ITAS Survey

Thank you for requesting a copy of the ITAS Survey.  We are interested in your experience and opinions about ITAS as an Employee, Timekeeper, Leave Approving Official, ITAS Coordinator, and/or ITAS Administrative Officer.  Please take a moment to complete this questionnaire so that we may improve ITAS service and performance to better meet your needs.

When you have finished, mail or fax back to:

Susan Chaffee

Building 12A, Room 4061

Bethesda, MD 20892

FAX: 301-402-4437

Thank you, 

The ITAS Project Team 

1.  You use ITAS as (Please check all the apply) 

· An Employee 

· A Leave Approving Official

· A Timekeeper 

· An IC ITAS Coordinator

· An ITAS Administrative Officer

· Other _____________________ (Specify)  

2.  How long have you been using ITAS? 

· Less than 3 Months 

· 3 - 5 Months 

· 6 - 12 Months 

· Longer than a year 

3.  Which IC are you with? (Please circle)

CC
CIT
CSR
 FIC
NCCAM
NCI 
NCMHD 
NCRR 
NEI

NHGRI 
NHLBI 
NIA 
NIAAA 
NIAID 
NIAMS 
NIBIB 
NICHD 
NIDCD 

NIDCR 
NIDDK 
NIDA 
NIEHS 
NIGMS 
NIMH 
NINDS 
NINR 
NLM 

OD 
ORS 

4.  As an employee, your ITAS training has been: (Select One)

· None 

· Less than adequate 

· Adequate

· More than adequate 

· I didn't know there was training 

· Knew there was training but didn't need it 

5.  If you are interested in more information on ITAS training, please fill in the following: 

Name ________________________________________

Contact me via:  Email __________________________



 Phone __________________________

6.  When you have a question or problem with ITAS, you usually contact:  (Circle One)

· a Co-worker 

· your Leave Approving Official 

· your Timekeeper

· the On-line Documentation 

· CIT's TASC Help Desk 

· the OHRM HR Solutions Helpdesk 

· your ITAS Administrative Officer 

· your IC Coordinator 

· I don't know whom to contact 

7.  Please rate each of the following sources of assistance with ITAS:

· I haven't needed assistance

· Timekeeper: [Circle One]

	Excellent
	Good

	Fair
	Poor

	Have not Contacted
	I’m not familiar with my timekeeper


· Administrative Officer: [Circle One]  

	Excellent
	Good

	Fair
	Poor

	Have not Contacted
	I’m not familiar with my AO


· My IC ITAS Coordinator: [Circle One]

	Excellent
	Good

	Fair
	Poor

	Have not Contacted
	I’m not familiar with my ITAS Coordinator


· CIT’s TASC Helpdesk:  

	Excellent
	Good

	Fair
	Poor

	Have not used for ITAS
	I’m not familiar with the CIT TASC Helpdesk


· OHRM HR Solutions Helpdesk:

	Excellent
	Good

	Fair
	Poor

	Have not used for ITAS
	I’m not familiar with the OHRM HR Solutions Helpdesk


· ITAS Online Documentation (http://itasinfo.nih.gov): 

	Excellent
	Good

	Fair
	Poor

	Have not used
	I’m not familiar with ITAS Online Documentation


· Other: (Specify_________________________________) [Circle One]

	Excellent
	Good

	Fair
	Poor


8.  Have you had an ITAS problem or request that was not resolved/answered to your satisfaction? 

No _____   Yes _____

If you wish to be contacted about this problem, please give us your name and the best method of reaching you so we may follow up: 

Name ________________________________________

Contact me via:  Email __________________________



 
 Phone __________________________

9.  Please indicate how important you think it would be to enable the following enhancements:

	Additional Enhancements
	Importance to you:

1.  Very                    3. Moderately

2.   Slightly               4.  Not at all

	Provide on-line authorization for overtime.    
	1, 2, 3, or 4

	Offer a user-configurable email reminder for employee             verification and/or timecard approval.  
	1, 2, 3, or 4

	Contact timekeeper within ITAS via e-mail
	1, 2, 3, or 4

	Send request reason/comments via email and store in ITAS during the leave request process.
	1, 2, 3, or 4

	Present ITAS leave requests as an Outlook calendar appointment for review and acceptance.    
	1, 2, 3, or 4

	Provide wireless access to ITAS from my Palm or Blackberry.    
	1, 2, 3, or 4

	Update ITAS on-line documentation
	1, 2, 3, or 4


10. What features and/or services do you find the most useful about ITAS? ___________________

________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________

11.  What feature and/or service would you like to see improved?  Please select from the list below or select "Other" and fill in your own choice.

· The leave request process

· The sign in/sign out process 

· The tracking of leave use 

· Other ___________________________________________________________

12.  Now that you can access your current and previous pay slips electronically through ITAS, do you feel comfortable receiving payroll information in this way instead of via the printed pay slip? 

         No _____   Yes _____

If you answered "No," please explain why. _________________________________________________________  ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

13.  Please indicate your overall level of satisfaction with ITAS  (Circle One)

· Completely Satisfied 

· Somewhat Satisfied 

· Neither Satisfied or Dissatisfied 

· Somewhat Dissatisfied 

· Completely Dissatisfied 

If your response to the above question was "Somewhat Dissatisfied" or "Completely Dissatisfied," may we know why? _______________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

14.  Do you have any additional comments____________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ 

15.  Optional Information:

Name ________________________________________

Contact me via:  Email __________________________



 Phone __________________________

If you use ITAS as a(n):

ITAS Administrative Officer, 

Timekeeper,

Leave Approving Official, and/or

IC ITAS Coordinator,

Please take just a few more minutes to complete the following the additional questions.    These questions focus on the administrative functionality of ITAS.

Thank you.
16.  Please indicate how important you think it would be to enable the following features:

	Improvement / Enhancement
	Importance to you:

1.  Very                    3. Moderately

2.   Slightly               4.  Not at all

	Employee Profile, adding new employees, changing job functions, retiring employees (ITAS AO’s, TK’s)*
	1, 2, 3, or 4

	Tour of Duty, easier maintenance of the employee's tour of duty, more flexibility in managing changes in tour/days worked (ITAS AO’s, TK’s)*
	1, 2, 3, or 4

	Timecard Detail, easier entry of changes to daily activities, entering supplements, overtime and credit hours (ITAS AO’s, TK’s) *
	1, 2, 3, or 4

	Leave Balance, improvements in maintaining, changing and auditing employee leave balances (ITAS AO’s) *
	1, 2, 3, or 4


*Based on question # 1, these questions were presented only if they checked that particular role.         

17. Which aspects of your ITAS functions do you feel causes you the most frustration/ problems? Please rate the level of each function.

	ITAS Functions


	Level of dissatisfaction to you:

1.  Very                    3. Moderately

2.   Slightly               4.  Not at all 

	Employee Profile (ITAS AO’s, TK’s) *
	1, 2, 3, or 4

	Tour of Duty (ITAS AO’s, TK’s) *
	1, 2, 3, or 4

	Timecard detail (ITAS AO’s, TK’s) *
	1, 2, 3, or 4

	Maintain/Review relationships (ITAS AO’s, TK’s) *
	1, 2, 3, or 4

	Process leave request (ITAS AO’s, TK’s) *
	1, 2, 3, or 4

	Maintaining Voluntary leave transfer program information (ITAS AO’s) *
	1, 2, 3, or 4

	Leave Balance (ITAS AOs) *
	1, 2, 3, or 4

	Maintaining Organizational Information (ITAS AOs) *
	1, 2, 3, or 4


  *Based on question # 1, these questions were presented only if they checked that particular role.         

18. Please indicate how important it would be to enable the following features:

	Improvement / Enhancement
	Importance to you:

1.  Very                    3. Moderately

2.   Slightly               4.  Not at all

	Indicate if the annual leave to be approved is advanced or not. (LAO’s) *
	1, 2, 3, or 4

	Show a single leave request, covering multiple days, as a single leave request instead of one leave request for each day on LAO screens. (LAO’s) *
	1, 2, 3, or 4

	Provide access via Web for Timekeeper and ITAS AO functions  (LAO’s) *
	1, 2, 3, or 4


*Based on question # 1, these questions were presented only if they checked that particular role.            

19.  As a TK, LAO, or ITAS AO, your training has been:  (Circle One) 

· None

· Less than adequate 

· Adequate 

· More than adequate 

· I didn't know there was training 

· Knew there was training but didn't need it 

 20. As a(n) LAO/ITAS AO/TK, what features and/or services do you like most about ITAS? ____________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
21. As a(n) LAO/ITAS AO/TK, what features and/or services do you like least about ITAS?

       ____________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
22. Do you have any additional comments?

       ____________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
23. Optional information:

Name ________________________________________

Contact me via:  Email __________________________



      Phone __________________________

