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DESCRIPTION

This job aid is for all employees.
The purpose of this job aid is to help employees understand the EMASS (Emergency Management Assistance

System Solutions) Business Process and the steps needed to Charge Labor, Equipment and Materials Charges for
EMASS.

EMASS BUSINESS PROCESS

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 Departments 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 image below is a
high-level overview of the process.
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When an event is declared, the following actions will occur:

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 of Projects to charge against in Financials.

4) Advise Departments of 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 Timecard.
2) Charge Labor, Equipment and Materials against Task Profile in EMASS form.

a. For each location and/or Field Supervisor, you must make a new INFORMS EMASS entry.
3) Submit for approval to the field supervisor who oversaw the specific work at a 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.
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2) Approve or ad-hoc Charges if necessary.

TIMECARD ENTRY

In order to report labor, time, and/or materials on the EMASS Emergency Form, you must first
enter time on your timecard. The timecard must be submitted; however, the timecard does not
need to be approved to start the process of entering your daily EMASS Emergency form.

Your EMASS Emergency form may not be submitted until your timecard has been approved.

e loginto INFORMS.
e Select Employee Self-Service.

Finance / Supply Chain (FSCM)  Approvals Budget Scorecard
-
. -
L3, @@ |I ‘1
‘e’ €4 @
ecamia socs
0
1 lEmployse Self-Service Manager Self-Service Human Resources (HCM) Learning (ELM)
: - . 2
i o il Edt -
¥ o L
an P COMING 500N
Analytics (OBIA) Capital Security Request Forms About
ih a
oy

Q
sm/m o .

f; inferms

COMING SOON

Coming Soon

Select Time and Absence.

Employee Self-Service

Travel Authorizations Approvals Forms and Approval - HR Forms
[ q
%
2. 234
Time and Absence Travel and Expenses Payroll
A ol \
«© & =
Last Pay Date 12/17/2021




INFORMS Job Aid: EMASS Entry of Labor, Equipment and in «rms

Materials Charges Overview

Select the Enter Time tile.

Time and Absence

Enter Time | Time Summary Exceptions Weekly Time
05/16/22 - 05/29/22 05/16/22 - 05/29/22 05/23/22 - 05/29/22
Regular Time
@ Reported 10500 Reported 56.00 Hours @ Reported 59 00
® Scheduled 80.00 Emergency Overtime @ Scheduled 40.00
3 Reported 43.00 Hours

Weekly Time Summary Payable Time Request Absence

Last Time Period 05/02/22 - 05/15/22

Nyl
F Total Hours 0 Hours Ii]
e Estimated Gross 0

< Time ana Abssnce Enter Time # Q= =
Job Tite Erp Business Analyst 3 1
‘ '
Scheduled WU:T!;!‘DW‘EL! 20.00
4. - = = - -
Commel o e o o o o o o
1. Select the Time Period to report.
2. Timecard.
a. Enter your time by day and Time Reporting Code.
3. Toreport time for the Emergency Event, click on the Time Details icon.
1. Click on the Taskgroup look up.
Cancel Time Details
| *Taskgroup [\PSNONCATSK Qﬂmmitmenmccountmg Task Profile ID
Assignment Q Admin Functions
OCL Jobcode Q Source
5.

2. Click Search Criteria.

3. Enter EMASS in the Taskgroup.
4. Click Search.

5. Select EMASS Taskgroup.
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Cancel Lookup

Taskgroup | Q
(beqins with) EMASS

Description
(begins with)

4 ‘m Clear

Search for: Taskgroup (W24

v Search Criterig

v Search Results

|E =

Show Operators

1 row
Taskgroup & Description &
| EMASS EMERGENCY MANAGEMENP
1. Click on the Task Profile ID magnifying glass
Cancel Time Details \@
“Taskgroup |EMASS Q,| EMERGENGY MANAGEMENT Task Profile ID Q?

Assignment Q Admin Functions Q
OCL Jobeode Q Source

2. Select the Taskprofile issued to you by your Department’s Liaison or DPR

Cancel Lookup
Search for: Task Profile ID

» Search Criteria

w Search Results

EE

Task Profile ID  Effective Date

Description ¢

E_BU_SURFS  11/02/2021 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 11/02/2021 EMASS LB Surfside

E _PD_SURFS  11/02/2021 EMASS PD Surfside

E_PR_SURFS  11/02/2021 EMASS PR Surfside

Department Fund Code O&M Activity Location Project Activity Operating Unit

9 rows

E_TP_SURFS 11/02/2021 EMASS TP Surfside
SF TASK PROFILE
S_SHAKEQUT  11/02/2021 SHAKEOUT
3. Click Done
Cancel Time Details Done I
“Taskgroup EMASS Q, EMERGENCY MANAGEMENT Task Profile ID |E_BU_SURFS e
Assignment Q Admin Functions
OCL Jobcode Q Source
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4. If you have additional time to charge, you may add new rows to your timecard
by clicking ‘+'.

Earkest O ‘back o run Rules ‘period. Limit is 6 montns.
Time Reporting Code | Time Details Menday Tuesday Wednesday Thursday Friday Saturday Sunday
L] 7 8 9 10 " 12
Saoes preer=) preevy P Frey Senudio OFF Senaasid OFF
Resme 10 Repates 10 Repenee ¢ assonen 0 aeganes o Baptens © Reponan 0
a

REG - Regular Time v B 800 800 + -
ERONT - Emargency Orvetme v

¢’

Comments O [e! (o] o] o] o L]

5. Click Submit
a. Anicon should appear on the timecard. This indicates the timecard has
been submitted.

Job Tie Erp Business Analyst 3
‘4 6 June - 12 June 2022 v
Weekly e
Scheduled 40,00 | Reported 20.00
| submic
Earliest Change Date is 100 far back to run Rules in viewd period. Linil 6 months
Time Reperting Code | Time Details Monday Tuesday Wednesday Thursday Friday Saturday Sunday
] 7 8 9 10 " 12
premr) =) Teeiuea s =y heees s Schesuies 0FF Seneses oFF
Resorzd 10 Resuted 10 Reserze @ Fepaned 0 P Repared 0 Reportes 0
%] s
REG - Reguiss Time . = 8000 800 + -
EROVT - Emergency Ovestime v & 200 200 + -
Commants (o] e e (o] (e} (o] (o)

JASS Labor and W f

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

Please Note that the Timecard will be approved by your direct line supervisor.

EMASS LABOR WORK PERFORMED ENTRY

Step Action

1. Click the EMASS Labor and Work Perfomed link, which is located on the bottom
left of the timecard.

Job Tite Erp Business Anaiyst 3

‘ 6 June - 12 June 2022 y
Weskiy
Scheduled 40.00 | Reported 20.00

View Legend Submt |

Eariiest Change Date s toa far back o run Rukes in viewsd period Limit is & months.

Time Reporting Code | Time Details Manday Tuesday Viednesday Thursday Friday Saturday Sunday
ey Py ey Py ey S— Scrmaed OFF
Py P— Fesoe Bepates 0 Rasard § Repare Repard &
Ll n
REG-egular Tma - B 800 800 + -
EROT - Emergency Overiing v F 200 200 + -
Commants C o C C [e .
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2. Click + Add.

**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 Work Performed

. =19

Employee ID
Date Work

Sequence Number

T

3. Enter an Employee ID.
4. Select the Date.
a. This is the date for which time was entered under an EMASS task profile
on the timecard.
5. Click Add.

EMASS Labor Work Performed

Employee ID | 00325536 qQ/ 3

Date  06/06/2022 =l 4

Sequence Number
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1. Enter your immediate field Supervisor ID.
e Errorsin this field may result in the INFORMS EMASS form being denied. The
system will route form to liaison in case the supervisor is no longer with the
county.
b. Start search by selecting the look up icon. You may search by Supervisor
ID, First Name, Last Name, or Business Unit (see screenshot - searching
by name).
c. Click Search and select your Field Supervisor.

< EMASS Labor Work Performed

Cancel ooku
Employee ID 00325536 Feliz Saudie M L ’
Swarchlor Superviser 1D
~ Search Criteria Show Operatars
Supervisor ID
*Supervisor ID (begins wih)
First Name
Location Code a (begins witn)
1 Last Name
Address (begins win)
Business Unit
Other Location (begins wiin)
EMASS Labor charges “_-all‘ —
Date Work TaskOrowp N+ Search Results 2
EMASS Only the first 300 results can be displayed
06/0872022
EMERGENCY MANAGE 7 i=
300 rows
| SupervisorID © First Name & Last Name © Business Unit & I
EMASS charges
| DateWork  Cost 00000006 Kenneth Drucker HR [

2. Enter a Location Code or if the Location code is not found, enter Other Location.
8. a. Search for a Location Code by selecting the lookup icon.

Click Search Criteria.

You may search by Location Code or Description.

Select Search.

Select a location.

b.
C.
d.
e.

< EMASS Labor Work Performed

Lookup|

. . | cancel |
EmployeeID 00325536 Feliz SaudieM | — —

Search for: Location Cog

5 Show Operators
Location Code
*Supervisor ID 00000006 (vegins vih)
Description
Location Code (beging with)
Address a | = SR
Other Location | ~ Search Results d

Only the first 300 results can be displayed

—
EMASS Labor charges ‘E -
Date Work Task Group - 300 rows
Ass Location Code & Description <
06/06/2022

EMERGENCY MANA | A001050000 Career Source South Florida-SF |

A002020000 Dr. MLK Office Plaza- CR

EMASS Equipment charges

**0One INFORMS EMASS form should be submitted for every different Supervisor-
Location combination.
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EMASS LABOR CHARGES

In the EMASS Labor Charges section:

2) Select Work Performed associated with the Hours worked.
3) Hours will default based on the EMASS-associated hours entered in the
timecard.
a. You should report only hours based on this field supervisor and location
combination.
4) To enter a different work performed for the same field supervisor and location

0.
combination, click on ‘+’.
a. The summation of hours reported cannot exceed hours reported on the
timecard for the EMASS task profile.
Date Werk ?;k Group T’:::P;r:l:: Work Performed Hour(s) ::ol:pumngﬂsd- 3 Lo
Total Hours of work performed
:‘\nE:yc“cl'IaDrtdeXEEEd hours on m
EMASS EQUIPMENT CHARGES
In the EMASS Equipment Charges section:
1. Enter the Cost Code.
a. This is the Cost Code from FEMA.
2. 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.
d. Enterthe Year.
3. Enter the Quantity.
10. a. For Unit of Measure of Hours, a single row may not exceed the

summation of hours entered against the task profile/TRC combination on
the timecard. This is the same task profile/TRC combination on the labor
charged section.

4. UOM/Rate.
a. Defaults based on Cost Code selected.
5. Cost.

a. Automatically calculates (Qty * UOM/Rate).
6. Select the Worked Performed.
a. Thisis Worked Performed as chosen in the Labor Charges.
7. Select the Task Profile against this Charge.
a. The only available Task Profiles to choose from will be those entered in
the timecard.
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8. For additional rows, click ‘+'.
a. Forany 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 timecard/labor charge for a Work Performed/Task
profile combination.

ii. For Mileage UOM:
1. There is no limitation for mileage.

EMASS Equipment charges

DateWork  Cost aTy UOM/Rate  Cost  Worked Performed Task Profile

HRS
2000 | 1CS. Command Post Q | I E_TP_SURFS Q I -
52848

Equipment Details

8040 Q AssetID  NOT KNOWN
081372022

Kbiance Make & Madel FORD

Year 2020

AM Unit TP Y
041 Q AssetiD |TRAILER s

06/13/2022 2000 ' 58352  [ICS: Command Post Q E_TP_SURFS Q + =
bulance Make & Model | CHEVY 54178

Year 2016

EMASS MATERIALS CHARGES

In the EMASS Materials Charges section:

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

2. Enter the Quantity.
3. Select a Unit of Measure.
a. Select a Unit of Measure from the lookup selection.
4. Enter the Rate for the item.
5. Cost.
11. a. Automatically calculates (Qty * Rate).

6. Select the Worked Performed.
a. This is worked performed as chosen in the Labor Charges.
7. Select the Task Profile against this charge.
a. The only available Task Profiles to choose from will be those entered in
the timecard.
8. For additional rows, click ‘+'.

EMASS Material charges o e Q o e Q

Date Waork Item ID = Quantity © UOM Rate Cost = Work Performed Task Profile ID

0611372022 Sheet Rock 200000 EA a $1.99000000  $39800 SF Emergency Work Q E_TP_SURFS Q -

1 row

10
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12.

1. Inthe attachments section, enter any relevant documentation by clicking Add
Attachment.

2. Click Save.

3. Click Submit.

Attachments

You have not added an hments.

Add Attachment

Si§ Submit

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

11
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EMASS APPROVALS

EMASS approvals will follow the below approval paths.

1. Timecards will be approved by the payroll supervisor.
2. Labor, Material and Equipment charges follow the below approval.

MATERIAL AND USAGE EQUIPMENT ONLY

Employee Submit
equipment/labor

Immediate Field

Supervisor active
If the FEMA Liaision

does not wish to
approve. The FEMA
Liaision wil have the
ability to Ad Hoc the
approval.
FEMA Liaison at the BU
Level

Field Supervisor
(required field) The approval should be
ad-hoced to the 2™
person in charge of area

they were working

Step Action

e Loginto INFORMS.
e Select the Approvals tile.

Scorecard

Finance / Supply Chain (FSCM)

Approvals Budget

3 W
o O H
Sy L]
COMING SOON
1.
1

Employee Self-Service Manager Self-Service Human Resources (HCM) Learning (ELM)

& i [0 4 o 2
¥ - (mn .
Y S Y COMING SOON
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1. Select EMASS Labor and Work Performed on the left-hand navigation.
2. Select the entry for approval.

< HOME Pending Approvals P K
ViewBy Type v -
D 2

Al 2rows

2 EMASS Labor and Work Py | 2 EMASS Labor and Work Performed 00325536 1 2022-05-02 /1 Feliz, Saudie Rauted

. Employee Feliz,Saudie M 0512712022
o Date 08102122 e

Seq# 1
EMASS Labor and Work Performed 00325536 / 2022-08-13/ 1 Felz, Saudie Routed
Employee Feliz,Saudie M o202z
Date 06/13/22
Seq# 1

1. Toview the details of the entries, select the View EMASS Labor and Work
Performed Details link.

EMASS Labor and Work Performed

£% 10 Process

« FEMA Approval Header Details
Employes 00328836 Feliz. Saucie M June 13, 2022 Seq Nbr 1
Location Q1050000 - Career Source South Florida-SF Submitted Date 0531/22
e s L | o

Approver Comments

Agproval Chain

3. 2. Once the EMASS charges have been reviewed, click Approve if you agree
with charges or Deny if you do not agree.

EMASS Labor and Work Performed

£% 10 Process

| Approve  Deny
~ FEMA Approval Header Details
Employes 00325836 Feliz.Saudie M June 13, 2022 SeqNbr 4
Location A001060000 - Career Source South Florida-SF Submirted Date 0&/31/22
View EMASS Labor and Work Performed Detais

Approver Comments

Approval Chan >

**If the EMASS form is denied, a communication to the employee should be sent so that
modifications may be made to the EMASS Form.
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