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 Sample of Supervisor’s Certification List to appear on the HHC Screen

	Select
	CLD xxxx

Employee Name
	Date Worked

	(
	Juanita Adams
	12/24/04

	(
	James Brown
	12/26/04

	(
	David Hill
	12/24/04

	(
	Felix Unger
	12/24/04

	      Certify        Next        Back           Exit 


1. Lists should be sorted by CLD and alphabetized by last name.

2. Supervisors should only see lists for their crew.

3. Include the CLD number in the header row in the event an FOS has to certify time in absence of immediate supervisor, the crew leader.
4.  Only display names of employees where the supervisor’s E-signature is not present.
5. Supervisor should select the employee to certify by clicking on the box then clicking ‘Certify’ to move to that selected employee’s E-data screen.  See Exhibit 2 for Main Screen.
 Supervisor’s Certification Screen - Agree

This is the MAIN screen showing all possible actions a supervisor can take when certifying e-data.  It is the starting point for all actions.

This screen represents AGREE.  When Agree is selected from the main screen, the e-signature is applied, all data is saved and the supervisor is taken back to the Certification List.
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EXHIBIT 3:  Supervisor’s Certification Screen - Disagree

This screen represents DISAGREE.  When Disagree is selected from the main screen, a text box is displayed and the supervisor must enter a reason.  The supervisor Saves the record and is returned to the Certification List.  Or the supervisor can cancel the action and be returned to the previous screen to review the E-data a second time.
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EXHIBIT 4:  Supervisor’s Certification Screen - Edit

This screen represents EDIT.  When Edit is selected from the main screen, the program should highlight all the editable fields that can be changed.   Additionally, a text box is displayed and the supervisor must enter a reason for making changes. The supervisor selects Save and is prompted ‘Are you sure?’.  If supervisor responds Yes, the record is saved along with supervisor’s e-signature and an audit trail, and is returned to the Certification List.  Or the supervisor can cancel the action and be returned to the previous screen to review the E-data a second time.
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EXHIBIT 5:  Supervisor’s Certification Screen - Cancel

This screen represents CANCEL.  When Cancel is selected from the main screen, the supervisor should be returned to the Certification List.  No data is ever saved nor an audit trail created.  The employee stays on the Certification List.



EXHIBIT 1:  E-308C, Weekly Hours/Expenses Tracking Summary (Supervisors only) 




1. Supervisors should be able to click on ‘employee’s name’ to access the employees daily hours and expenses for that week.  (See Exhibit 2.) 
2. Place a scroll bar at bottom of screen to allow user to scroll from left to right and return.
3. When finished viewing, allow user to click on Exit and return to the E-308 Program menu.
4. Provide up to 25 employees in one crew leader district.  User should be able to scroll from left to right to view each of the 25 employees.  (See Exhibit 3.)
EXHIBIT 2:  Daily Hours/Expenses Summary (Supervisors only)


1. When supervisors click on the ‘employee’s name’ from the E-308C Report (Exhibit 1), the above screen should be displayed. 
2. While viewing the day-to-day entries, prevent the first column from scrolling.
3. When finished viewing, allow user to click on Exit and return to the E-308 Program menu.
EXHIBIT 3:  Display for the E-308C, Weekly Hours/Expenses Tracking Summary
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1.  Place a scroll bar at bottom of screen enabling left-to-right viewing.
EXHIBIT 4: Employee Summary ( previously named Receipt)                   page 1 of 2


EXHIBIT 4: Employee Summary (previously named Receipt)                   page 2 of 2 
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