CEW Job Aid – Timekeeping
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Civilian Expeditionary Workforce (CEW) Job Aid
Timekeeping
Employees should follow the timekeeping procedures of their respective parent organization. In some theater locations, time cards can be done through the ATAAPS system. Others must be done through paper copy, which the volunteer needs to scan and email to you.
In some locations, individuals submit time and attendance info to their current/on-site supervisor via e-mail and "cc" their permanent/parent command supervisor, timekeeper, and/or payroll rep. The current/on-site supervisor clicks "reply to all", concurring or noting required changes, thus notifying all concerned of pertinent action. Then the parent support command will enter the approved time into pay system. 
NOTE: supervisory approval is MANDATORY, not optional.
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