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Security Access Request for eTime
PROCEDURE
The eTime Security Access Request form is used to add, delete, or revise a departmental eTime role assignment.
FORMS REQUIRED                                    MANDATORY FIELDS
eTime Security Access Request                           All
GENERAL INFORMATION
It is the department's responsibility to request security access for employees whose job requires the use of the EMACS system.
Access may be granted by individual and/or ranges of department ID's.
Access is based on an employee's position number.
DEPARTMENTAL eTIME ROLE ASSIGNMENT DESCRIPTIONS
DTA  - Departmental Time Administrator  - DTAs, also known as Payroll Specialists, are responsible for coordinating, monitoring, reviewing and correcting all employee timesheets and payroll processing exceptions for their respective departments.  Time entered by a DTA is considered approved and will not require a manager's review.  Two DTAs can be assigned to a department; one as primary and one as backup.  However, larger departments may require additional staff as DTAs and they will assist System Time Administrators (STA) within EMACS-Payroll to correct employees' eTime entries as appropriate.
DSA  - Departmental Security Administrator  - DSAs are responsible for maintaining the time approval hierarchy within their respective departments.  They assign a Manager/Approver to each employee in their department.  They can also designate an alternate Manager/Approver (back-up approver) in the absence of the primary Managers/Approvers.  Depending on the department's size and security needs, a department can assign a minimum of two DSAs and have the flexibility to give each DSA access to the entire department or to limited access to specific sections divisions within the department.
This role may be assigned to anyone in the department who does not have a manager role assigned for payroll.
The selection of the DSA does not need to be dependent on the person having current payroll responsibilities with the department.
DTR - Departmental Time Reporter  - DTRs are responsible for entering and submitting time on behalf of specified employees when employees are not able to electronically access EMACS.  All time submitted must be approved by a Manager/Approver.
Read Only Access  - Allows Manager View access to eTime User Preferences, Absence, Overtime, Audit History and eTime pages.
PAYROLL SPECIALIST RESPONSIBILITIES
¨     Audit for completeness
¨     Obtain Human Resources Officer signature
¨     Retain copy for department file
¨     Forward original to EMACS Development Team (Mail Code 0440)
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