
ATAAPS Time Card Coding for 
Family First Coronavirus 

Response Act (FFCRA) Leave
(Updated Instructions)
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Log in to your service’s ATAAPS portal and 
navigate to the ATAAPS Menu as shown above.

Air ATAAPS Link: https://af.ataaps.csd.disa.mil/
Army ATAAPS Link: https://ataaps.csd.disa.mil/
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Click on “Labor”.
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Click on “InsertRow”.
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Select “DEFAULT” for 
the Job Order.

Select “LV” for the 
Type Hr.

Enter the number of 
hours the employee 
spent in a FFCRA 
Leave status on each 
date.

In Air ATAAPS, select 
“STANDARD” for the 
Job Order.
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Click “Save”.
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Click “NtDiff/Haz/Oth”.
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Click “Add” in the Hz/Oth row.
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FFCRA Eligibility 

Reason
ATAAPS Leave Code

ATAAPS Reason 

Code

Reason #1

The employee is subject 
to a Federal, State, or 

local quarantine or 
isolation order related to 

COVID-19

DX

Reason #2

The employee has been 
advised by a health care 

provider to self-
quarantine related to 

COVID-19

DX

Reason #3

The employee is 
experiencing COVID-19 

symptoms and is seeking 
a medical diagnosis.

DX

Reason #4

The employee is caring 
for an individual subject 

to a quarantine or 
isolation order or self-

quarantine

DY

Reason #5

The employee is caring 
for his or her child whose 
school or place of care is 

closed (or child care 
provider is unavailable) 

due to COVID-19 related 
reasons

DY or DZ

(DZ is for FMLA 
Title I Eligible 

Employees Only)

Reason #6

The employee is 
experiencing any other 

substantially-similar 
condition specified by the 

U.S. Department of 
Health condition specified 
by the U.S. Department 
of Health and Human 

Services.

DY

FFCRA Reason Codes and Descriptions
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Scroll down the menu until you find:
“DX, DY, or DZ,” highlight the 
appropriate option, then click “Reason.”

“DX” is used for situations in which the 
employee is eligible for 100% of the rate 
of pay.

“DY” is used for situations in which the 
employee is eligible for 2/3 of the rate of 
pay.

“DZ” is used for FMLA Title I employees 
for situations under Reason #5 only. It 
pays at 2/3 of the rate of pay.

Put check marks in these 
boxes to code multiple days.
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Click “Save”. Note the appearance of “DX, 
DY, or DZ” in the Hz/Oth row.

Enclosure 1



Repeat this process as necessary for other dates.

You will notice that the Hz/Oth row isn’t visible when you 
return to this timecard from viewing other screens. Click 
the “NtDiff/Haz/Oth” button to confirm the “Hz/Oth” coding.
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Click “Menu”.

Click “Menu” to return to the ATAAPS Menu.
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Click “Leave Request”.
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Click “New Leave Request”.
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Click “Submit”.

Check this box to certify 
the purpose of the leave.

Enter “FFCRA” and 
the corresponding 
“Reason” Number.

Input the dates/times 
you coded on the 
timecard for “LV”.

Repeat this process until you 
submit leave requests for all time 
periods coded for “LV – Excused 
Absence” for FFCRA reasons on 
your timecards.

FFCRA Eligibility 

Reason
ATAAPS Leave Code

ATAAPS Reason 

Code

Reason #1

The employee is subject 
to a Federal, State, or 

local quarantine or 
isolation order related to 

COVID-19

DX

Reason #2

The employee has been 
advised by a health care 

provider to self-
quarantine related to 

COVID-19

DX

Reason #3

The employee is 
experiencing COVID-19 

symptoms and is seeking 
a medical diagnosis.

DX

Reason #4

The employee is caring 
for an individual subject 

to a quarantine or 
isolation order or self-

quarantine

DY

Reason #5

The employee is caring 
for his or her child whose 
school or place of care is 

closed (or child care 
provider is unavailable) 

due to COVID-19 related 
reasons

DY or DZ

(DZ is for FMLA 
Title I Eligible 

Employees Only)

Reason #6

The employee is 
experiencing any other 

substantially-similar 
condition specified by the 

U.S. Department of 
Health condition specified 
by the U.S. Department 
of Health and Human 

Services.

DY

Select the appropriate 
“Purpose” code.
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These are instructions for Timecard Certifiers

2) …the certifier will
place a comment here
indicating the use of
FFCRA, before…

1) If this employee
used FFCRA paid
leave, then…

3) …certifying the
timecard by placing a
check mark in this box,
and then finally…

4) …clicking Save. Enclosure 1




