tirne Reporting sarmple

i

Exhibit 6: View of the Tabs at the bottom of the Employee Time Reporting Worksheet

Worksheet Name

Instructions & Guidance Includes instructions for completing the Employee Time
Reporting Worksheet. Also includes new FY 2007
Coding Guidance.

Employee Time Reporting Employee Time Reporting Worksheet to be completed

Wrksht by FWS employees.

FYO7 ABC Activity Codes List of all FY 2007 Activity Codes. The codes are
organized by process.

Regional ABC Contacts List of all Regional ABC Contacts

Time Reporting Sample Sample T&A Worksheet

Table 1: Description of each worksheet in the FY 2007 Employee Time Reporting
Worksheet Excel file
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Section 4. Completing the Employee Time Reporting
Worksheet

The following provides step-by-step instructions on how to complete the FY 2007 Employee
Time Reporting Worksheet electronically. As a reminder, please delete/remove any previous
versions of the time sheet. The FY 2007 Employee Time Reporting Worksheet not only contains
new activity codes, but has been enhanced to assist you in the time reporting process.

1. To begin filling out a timesheet, click on the Employee Time Reporting Worksheet tab.

% Instructions & Guidance "\}\Empluvee Time Reporting Wrksht /\/ FvO7 ABC m:tiv.ity Codes A

Exhibit 7: Selecting the Employee Time Reporting Worksheet

2. Enter your designated Organization/Department Name and your Name in the upper left
corner of the form.

A E c ] E F G H

1

Organization ar Department
3 |Mame: 1
4+ |Mame:
5 Emplayee signature:
3
7 WEEK 1

Exhibit 8: Entering Organization/Department and Name on the Employee Time Reporting
Worksheet

3. Select the appropriate Pay Period from the pull down menu in the center of the form.

As illustrated below in Exhibit 9, once you click in the entry box next to Pay Period, you
will see an informational box pop up, as well as an arrow on the bottom right of the entry
box. Click on the arrow to use the pull down menu. Then you can scroll up/down using
the arrows located on the right hand side of the entry box (on the pull down menu) to find
the appropriate Pay Period.

You will notice that the actual dates in each Pay Period will automatically be updated
directly below where you selected the Pay Period.

Fay Period: 0622 Fay Period:
Fram: 10/1/06 From:

Through: 10/14/06 Through:

Exhibit 9: Selecting the Pay Period from the Pull Down Menu
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4. Type in your regularly scheduled tour of duty (hours that you work) for each day of the
pay period in the area labeled “Work Schedule.” If you do not have regularly scheduled
tour of duty (e.g. you are on a maxiflex schedule or an intermittent employee), you do not
have to complete this part of the form. Use the “Tab” key to move from one day to the

PAY
SUN HMON TUE WED THU FRI SAT WEEK SUN MON TUE WED THU FRI SAT WEEK | PERIDD
100 10iz 1043 1004 1045 1046 17 | ToraL | s 1049 W0H0 | 10M1 1012 1043 - 1004 | TOTAL | TOTAL
Work Schedule 0.00 0.00 0.00
PAY CODE SUN MON TUE WED THU FRI SAT SUN MON TUE WED THU [ SAT
i 0.00 0.00 0.00
[~ 0.00 0.00 0.00
[~ 0.00 0.00 0.00
[~ 0.00 0.00 0.00
[~ 0.00 0.00 0.00
[~ 0.00 0.00 0.00
[~ 0.00 0.00 0.00
Total Hours

0.00 { 0.00 : 0,00 000 : 000 : 0.00 : 0.00 | 0.00 | 0.00 : 0.00 : 0.00 : 0.00 : 0.00 : 0.00 : 0.00 | 0.00 0.00
ime 3

104 1042 1043 1044 i 1045 1016 ime Y] 10410 L 10011 10412 L 1013 L 10i14

Exhibit 10: Entering the Standard Work Hours on a Typical Day

You may notice that an “HRS?” message appears in the total column for each day. This
message serves as a reminder to allocate the appropriate number of hours based on
your daily schedule. Once you enter the number of hours that is equal to or greater than
those allocated for the day, the column will sum correctly, as shown below:

SUN MON TUE
1041 102 1043
Work Schedule
FAY CODE SUN MON TUE
010 Regqular time . 1100 1.00
010 R lar ti
eqular time . 1 00 1.00
010 R lar ti
eqular time . 300 ¢ 300
010 R lar ti
eqular time - 1.00 3.00
010 Reqular time . 1100 1.00
030 Sick | d
ick leave use . 200
Total Hours| 0.00 7 9.00 7 9.00

DATE L I T TP T
Exhibit 11: Entering the Actual Hours Worked Per Day

5. Select the Pay Code from the pull down menu.
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Click on the arrow to the right of the Pay Code entry box. Please note: You can either
select a paycode from the list or key in another pay code.

Click on the arrow to use the pull down menu. Then you can scroll up/down using the
arrows located on the right hand side of the entry box (on the pull down menu) to find the
appropriate Pay Code.

Use the scroll
[ bar to select a

pay code

/

-

- 020 Annual leave used
1 030 Sick leave used
041 Comp time used
050 Holiday

051 Holiday worked
e 060 Administrative lea
061 Administrative leave -
15 j

Exhibit 12: Selecting the Pay Code on the Employee Time Reporting Worksheet

You do not have to select one of the items here. If you prefer to key in a non-standard
pay code, you will see the following information message:

You have keyed in a pay code.

You have keyed in a paycode that does not exist in the list. You are free to enter pay codes that do not
exist in the drop down menu.

Exhibit 13: Message displayed if the employee inputs a Non-Standard Pay Code

Click OK.

Note: The worksheet has 16 visible lines available for pay codes. There are an additional
24 lines hidden. If you need additional lines, hold the “Shift” key and click on rows 26 and
51 as shown below:

ca Total Hours| 0.00 @ 0.00 : 0.00
oM | 12 P 1NE

Exhibit 14: Locating and highlighting hidden lines on the Employee Time Reporting
Worksheet
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From the toolbar, click on Format, then Rows, then Unhide. The additional 25 lines will
appear as shown below in Exhibit 15.

Exhibit 15: Opening hidden lines on the Employee Time Reporting Worksheet

6. Enter in the appropriate account code.

You may type the appropriate Account Codes. An Account Code is 13 digits, which
consist of the subactivity code (4 digits), the organization code (5 digits) and the project
code (4 digits). When you click in the Account Code entry box, you will notice the
informational message shown in Exhibit 16.

PAY
PERIOD

L ToTAL
ACCOUNT
CODE
0.00
0.00 Insert Account Code
The account code is 13
o digits: budget cade (4],
: project code {4}, and
arganization cade (50,
0.00

Exhibit 16: Informational message received when inputting the Account Code

Note: All 13 digits described above must be used. If the 4 digit project code is not
applicable, you must include 4 zeros in the appropriate place for the project code. If the
account number is not 13 digits, you will receive an error message as shown below.

Error in your enkry. Ej

Q The account code wou enter does not equal 13 spaces as required. Please delete the Figld and reenter.

The account: code is 13 digits: budget code (4}, project code (4}, and organization code (5},

Cancel |

Exhibit 17: Error message received if Account Code is not 13 digits
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7. Select the appropriate ABC Work Activity Codes from the pull down menu.

Click on the arrow to use the pull down menu. Then you can scroll up/down using the
arrows located on the right hand side of the entry box (on the pull down menu) to find the
applicable ABC Activity Code. Please note: You can also type in the ABC code (see
Exhibit 21) or continue to use the scroll bar to make your selection.

Use the scroll
bar to select an
activity code

ABC
ACTIVITY
CODE

: Evaluate Species for Candidate Status
B2: Prepare and Process Listing Petitions
B3: Prepare and Process Listing Rules for US/Domestic Splecie
B4: Prepare and Process Critical Habitat Rules for US/Domesti
B5: Provide Litigation Support for Listing of US/Domestic Spec
B6: Prepare and Process Foreign Listings

(C2: Develop Recovery Plans for T&E Species

AN

Exhibit 18: Using the drop-down menu and scroll bar to select an ABC Activity

Another way to select an activity is to type in the code. As you begin typing, the activity
will appear in the entry box. This is shown below in Exhibit 19.

ABC
ACTIVITY

CODE
pace Operations and Program Management]

Ll

7B: Administer Federal Assistance Grants

7C: Administer Migratory Bird and Joint Venture Grants

7D: Administer Multinational Species Conservation Fund Gram

TE: Administer Other Grants and Co-operative Agreements

7F: Monitor Grant Programs and Projects

7G: Monitor Grant Fiscal Processes 1
| TH: Monitor License Fees

Exhibit 19: Selecting an activity code by typing in the entry box

If you key in an invalid ABC Code, you will see the following dialog box appear.
Invalid ABC Activity Code X

! E You have keyed in an invalid ABC Code. Please select a valid code from the list.,

Exhibit 20: Warning message if an invalid ABC Code is keyed in
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8. Repeat steps 1 — 7 for the remainder of the pay period. After recording your time for the
pay period, save the worksheet.

9. Sign the worksheet using either of the following methods:
a. You can forward the workbook by email to your supervisor. The email proxies for
your signature.
b. Print the worksheet on legal paper and sign the hardcopy in the upper left side of
the page. Again, check with your office/organization.

Completing the Worksheet - 16 FWS FY 2007 Employee Time Reporting Worksheet Instructions
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Section 5: Important Information Regarding Selecting ABC Codes

An ABC Work Activity Code is a two-digit alphanumeric code that corresponds to the
activities defined in the FWS activity dictionary. If you need assistance getting a better
understanding of what type of work is performed as part of each ABC Work Activity code,
you can go to http://www.fws.gov/planning/ABC/dictionary_online.html.

Select Activity Codes to define all the hours charged against any Leave Codes you have
chosen. You must assign an activity code to charges of any kind of paid leave.

Record Comp Time or Credit Hours Used (when you take the time off) to the Activity
Code and Activity Description associated to the type of work you would have been
performing had you been at work. Activity Codes are not to be used for Comp time or
Credit Hours Earned.

If you record more than your regular work hours for that pay period, the following note,
“Hours exceed tour of duty (for full-time employees only)" will be displayed in the bottom
right section of your Employee Time Reporting Worksheet. This feature is provided as a
reminder to you to check the time you have input is correct for that pay period. This
applies only to full time employees.

0.00 0.00

0.00 0.00

0.00 0.00 Infcrmat_mnal message after
exceeding standard hours.

0.00 0.00

45.50 | 81.00 n-lours exceed tour of duty (for full-time employees only)

Exhibit 21: Informational message received on the Employee Time Reporting Worksheet
after exceeding the Standard Hours for a normal Pay Period

ABC requires most time submission to be in hour increments; however, if you need to
record a fraction of an hour, code time in intervals of 15 minutes. Here are the
calculations in decimal format:

15 minutes would be recorded as .25

30 minutes would be recorded as .50

45 minutes would be recorded as .75

1 hour would be recorded as 1

In a regular workday, it is acceptable to assign time worked to multiple ABC work activity
codes.

Unless you are authorized to charge your salary and other expenses to Subactivity 1111
or Subactivity 1117, please do not code time to the Activity codes of B2, B3, B4 or B5. If
you have any questions, please contact your Regional Threatened and Endangered
Species Chief or ARD — Ecological Services.
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FWS FY 2007 Activity Dictionary

Section 6: Assistance Determining ABC Activity Codes

The following list, found in the Regional ABC Contacts tab, provides contact information for the
primary representative in each region. Any comments or concerns regarding the list of activities
should be directed to the following individuals.

FWS ABC Contacts

Contact Office Email
Russ Harmon Region 1 & CNO Primary Contact [Russell Harmon@fws.gov_
Terri Braden Region 2 Primary Contact Terri_Braden@fws.gov
Dave Yazzie Region 2 Secondary Contact David_Yazzie@fws.gov
Bob Hansen Region 3 Primary Contact Robert Hansen@fws.qgov.
Bill Andersen Region 3 Secondary Contact William_Andersen@fws.gov
Dwayne Coook Region 4 Primary Contact Dwayne_Cook@fws.gov
Ed Buskirk Region 4 Secondary Contact Ed Buskirk@fws.gov
Alan Collette Region 5 Primary Contact Alan_Collette@fws.gov_
Dawn Comish Region 5 Secondary Contact Dawn_Comish@fws.gov_
Cathey Willis Region 6 Primary Contact Cathey Willis@fws.gov
Mike Stempel Region 6 Secondary Contact Mike Stempel@fws.gov
Richard Hannan Region 7 Primary Contact Richard Hannan@fws.gov
Debora McClain Region 7 Secondary Contact Debora_McClain@fws.gov
Kevin O'Brien Region 9 Primary Contact Kevin_Obrien@fws.gov_
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Section 7. Sample Completed Employee Time Reporting Worksheet

F¥07 EMPLOYEE TIME REPORTING WORKS HEET
Organizalon or Depar imenl

LE- (LN Db cxf AT N R Pay Period: 0822
Hame: Farry ML From: 10/1/08 Sapenlsor Sgralue
Employee Slgrakre: Through: 1001408 Time kee per Slgralure (O plona
(Wi Sk il
P C i
0% Regulartime OC: Adminl=kr Fay and Beneits
100 100 100 1.00 400 aoa 100 100 1100 1500
0% Regulartime UD: Adminl=kr Employes and Labor Relafon s
100 : 100 100 : 1.00 400 100 : 1.00 : 100 ann F.oo =
0% Regulartime 03: Adminl ster Recrulim ent, 8ting and Clas=icaton ;and En ure Dlversdy
. 300 : 300 300 : 280 11.80 300 300 : 280 BED 20.00 1155 300005E 200
00 Regulartme QF Admin ster neEmal Ol ‘R“Iﬂﬂ!
. 100 : 300 300 : 3.00 10.00 300 300 : 300 B.on 18.00 1663000055 220 =
00 Regulartme 9E Adminl ser Erternal G Jd| RAghts
. 100 100 100 1.00 400 100 1.00 100 3.00 F.oo 156 3000055 220
030 Bleh leave used r rmal < J | Mglhts
7l 200 2.00 o.on 2.00 1EE0000SS 220 H
020 Annual leave u s=d 93 Adminl ster Recruliment, 8fating and Clas=icaton ;and En ure Diversy
° n.oo 00 4.00 4.00 1155 300005S 2200
030 Annual leave u osd OF: Adminl sterin ®mal CiWl Rights
. n.oo +00 4.00 4.00 15 0000ES 220 B
03 Annual leave o =sd U0:Adminls¥®r Employes and Labor Relalon s
. n.oo 1.00 1.00 1.00 1155 300005E 200
061 Admin leawe - weater o s=d UE admInl ser External Ci J| RAphts
. n.oo 2.00 2.00 2.00 155 0000 220 =
n.oo o.on 0.oo 156 3000055 220
n.oo o.on 0.oo 1EE0000SS 220 H
n.oo o.on 0.oo
n.oo .o 0.oo =
= n.oo .o 0.oo I
n.oo oo 0.oo i
e Houm o o i 255" 4560 L T B " vl
i W Tim
Reno a:on From Fan a:00 From
Loaws &:00 To & 00 &:00 To
Ranord From From
Zomp Tims Eamed To Ta
Reoord From From
Credit Hours Eamed To To
Reoord From i i i From
overtim s To To
INITIALS i i i

Sample Worksheet - 19 FWS FY 2007 Employee Time Reporting Worksheet Instructions



	Section 1: Overview of Changes and Improvements to the Activ
	Section 2: Introduction to the FY 2007 Employee Time Reporti
	Section 3:  Saving and Opening the Employee Time Reporting W
	Section 4:  Completing the Employee Time Reporting Worksheet
	Section 5: Important Information Regarding Selecting ABC Cod
	Section 6:  Assistance Determining ABC Activity Codes
	Section 7:  Sample Completed Employee Time Reporting Workshe

