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Course Overview

This course provides a comprehensive review of the Business processes for Emergency
Management Assistance System Solutions.

This course consists of the following modules:

e Module 1: Course Introduction
e Module 2: Emergency Management Assistance System Solutions
e Module 3: Course Summary

The following audience(s), by INFORMS Security role(s) are required to complete this
course prior to being granted related INFORMS access:

e EMASS Liaisons

Participants are required to complete the following End-User Training courses prior to
starting this course:

e ESS 203 — Employee Self Service - Time Management

Participants can attend the other related courses to Emergency Management
Assistance System Solutions:

N/A

This course is intended to be delivered through Instructor-led Training.

The total duration of this course, when delivered through Instructor-led Training, is

4 hours
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Topics

Module 1: Course Introduction
This module covers the following topics:

e Course Administration and Logistics

e Learning Objectives

e Roles and Responsibilities

e Navigation

e Key Changes to the Business Process

e The End-to-End Business Process

e Introduction to Demonstrations and Exercises

inferms
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Course
Administration
and Logistics

Module 1: Course Introduction

To receive credit for completing this course, which is necessary to be granted INFORMS
access for performing related tasks in INFORMS, participants must:

e Actively participate in class, and ask questions as needed
e Please turn off cell phones, and refrain from the use of email and the Internet
e Take breaks as scheduled and return to the classroom promptly
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Module 1: Course Introduction

Course Learning At the conclusion of this course, participants will be able to complete:

Obijectives e EMASS Entries
e EMASS Approvals
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Training
Audience:

Roles and
Responsibilities

Module 1: Course Introduction

The following roles are associated with this course and will play a part in conducting the
related business processes for the County:

EMASS Liaison: The EMASS Liaison is responsible for monitoring the submission of

Labor, Equipment and Materials Charges. Additionally responsible for the approval
or ad-hocing approval charges when necessary.
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Module 1: Course Introduction
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Module 1: Course Introduction

Key Changes to  The purpose and benefits of the Emergency Management Assistance System Solutions
the Business business process include:

Process e Reduction of paper processes (Electronic workflows)

Validation against timesheet submission

Reduction of processing time

Enhanced Reporting

Description of the Solutions

The Emergency Management Assistance System Solutions (EMASS) provides the
County with the capability to enter, monitor and track labor, equipment and material
charges related to a county-wide emergency event (e.g., hurricane, COVID, etc.) that
receives funding from a federal or state agency (e.g., FEMA, Department of Treasury,
etc.)

The student guide will help employees understand the EMASS Business Process and
the steps needed to charge Labor, Equipment and Materials for Emergency Events
using these new solutions.

Scope of EMASS Usage

EMASS will be used to record labor, equipment, and materials only when there is a
county-wide emergency event to which Federal or State funding/reimbursement will
be applied.
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Module 1: Course Introduction

The End-to-End EMASS
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The actions taken in the initial minutes of an emergency are critical. Upon declaration
of an Emergency, the OMB Program Management team, will advise County
Department that they should start documenting their costs. This includes the
documentation and charging of Labor, Equipment and Materials Charges.

The new EMASS business process crosses INFORMS Financials and INFORMS Human
Capital. The below is a high-level overview of the process.

10
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Module 1: Course Introduction

The End-to-End  When an emergency event is declared the following actions will occur:
Business

Process OMB Program Management

1. Set up Program and Projects in INFORMS Financials

2. Set up Combo Codes and Task Profiles in INFORMS Human Capital

3. Advise Departments’ EMASS liaisons (formerly FEMA liaisons) of the Projects to
charge against in Financials

4. Advise Departments’ EMASS liaisons (formerly FEMA liaisons) which Task Group
and Task Profiles to charge Labor, Equipment and Materials charges against

EMPLOYEES

1. Charge time against the appropriate Task Group and Task Profile in Timesheet

2. Charge Labor, Equipment and Materials against Task Profile in EMASS form
a. Each location and/or Field Supervisor requires a separate INFORMS EMASS
entry

3. Submit for approval to the field supervisor who oversaw the specific work at
specific location

FIELD SUPERVISOR
1. Review and Approve/Deny Labor, Equipment and Materials Charges

EMASS LIAISON
1. Monitor Submission of Labor, Equipment and Materials Charges
2. Approve or ad-hoc Charges when necessary

11
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Introduction to
Demonstrations
and Exercises

Instructor Demo

Training Activities

Training Exercises

Module 1: Course Introduction

Users will take part in three types of hands-on learning throughout this course:
Instructor Demonstrations, Training Activities, and Training Exercises- The definitions
and descriptions of each are below.

Instructor demonstration activities involve a walk-through of tasks and processes in
INFORMS. Instructors will demonstrate how to perform these activities while users
follow along.

Users will perform tasks and processes in the INFORMS training environment by using
the Training Activity and Data Sheet provided, and by using this training guide as a
reference.

The instructor will ask questions related to the lecture content and training activities,
which are used to check users’ knowledge and understanding of course content.

12
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Module 1:
Course
Introduction
Summary

Module 1: Course Introduction
The following key concepts were covered in this module:

e Course Administration and Logistics

e Learning Objectives

e Roles and Responsibilities

e Navigation

e Key Changes to the Business Process

e The End-to-End Business Process

e Introduction to Demonstrations and Exercises

inferms
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Module 2: Emergency Management Assistance System Solutions

Module 2: This module includes the following lessons:
Course e EMASS Entries

Introduction e EMASS Approvals

Summary

14
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Lesson 1: EMASS Entries

Lesson 1: At the conclusion of this lesson, you will be able to:

Overview e Timesheet Entries

e EMASS Work Performed Entries
e Making Adjustments
e Sample of Errors

15
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Lesson 1:
Introduction

Lesson 1: EMASS Entries

The recording of emergency-related transactions starts with the Time Entry. This is
accomplished in the Timesheet. The employee and/or timekeeper will enter the time
worked per day and will associate to it the designated emergency task group and task
profile.

After time is entered in the Timesheet, the employee will be able to enter in the

EMASS form the specific labor, equipment and/or materials used during the work
performed for the Emergency Event.

16
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Lesson 1: EMASS Entries

Lecture 1: The process illustrated below displays the necessary steps to enter time worked for an
Timesheet Emergency Event.
Entries

Assigning a Task Group and Task Profile to the time entry for the specific emergency
event ensures that the time worked on the emergency is recorded properly. This is
required for reporting and obtaining reimbursement from federal funding agency (e.g.,
FEMA, Department of Treasury, etc.) in charge.

The Task Group and Task Profile will be provided to the EMASS Liaison by OMB
Program Management Office to the Departments’ EMASS Liaison and DPR for
distribution to the employees.

1. Loginto INFORMS.
2. Select the Employee Self-Service tile.
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Lecture 1:
Timesheet
Entries

3.

4.

Lesson 1: EMASS Entries

inferms

Select Time and Absence.
Employee Self-Service
Travel Authorizations Approvals Forms and Approval - HR Forms
234
Time and Absence Travel and Expenses Payroll
A tel ey
s(Be
- =
Last Pay Date 12/17/2021
Select the Enter Time tile.
Time and Absence
[ Enter Time Time Summary Exceptions Weekly Time

06/13/22 - 06/26/22

@ Reported 0.00

® Scheduled 80.00

Weekly Time Summary

06/13/22 - 06/26/22

MNo Time Reported

Payable Time
Last Time Period 05/30/22 - 06/12/122
Total Hours 0 Hours

Estimated Gross 0

0

06/20/22 - 06/26/22

@ Reported 0.00

® Scheduled 40.00

Request Absence

18
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Lesson 1: EMASS Entries

Lecture 1:
Timesheet
Entries

Job Title Rail Vehicle Mechanic

Earliest Change Dale is o0 far back 1o run Rules in viewed peniod. Limit is

Enter Time

‘ 20 June - 26 June 2022 3

Weekly
Scheduled 40.00 | Reported 44.00

Time Reporting Code | Time Details

e - —
,,,,,,,, = —
= = = = = = e
n .
REG - Regular Time - = 8.00 8.00 8.00 800 800
Comments () C (o] (e} o o (]

| Submit

Select the Time Period to Report.
Timesheet:
a. Enter your time reporting by day and Time Reporting Code

Select the Time Details Icon to assign the proper Task Group and Task Profile. Time

entered must be assigned to the specific Emergency Event by attaching the Task
Group and Task Profile provided by the Department’s EMASS Liaison/DPR.

Select the Taskgroup Look up.

< Time and Absence Enter Time
Job Title Ral Vehy
20 June - 26 June 2022 »
Weekly

Scheduled 40.00 | Reported 44.00

Eariest Ghange Date s fo far back f un Fues i viewed perad.Liit s & morihs
Time Reporting Code | Time Details Mondan y Tuesday Wednesday Thursdas y Friday S: day Sund.
Cancel Time Details [Dons)
| Taskgroup [PSNONCATSK Q| Commitment Accountng Tssk Profile ID a
Assignment Q
REG - Regular Time v . 0GL Jobeode a + -
mments - o o >

10.

11.
12.

Select Search.

Enter EMASS in the Taskgroup.

a.
default Taskgroup.

Select Search.

Select EMASS in the Taskgroup.

If you are in Aviation, Water and Sewer or Public Housing. You will leave the

Cancel

Lookup

Search for. Taskgroup

(2

Taskgroup & Description &

|EMA5S EMERGENCY MANAGEMENT TASK GRQ

[~ Search Criteria Show Operators

Taskgrou,

| ereip ewss 9
Description
(begins with)
Search Clear

v Search Results 4
L= = 1row

19
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Lesson 1: EMASS Entries

Lecture 1: 13. Select the Task Profile ID magnifying glass.
Timesheet Cancel Time Details [Done |
Entries “Taskgroup |EMASS Q| EMERGENCY MANAGEMENT Task Profile ID q?
Assignment Q Admin Functions Q
OCL Jobeode Q Source

14. Select the correct Taskprofile issued to you by your Department’s EMASS
Liaison/DPR.

Cancel Lookup
Search for: Task Profile ID
» Search Criteria
w Search Results
B E 9 rows
Tgsk Profile ID E;fective Date Description & D;partment and Code OC&M Activity Lgcation Pcroject Acclivity Ocperating Unit
E_BU_SURFS 11102/2021 EMASS BU Surfside
E_FN_SURFS 11/02/2021 EMASS FN Surfside
E_FR_SURFS  11/02/2021 EMASS FR Surfside
E_IT_SURFS 11/02/2021 EMASS IT Surfside
E_LB_SURFS 11102/2021 EMASS LB Surfside
E_PD_SURFS 11/102/2021 EMASS PD Surfside
E_PR_SURFS 11102/2021 EMASS PR Surfside
E_TP_SURFS 11/02/2021 EMASS TP Surfside
S_SHAKEOUT  11/02/2021 EEEESSEOF'LE
15. Select Done.
Cancel Time Details

“Taskgroup |EMASS Q, EMERGENCY MANAGEMENT Task Profile ID |E_BU_SURFS Q e

Assignment Q Admin Functions

OCL Jobcode Q Source

20
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Lesson 1: EMASS Entries

Lecture 1: 16. If you have additional time to charge, you may add new rows to your timesheet
Timesheet by selecting the Plus (+) button.
Entries

Earlest Change Date i too far back 1o run Rules in viewed period Linitis 6 months

Time Reporting Code | Time Details Monday Tuesday

Scheculed 0 Schedued 8 Scheduied § Scheculed 8 Schedumd OIF Scheduled OFF Scheduled 8
Ruported 12 Rapories Resars 3 Beporied & [e— [—r

4 |
Eh

REG - Rogular Tme 300 800 + -

OVT - Crvrtime Hours

L}
[+
1

o
H

17. Select Submit — Before submitting, verify that you have entered all the time
worked on the day with proper use of the Task Group and Task Profile for
Emergency Event reporting.

a. Anicon should appear on the timesheet. This indicates the timesheet has
been submitted.

18. INFORMS will show the following message:

Job Title Rail Vehicle Mechanic

‘4 20 June - 26 June 2022 3
WWeekly
Scheduled 40.00 | Reportsd 44.00

Earliest Change Date is toa far back to run Rules in viewed period Limit is 6 months.

“Tine Reporting Code / Time Details Manday Tuesday Wednesday Thursday Friday Saturday Sunday
2 E] z - 2 25 26

Tomments T T T e \wa T o

In order to proceed with entering your EMASS Emergency form, you must submit the
timesheet. The timesheet does not need to be approved to begin this process;
however, must be approved to submit the EMASS Emergency Form.

Please Note that the Timesheet will be approved by your payroll supervisor.

21
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Lesson 1: EMASS Entries

m ferms

Lecture 1: Examples of Transactions
Timesheet This lesson will be covering three different examples of transactions.
Entries

Example 1

A salaried employee works 4 hours in regular job and 4 hours in the Emergency Event,

employee will need to

e Enter one row of regular time with 4 hours. This row is defaulted to the position
budget.
e Add a second row of regular time with 4 hours and attach to it the designated
EMASS Task Group and Task Profile.
Cancel Time Details Do
“Taskgroup Commiment Accounting Task Profile ID a
Assignment q | Default to Position Admin Functions a
Budget
OCL Jobcode Q Source
Job Title Erp Businass Analyst 3
] 25 April - 1 May 2022 »
Weekly
Scheduled 40.00 | Reported 8.00
Apply Rules || Submit
Time Reporting Code / Time Details Tuesday Wednesday Thursday Friday Saturday Sunday
26 27 28 29 30 1
REG - Regular Time: -
REG - Reguilar Time: -
o o (o] o O
nod Time Detalls Done
Taskgroup | EMASS Q, | EMERGENCY MANAGEMENT Task Profile ID
Assignment Q Admin Functions Q
Emergency hours
OCL Jobcode Q worked source
Example 2

An hourly employee works 10 hours in cleaning debris from 8:00 pm to 6:00 am on the

following day. He receives night differential.

e Since this is the employee’s shift, the hours will be recorded on the day he/she
starts the shift.

e Cleaning debris work performed was divides as follows:

o Regular 8 hours will be assigned the designated Task Group/Task Profile

o Overtime 2 hours will be assigned the designated Task Group/Task Profile

[ J

Profile

Enter the Night Differential TRC line and assigned the designated Task Group/Task

22
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Lesson 1: EMASS Entries

m ferms

Lecture 1:

Cancel Time Details
Timesheet Tskaroup enERsENC Y WAACEENT kPt 5 £ STL_SURFA
Assignment Q Admin Functions Qa
E n t ri es 0CL Jobcode Q Source
Job Title Waste Callector
4 6 June - 12 June 2022 3

Weekly
Scheduled 40.00 | Reported 10.00

Time Reporting Code | Time Details Tuesday Wednesday Thursday Friday Saturday Sunday
7 8 9 0 1 12
Eorwones 11 = Senscuise 05 Sonamias 10 Sohemies Senssunas oF Sensouas OFF
[— ——) Repered B — Reparied 0 Repored
NGTI0 - Night Cerential 1 Step VT v El 200
Comments =) o o < (=} =
Canc Time Details
“Taskgroup [FMASS Q | EMERGENCY MANAGEMENT Task Profile ID E_SW_SURFA
Assignment Q Admin Functions
OCL Jobeode Q Source

Done

Submit

Example 3

A police officer works 24 hours in Alpha/Bravo shift doing security protection work.

e Employee will enter 24 hours in the given day
e Employee will have several TRCs that will apply
e Employee will need to enter Task Group and Task Profile for each of the TRC codes
L] 30 May - 5 June 2022 »
Weekly
Scheduled 40.00 | Reported 24.00
View Lagand 75“”""
Time Reporting Code / Time Details Monday Tuesday Wednesday Thursday Friday Saturday Sunday
30 k1] 1 2 3 4 5
NGT2 - Night Differential 2 Steps v E 800 + -
NGT20 - Night Differential 2 Steps OVT A4 F 8.00 -
REG - Regular Time: = 800 + -
Comments (e} O o [e) o o (o)
Gancel Time Detalls Done
EMASS Labor and Work Performed
“Taskgroup EMASS Q EMERGENCY MANAGEMENT Task Profile ID E_PD_SURFS
Assignment Q Admin Functions
OCL Jobcode Q Source

23
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Lesson 1: EMASS Entries
Lecture 2: After submitting the time in the timesheet with the proper Emergency Event Task
EMASS Work Group/Task Profile, labor, equipment and/or materials can be entered on the EMASS
Performed Emergency Form.
Entries Note that the timesheet does not need to be approved to start the process of

entering daily EMASS Emergency forms. However, the EMASS Emergency form
cannot be submitted until such time that your timesheet has been approved.

Entering EMASS transactions follows these general steps —

1. Starting the EMASS entry by selecting a specific date

Selecting Field Supervisor and Location — these apply to the labor, equipment
and/or materials to be entered

Entering Labor Charges (always required)

Entering Equipment Charges, if applicable

Entering Materials Charges, if applicable

Attaching any necessary documents.

o u e W

Entry into EMASS requires the following information -

e Selection of date - Every entry into EMASS must have hours entered in the
Timesheet with the Emergency Event’s Task Group/Task Profile for the date
selected.

e  Field Supervisor - Supervisor who was on the field when the work was performed.
This supervisor will be asked to approve the labor, equipment and materials
entered in the EMASS form.

e  Location - Location identification where the work was performed for the hours
reported in the timesheet as selected in the date above.

e  Entry into EMASS for work performed must take into consideration the
combination of date, field supervisor and location.

o Multiple entries can be made when necessary to take into consideration work
performed for specific combinations of date, field supervisor and location not
to exceed the total number of hours entered in the timesheet for the date.

e  Work performed — Should be as explicit as possible, this is not the same as the
TRC or the Task Profile. User will be able to select from a drop-down list.

24
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Lesson 1: EMASS Entries
Lecture 2: Several basic edits are applied to the EMASS entry —

EMASS Work e Labor Hours — Hours entered in the Labor Work Performed section of the EMASS
form for a specific day cannot exceed the hours entered in the timesheet for the
same day and designated with the proper Task Group/Task Profile.

o Multiple rows can be used to address different work performed under the same
Field Supervisor in the same Location.

e Equipment Charges — Multiple rows can be used to record all the equipment used
during the specific date/field supervisor/location combination for the specific work
performed.

e Equipment Charges Unit of Measure — When unit of measure is Hours, a single row
may not exceed the summation of hours entered against the task group/task
profile on the timesheet. This is the same task group/task profile combination on
the labor charged section.

e Task Profile -Can only choose from the Task Profiles entered in the timesheet.

Performed
Entries

25
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Lecture 2:
EMASS Work
Performed
Entries

Lesson 1: EMASS Entries
Starting the EMASS Entry

1. Select the EMASS Labor and Work Performed link, which is located on the bottom
left of the timesheet.

4 20 June - 26 June 2022 0
Weekly
Scheduled 40.00 | Reported 44.00

Earliest Change Date is toa far back to run Rules in viewed period. Limit is § months

Time Reporting Cade | Time Details Monday Tuesday Wednesda y Thursday Friday Saturda y Sunday
20 21 22 23 24 25 2%

OVT - Overtima Hours . = 400 -

REG - Ragular Tims - = 800 8.00 800 800 800 + -

Comments o o o o (o) (o]

2. Select the +ADD button.

**If an employee has already entered any EMASS Labor Work Performed, they may do
a search from the left-hand search screen.

EMASS Labor Work Performed

~+New Search View EMASS Labor Firk Performed
Employee ID | A i= & Add
00010032 j

Date Work

Sequence Number

3. Enter an Employee ID (make sure to include leading zeroes to complete 8
characters)
4. Select the Date.
a. This is the date for which time was entered under an EMASS task profile on the
timesheet.
b. Note: Employees of AV, WS and PH can choose are not tied to the EMASS task
profile; therefore, they will be allowed to choose any date for which they have
entered time in Timesheet.

26
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Lesson 1: EMASS Entries

Lecture 2: 5. Select Add.

EMASS Work EMASS Labor Work Performed

Performed 1
. Employee ID 00010032
Entries

Date | 06/20/2022 P

Glear

6. Enter your Immediate Field Supervisor ID
a. Errors in this field may result in the INFORMS EMASS form being denied.
b. You may search, by selecting the look up icon. You may search by emplid,
FirstName, Last Name or Business Unit (see screenshot - searching by name)
c. Select Search
d. Select your field supervisor

Sequence Number

< EMASS Labor Work Performed EMASS Labor Work Performed

Employee ID 00010032  Kidder,Noland

Cancel Lookup

~ Search Criteria

Location Coda a

Show Operators

Supervisor ID
begins wrtn)

Address

Other Location

w Search Results

EE =

Supervisor ID & First Name Last Name © Business Unit ©

l 00325535 Tequila o Holiday BU l

7. Enter either a Location Code or if the Location code is not found, enter other
Location
a. You may search for a Location Code by selecting the lookup icon.

Select Search Criteria

Search by location code or description

Select Search

Select a location

® a0 T

27
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Lesson 1: EMASS Entries

< EMASS Labor Work Performed

Lecture 2:

| Cancel | Lookup

Employee ID 00325536 Feliz, Saudie M
E M A SS W k Searcn for:_Loation G
or ~ Search Criteri Show Operators
a
Location Code
Performed “supervisr o .
Description
. Location Code Q (Legins with)
Entries e o |
Other Location ~ Search Results
— Only the first 300 results can be displayed
EMASS Labor charges |E| -
Date Work Task Group = 300 rows
S Location Code & Description <
06/06/2022
EMERGENCY MANAG{ | A001050000 Career Source South Florida-SF
. A002020000 Dr. MLK Office Plaza- CR
EMASS Equipment charges

**0ne INFORMS EMASS form should be submitted for every different Date-Field
Supervisor- Location combination

28
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Lesson 1: EMASS Entries
Entering EMASS Labor Changes

Lecture 2:
EMASS Work
Performed
Entries

In the EMASS Labor Charges

section:

1. Select Work Performed associated with the Hours worked
2. Hours will default based on the timesheet
a. You should report only hours based on the date, field supervisor and location

combination selected at the beginning

m ferms

3. To enter a different work performed for the same field supervisor and location
combination, select the Plus (+) button.

a. Summation of hours reported cannot exceed hours reported on the timesheet

for the EMASS task profile

EMASS Labor charges 2 rows.
Date Work Task Group. Task Profile Work Performed 1 Hour(s)
06202022 DEBRIS_REMOVAL Q 2000 -
EMASS EMASS_TRN ovT
06/20/2022 N _ _ . MGDMEDICAL_FACILITY Q 2000 + -
EMERGENCY MANAGEMENT TASK GRP EMASS TRAINING TASK PROFILE Overtime Hours
Hours of Work
Performed may not
exceed hours on time-
card.
If you are in AV, WASD or PH. You will need to delete rows that DO NOT pertain to
Emergency Work. Additionally, you will need to select the EMASS task profile that
pertains to your department.
EMASS Labor charges 2rows
Date Work Task Group Task Profile ] Work Performed Hour(s) Time Reporting Cade
Night Differential 1 Step o
241231 Q REG
06/20/2022 Q 8.000 N + B
35030 Admin. & Gener(GA), 13025 Regular Time:
[ cance Lookup
(»"Search Criteria A\ ]
‘ w Search Results \
=IE (3] o
Task Profile ID © Description © Department © Fund Code O&M Activity © Location  Project © Activity © Operating Unit ~
E_AV_SURFA EMASS AV SURFSIDE NDAWQ20000 51006 AV_SURFSIDE CATEGORY_A NO-GRANT
E_WS_SURFB EMASS WS SURFSIDE CATB  NDWS020000 51008 WS_SURFSIDE CATEGORY B NO-GRANT
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Lecture 2:
EMASS Work
Performed
Entries

Lesson 1: EMASS Entries

Entering EMASS Equipment Charges

In the EMASS Equipment Charges section:

1)

2)

3)

4)
5)
6)

7)

8)

Enter the Cost Code

a) This is the Cost Code from FEMA

Equipment Details:

a. Enter the Asset Management Business Unit (from Financials)

b. Enter the Asset ID (if not known, enter Not Known)

c. Enter the Make and Model if available

d. Enter the Year if available

Enter the Quantity

a. For Unit of Measure of Hours, a single row may not exceed the summation of
hours entered against the task profile/work performed combination on the
timesheet. This is the same task profile/work performed combination on the
labor charged section.

UOM/Rate

a. Defaults based on Cost Code selected

Cost

a. Automatically calculates (Qty * UOM/Rate)

Select the Worked Performed

a. Thisis worked performed as chosen in the Labor Charges

Select the Task Profile against this Charge

a. The only available Task Profiles to choose from will be those entered in the
timesheet.

For additional rows, select the plus (+) button

a. For any additional Equipment entered, the entry rules are as follows:
i. ForHours UOM:

1. You may not exceed, on any individual line, the hours on your
timesheet/labor charge for a Work Performed/Task profile combination
ii. For Mileage UOM:
1. Thereis no limitation for mileage.

Date Work

08202022

06202022

S Equipment chai

t charges
Cost Equipment Details. e ary UOM Rate  Cost  Worked Performed Task Prafile

a e

B077 a AssstID |00000DD00211

By

Automobile - Ford Expediion Make & Model XL 4X4

‘0000

8644 a Asset

HRS
§2384  DEBRIS_REMOVAL Q EMASS_TRN Q + -
3596
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Lesson 1: EMASS Entries

Entering EMASS Materials Charges

In the EMASS Materials Charges section

1.

w

Enter the Item ID
a. Thisis a free form field.

. Enter the Quantity

Select a Unit of Measure

Rate

a. Enter the Rate for this item

Cost

a. Automatically calculates (Qty * Rate)
Select the Worked Performed

a. Thisis worked performed as chosen in the Labor Charges

Select the Task Profile against this Charge

inferms

a. The only available Task Profiles to choose from will be those entered in the

timesheet.
For additional rows, select the plus (+) button

EMASS Maf
Date Work

(2] (3] o 06 O

Quantity O UOM Rats O Cost © Work Performed

Task Profils 1D

g
(-]
g
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Lesson 1: EMASS Entries

Entering Attachments

In the attachments section,

1. Enter any relevant documentation by selecting Add Attachment.
2. Select Save

3. Select Submit

Attachments

You have not added an chments.
Add Attachment

[ S \ Submit

4. When pressing submit, INFORMS will prompt you to verify, press “Yes” if ready to

submit.
Year |2021
AM Unit |BU Are you sure you want to submit EMASS Labor and Work Performed Charges?
AssetID |1-00039140 Yes No
4 DEBRIS_REMOVAL Q
lake & Model | TOWMASTER 595
Year | 2021

**Please review the INFORMS EMASS Form for accuracy. Any forms that are denied
will have to be re-submitted.
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Lesson 1: EMASS Entries

Example of Transactions — EMASS entries

Example 1 -

Salaried employee who worked only 4 hours in the Emergency Event. The employee
was performing sheltering work; because of a need to expand the shelter, the

employee used certain materials to finalize the reading of the new area.

e  Work Performed: sheltering

e Equipment: none
e  Materials: cleaning liquids, mops, disinfecting wipes.

EMASS Labor charges
Date Work Tosk Group

EMAsS
062172022

EMERGENCY MANAGEMENT

Equipment charges

082112022

ASS Material charges
e 1D

Cheaning Liquids

Task Profile
E_8U_SURFS

EMASS BU Suriside

Quantity © UOM

20000 GAL

15000 PAC

Work Performed o Hour{s)

Sheterng a 1000

a
a a
aQ Q
Q Q

Time Reporting Cade
REG

Ragular Tima

Task Profile

Task Profile ID
E_BU_SURFS
E_BU_SURFS

E_BU_SURFS

Example 2 -

An hourly employee works 10 hours in cleaning debris from 8:00 pm to 6:00 am on the
following day. He receives night differential. The truck in used broke down at hour 7
requiring the use of another truck with the same trailer.

. Work Performed: debris removal

° Equipment: truck and trailer for 8 hours; 2" truck and same trailer for 2 hours

° Materials: 1000 bags

EMASS Labor charges
Date Work Task Group

EMASS
0Tz

EMERGENCY MANAGEMENT

EMASS Equipment charges
DaeWork  Cost

193 a
0722
Truek
2643 a
182022
Traller

EMASS Material charges
Date Work Ttem 1D

o022 Bags

Task Profile
E_BU_SURFS

EMASS BU Surfside

BU-00000004

Make & Model | STERLING
ar 2021
AM Unit |BU

1BU-00000005
Make & Model  BROOKS BROTHERS

ear | 2006

Quantity © UOM

1000.000| |BAG

July 18, 2022

Work Performed Hours)
Detiis Removal a 4000
ary UOMiRse  Cost Worked Performed
HAs
2000 534312 | Detris Removal a
s8575
HAS
5000 o $15760 | Dakris Ramoval a
Rate ©  Cost  Work Performed
a 3099000000 $9%0.00 |Dalbeis Romoval a

Time Reporing Code
NaT2

Night Differential 2 Staps

Task Profile
E_BU_SURFS
U_SURFS

m ferms
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Ty 18,2022

Example 3 -

A police officer works 24 hours in Alpha/Bravo shift doing security protection work.
e Work Performed: security protection

e FEquipment: cruiser

e Materials: disinfecting wipes, masks.
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EMASS Work
Performed
Entries

Denials

If EMASS entry is denied, employee will be notified to fix the entry. Follow steps on
Making Adjustments section.

1. Loginto INFORMS.

2. Select the Employee Self-Service tile.

3.

Finance / Supply Chain (FSCM)

L)
Kai

Employee Self-Service
2 =] |
Y

Analytics (OBIA)
ih

COMING SOON

Approvals

=

Manager Self-Service

Capital

&2 il

Human Resources (HCM)

Security Request Forms

Scorecard

COMING SOON
Learning (ELM)

2=

COMING SOON

About

Coming Soon

yjerms

inferms

Select EMASS Labor and Work Performed.

l Employee Self-Service l

Approvals

=

Time and Absence

«©

EMASS Labor and Work Perfor...

«©

Travel and Expenses

X 1ol
= =

Careers

Payroll

eDe

Last Pay Date 12/17/2021
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EMASS Work
Performed
Entries

4. Search for the EMASS Form to u

pdate.

EMASS Labor Work Performed

S —
"~ ew Search View EMASS Labor Work Performed
3 results found.
Empioyee 0
oomee
Date Work | = + Add
Sequence Number i Supervisar (0 Supervisar Mame
osrtanzz oss36
06202022 00325538

- o

osz12022 00328538,
v Emplayee ID

003843 )
- Date Work

0142022 (1)

oanaz2 (1) u

082172022 (1)

chan w
3
Locin Address Status ©
testiscaton ropeevea
4600300001 Danied
Av00000002 Approved

5. Select the row that needs to be updated.

EMASS Labor Work Performed

« New Search View EMASS Labor Work Performed
3 results found.
Emptoyee 1D
chan (Mo
otoxsees
Date Work = 4ae
Sequence Number Gate Work © Supervisor 10 © Suporvisor Name © Location Loctn Addross Status ©
oer1aznz2 pree st ocation somrovea
= os202022 03858 AD0000001 Dsrd
212022 0032553 “Avo0000a02 amroud
« Employee ID
003984331
~ Dste Work
owtanz2 (1)
082020221 u
osa20z2 (1)

6. Make necessary adjustments.
7. Select submit.
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Lecture 3 If an adjustment needs to be made on the EMASS form, please do the following:
Making _
Adjustments 1. Loginto INFORMS.

2. Select the Employee Self-Service tile.

. [w=J

Finance / Supply Chain (FSCM) Approvals Budget Scorecard

2 &P il:l

COMING SOON

L)
Kai

Employee Self-Service Manager Self-Service Human Resources (HCM) Learning (ELM)
o 8. T - o 2
1= O A L
¥ *> L) ‘)
Y e Sel Y COMING SOON
Analytics (OBIA) Capital Security Request Forms About
Ill 'S .
e (
—
‘},_ nferms
[l T78 B [ ]
COMING SOON

Coming Soon

3. Select EMASS Labor and Work Performed.

l Employee Self-Service l

Approvals

=

Time and Absence

EMASS Labor and Work Perfor...

«©

Travel and Expenses

Careers

Payroll

X 1ol
& =

e(®e

«©

Last Pay Date 12/17/2021
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Lecture 3
Making

< EMASS Labor Work Performed

4. Search for an EMASS Form to update.

EMASS Labor Work Performed

View EMASS Labor Work Performed

. - New Search
Adjustments .
Employee 10
oonees
Date Work =} = + Ao
“ & Numbe Date Wark Supervisar 10 Suparvisor Name Locatior Loctn Address. Status
a2 onzssas est oo Hoproied
06202002 00325536 AVO000001 Denied
Search Clear
w210z o583 A0000002 sggro
~ Employes ID
o0033043.3)
« Date Work
06142022 (1)
D6/20/2022 (1)
06212022 (1)
& EMASS Labor Wosk Pertrmsd EMASS Labor Work Performed A Q
~ Hew Search View EMASS Labor Work Performed
3 results found.
Employen 10
oonees
Date Work @ = ey
Sequence Number Date Wark Supervisar 10 Suparvisor Name Locatior Loctn Address. Status
a2 onzssas est oo Hoproied
06202002 00325536 AVO000001 Denied
Search Clear
w210z o583 A0000002 [r—

= Employee ID

0033643 13)

6. Make necessary adjustments.

7. Select submit.
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LeCtuTe 4f 1. When you attempt to split labor into two rows, if hours are not adjusted on the first
Sample o row and then the 2" row, you may receive the below error.
Errors

To correct this error, clear both entries and enter the hours on the first line and
then enter the hours on the 2" row.

Error - Total hours under FEMA Labor charges for Task Profile E_FR_SURFS exceeds tolal hours in labor ()

2. When you attempt to submit your EMASS form, you may receive a ‘Cannot submit
form error’.

To correct this error, verify that your timecard has been approved. Your
timecard must be approved prior to submitting the EMASS form.

0One of the time chargse for this date is not yet approved in Labor. Cannot submit form.
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Key Terms The following key terms are used in this module:

Definition

oy
VA N/A N/A
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Demonstration

Scenario

Instructions

Lesson 1: Training Activity 1

The Instructor will now demonstrate how to execute the business process through the
INFORMS training environment.

Enter labor and work performed.

This activity is will be performed individually; you must complete it on your classroom
workstation using the INFORMS training environment. Your Instructor will tell you how
to log into INFORMS.

You will determine how to perform the activity by following the data sheet, and by
using the training materials as reference tools.

There are Instructors in the room to assist if you have questions.
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Lesson 1: Training Exercise

Debrief 1. Will an employee be notified if EMASS entry is denied?
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Lesson 1: EMASS Entries

Lesson Now that you have completed the lesson, you should be able to:
Summary e Timesheet Entries
h e EMASS Work Performed Entries
e Making Adjustments
e Sample of Errors
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Lesson 2: At the conclusion of this lesson, you will be able to:

Overview e EMASS Approvals Flow
e Approving/Denying an EMASS Entry
e Monitoring EMASS Entries

inferms

44



inferms

End User Training Guide — HCM 201 — Emergency Management Assistance System Solutions (EMASS) wnda

Lesson 2:
Introduction

Lesson 2: EMASS Approvals

The Field Supervisor is responsible for reviewing and approving/denying the labor,
equipment and/or materials charges entered via the EMASS form.

If the Field Supervisor is no longer in the County’s employment (e.g. retired), INFORMS
will re-route the EMASS approval to the Department’s EMASS Liaison for handling.

The EMASS Liaison can review and approve/deny the charges or ad-hoc the EMASS
form to another field supervisor or assistant who can review the entries.

Time entries made in the Timesheet will all be reviewed and approved by the payroll
supervisor. This includes any entries that have Task Group/Task Profile attached to an
Emergency Event.
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Key Terms The following key terms are used in this module:

Definition

oy
VA N/A N/A
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Lecture 1:
EMASS
Approvals Flow

Labor, Material and Equipment charges follow the below approval.

inferms

Employee Submit
equipment/labor

Immediate Field
Supervisor active

Field Supervisor
(required field)

MATERIAL AND USAGE EQUIPMENT ONLY

FEMA Liaison at the BU
Level

If the FEMA Liaision
does not wish to
approve. The FEMA
Liaision wil have the
ability to Ad Hoc the
approval.

The approval should be
ad-hoced to the 2™
person in charge of area
they were working
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Lecture 2:
Approving/

Denying an
EMASS Entry

inferms

Lesson 2: EMASS Approvals
Following are the steps to Approve/Deny an EMASS entry.

1. Loginto INFORMS.
2. Select the Approvals tile.

Finance / Supply Chain (FSCM)

K,.,X
RBX

Approvals

()

Budget

Employee Self-Service

P “.
.

=g il
A "
Y

Manager Self-Service

E
o

-
A

o3
-

Lat

Human Resources (HCM)

Scorecard

COMING SOON

20

Learning (ELM)
E
(] Y
d L !
COMING SOON

3. Select EMASS Labor and Work Performed on the left-hand navigation
4. Select the entry for approval

< HOME

EMASS Labor and Work Performed
Employee Feliz,Saudie M

Date 08113722

Seq# 1

00325536 / 2022-06-13/ 1 Feliz, Saudie

Pending Approvals a2 s
View By | Type v -

& 2

Al 2rows
EMASS Labor and Work P 2 EMASS Labor and Work Performed 00325536 / 2022-05-02 /1 Feliz, Saudie Routed

Employee Feliz,Saudie M o0sE700 |

o Date 05102/22
Seq# 1

Routed
053112022 N
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Lesson 2: EMASS Approvals

5. To view the details of the entries, select the View EMASS Labor and Work

Lecture. 2: Performed Details link
ApprOVl ng/ EMASS Labor and Work Performed

£ 0 Process

Denying an
E M ASS E nt ry e 00325538 Feliz, Saudie M June 13, 2022 Seq Nor 4

n ABO1050000 - Carser Source South Florida-SF Submitied Date 0534122

Ty Pertarmed et |o

Apgroval Chain

6. Once the EMASS charges have been reviewed, Select either Approve (if you agree
with charges) or Deny (if you do not agree).

EMASS Labor and Work Performed

B nProcess
| Approve | Dany
~ FEMA Approval Header Details
Employes 00326536 Feli, Saudie M June 13, 2022 SeqNor 1

A001050000 - Carser Sourcs South Florida. 57 Submitted Date Q834122

Approval Chain
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Lecture 3: Reports will be available to the EMASS liaisons to monitor the entry of EMASS
Monitoring transactions as well as any pending approvals.

EMASS Entries
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Demonstration

Scenario

Instructions

Lesson 2: Training Activity 1

The Instructor will now demonstrate how to execute the business process through the
INFORMS training environment.

Approving an EMASS entry.

This activity is will be performed individually; you must complete it on your classroom
workstation using the INFORMS training environment. Your Instructor will tell you how
to log into INFORMS.

You will determine how to perform the activity by following the data sheet, and by
using the training materials as reference tools.

There are Instructors in the room to assist if you have questions.

51



nferms
End User Training Guide — HCM 201 — Emergency Management Assistance System Solutions (EMASS) y:l - e

Lesson 2: Training Exercise

Debrief 1. Will reports be available to the EMASS liaisons to monitor the entry of EMASS
transactions?

52



nferms
End User Training Guide — HCM 201 — Emergency Management Assistance System Solutions (EMASS) l.":l .

Lesson 2: EMASS Approvals

Lesson Now that you have completed the lesson, you should be able to:
Summary e EMASS Approvals Flow
h e Approving/Denying an EMASS Entry

{ e Monitoring EMASS Entries
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Module 3: Course Summary

Objectives Congratulations! You have completed the Emergency Management Assistance System
Achieved Solutions course. You now should be able to:
B e EMASS Entries

{ e EMASS Approvals

Next Steps Now that you have completed the course, please make sure to complete the following
tasks:

e Course assessment (tests your knowledge of the content)
e Course evaluation (collects course feedback)

® |og off your workstation
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Reference Materials

Reference If you have further questions about any of the topics presented in this course, use the

Materials following resources:

User Productivity Kits
e Submit Time (Submit Time through Timesheet)

e Submit Time (Adjust Time through Timesheet)

Job Aids

e Time and Leave — Charging Time in Task Profile
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Reference Materials
Reference For additional Information:

Materials e www.miamidade.gov/informs
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Glossary
Key Terms The following key terms are used in this course:

L\/

Term Definition

EMASS

Emergency Management Assistance (formerly known as FEMA)

Time Reporting

The process of recording your time

Time Reporting
Code

Codes are often mapped to Payroll Earning Codes or Absence
Management codes to allow Payroll to process time for both
Time Labor and Absence Management

Task A specific types of task data you can capture when time is
reported

Task Group A taskgroup represents a group of time reporters with similar
time and task reporting requirements

Task Profile Task profiles enable you to specify default values for the task
elements.

EMASS Form Formerly known as the eDAR. The new INFORMS form to

charge Labor, Equipment and Materials charges against a
County wide event.

EMASS Liaison

Individual appointed in your business unit to act as a link to
assist the communication between OMB Program Management
department and the business unit.
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