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TIME ACCOUNTING AND DEPARTMENT ELECTRONIC

LEAVE AND TIME ACCOUNTING (DELTA) SYSTEM

I.
PURPOSE:
To establish a structure with accurate accountability for coding employees’ time worked/leave taken to the appropriate funding source for reporting personal services expenditures.

II.
SCOPE:
Departmentwide.

III.
POLICY:

The Department will follow the guidelines issued by the U.S. Office of Management and Budget (OMB) and applicable Codes of Federal Regulations for proper accounting and documentation of personal services expenditures.

IV.
DEFINITIONS:

Pay Period – The pay periods are the 1st through the 15th of each month and the 16th 

through the last working day of the month. 

Workweek – The workweek is 12:00 a.m. Saturday through midnight on Friday. Overtime is calculated based on work in excess of forty (40) hours in a workweek.

Labor Distribution Profile (LDPR) – All positions are established in the SAM II system with a default LDPR code. The LDPR code identifies the accounting stream used for the position’s payroll. When grants are awarded or state funds are available, the Division of Administration, Bureau of Financial Services (BFS), in collaboration with division fiscal staff, will set up the necessary reporting category codes and other budget information in the 
SAM II system. Coding used in the LDPR accounting stream must match coding established by the (BFS).
V.
GENERAL PROCEDURES AND EXPECTATIONS:
A. Employees in the Department of Health and Senior Services (DHSS) are required to enter 
time and leave into the Department Electronic Leave and Time Accounting (DELTA) system. DHSS will continue to utilize paper timesheets due to specific circumstances 
outlined herein. 
B. Fiscal staff in each division are responsible for requesting the setup of LDPR codes and assigning positions to LDPR codes. Fiscal staff shall also perform reviews at least quarterly of such codes to ensure the information is up-to-date and accurate. Fiscal staff and supervisors shall also ensure there is an appropriate match between the LDPR coding and employee job duties, and that employees are aware of the appropriate LDPR codes to be used for recording time worked.
C. Employees are required to keep track of their leave balances manually, as leave balances reflected in DELTA do not change based on usage or approval. Leave balances reflected in DELTA are as of the end of the prior pay period, and are not reduced based on future pending or approved leave requests. Leave balances will be updated reflecting usage and accruals for the prior pay period after SAM II payroll runs, which occurs approximately in the middle of each pay period. 

D. Timesheets are to be submitted to the immediate supervisor by close of business on the last day of the pay period, but no later than noon on the first work day following the end of the pay period. 

E. Timesheets are to be accurately coded, in terms of hours worked, type of leave taken, and funding source charged. Repeated failure to complete timesheets accurately and timely may be subject to disciplinary action. 

1.   Paper Timesheets:

There are certain circumstances in which a paper timesheet is required. The        following outlines the circumstances and procedures for such. 
a) Paper timesheets (PF-45) are required for the following employees who: 
(1) have more than one (1) part-time position with DHSS and 
(2) have a full-time position and a part-time position with DHSS. A paper timesheet is required for the part-time position only. Time and leave for the full-time position will be entered into DELTA.

(3) New DHSS employees may not have access to DELTA immediately. If the employee cannot access DELTA at the end of his/her first pay period, then the employee must complete a paper timesheet and leave request, if applicable. 
(4) Certain part-time employees do not have access to DELTA. These employees must work with their supervisor to provide paper timesheets or written record of time worked. These paper timesheets are due to the supervisor by the end of each pay period. 
b) Revised Paper Timesheets:

In the event a paper time sheet/leave request form is necessary, the forms 
must be typewritten, with no ink or white out. 
2.   Electronic Timesheets in DELTA
a) An electronic timesheet will be created through entry of time worked and leave on a daily basis.
b) When applicable, leave requests should be entered into DELTA in advance for supervisory review prior to leave taken, in accordance with Administrative Policies for Leave in Chapter 8. 
3.    Areas of Responsibility:

a)   Employees:

Within the first week of employment, employees are required to take the on-
line DELTA training, which can be found on the DHSS Intranet under 
“DELTA/Timesheets” or “Training and Support”. Annually, employees are 
required to take the “Time Coding” training found on the DHSS Intranet 
under “Training and Support”. Certain part-time employees are exempt from 
the above-listed trainings, and should consult with their supervisor to 
determine applicability.
Employees are required to record time after the hours have been worked 
according to the activity on which they work, either through the use of the 
default LDPR code or an override LDPR code. In the DELTA system, 
employees certify that the time record supports the time spent on each 
activity. Timesheets should be updated daily, rather than waiting until the end 
of the pay period.

If an employee is out of the office when the timesheet is due, the immediate 
supervisor or designee will complete, submit and approve the timesheet, and 
notify the employee to review the timesheet upon his/her return to the office. 
If an employee discovers an error was made in reporting his/her leave or time 
worked after he/she has submitted the timesheet to his/her supervisor, the 
employee must consult with his/her supervisor. If the supervisor is able to 
decline the timesheet, he/she should do so and the employee can change the 
timesheet accordingly to be re-submitted to the supervisor for approval. If the 
supervisor is unable to decline the timesheet in DELTA, then a paper 
timesheet and Leave Request form (PF-15) marked “REVISED” is required 
for the full workweek(s) affected, not just the day(s) in error. After supervisor 
signs the paper timesheet, it must be submitted to the time keeper for manual 
entry into SAM II. 
If an employee makes a mistake in reporting the correct code for time worked 
to override an LDPR (not the default LDPR) for a prior pay period, he/she 

must complete and present a paper timesheet clearly marked “REVISED” to 
the immediate supervisor for signature, and must notify his/her divisional 
fiscal liaison immediately. The timesheet must be given to the time keeper 
for retention for audit purposes. 
b)   Supervisors:
All supervisors are required to take the on-line DELTA training for 
supervisors, which can be found on the DHSS Intranet under 
“DELTA/Timesheets” or “Training and Support”. 

Supervisors are required to designate more than one (1) alternate supervisor 
in the DELTA system to perform the review function in the event that the 
immediate supervisor is not available to perform that duty. Supervisors 
should communicate with their alternate supervisors that the designation has 
been made to ensure they are aware in the event of an absence on deadline 
date. 
Supervisors are responsible for carefully reviewing employee’s timesheets to 
verify that time worked and leave taken is accurately recorded and charged to 
the appropriate code and approved funding source. Supervisors should ensure 
that sufficient leave balances are available to accommodate the leave taken 
before approving the timesheet. If the leave balances are inadequate to 
compensate for time taken, the supervisors should decline the timesheet and 
enter a comment explaining the reason the timesheet or leave has been 
declined. (Refer to Administrative Manual Policies in Chapter 8 for 
appropriate leave coding.)
 After the timesheets have been reviewed, supervisors must approve the 
timesheet as certification of the personal service charged to a specific 
activity. Timesheets must be approved by noon the first work day following 
the end of the pay period (i.e. If pay period ends/last workday is on Friday, 
11/14/12, then the timesheet must be approved by noon on Monday, 
11/17/12.)

If an employee is out of the office and a timesheet is due, the supervisor or 
designee will complete, submit and approve the employee’s timesheet by the 
deadline date. The supervisor is responsible for ensuring that the employee 
reviews the timesheet upon his/her return. If corrections are necessary, a 
paper timesheet is required to be submitted to the time keeper for manual 
entry. 
When a “REVISED” paper timesheet for a prior pay period is received which 
affects override LDPR codes, the supervisor must ensure that the employee 
has notified the divisional fiscal liaison of the change in reporting. 

Supervisors are responsible for ensuring that all employees, regardless of the 
type of appointment or work schedule, are trained properly on the completion 
of DELTA and paper timesheets, the use of LDPR codes, and the respective 
due date requirements. Due to certain situations with part-time employees, 
supervisors are responsible for assessing the applicability of training. In 
addition, supervisors are to review quarterly employee job duties in 
comparison to the LDPR codes used on timesheets. 
c) Alternate (Back-up) Supervisors:
In the event the immediate supervisor is not available to approve timesheets 
by the deadline date, the alternate supervisor must ensure that timesheets are 
submitted timely. The alternate supervisor should review the timesheet to 
ensure it is completed correctly. If the alternate supervisor has a question 
about leave or LDPR codes utilized, then he/she should check with the 
employee or fiscal liaison prior to approval. The timesheet(s) must be 
approved by the deadline date. 
 The alternate supervisor should communicate with the immediate supervisor 
upon his/her return if the alternate supervisor foresees the need for a 
“REVISED” paper timesheet and/or leave request form or contact with the 
divisional fiscal liaison to correct LDPR coding.
Alternate supervisors should not approve their own timesheets or leave 
requests in DELTA. It is critical for supervisors to designate more than one 

alternate supervisor to ensure this situation is not encountered. Appropriate 
supervisory review and approval is required of all time and leave 
documentation.
d) Time Keepers:

The time keeper is responsible for manually entering timesheets for those 
unable to use the DELTA system and “REVISED” timesheets into the SAM 
II system, as it is reported. They are not responsible for ensuring that the 
timesheets are completed correctly. Time keepers shall not make revisions to 
the timesheets submitted. If a revision is necessary, the employee shall be 
contacted for a “REVISED” timesheet, which shall include both the signature 
of employee and the employee’s supervisor. Time keepers shall not enter a 
timesheet that does not have a supervisor’s or designee’s signature. 


Time keepers should review the following reports:

(1) MOBIUS reports for potential problems, as have been defined in time keeper training;

(2) Unsubmitted/unapproved reports from DELTA and contact the appropriate personnel, per divisional protocol, of the pending status and deadline; and

(3) Hours to Gross after payroll runs to ensure that all employees are paid and paid correctly. Time keepers should notify OHR immediately regarding employees with identified discrepancies if a paycheck has to be cancelled or rewritten. 
4.
Retention of Materials:


Paper time sheets with original signatures of the employee and the supervisor 
must be retained for auditing purposes for a period of at least five (5) fiscal 
years from the final financial status report (FSR). Therefore, the unit must 
retain records for the current fiscal year and the five (5) prior fiscal years. 
(Example: If current fiscal year (June 16, 2012, through June 15, 2013) is 
FY13, then the retention period would include keeping records for FY13, 


FY12, FY11, FY10, FY09, and FY08.) Time and leave entered in the DELTA 
system is maintained in a database. Reports can be generated as needed by 
division fiscal liaisons. 

Some granting agencies, such as the Environmental Protection Agency, may 
require a longer retention period for a particular grant. It is up to the program 
to be aware of and comply with the grant’s retention requirements.


Each division is responsible for ensuring that there is a system for record 
retention. 
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