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http://www.eur.army.mil/g1/content/CPD/docs/dcps/TrainingSchedule.pdf 
Upcoming Training: 

 

 

 

Files are readily available for download: http://www.eur.army.mil/g1/content/CPD/dcps/dcpsTrainingHandouts.html  

Download and review the files and ensure that your time and attendance process is in accordance with Audit 

Response and USAREUR time and attendance guidelines 

 

SOP’s are required as per Audit Response and DoD FMR Vol. 8, Chapter 2.  

 - Hours of Work 

 - Leave and Absence 

 - Audit Response 

 

 

 

 

 

 

  
 
Note: Do you have a Time and Attendance Contingency Of Operations Plan (COOP) process in place? 

Please keep your mic on mute at all times and only activate when you are ready to ask a question or provide feedback. 

Please utilize the (Chat) pod If you do not have a mic and would like to ask a question or provide feedback.  

If you are signing in as a guest please use your complete name. 

This is no different from a classroom setting therefore please refrain from performing other duties not related to timekeeping while attending the course. 

To receive a certificate please send an email to edgardo.d.burdios.civ@mail.mil 

Welcome to the USAREUR, Civilian Pay Time and Attendance Course 

Edgardo Burdios 

DSN: 537-1556 

http://www.eur.army.mil/g1/content/CPD/docs/dcps/TrainingSchedule.pdf
http://www.eur.army.mil/g1/content/CPD/dcps/dcpsTrainingHandouts.html


ARMY STRONG! STRONG EUROPE! As of 18 April 2015 Intro to User’s Manual  

UNCLASSIFIED 

UNCLASSIFIED 2 

SBR 13.02 Payroll Exception Review 

Reports must be generated every pay period.  

Reports can not be generated for previous pay periods 

CSR’s only monitor outstanding or overdue reports and may 

provide assistance to timekeepers to resolve discrepancies.  

Timekeeper 

as per DFAS Concept of Operations 
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https://dfas4dod.dfas.mil/systems/dcps/consolid/files/tnauserm.htm  (section F3) 

• Missing Time  

• Invalid Transaction and retro invalid transaction 

• Conversion of Hours  

• Non Pay BEF/AFT #15 (must be generated when there is a holiday in a pay period) 

• Call up these reports following input of time 

• Correct discrepancies work with CSR 

• Rerun the reports 

• All discrepancies should be clear before close of business on Tuesday 

after end of pay period. 

Required Reports SBR 13.02 

Message from the Indianapolis Civilian Payroll Office: 

Help DFAS reduce the number of special pays by inputting time and 

attendance as early as possible.  Work timekeeping reports promptly and 

follow up to ensure that issues have been resolved. 

https://dfas4dod.dfas.mil/systems/dcps/consolid/files/tnauserm.htm
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Required Reports SBR 13.02 

Top 3 Invalid/Retro Invalid Errors  

https://dfas4dod.dfas.mil/systems/dcps/consolid/dcpsmanuals.htm  

https://dfas4dod.dfas.mil/systems/dcps/consolid/dcpsmanuals.htm
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Required Reports SBR 13.02 
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Required Reports SBR 13.02 

https://dfas4dod.dfas.mil/systems/dcps/consolid/Manuals/TNAUSER/15-1_TnA.pdf   

https://dfas4dod.dfas.mil/systems/dcps/consolid/Manuals/TNAUSER/15-1_TnA.pdf
https://dfas4dod.dfas.mil/systems/dcps/consolid/Manuals/TNAUSER/15-1_TnA.pdf
https://dfas4dod.dfas.mil/systems/dcps/consolid/Manuals/TNAUSER/15-1_TnA.pdf
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Required Reports SBR 13.02 
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 Conversion of Hours 



ARMY STRONG! STRONG EUROPE! As of 18 April 2015 Intro to User’s Manual  

UNCLASSIFIED 

UNCLASSIFIED 9 

Holiday During Pay Period. If the employee is in a non-pay status for any period less than his/her daily schedule on the day before and the 

day after the holiday, that employee will be printed on this report 

 

 

 

 

 

.  

 

 

 

 

 

 

The  Non Pay BEF/AFT report must be generated, reviewed and cleared of any discrepancies every pay period and when a holiday is 

present in a pay period. 

If the employee was not in a pay status on the last hour the day before and on the first hour the day after the holiday, the employee is not 

entitled to the holiday leave. The holiday will be rescinded from the employee by the payroll office changing the holiday to LWOP through 

T&A, which in turn will reprocess or trigger the retro process if in a prior pay period. If the pay period in which the holiday falls is not within the 

retro process cycle, adjustments will have to be made through the Leave Adjustment and the Pay Adjustment Programs. 
 

 

 

 

 

 

 

 

 

Holiday on First or Last Day of Pay Period. If the holiday occurs on the first or last regular workday of the pay period and the employee 

was in a non-pay status for any period less than his/her daily schedule on the subsequent day following the holiday or the day preceding the 

holiday, that employee will be printed on this report. The timekeeper must check if the employee was in a pay status the last hour before or 

the first hour after the holiday to determine if the employee is eligible to receive holiday leave.  

 

 11.00 KA 3.00 8.00 

LH 8.00 8.00 

 Did you know??? LWOP 

Dec 28 29 30 31 01 02 03 04 05 06 07 08 09 10 

Total 
0730-1630 

Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat 

RG 8.00 8.00 5.00 8.00 8.00 8.00 8.00 8.00 61.00 

11.00 KA 3.00 8.00 

LH 8.00 8.00 

Dec 28 29 30 31 01 02 03 04 05 06 07 08 09 10 

Total 
0730-1630 

Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat 

RG 8.00 8.00 5.00 8.00 8.00 8.00 8.00 8.00 61.00 

If the LWOP hours for Wednesday Dec 31 is between 1530 -1630 and 0730 – 0830 on Friday Jan 02. The type hour code for Jan 01 must be changed to KA by the timekeeper. 

The Non Pay Certification Memo will be the authorization to make the change and kept as part of the payroll records for 6 years and 3 months. 
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REPORT NO. P6620R01 EMPLOYEES IN NON PAY STATUS PRIOR/AFTER HOLIDAY  

T&A SITE: WATL9800             T&A GROUP: MX20 

 

ACTIVITY      ORG              SSN                           NAME                            PAY PD END DATE      DATE OF NON PAY 

 

                                     01/10/15                    01/01/15 

                                                                                                                                        

 Karson, Silyo 

 Karson, Silyo 
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DCPS Theater Support Office 

Review the Time and Attendance USER manual prior to 

contacting your Customer Service Representative 
 https://dfas4dod.dfas.mil/systems/dcps/consolid/files/tnauserm.htm 

 

Clay Kaserne, BLDG 1543, Wiesbaden, GERMANY 

 
The site will be open for 30 minutes for questions and also 

time for downloading files. 

To receive a certificate please send an email to:  

edgardo.d.burdios.civ@mail.mil   

 

 

https://dfas4dod.dfas.mil/systems/dcps/consolid/files/tnauserm.htm
mailto:edgardo.d.burdios.civ@mail.mil

