AMPO GUIDANCE ON SUBMITTING DMHRSi TIMECARDS 
AS “STUCK” OR LOCKED”


Listed below you will find the new process for submitting requests for assistance on "stuck" and "locked" timecards.  Sites must follow this process starting tomorrow 13 February 2013.

1. All timecards that seem to be "stuck" in a submitted status or "locked" must be submitted to AMPO for action.  If a site submits the timecard directly to the help desk, we are unable to expedite it.  If the timecard was submitted directly to the help desk and it is not in an approved status prior to when we run timecard compliance the 16th day after the end of the pay period, it will be counted as delinquent for that site.

2. Timecards cannot be submitted to AMPO as stuck in a submitted status until they have been in a submitted status a minimum of 2 working days.  We will verify by going to Timekeeper Entry, help, record history and looking at the updated date.   If that date is not two days prior, AMPO will not submit it to the help desk and will return it without action.  Example, the timecard is showing as “updated date” of Monday 11 February 2013.  I can’t send it as stuck in a submitted status until Wednesday 13 February 2013. 

3. Timecards that are showing as "locked" when you click on “messages” at the bottom of the timekeeper entry form in DMHRSi can be submitted to AMPO that day.  Sites do not need to wait two days.

4. In order for a timecard not to count as delinquent on the 16 day timecard compliance, it must be submitted as “stuck” to AMPO NLT COB Wednesday (1640 CST) prior to the 16th day after the end of the pay period.  Anything submitted after that date will count as delinquent if it is not in an approved status when we run compliance.

5. It is expected that sites will ensure every timekeeper has an alternate who has access to the primary timecard approver’s worklist.  Also, please ensure that you have verified that your timekeepers do not have a "vacation routing rule" set up sending the timecard to someone else.  This will ensure that we only submit timecards that are truly stuck to the help desk.

Instructions for submitting email messages for "stuck/locked" timecards:

1.    Messages must be address only to Debra Delagarza and MEPRS Army Func Spt (usarmy.jbsa.medcom-usamitc.mbx.meprs-army-func-spt@mail.mil.   Messages that include anyone else, including your AMPO Analyst, will be returned without action for correction.  All Analysts have access to MEPRS Army Func Spt and if necessary, can see your email there.

2. The message must include the full name of the employee, the DMHRSi employee number, and the pay period dates.  Messages that do not include all of this information will be returned without action for correction.  Use the AMPO form entitled “Stuck/Locked Timecard Submission” to submit your request and complete all fields.

3. AMPO will only process one “Stuck/Locked Timecard Submission” form each day from each site.  Please consolidate all names onto that one form each day and submit the form to AMPO using the guidance above. We will process the first form we receive each day and all others will be returned without action.  All requests that are not submitted on the correct form will be returned to the site for correction prior to processing.

