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Access

To the JSC TLC System
1. To access the JSC TLC System:

From the JSC homepage: Click on the TLC Icon on the upper right-hand side of the page. 

From the CFO homepage: Click on  "Time and Labor Collection System."

Or

Through your web browser: 

http://www4.jsc.nasa.gov/org/la/cfo/ NewTandL/NewTandLSys.htm
2. Click on “TLC System Access”

3. At Privacy Act notice, Click on 
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Access

To your Timesheet
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Enter your “Employee ID” (see front cover of this Guide) and Password, then Click on 
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[NOTE:  The 1st time you login, your Employee ID is your password. TLC will prompt you to change the password with a  “password expired” message.]  Click “OK” Enter a new password and confirmation.
[Passwords must begin with a letter, include at least one number, be 8-21 characters long and can’t include special characters (%, $, +).]
Entering Time

On the Timesheet

4. Be sure you’re in the  “Current Pay  

      Period” by confirming that the text in   

      the tab at the top of the screen is black. 

      Click on “Payroll” on the left menu to  

      begin entering time.


5. To enter time, put the cursor in the “Hrs Code” field; click on “Look Up.”  Select the hour code.  Enter the daily time.  Put the cursor in the Key or Account Number field; click on “Look Up.”  Select your PWC.

6. SAVE YOUR TIMESHEET by using the "disk" icon!

7. VERIFY THE TIMESHEET AT THE END OF THE PAY PERIOD by using the drop-down menu!

REMEMBER: All Time Must Be Entered In 30-Minute Increments Only! Time is now entered as  :3 = 30 minutes.

      1-1/2 hours becomes 1:30 
TLC's Top 10 List of Mistakes

10. Forgetting to verify time at the end of the

pay period.
9. Entering time in half-hour increments, 1.5,

instead of hours and minutes, 1:30.
8. Using the wrong version of the Internet 

browser.  Must use Internet Explorer 4.0 or higher OR Netscape Navigator 4.5 or higher.

7.     When entering TLC for the 1st time, forgetting to use “JSCxxxxx” as both the employee ID # and password. 
 ** NOTE:  xxxxx = the employee ID number on 

      your LDR
6.   Using the Internet browser’s “back” button.  May cause application failure!

5.   Forgetting to enter an hour code on the timesheet.

4.   Forgetting which hour codes require account numbers.

3.   Not entering 40 hours base time (regular + leave taken) in each week of the pay period.

2.   Using the “refresh” icon instead of the “save” disk icon when you want to save!

1.   Forgetting to “save” when entering or editing information.

Frequently Asked Questions
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Why are we changing the manual system now?
First, it’s time to get into the 21st Century with a paperless, electronic system.  Second, the hardware that supports the current timecard system is no longer supported.  That is why we must act now to implement a new time and labor system to avoid any disruptions in payroll operations.

2. Why are we no longer required to enter “In and Out” times?
As of March 1996, the GAO regulations no longer require “In and Out” times.  The Agency initiative, the Integrated Financial Management Program, will also eliminate the need for “In and Out” times.

3. Why am I set up as a “Payroll” Employee?
You are not set up as a “Payroll Employee”.  Access to your timesheet is through the “Payroll” menu option; it does not determine what kind of employee you are.

4. Can someone enter my time if I’m going to be out for an extended period?
Yes – Your current timekeeper can enter your time and labor data during your absence.  If you have access to the JSC server, you can enter your time via the web.  You are responsible for entering your time whenever you are in the office.

5.   I’m a remote user – how will I use the 

new system?
You will use TLC exactly as onsite JSC employees.  Simply access the JSC network and then follow the instructions included in this guide.
Help Desk Support

Support for the JSC TLC system is available:

8am – 5pm   M – F
at

281-483-2029

or by e-mailing the Help Desk Support Staff at:

TLC Help Desk

or

tlchd@ems.jsc.nasa.gov
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:30 = 30 mins.





.5 ≠ 30 mins.
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Your official Leave Balance will continue to be maintained in the NASA Personnel/Payroll System
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