PAL Fast Track Training
	PAL
	Project Accounting and Leave (PAL) is a web-enabled application allowing DGS employees throughout the State to use a uniform method to report time spent on projects and the many types of leave.


	Enter Time Weekly
	Your manager prefers that you submit your working time using PAL every Friday, or at the end of the pay period, whichever comes first.


	Entering PAL
	Use the steps in the following table to enter the PAL system. A PAL quick reference sheet is also available on-line.  Supply the project and task numbers? the project is always 106306-R and the TASKS is usually a policy development…..let’s review this


	Step
	Action

	1
	Click on “PAL” icon on your computer’s desktop. It looks like the Earth with a diagonal ring around it.

	2
	Click on “PAL Time Entry” in the right side grey column. It may take up to 10 seconds to react.

	3
	Enter your first initial and last name up to seven characters (for example: BQUINN).  Use the TAB key to go to the next line.

	4
	Enter your password. The first time you login to PAL, your password is the last four digits of your social security number plus 0. After the initial login, you can change your password to any word or phrase with at least 5 characters.

	5
	Click on “Login.”

	6
	Click on “Enter Time”


	PAL Time Entry Screen
	Your computer should now show the “PAL Time Entry” screen. The following steps explain how to enter your work and leave time.


	Step
	Action

	1
	Using the mouse, click on the top open blank column under “Alias.”

	2
	Click on the “Alias” button

	3
	In the pop up window, click on the proper code (see below) and click “OK.”

	4
	Use Tab key or mouse, to get to proper day and type the correct number of hours.

	5
	Repeat steps 1-3 for other Alias types.

	6
	When satisfied with the times entered, click the grey “save” in the upper left portion of the page. Your times are now saved and will be resident in the system. Always save before you submit your time. A “W” will appear next to your number of hours.

	7
	You may exit or if you want to submit your times, click the grey submit button in the upper left portion of the page. An “S” will appear next to your number of hours. 

	8
	Exit by clicking on the red X in the upper right portion of the page (there are many ways to exit). 

	9
	An “A” will appear after your manager approves your time. 


	Changing the Month
	The month is shown beneath your name in the upper left hand side. Click on the small square to the right of the month to change to a different month. 


	PAL Codes
	The following table contains a limited number of the most often used PAL codes. 


	Alias Code
	Used for
	Notes

	IND-4
	Administrative work
	This is general administrative work appropriate to a Research Writer. Most of your time will be coded this way.

	IND-6
	Training
	Used for attending training or if you do the teaching.

	V
	Vacation
	Use for vacation time if not using the annual leave policy.

	S
	Sick Leave-Self
	Use if you are sick and not using the annual leave policy.

	H
	Holiday
	Use for a State holiday

	ITO-Use
	Informal Time Off
	During the holidays, the Governor may allow extra time off (typically 4 hours) for State workers. This is scheduled like normal vacation but is coded ITO-Use. There are other ITO types, see PAL. 

	ATO
	Specific Volunteer Work or building evacuation
	ATO is used if you are a recognized volunteer emergency worker volunteering in a recognized  emergency. Also used if the building is evacuated due to force of nature.


