ITAS EMPLOYEE PROFILE WORKSHEET

Employee                                                                         
Below is information the Timekeeper should provide from TAIMS data and pay slips for the ITAS Employee Profile Screens.  ITAS Coordinators and/or Timekeepers may complete these screens.  All other data should be pre-loaded.  Notes are provided to give instructions for inserting necessary data.  ITAS Coordinators/Timekeepers should validate all pre-filled fields in the profile to assure accuracy of employee information.

	GENERAL INFORMATION TAB

ITEM





NOTES


EMPLOYEE DATA

	Approving Official
	Pull-down Menu (choose name) or Type Name
	

	Timekeeper
	Pull-down Menu (choose name) or Type Name
	

	Earn Credit Hours
	Check Box (if appropriate)
	

	Pool/Detail Employee
	Check Box (if appropriate)
	

	FLSA Employee
	Check Box (if appropriate)
	

	
	
	

	SERVICE INFORMATION TAB

ITEM





NOTES


OPTIONS

	Military Status
	Pull-down Menu (Choose appropriate option)
	None

Regular Military

Special Military

	
	
	

	TOUR OF DUTY INFORMATION TAB

ITEM





NOTES


OPTIONS

	Tour Type
	Pull-down Menu (Choose appropriate option)
	None

Alternative Schedule (5/4/9)

Compressed Work Schedule (4/10)

Firefighter

Flexible Work Schedule

Regular Work Schedule

Variable Work Schedule

Weekend Alternative (Baylor)

	Tour Hours
	Update (Total tour hours)
	

	Term Type
	Pull-down Menu (Choose appropriate option)
	Full-time

Intermittent

Part-time

	Special Pay Rate
	Pull-down Menu (Choose appropriate option)
	None

Title 38

	Sick Leave Category 
	Change to 4 hours
	

	Annual Leave Category
	Change to Appropriate Leave Category
	

	Hours
	Update (Employee’s scheduled number of work hours per day)
	

	
	
	


	ITAS SECURITY

ITEM




NOTES



EMPLOYEE DATA

	Administrative Office/ITAS Coordinator
	Do Not Check this Box
	

	Approving Official
	Applicable for Supervisors and Alternate Leave Approving/Certifying Officials
	

	ITAS Administrator
	Do Not Check this Box
	

	Mass Approval
	Do Not Check this Box
	

	Global Leave Posting
	Do Not Check this Box
	


