National Finance Center
Office of the Chief Financial Officer
U.S. Department of Agriculture May 2017

webTA 3.8 - Employee

PUBLICATION CATEGORY
T&A Processing

PROCEDURE MANUAL
webTA 3.8 - Employee






Publication Category: T&A Processing 23 - ‘Q

webTA 3.8 - Employee

Table of Contents

Latest Update INfOrmation ...........ooooiiiiiii i 1
Accessibility for Users of Assistive TeChNOIOQY ... 3
Typographical CONVENTIONS........cccoiiiiici e e e 5
FEEADACK ... e et e e e aaaare 6
L@ 1T Y1 S 7
REIAtE SYSTEMIS ..ottt e e et e e e e ab e e e e e aaneeee s 8
1oy 1] aTo [ =1 (=T o [T 11
1o T o 11 o 8 S 11
(1o T o 11 T X 115 1 S 22
Changing YOUr PASSWOIG .........cccuuiiiiiieeeeiiciiieeeee e e e e e s e e e e e e e s s snssaaeeee e e e e e s nnnnnnneneaeeen 22
Y01 T T = SR 23
[ 1= 1 T SRR 24
EMPIOYEE ... 27
TE A DATA.....uu i 29
ENTEIING YOUTE T&A ..ottt ettt et e s sttt e e s st e e e e nb e e e e e annbeeeeenneees 29
Entering Leave and Other Time 0N YOUF T&A ... 32
Entering Dollar Transactions 0N YOUr T&A ......cooiiiiiiiiiiiee ettt 34
RV £z LT Fo [ e T 0 10 T g I 7 PR 36
IR AN 10 11 011 = U 2P 45
ST Y PP PPPPPTN 47
AddiNg @ Leave REQUEST .........ooiiiie ettt e e e e e e e e ran e 47
Editing a Leave Request for a New or Future Pay Period............ccccccvvveereeeiiiiinnnnen, 51
Deleting @ Leave REQUEST ........coiii ittt e e e e e e e e e s e e e e e e e e s nnnnnaeees 53
Viewing Your Leave ReqUEST HISTOIY ......ccooiuiiiiiiiiee e 54
Viewing Your Leave Requests in a Calendar VIeW ..........ccccocoeiiiiinien e 57
PremiUm Pay ..o 59
Adding a Premium Pay REQUEST ..........uuuiiiiieiiiiiieeeee et e e e e e e e e nnnnaaees 59
Editing a Premium Pay Request for a New or Future Pay Period ................cceuvnneeen. 62
Deleting a Premium Pay REQUEST...........ooeiiiiiiiieeeee e 65
Viewing Your Premium Pay Request HIStOIY .........cooooiiiiiiiee e 66




W Publication Category: T&A Processing
0

webTA 3.8 - Employee

Viewing Your Premium Pay Requests in a Calendar VieW............occcvveveeeeeeevicnnnnnnn, 69
LEaVe DONALIONS ..o 71
DONALING LEAVE ......eeiiiiiiiiee ettt ettt e s sttt e e et e e e e sabe e e e e abe e e e e anbeeeeennees 71
Editing a Leave Donation Request for the Current or Future Pay Periods............... 74
Deleting a Leave DONAtioN REQUEST.........ccooiuiiiiiiiiiie it 77
Default SChedUle...........oooiiiii 78
Editing Your Default SChedule ... 78
(O] g 1 TS0 I I 81
Yo o1 018 1 01 £ PP PP PP PP 83
=T 0 10 ] 1P 87
ST =7 10 N 1= 1] 91
RV LTV 1= 92
1T 1= G 95




Publication Category: T&A Processing S Q

webTA 3.8 - Employee L -

Latest Update Information

Section Description of Change

webTA 3.8 Employee This is the first issuance of the webTA 3.8 Employee procedure

Procedure manual. The HR Administrator, Supervisor, and Timekeeper
procedure manuals are being issued concurrently with this
procedure.
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Accessibility for Users of Assistive Technology

The National Finance Center (NFC) is committed to providing applications that may be used
with assistive technology.

In order to meet this commitment, NFC will comply with the requirements of the United States
Access Board.

NFC must ensure that users with disabilities be provided with access to have the same options
within an application as those with no disability, unless an undue burden would be imposed upon
NFC.

Help for Users of Assistive Technology

Online help utilizes hypertext markup language (HTML) frames which display help in a separate
browser. Each Help page contains a Table of Contents with links and Help content. Some Help
topics include one or more Related Topics.

To Navigate within Frames:
1. Select Help. The browser opens. By default, the focus is in the content pane.
2. Select the Tab key to move the focus to the Related Topics (if any).
3. Select the Enter key to open a related topic link.
OR
Select the Tab key to move the focus to the Table of Contents.

1. Select the Enter key to open a different help topic link.

To Navigate and Select Options from a Select Box or Combination Box:
e Press the spacebar to expand all options.
e Press the Up and Down Arrow keys to move through the options.

e Select the Enter key to make a selection.

Navigation with Keyboard Shortcuts/Commands
e To move forward from link to link or to interactive elements, select the Tab key.
e To move backward from link to link or to interactive elements, select the Shift + Tab keys.
e To select hyperlinks, select the Enter key.

e To select a particular key, tab to the particular button and select the Enter key.
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Note: Some commands may not be supported by all browsers.

Contact Information for Users of Assistive Technology

If you experience an issue due to accessibility as defined by the United States Access Board,
please contact your Agency Servicing Personnel Office for assistance. Authorized Agency
Contacts (AACs) listed in Table Management System (TMGT) Table 063, Contact Type 04,
should call the NFC Contact Center at 1-855-NFC-4GOYV (1-855-632-4468). When contacting
the applicable person, please include all information regarding the function that you are trying to
use within the application.
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Typographical Conventions

Convention

Example

References to a button are indicated in Tahoma
10-point bold.

References to email addresses are indicated in
Tahoma 10-point italics.

References to menu options are indicated in Arial
Narrow 10-point italics.

References to system messages are indicated in
Tahoma 10-point bold.

References to valid values are indicated in
Courier New 12-point bold.

References to actual data are indicated in
Courier New 12-point bold.

References to telephone numbers are indicated
in Tahoma 10-point bold.

Select the Save button.

For additional assistance, send email to
jane.doe@usda.gov.

To print the Earnings and Leave (E&L)
Statement, select File > Print.

The message Changes have been made.
Save changes? is displayed.

Valid values are None, End or Start.

Enter 10 into the field.

For assistance, call 1-800-555-1212.
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Feedback

You can provide feedback to NFC from within the Web version of the manual. Select the Send
Feedback link. This will activate a pre-addressed email for you to add your comments. This
pre-addressed email automatically identifies your exact location in the document so that we can
better address your comments and/or questions.
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Overview

webTA is a Web-based Time and Attendance (T&A) report application specially designed to
meet the T&A reporting requirements for Federal Departments or Agencies and their employees.
The application can be securely accessed with an Internet browser, allowing users the flexibility
to enter time from anywhere they have an Internet connection. Transaction Code (TC) and leave
type tables are used to enter data in webTA. Once approved, the T&As are picked up on
scheduled build files and transmitted to NFC for processing. Once received, these T&A files are
edited using the Time and Attendance Validation System (TIME) job.

Employee profile information is brought into webTA via a Payroll/Personnel System (PPS)
biweekly feed from NFC. This information is retrieved from PPS after the Personnel Input
System's (PINE) and the Personnel Update System's (PEPL) run each evening. This daily file
updates all accessions and separations. New employee records should be added via this PPS
biweekly feed. Only in special circumstances should an employee be added directly into webTA.
This eliminates errors and maintains consistency between webTA and PPS. At the end of the pay
period, additional information is updated after the Bi-Weekly Examination Analysis and
Reporting System's (BEAR) run is complete.

webTA allows for both the Timekeeper and/or the employee to enter and submit T&A data on a
daily basis throughout the pay period.

webTA is used to:

e Maintain a personal information record for each employee at a specific T&A contact
point. This record contains employee-related information needed for T&A reporting.

e Gather data entered for the purpose of recording attendance and leave, and for calculating
employee wages each pay period.

e Enter T&A data at any time during the pay period.
e Record daily time.

e Allow for the timekeeper to enter and submit an employee’s T&A if the employee is not
available.

e Establish a default schedule for an employee so that only absences from work or changes
in the tour of duty must be entered.

e Enter scheduled leave in advance.

e Record cost accounting.

e Select TC and Accounting Codes from drop-down lists.
e Maintain accounting tables at the Agency level.

e Enter corrected/split/final T&As.
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e Perform certain edits to determine if the data is correct.
e Provide T&A related reports.

e Provide a T&A Data option which allows a T&A to be viewed at any point in the
process.

T&As are processed through TIME, which reads, collects, edits, audits, and validates the data for
payment. All errors encountered are reflected on an error list, and T&As in question are placed in
an error suspense file. T&A errors are corrected by NFC and are again processed through TIME.
After T&As pass all edits and are validated, the database is updated for subsequent payment
processing.

Timely submission of T&As is necessary because of the impact on the employee’s pay. T&As
should be completed on the last day of the pay period and processed as soon as possible. T&As
should be transmitted to NFC no later than close of business the Tuesday following the last day
of the pay period.

This section includes the following topics:

REIATEA SYSTEIMS ....eiiiiiiieitit ettt e et s st e e e snr e e e e b e e ens 8

Related Systems
webTA data is displayed and/or interfaces with the systems and/or applications described below.

Adjustment Processing System (ADJP). ADJP provides automatic handling for a variety of
payroll adjustments. This system processes adjustments based on data received on corrected
T&As and late personnel actions.

Bi-Weekly Examination and Analysis Reporting System (BEAR). BEAR generates a "system
sweep" by closing out one pay period and setting up the next pay period for
payroll/personnel-related information. This system generates various reports/actions that affect
an employee's payroll/personnel database record. BEAR runs the second Sunday of the pay
period.

Employee Personal Page (EPP). EPP is used by employees to view payroll, leave, travel, health
insurance, life insurance, and other personal information; to read news items from the Agency or
NFC; and to link to other sites. The Self Service option of EPP is used to change an employee's
residence address, Federal and State tax withholding, financial allotments, and direct deposit
information.

EmpowHR. EmpowHR is a human capital management system that is an integrated suite of
commercial and Government applications that can be leveraged to automate common
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administrative tasks associated with human resource management and reduce internal operational
costs using industry best practices.

FOCUS Reporting System (FOCUS). FOCUS is used to provide Agency offices with ad hoc
reporting capabilities on an "as-needed" basis.

Information/Research Inquiry System (IRIS). IRIS is used for researching personnel-related
inquiries received from employees and other sources. IRIS provides immediate access to at least
1 year of current and 5 years of historical personnel data and certain payroll document history.

Insight. Insight is a comprehensive, enterprise-wide data warehouse with advanced reporting
and business intelligence capabilities. Insight provides customers integrated data and flexible
analytics to drive strategic business decisions.

Management Account Structure Codes System (MASC). MASC is an online system that
provides users with direct system access to add, replace, delete, and query table data. MASC is
composed of tables and accounting documents that contain support information for edits,
references, reports, and identifiers used in application programs. This support information
ensures that NFC maintains a high degree of data integrity and validity. It is important that
MASC contains up-to-date and accurate data. The accounting codes entered in webTA are edited
against MASC.

Payroll Processing System (PAYE). Using the data entered in webTA and the related personnel
information from the database, PAYE computes the employee's gross pay, makes applicable
deductions, applies adjustments (corrected T&As and/or personnel documents) from ADJP,
develops the net amount due, and prepares data for the issuance of a salary payment by Treasury.
PAYE updates the database to reflect salary payments, as well as the employee's leave. PAYE
also prepares an earnings statement for all paid employees each pay period, reflecting the current
payment, plus year-to-date information on earnings, deductions, leave, adjustments, retirement,
etc.

Payroll/Personnel Inquiry System (PINQ). PINQ is used as a tool for researching
payroll-related inquiries received from employees and other sources. PINQ provides immediate
access to at least 25 pay periods of current payroll data. Data entered in webTA is displayed in
PINQ after it passes the TIME edits.

Personnel Input System (PINE). PINE is a subsystem of PPS. PINE edits data released from
Payroll/Personnel entry systems, payroll documents, and position data. PINE edits the data
before it is applied to the Payroll/Personnel database, comparing the employee's database record
to the data being entered. PINE processes personnel actions and payroll documents Monday
through Friday of each week and on the first Saturday of the pay period, regardless of the
effective pay period.

Personnel Update System (PEPL). PEPL performs the update function of the personnel areas
of the database. All documents passing validation through PINE are processed through PEPL for
transmission to the database. The data is retrieved during the pay period from PEPL and
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displayed in IRIS. PEPL also produces a log of all transactions applied to the database, as well as
utilization and management reports.

Position Management System Online (PMSO). PMSO is a real-time online database online
system of PPS. PMSO allows Agencies to add, change, inactivate, reactivate, and delete/restore
position data for immediate update to the PMSO database. PMSO also provides Agencies report
generation and online inquiry capabilities for PMSO data and allows for complete control and
management of position data.

Report Generator System (CULPRPT). CULPRPT is an online reporting system used to
generate formatted payroll and personnel-related reports. CULPRPT reports are used to alert
Agency staff to missing T&As or personnel documents, discrepancies in leave balances, and
failure of TIME edits.

Reporting Center (RPCT). RPCT is a Web-based reporting application on the Application
Launchpad of the NFC home page. RPCT offers Administrative, Financial, Personnel, and
Workforce reports. The Leave Error report is used by timekeepers and is available in RPCT.

Table Management System (TMGT). TMGT is a menu-driven database management system
that provides direct access to table records containing selected data elements from the
payroll/personnel, financial, and administrative systems. TMGT allows authorized users to view
and update records, request reports, and view documentation data for various tables used in
application programs. All TCs used in webTA are from TMGT Table 032, Transaction Codes.

Time & Attendance Validation System (TIME). The initial processing of T&As is
accomplished through TIME, which reads, collects, edits, audits, and validates the data for
payment. All errors encountered are reflected on RPCT's T&A Error Analysis Report and the
T&A in question is placed in an error suspense file. The T&A is corrected at NFC and is
processed through TIME again. After the T&A passes all edits and is validated, the data is
updated on the database for subsequent payment processing.

Time Inquiry Leave Update System (TINQ). TINQ is an online leave entry and correction
system used to update leave data that is incorrect and cannot be corrected by submission of
corrected T&As.

10
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Getting Started

webTA may be accessed from any computer or mobile device with an Internet connection. This
allows users to complete T&A transactions from any location.

This section includes the following topics:

[IaTo o [ aTo 1 1 o IR PO PUPPPPPRN 11
[IaTo o |1 aTe [N @ 10 | Sr PR OPPPPPPRN 22
Changing YOoUr PasSSWOIA ..........cooiiiiiiiiiiieii et arae e e 22
Yo ] o d15 ol TS (=P PPR SO 23
[ (=1 o T PP T PP PP PPPPPPPII 24

Logging In
Users may log in to webTA via:

e User ID and password
e cAuthentication (user ID and password)
e cAuthentication (Lincpass)

To Log In Using a User ID and Password:

1. Connect to the NFC Home Page (http://www.nfc.usda.gov).

2. Onthe NFC Home Page (http://www.nfc.usda.gov), select the Applications tab. The
Application Launchpad is displayed.

11
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3. On the Application Launchpad, select the webTA icon. The Time & Attendance Login
page is displayed.

Time &
Attendance

Please login to the Time & Attendance System

Figure 1: Time & Attendance Login Page

12
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4. Select the login link. The webTA Login page is displayed.

webTA Login

e )

ok ko k ok dk ok ok kk Rk ok ok d ook ok kR E Rk ok kg AR NTNGE FFER ke kE ok ko kg dkok ok ek ok ok o ek ok ok ok ko

O You are accessing a U.5. Government information system, which includes (1) this computer, {(2) this
computer network, (3} all computers connected to this network, and (4) all devices and storage media
attached to this network or to a computer on this network. This information system is provided for U.S.
Government-authorized use only. O Unauthorized or improper use of this system may result in
disciplinary action, as well as civil and criminal penalties. O By using this information system, you
understand and consent to the following: o You have no reasonable expectation of privacy regarding
any communications or data transiting or stored on this information system. At any time, the
government may for any lawful government purpose monitor, intercept, search and seize any
communication or data transiting or stored on this information system. o Any communications or data
transiting or stored on this information system may be disclosed or used for any lawful government
purpose. o Your consent is final and irrevocable. You may not rely on any statements or informal
policies purporting to provide you with any expectation of privacy regarding communications on this
system. For further information see the Department order on Use and Monitoring of Department
Computers and Computer Systems.

Login using eAuthentication

To login using webTA Credentials, please enter your User ID and Password for the Time
& Attendance system:

=T
Crommors |

(password is case-sensitive)

Log In |

Figure 2: webTA Login Page

5. Complete the fields as follows:

Field Instruction
User ID Enter your webTA user ID.
Password Enter your webTA password.

6. Select the Log In button. The Main Menu page is displayed.

To Log In Using eAuthentication with a User ID and Password:

1. Connect to the NFC Home Page (http://www.nfc.usda.gov).

2. Onthe NFC Home Page (http://www.nfc.usda.gov), select the Applications tab. The
Application Launchpad is displayed.

13
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3. On the Application Launchpad, select the webTA icon. The Time & Attendance Login
page is displayed.

Time &
Attendance

Please login to the Time & Attendance System

Figure 3: Time & Attendance Login Page

14
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4. Select the login link. The webTA Login page is displayed.

webTA Login

b b o o o b o o o o o oo o o oo o of o o of o o o o oo oo NN (6 5 5 8 o o b o o b b b o o o s oo o s oo o o oo o of ke o e oo
O You are accessing a U.5. Government information system, which includes (1) this computer, {(2) this
computer network, (3} all computers connected to this network, and (4) all devices and storage media
attached to this network or to a computer on this network. This information system is provided for U.S.
Government-authorized use only. O Unauthorized or improper use of this system may result in
disciplinary action, as well as civil and criminal penalties. O By using this information system, you
understand and consent to the following: o You have no reasonable expectation of privacy regarding
any communications or data transiting or stored on this information system. At any time, the
government may for any lawful government purpose monitor, intercept, search and seize any
communication or data transiting or stored on this information system. o Any communications or data
transiting or stored on this information system may be disclosed or used for any lawful government
purpose. o Your consent is final and irrevocable. You may not rely on any statements or informal
policies purporting to provide you with any expectation of privacy regarding communications on this
system. For further information see the Department order on Use and Monitoring of Department
Computers and Computer Systems.

Login using eAuthentication

To login using webTA Credentials, please enter your User ID and Password for the Time
& Attendance system:

=T
Crommors |

(password is case-sensitive)

Log In |

Figure 4: webTA Login Page

15
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5. Select the Login using eAuthentication link. The eAuthentication Login page is displayed.

T

USDA United States Department of Agriculture
ﬁ USDA eAuthentication EHS

= s—, $ o

Home | About eAuthentication : i ContactUs | Findan LRA
; Quick Links You are here: eAuthentication Home > eAuthentication Login

eAuthentication Login

» What is an account?

b Create an account

b Update your account
Administrator Links

LincPass (PIV)

User ID & Password

User ID:

CLICK HERE TO
Password:
LOG IN Iforgot my User ID | Password

WITH YOUR

LincPass (PIV)

Change my Password

» Local Registration
Authority Login

WARNING

Upon Login You Agree to the Following Information:

« You are accessing a U.S. Government information system, which includes (1) this
computer, (2) this computer network, (3) all computers connected to this network, and
(4) all devices and storage media attached to this network or to a computer on this

network. This information system is provided for U.S. Government-authorized use only.

+ Unauthorized or improper use of this system may result in disciplinary action, as well as
civil and criminal penalties

+ By using this information system, you understand and consent to the following:

1. You have no reasonable expectation of privacy regarding any communications or
data transiting or stored on this information system. At any time, the
government may for any lawful government purpose monitor, intercept, search
and seize any communication or data transiting or stored on this information
system.

. Any communications or data transiting or stored on this information system
may be disclosed or used for any lawful government purpose.

. Your consent is final and irrevocable. You may not rely on any statements or
informal policies purporting to provide you with any expectation of privacy
regarding communications on this system, whether oral or written, by your
supervisor or any other official, except USDA's Chief Information Officer

eAuthentication Home | USDA.gov | Site Map
Accessibility Statement | Privacy Policy | Non-Discrimination Statement | USA.gow

Figure 5: eAuthentication Login Page

6. Complete the fields as follows:

Field Instruction
User ID Enter your eAuthentication user ID.
Password Enter your eAuthentication password.

7. Select the LOGIN button. The Main Menu page is displayed.

To Log In Using eAuthentication with LincPass:

1. Connect to the NFC Home Page (http://www.nfc.usda.gov).

2. Onthe NFC Home Page (http://www.nfc.usda.gov), select the Applications link. The
Application Launchpad is displayed.

16
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3. On the Application Launchpad, select the webTA icon. The Time & Attendance Login
page is displayed.

Attendance

Please login to the Time & Attendance System

Figure 6: Time & Attendance Login Page

4. Select the login link. The webTA Login page is displayed.

17
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webTA Login

b b o o o b o o o o o oo o o oo o of o o of o o o o oo oo NN (6 5 5 8 o o b o o b b b o o o s oo o s oo o o oo o of ke o e oo
O You are accessing a U.5. Government information system, which includes (1) this computer, {(2) this
computer network, (3} all computers connected to this network, and (4) all devices and storage media
attached to this network or to a computer on this network. This information system is provided for U.S.
Government-authorized use only. O Unauthorized or improper use of this system may result in
disciplinary action, as well as civil and criminal penalties. O By using this information system, you
understand and consent to the following: o You have no reasonable expectation of privacy regarding
any communications or data transiting or stored on this information system. At any time, the
government may for any lawful government purpose monitor, intercept, search and seize any
communication or data transiting or stored on this information system. o Any communications or data
transiting or stored on this information system may be disclosed or used for any lawful government
purpose. o Your consent is final and irrevocable. You may not rely on any statements or informal
policies purporting to provide you with any expectation of privacy regarding communications on this
system. For further information see the Department order on Use and Monitoring of Department
Computers and Computer Systems.

Login using eAuthentication

To login using webTA Credentials, please enter your User ID and Password for the Time
& Attendance system:

=T
Crommors |

(password is case-sensitive)

Log In |

Figure 7: webTA Login Page

18
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5. Select the Login using eAuthentication link. The eAuthentication Login page is displayed.

USDA united States Depariment of Agricuiture
s YSDA eAuthentication

Quick Links
» What is an account?

b Create an account

b Update your account

User ID & Password
Administrator Links

b Local Registration User ID:
ICK HERE T
Authority Login =l ERE TO

LOG IN Password:

Iforgot my User ID | Password
WITH YOUR

LincPass (PIV)

Change my Password

WARNING

Upon Login You Agree to the Following Information:

* You are accessing a U.S. Government information system, which includes (1) this
computer, (2) this computer network, (3) all computers connected to this network, and
(4) all devices and storage media attached to this network or to a computer on this
network. This information system is provided for U.S. Government-authorized use only.

Unauthorized or improper use of this system may result in disciplinary action, as well as
civil and criminal penalties.

* By using this information system, you understand and consent to the following:

1. You have no reasonable expectation of privacy regarding any communications or
data transiting or stored on this information system. At any time, the
government may for any lawful government purpose monitor, intercept, search

and seize any communication or data transiting or stored on this information
system.

. Any communications or data transiting or stored on this information system
may be disclosed or used for any lawful government purpose.

Your consent is final and irrevocable. You may not rely on any statements or
informal policies purporting to provide you with any expectation of privacy
regarding communications on this system, whether oral or written, by your
supervisor or any other official, except USDA's Chief Information Officer.

eAuthentication Home | USDA.gov | Site Map
Accessibility Statement | Privacy Policy | Non-Discrimination Statement | USA.gov

Figure 8: eAuthentication Login Page

19
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6. Select the LincPass (PIV) button. The eAuthentication Login page - Agency Partner Login
is displayed.

USDA United Stales Department of Agricullure
s YSDA eAuthentication

N T "= Y

You are here: eAuthentication Home > eAuthentication Login

eAuthentication Login

Agency Partner Login ?

Please select your Agency

| Select an Agency... v‘

[Tuse this Agency Login every time I log into eAuthentication

WARNING

Upon Login You Agree to the Following Information:

* You are accessing a U.S. Government information system, which includes (1) this
computer, (2) this computer network, (3) all computers connected to this network, and
(4) all devices and storage media attached to this network or to a computer on this
network. This information system is provided for U.S. Government-authorized use only.

* Unauthorized or improper use of this system may result in disciplinary action, as well as
civil and criminal penalties.

* By using this information system, you understand and consent to the following:

1. You have no reasonable expectation of privacy regarding any communications or
data transiting or stored on this information system. At any time, the government
may for any lawful government purpose monitor, intercept, search and seize any
communication or data transiting or stored on this information system.

2. Any communications or data transiting or stored on this information system may
be disclosed or used for any lawful government purpose.

3. Your consent is final and irrevocable. You may not rely on any statements or
informal policies purporting to provide you with any expectation of privacy
regarding communications on this system, whether oral or written, by your
supervisor or any other official, except USDA's Chief Information Officer.

Figure 9: eAuthentication Login Page - Agency Partner Login

20
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7. Select the applicable Agency from the Please select your Agency drop-down list. The
ActivClient Login page is displayed.

USDA United States Department ol Agriculture ‘
_"9"— USDA eAuthentication
C— R

Home AbouteAuthemlcationf Help Contact Us Find an LRA

ActivClient Login @
Actividentity
ActivClient

Please enter your PIN.

You are he

| Quick Links

b What is an account?
b Create an account

b Update your account
Administrator Links

b Local Registration
Authority Login

PIN | Password

OK Cancel |
y Password

Upon Login You Agree to the Following Information:

WARNING

* You are accessing a U.S. Government information system, which includes (1) this
computer, (2) this computer network, (3) all computers connected to this network, and
(4) all devices and storage media attached to this network or to a computer on this
network. This information system is provided for U.S. Government-authorized use only.

* Unauthorized or improper use of this system may result in disciplinary action, as well

Figure 10: ActivClient Login Page

8. Complete the PIN field.
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9. Select the OK button. The Select a Certificate page is displayed.

e |@ https://www... 2 ~ @ US ... X

USDA United States Depai|
s USDA eAuth

(2 PeopleSoft sessio... ‘ C Waiting for eaut... * ‘ ‘

Windows Security

Select a Certificate

————————— ~=4| Digital Signature - JOHN DOE ]
‘ Issuer: Entrust Managed Services SS... et =
l Quick Links Valid From: 11/8/2013 to 11/7/2016 ]

b What is an account?

= PIV Authentication - JOHN DOE
b Create an account ‘ Issuer: Entrust Managed Services SS...
b Update your t Valid From: 11/8/2013 to 11/7/2016 assword ?

Administrator Links L
— PIV Authentication - JANE DOE
b Local Registration ‘ Issuer: Entrust Managed Services SS...
Authority Login ‘ Valid From: 2/22/2013 to 2/21/2016
Click here to view certificate proper... my User ID | Password
Digital Signature - JANE DOE LOGIN
‘ Issuer: Entrust Managed Services SS... ch P d
Valid From: 2/22/2013 to 2/21/2016 ange my Fasswor
PIV Authentication - J L DOE
‘ Issuer: Entrust Managed Services SS...
Valid From: 11/9/2012 to 11/8/2015
0K ] ’ T h includes (1) this
tted to this network, and

(4) all devices and storage media attached to this network or to a computer on this
network. This information system is provided for U.S. Government-authorized use only.

* Unauthorized or improper use of this system may result in disciplinary action, as well

Figure 11: Select a Certificate Page

10. Select the applicable PIV Authentication certificate.

11. Select the OK button. The Main Menu page is displayed.

Logging Out

To exit webTA, select the Logout link from any page.

Changing Your Password

You can change your webTA password. Also, depending on your Agency's policy, Timekeepers

and HR Administrators may force a new password on your account, but they cannot look up your
current password.

22



Publication Category: T&A Processing w
¢

webTA 3.8 - Employee

To Change Your Password:

1. Select the Change Password button on the Main Menu. The Change Employee Password
page is displayed.

Help Logout

Change Employee Password

Gurent password | |
Newpasmwora | |
New passwora (agaim | |

| Save || Cancel |

Figure 12: Change Employee Password Page

2. Complete the fields as follows:

Field Instruction

Current Password Type your current password.
New Password Type your new password.
New Password (again) Retype your new password.

3. Select the Save button to save your new password.
OR

Select the Cancel button to cancel. The Main Menu is displayed.

Sorting Lists

Some webTA pages have lists in a table format. Most of these lists can be sorted by selecting the
+ (sort icon).

Note: Selecting the sort icon for a column sorts the entire table by row, not just the items in the column.
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To Sort a List:

1.

an arrow.

Help Logout

Current Premium Pay Requests

Change Employee Type LR ¥ || Update
ORG-S @Y | Show Pending ¥ || Update

| |status!+]|Employeel*] Request Typel ‘] From Datel¥I[To Datel*] [Total Hrs[+]
: . ) Apr 30 2016 |Apr 30 2016
V y f .
iew Pending JOHM DOE JR (DOEJ) Compensatory Time Earned (2016-08) (2016-08) 4:00
- . : MNov 09 2015 MNov 09 2015
v ] I.' .
iew |Pending [THOMAS DOE (DOET)/Compensatory Time Earned (2015-22) (2015-22) 2:00

Calendar View | Return

Figure 13: Example of a Page with Sorting Lists

2. Select the arrow to point down to sort the list in descending order.

OR

Select the arrow to point up to sort the list in ascending order.

Help

Help is available on all pages in webTA.
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To Access Help in webTA:

1. On any page in webTA, select the Help link. The applicable Help page is displayed.

Employee Module

Contents

Introduction
Getting Started

@ Main Menu

Figure 14: Example of Help Page

Edit TEA Data
Validate
View TE&A Summary
Leave/Premium Pay
Edit Locator Info
Edit Default Schedule
Certified T&A's
Account Table
Create Account
webTA Reports
Send Task

Change Password
View Tasks

Main Menu

The Employee module permits entry of daily time and
attendance data and some reimbursements. You may:

* record T&A information on a daily, weekly, or
pay period basis;

* submit work address, phone number, and e-mail
updates;

* change system access password;

s verify that the data entered is correct;

+ request your timekeeper to change T&A data
that you are not authorized to change (such as
profile data);

* access other modules of the TBA system that
you are authorized to access,

You may only modify T&A data that is related to time-
in-pay and other-time lines of the T&A report. This
permits access to transaction codes, suffix codes,
prefix codes, daily hours, dellar amounts and remarks.
Only your timekeeper may update profile information.
Examples of profile information include pay plan, tour
of duty, duty hours, status changes, and leave balance
information. Please ask your timekeeper or supervisor
if you have questions about profile data,

Your menu options include:
Edit TRA Data
Click this button to enter T&A data for the pay period,

T&A Summary

2. Select the X to exit the Help page and return to the previous page in webTA.
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Employee
Using webTA, an employee can:

e Enter T&A data.

e View a summary of current pay period T&A information.
e Submit leave and premium pay requests.

e View certified T&As.

e Select accounting codes.

e Assign descriptions to accounting codes.

e Generate leave audit reports.

e Submit requests and tasks to supervisors and/or timekeepers.

All employee functions are accessed from the Employee Main Menu, which is displayed upon
logging in to webTA.

Help Logout

Employee Main Menu

roaes |
o ron|
s |

User Functions

Change Password | View Tasks (6) |

Figure 15: Employee Main Menu
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T&A Data

T&A Data allows users to enter T&A information for past and present pay periods. Time entry for
any pay period may be entered at any time, but must be signed and approved sequentially,
otherwise the T&A will reject.

Employees may enter regular time worked, leave taken, compensatory time worked and/or
earned, and dollar transactions to be paid on the T&A.

This section includes the following topics:

ENTEIING YOUT T&A ... ittt ettt ettt e e st e e e st e e e enbe e e e nnaeeeesnneeeas 29
Entering Leave and Other Time on YOUr T&A ......cvii it 32
Entering Dollar Transactions 0N YOUr T&A ......ccooiiiiiiiiieiiiee e 34
Validating YOUE T&A ...ttt 36

Entering Your T&A

The Work Time section of the T& A Data page has daily time entry fields for each week in a pay
period. Daily work time totals are displayed in the Work Time Total row.

New in the Work Time section of the T& A Data page is used to add a new work time TC to your
T&A.
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To Add a New Work Time Transaction Code (Line):

1. Select the T&A Data button from the Employee Main Menu. The T&A Data page is

Help Logout
T&A Data
grer ALICE DOE Fay Period 12 Jun 12, 2016 to Jun 25, 2016
me Card Type Regular Leave Vear 2016
Jun
[ 12 13 4 | 15 | 18 | 17 | 18 s | 20 | | 22 23 2 2
ansaction P Sfx!Account s e = W T 5 s lwki s M T W T F 5 [wk 2[Total
Work Time
Time In
Time Out
JOOO0D00ONGO000
E 01 - Ragular Basa Pay b TA I
| b Waork: Tinve Total |
Leave and Other Time §
Abzence Start
Abzence End
| Edt| 000000000000
T |
= Leava and Other Time Total |
Daily Tatal | [

Dollar Transactions
Tranasction

| Edt 17 - Travel Rembursemant:
£
=

Update | Save/Return || Validate || Cancel

Figure 16: T&A Data Page

2. Select the New button in the Work Time section of the T&A. The New Work Time
Activity page is displayed.

Help Logout

New Work Time Activity

|01 - 01 - Regular Base Pay
e [

ECE.

M|Select An Account|wv|

Save | Cancel |

Figure 17: New Work Time Activity Page

Note: To edit a TC, select the Edit button. The Edit Work Time Activity page is displayed.

To delete a TC, select the Del button. The TC is removed when you select the Del button. There is
no warning/confirmation before the TC is deleted.

3. Complete the fields as follows:
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Field Instruction

Transaction Code Select the applicable work time TC from the drop-down list.
Prefix Enter the prefix code, if applicable.

Suffix Enter the suffix code, if applicable.

Account Select the applicable accounting code from the drop-down list.

Note: If you have more than one accounting code (line of
accounting) for a particular TC, you must add the TC each time
with each separate accounting code (line of accounting).

4. Select the Save button. The T&A Data page is displayed with the new TC (work time
line) added. After you select the Save button to save the new TC, the Edit and Del buttons
are available.

OR
Select the Cancel button to return to the T&A Data page without saving the TC.

1. Inthe Work Time section, enter the time worked (for each TC) as follows:

Field Description\Instruction

Time In Enter start time in hours and minutes in 15-minute increments.
Time Out Enter end time in hours and minutes in 15-minute increments.
TC Line Enter time worked in hours and minutes. This field is required.
Work Time Total Populated with the total work time for the day.

2. Select the Update button to update the T&A and keep the page open.
OR
Select the Save/Return button to save the changes and return to the Employee Main Menu.
OR
Select the Validate button to validate the T&A and return to the Employee Main Menu.
OR

Select the Cancel button to cancel the edits and return to the Employee Main Menu.
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Entering Leave and Other Time on Your T&A

The Leave and Other Time section of the T&A Data page has daily time entry fields for each

week in a pay period. Daily leave and other time totals are displayed in the Leave and Other
Time Total row.

New in the Leave and Other Time section of the T&A Data page is used to add new leave and
other time TCs to your T&A.

Note: After you submit a leave slip, it will be displayed in the Leave and Other Time section under the
applicable day. If times are included on the leave slip, those times will be displayed on the T&A as well.
If there is a coordinating line of accounting on the T&A Data page (for the leave type on your leave slip),
the leave will be displayed on that line of accounting. If there is no coordinating accounting code (for the
leave type on your leave slip), Auto-generated leave (change account), will be displayed on that line.
You must then add the applicable accounting for that line.

To Enter the Accounting for Leave and Other Time:

1. Select the T&A Data button from the Employee Main Menu. The T&A Data page is

Help Logout
T&A Data
Hame: ALICE DOE Py Period: 12: Jun 12 2016 to Jun 25, 2016
Tim Card Type: Regular Leave Vaar 2016
I Jun
~ e 3 1 15 16 1 8 19 20 22 3
........ = = = ik 1 M T w F wk 2{Total
Work Time
Time In
Time Out
JO00000000000000
E 01 - Regular Bara Pay ek TA |

[ e Wark Time Total | ] ] L 11|

Leave and Other Time

000000000000 i i i i
B i | | T Bl B
= Leave and Other Time Tatal T T T 1 T T [ 1
I

Daily Tatal | ] ] ] T ] ] [

" [ T
Dollar Transactions | |
Transaction Account Description Doller Am:
$X000000C00000000
£t | T—
| Dei | Documentation - PayrollPer...
= Total

Update | Save/Return || Validate || Cancel

Figure 18: T&A Data Page
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2. Select the New button in the Leave and Other Time section of the T&A. The New Leave
and Other Time Activity page is displayed.

Help Logout

New Leave and Other Time Activity

Transaction Code |35 - 35 - Union Contract Negotiatio v

Save Cancel

Figure 19: New Leave and Other Time Activity Page

Note: To edit a TC, select the Edit button. The Edit Leave and Other Time Activity page is
displayed.

To delete a TC, select the Del button. The TC is removed when you select the Del button. There is
no warning/confirmation before the TC is deleted.

3. Complete the fields as follows:

Field Instruction

Transaction Code Select the applicable leave TC from the drop-down list.

Prefix Enter the prefix code, if applicable.

Suffix Enter the suffix code, if applicable.

Account Select the applicable accounting code from the drop-down list.

4. Select the Save button to save the TC (with the line of accounting).
OR
Select the Cancel button to cancel the action and return to the T&A Data page.
1. Select the Edit button next to the applicable TC in the Leave and Other Time section.

2. Complete the fields as follows:

Field Description/Instruction

Absence Start Enter start time in hours and minutes in 15-minute increments.
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Field

Description/Instruction

Absence End

Enter end time in hours and minutes in 15-minute increments.

TC Line

Enter absence time in hours and minutes. This field is required.

Leave and Other Time
Total

Populated with the total absence time for the day.

3. Select the Update button to update the T&A and keep the page open.

OR

Select the Save/Return button to save the changes and return to the Employee Main Menu.

OR

Select the Validate button to validate the T&A and return to the Employee Main Menu.

OR

Select the Cancel button to cancel the edits and return to the Employee Main Menu.

Entering Dollar Transactions on Your T&A

The Dollar Transaction section of the T&A Data page has a Dollar Amt field for entering the
total dollar amount for each type of dollar transaction. The total dollar transaction amount for the
pay period is displayed in the Total field.

New in the Dollar Transactions section of the T&A Data page is used to add a new dollar amount

TC to your T&A.
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To Add a Dollar Amount Transaction Code:

1. Select the T&A Data button from the Employee Main Menu. The T&A Data page is

Help Logout
T&A Data
grers ALICE DOE Pay Periods 12 Jun 12, 2016 to Jun 25, 2016
Time Card Type: Regular Leave Vear 2016
3 Jun
_______ FIz 3 1 15 16 8 19 20 22 3
Facth * 5 M T T wik 1 ] T w F Wik 2[Total
Work Time
Time In
Time Out | I | 1
J00000000000000 | | | |

E 01 - Ragular Basa Pay b TA i i | | |

| b Work Tinse Total | I 1 [ 1

Leave and Other Time

IOOOOO00000000 i i i i
D | 62 « Annual Lesve CSD Lemve: ‘ |
= Leave and Other Time Tatal T T T 1 T T 1
Daily Total | ] I ! 1 1 1 [T

Dollar Transactions |
Transction Account Description | Dollar Am
+ XOOOOOOCKK
" Documentation - PayrollPer...

[ New Total |

17 - Travel Remburseman

Update | Save/Retumn || Validate || Cancel

Figure 20: T&A Data Page

2. Select the New button in the Dollar Transaction section. The New Dollar Transaction
Activity page is displayed.

Help Logout

New Dollar Transaction Activity

e i (K=l | 17 - 17 - Magazine Subscriptions V|

‘ Save || Cancel ‘

Figure 21: New Dollar Transaction Activity Page

Note: To edit a TC, select the Edit button. The Edit Work Time Activity page is displayed.

To delete a TC, select the Del button. The TC is removed when you select the Del button. There is
no warning/confirmation before the TC is deleted.

3. Complete the fields as follows:

‘ Field ‘ Instruction
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Field Instruction
Transaction Code Select the applicable dollar TC from the drop-down list.
Account Select the applicable accounting code from the drop-down list.

4. Select the Save button to save the dollar TC. After you select the Save button to save the
dollar TC, the Edit and Del buttons are available.

OR
Select the Cancel button to cancel the action and return to the T&A Data page.
1. Select the Edit button next to the applicable TC in the Dollar Transaction section.

2. Complete the Dollar Amt field as follows:

Field Instruction

Dollar Amt Enter the applicable dollar amount.

3. Select the Update button to update the T&A and keep the page open.
OR
Select the Save/Return button to save the changes and return to the Employee Main Menu.
OR

Select the Validate button to validate the T&A and return to the Employee Main Menu.

Validating Your T&A

At the end of each pay period, you must validate your T&A. After you validate your T&A, it can
be certified by your supervisor. Upon being certified by your supervisor, the T&A is sent to NFC
for processing. All T&As should be completed, validated, and certified by the Tuesday following
the end of the pay period.
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To Validate Your T&A

1. Select the T&A Data button from the Employee Main Menu. The T&A Data page is
displayed.

WabTa

Help Logout
T&A Data
Tiame: JOHN DOE IR Fay Period: 25 ; Dec 13, 2015 to Dec 25, 2015
Time Card Typs: Regular Leave Year: 2015
| Dec Dec — B
jon P S A 13 14 15 % 17 18 13 20 i 22 3 24 23 %
b= = 5 M T w T F 5 Wk 1 5 M T W T F 5 Wk 2| Total
Waork Time
Time In
Time Out
E i~ o I 1000 10:00 10:00  10:00 ls0:00 10:00 1000 10:00  20:00 40:
= Work Time Total 10:00_ 10:00 10000 10000 a0i: 6] 1000 1000 10,00 10:00 [40:0a]80:00)|
Leave and Other Time
Absance Start
Absence End
E sutolaave
Feida ! Auta- 8:00 £:00 | 8:00
m o generated leave (change account)
0= Leave and Other Tinse Total | [ [ [8:00] 8:00
Daily Total | 10000 10:00 10000 | 10000 || 1000 1000 10:00  10:00 800 [s:00[88:00]
Dollar Transactions [ s

Tramsacrion! Accownt Description| Dollar Ams|

| (Mo Dollar Transactions)

= Yol

Update | Save/Retum | Validate | Cancel |

Figure 22: T&A Data Page
2. Confirm that all work time, leave, etc., has been entered on your T&A.

3. Select the Vvalidate button. A Validation Summary page is displayed listing any error
and/or warning associated with your T&A.
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Note: A T&A may be validated with warnings. All errors must be resolved. A T&A with errors
may not be validated.

Help Logout

Validation Summary
UserIDIName _[PayPeriod|Error Message ___________________ _____

JOHN ERROR: [3024] - An account must be selected for the automatically added

Lule DOEJR 27 leave/premium pay line 66 - Federal Holiday
DOE] g)%'_éNJR 25 ERROR: [4004] - Base time in pay 88 , may not exceed 80 hours.
JOHN ERROR: [4003] - Base time in pay + unpaid absence hours, 88:00 may not
DOE] DOE IR 25 exceed 80 hours unless excess hours are less than or equal to unpaid
absence.
DOE] JOHN 55 ERROR: [4024] - There are 9 days with base time. Four/Ten schedule
DOE IR requires 8 and only 8 days with base time recorded.
ERROR: [4008] - Week 2 base time in pay + unpaid absence, 48 , may not
JOHN B
DOE] DOE IR 25 exceed 40 hours unless excess hours are less than or equal to unpaid
absence.
JOHN r
DOE] DOE JR 25 ERROR: [4009] - Week 2 base paid hours, 48 , may not exceed 40 hours.
JOHN .
DOE] DOE IR 25 ERROR: [4018] - Base hours are not balanced for DEC-25 .
DOE] JOHN 55 WARNING: [2038] - Please verify that hours are correctly recorded for
DOE IR Federal holiday Christmas Day on DEC-25.

Continue | Cancel |

Figure 23: Validation Summary Page
4. Select the Continue button to override any warning(s) and validate the T&A.
OR

Select the Cancel button to return to the T& A Data page to resolve/correct any error(s).
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1. After all error(s) have been resolved/corrected, select the Continue button. Your T&A is
displayed.

Help Logoul
Name: JOHN DOE JR Pay Period: 253 : Dec 13, 2015 to Dec 26, 2013
Time Card Type: Regular Leavs Year: 2015
Status: Mot Validated
Time In Pay: 80:00 Other Time: 0:00 Dollar Transactions: $0.00 Days In Pay: 8
Dec Dec
13/14/15/16/17/18/19 20:21/2223 24:25 26
i cti Pfx 56 Account
ransseton eoou SMTWTF Swki[s:M T wT F: 5|wk2|Totl
Work Time
Time In
Time Qut
01 - Regulzr Base Pay Documentation - wehTA 3.8 10/10/10! 8 38 10/10/10/10 0 | 78
Work Time Total [ 101010 8 [za ] ‘ioi0ieiio [40] 78
Leave and Other Time
Absence Start
Absence End
61 - Annual Leave 2 2 | 2
LE\re
Leave and Other Time Total | B [ 2] [ =
Daily Total | 101010110 [40 ] ‘10101010 [40] 80
Dec Dec

314:15:16:17:18:119:20:21:22:23: 24:25:26|

1
Type Status Date Supervisor

SMITIWTIFISISIMITWTIFIS
Leave Requests
Annual Leave Pending 2
Annual Leave Panding 5
Annuzl Leave Pending 2
Cor ry Time Off Pending 5

Premium Pay Requests
| (Mo Premium Pay Requests submitted) |

T&A Profile Leave Data| Fwd Accr Avail Used Bal
Pay Plan (General Schedule (reg)|| (|&nnual 24:00:4:00:28:00 2:00 26:00|
Tour of Duty Full Time Sick 23:00:4:00:27:00. -- :27:00|
Duty Hours B0 |Compensator',' 2:00: — :2:00: -- : 2:00
F =
olods “'_EEk Leave Year Projection
Alcernative Schedule 4 Ten-hour Days - -
Maximum Availzble Annual 30:00
’;99”‘:"’ ‘E:FD Maximum Available Sick 31:00
tate

— 1850 Use or Lose Leave -
Unit 40

Timekeepar 56

Retain Data [Restere from Defaukt

Account Data Code [Manual Entry

Service Computation DatelSep 20 2015
|[2nnual Leave Category  [4 hr/po
|[Personal Leave Ceiling  [240:00

Status History

Timestamp Status Name Massage

May 05 2016 09:32 AM

Validation Reset By Edit|

DOE JR, JOHN [DOEJ)

May 04 2016 02:30 PM

Employ=e Attested

DOE JR, JOHN (DOEJ)

May 04 2016 02:30 PM

Employee Validated

DCE JR, JOHN (DCEJ)

May 04 2016 02:12 PM

zlidation Reset By Edit|

DOE JR, JOHN (DOEJ)

May 04 2016 02:10 PM

Employee Artested

DOE JR, JOHN (DOEJ)

May 04 2016 02:10 PM
May 04 2016 02:10 PM

Employee Validated

DOE JR, JOHN (DOEJ)

Employee Attested

DOE IR, JOHN {DOEI)

May 04 2016 02:10 PM

Employ=e Validated

DOE JR, JOHN [DOEJ)

May 04 2016 02:10 PM |[Employee Attestad

DOE JR, JOHN [DOEJ)

May 04 2016 02:10 PM|EmpIo',-ee Validated

DOCE JR, JOHN (DCEJ)

Dec 14 2015 05:00 PM |Ne\r.r Record Created

SYSTEM

Created during Build ID 135315 for pay period 25.

I certify that the time worked and leave taken as recorded
on this form is true and correct to the best of my knowledge.

Figure 24: T&A

2. Review your T&A.

The following information may be displayed on your T&A.
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Note: Not all fields will be displayed on all T&As (i.e., if you have not taken any leave within a
given pay period, the Leave Requests section will be blank).

Field Description

Name Populated with your name.

Pay Period Populated with the current pay period.

Time Card Type Populated with the type of T&A (e.qg., regular, corrected, etc.)

Leave Year Populated with the leave year.

Status Populated with the status of the T&A. Valid values are:
Value Meaning

No Profile T&A Profile does not exist. A T&A Profile must be
established before T&A functions can be performed.

Val by Emp T&A validated by employee.
Val by Tkp T&A validated by timekeeper.

Val by T&A validated by master timekeeper.
Mstr Tkp

Certified T&A certified by supervisor or master supervisor.

No Data T&A Profile exists, but no T&As have been entered.
Time In Pay Populated with the number of hours and minutes (in HH : MM format) in
pay status.
Other Time Populated with the number of hours and minutes (in HH : MM format) in

other time status.

Dollar Transactions Populated with the dollar amount to be paid for dollar TCs.

Days In Pay Populated with the total number of days in pay status for the pay
period.

Transaction Populated with the TC for the line.

Pfx Populated with the prefix for the line, if applicable.

Sfx Populated with the suffix for the line, if applicable.

Account Populated with the accounting code and description for the line.

Work Time Description

Time In Populated with the arrival time for each day of the pay period.
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Field Description

Time Out Populated with the departure time for each day of the pay period.

Transaction Populated with the work time TC for the line.

Pfx Populated with the work time prefix for the line, if applicable.

Sfx Populated with the work time suffix for the line, if applicable.

Account II?opulated with the work time accounting code and description for the
ine.

Work Time Total Popglated with the total number of hours for each day in the Work Time
section.

Leave and Other Time Description

Absence Start Populated with the time that the leave starts on the applicable day.

Absence End Populated with the time that the leave ends on the applicable day.

Transaction Populated with the leave and/or other time TC for the line.

Pfx Populated with the leave and/or other time prefix for the line, if
applicable.

Sfx Populated with the leave and/or other time suffix for the line, if
applicable.

Account Populated with the leave and/or other time accounting code and

description for the line.

Leave and Other Time Populated with the total number of hours of leave and/or other time for
Total each day of the pay period.
Daily Total Populated with the total of the Work Time Total and the Leave and

Other Time Total for each day of the pay period.

Type Populated with the type of leave or premium pay requested.

Status Populated with the status of the leave or premium pay request.

Date Populated with the date of the leave or premium pay request.
Supervisor Populated with the supervisor that has approved/denied the leave or

premium pay request.

Leave Requests Description

Type Populated with the type of leave requested.
Status Populated with the status of the leave request.
Date Populated with the date of the leave request.
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Field

Description

Supervisor

Populated with the supervisor that has approved/denied the leave
request.

Premium Pay Requests

Description

Type Populated with the type of premium pay requested.

Status Populated with the status of the premium pay request.

Date Populated with the date of the premium pay request.

Supervisor Populated with the supervisor that has approved/denied the premium
pay request.

T&A Profile Description

Pay Plan Populated with your pay plan.

Tour of Duty

Populated with your tour of duty.

Duty Hours

Populated with your duty hours for the pay period.

Work Week

Populated with your work week information.

Alternative Schedule

Populated with your alternative work schedule information.

Agency Populated with your Agency.

State Populated with your State.

Town Populated with your town.

Unit Populated with your unit.

Timekeeper Populated with your timekeeper's number.
Retain Data Populated with default schedule information.

Account Data Code

Populated with your accounting code entry information.

Service Computation
Date

Populated with your service computation date (SCD).

Annual Leave Category

Populated with your annual leave category.

Personal Leave Ceiling

Populated with your annual leave ceiling carryover information.

Status History

Description

Timestamp

Populated with the time information for each entry on this T&A.

Status

Populated with the status for each entry on this T&A.
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Field Description

Name Populated with the name of the person making the entry for each entry
on this T&A.

Message Populated with any applicable messages for each entry on this T&A.

1. Select the Affirm button to confirm your T&A. A confirmation popup appears.

Message from webpage @

| TA records validated successfully.

oK

Figure 25: TA records validated successfully. Popup

OR

Select the Cancel button to return to T&A Data page.
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T&A Summary

T&A Summary opens a read only display of the T&A for the pay period in which you are currently
working. T&A Summary is also used by supervisors to certify the T&A.

To View Current Your T&A:

1. Select the T&A Data button from the Employee Main Menu. The T&A Summary page is

displayed.
Help Logout
Name: JOHN DOE JR Pay Period: 25 : Dec 13, 2015 to Dec 26, 2015
Time Card Type: Regular Leave Vear: 2015
Status: Mot Validated
Time In Pay: 80:00 Other Time: 0:00 Dollzr Transactions: $0.00 Days In Pay: 8
Dec Dec
= 1314 1516 17 18 19 20212223242526
— e SMTWTF slwkils M T w!T F s|wk2/Towl
Work Time
Time In ] .
Time Out
01 - Regular Base Pay Docu tion = webTA 3.8 10 1010 10 40 10101010 40 | &0
Work Time Total | 1010 10 10 [40 ] 10101010 [40 [ 80
Leave and Other Time
Absence Start |
Absence End
65 - Federal Holiday 3 S — ) B 8 | -]
Leave and Other Time Total [T ERE
Daily Total | 10 1010 10 [40 [ 1010101108 [48[88]
T&A Profile |Leave Data| Fud acer Avail used Bal
Pay Plan [General Schedule (reg)| [[Annual 24:00 4:00 28:00 - 28:00
Tour of Duty Full Time (Sick 23:00 4:00:27:00 — 27:00|
Duty Hours 80 |Compensatory [ 2:00 -- 2:00 --  2:00
Work Wesk
Alternative Schedule 4 Ten-hour Days Leave Year Projection
Maximum Availzble Annual 32:00
Ag=ncy Zxil Ma=ximum Available Sick 31:00
State LA
Town 1690 Use or Lose Leave -
Unit 40
Tir 5&
Retzin Data [Restore from Default
Account Data Code |Minual Entry
Service Compurtation Date|Sep 20 2013
Annual Leave Category |4 hr/pp
||Personal Leave Ceiling  [240:00
Status History
[Timestamp |Status |Name  |Message |
1 i v Rec reat uring Buil 15 for pay perio: 3
|IDe< 14 2015 05:00 PM|New Record Created|SVSTEM|Created during Build 1D 135315 fo iod 25

Retuml

Figure 26: T&A Summary Page
2. View the T&A.

3. Select the Return button to return to the Employee Main Menu.
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Leave
Leave allows users to:

e Add anew leave request

e Edit and/or delete pending and approved leave requests

e View your leave request history

e View your leave requests in a calendar view

This section includes the following topics:

AddiNg @ LEAVE REQUEST.......ooiiiiiiiiiiie ettt 47
Editing a Leave Request for a New or Future Pay Period...........ccccccceeeviiiinennnnn. 51
Deleting @ Leave REQUEST .......cccuuiii it e e 53
Viewing Your Leave ReqUESE HIStOIY ........oooiiiiiiiiiiieciie e 54
Viewing Your Leave Requests in a Calendar VIeW ..........occceviviiieeiin i, 57

Adding a Leave Request

To Add a Leave Request:

1. Select the Leave/Prem Pay button on the Employee Main Menu page. The Leave/Prem
Request & Donations menu is displayed.

Help Logout

Leave/Prem Request & Donations

Leave | Leave Requesis
Prem. Pay | Premium Pay Requests

Return |

Figure 27: Leave/Prem Request & Donations Menu
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2. Select the Leave button. The Current Leave Requests page is displayed with a list of leave
requests for the current and future pay periods.

Help Logout

Current Premium Pay Requests
| Istatusl*[Request Typei*] ____[From Date!¥I[To Datel-l Total Hrsi"]

- : . Apr 30 2016 Apr 30 2016
Edit | Del | -
Pending |Compensatory Time Earned (2016-08) (2016-08) 4:00

New Request | View History | Calendar View | Retum |

Figure 28: Current Leave Requests Page
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3. Select the New Request button. The Edit/View Leave Request page is displayed.

Help Logout

Edit/View Leave Request

Request by: JOHN DOE JR (DOE])

Request Informa
Leave Type ISeIeci Transaction

Transaction Type | electTransactian-

Previous Month April 2016 MNext Month
Sun Mon Tue Wed Thu Fri Sat
1 2
Hour: Hour:
From: From:
To: To:
3 4 5 6 7 8 9
Hour: Hour: Hour: Hour: Hour: Hour: Hour:
From: From From: From: From: From: From:
ai To To: Ta: To: To: Ta:
10 11 12 13 14 15 16
Hour: Hour: Hour: Hour: Hour: Hour: Hour:
From: From From: From: From: From: From:
o To To: To: To: To: To:
17 18 19 20 21 22 23
Hour: Hour: Hour: Hour: Hour: Hour: Hour:
From: From From: From: From: From: From:
o To To: To: To: To: To:
24 25 26 27 28 29 30
Hour: Hour: Hour: Hour: Hour: Hour: Hour:
From: From From: From: From: From: From:
o To To: To: To: To: To:
Sick Leave

If you are requesting sick leave, you must indicate the reason.

Please specify:
O Illness/injury/incapacitation of requesting employee

O Medical/dental/optical examination of requesting employee

O care of family member, including medical/dental/optical examination of family
member, or bereavement

O care of family member with a serious health condition

O other (Provide the reason in Remarks)
® None

Contact your supervisor and/or your personnel office to obtain additional information about your
entitlements and responsibilities under the FMLA. Medical certification of a serious health condition may

be required by your agency.

Employee Remarks
(2500 chars max)

Supervisor Remarks
(3500 chars max)

Save | Cancel |

Figure 29: Edit/View Leave Request Page
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Complete the fields as follows:

Field

Instruction

Leave Type

Select the leave type from the drop-down list.

Transaction Type

Select the transaction type from the drop-down list.

Hour Enter the amount of leave requested.
From Enter the start time of the leave.

To Enter the end time of the leave.

Sick Leave Select the type of sick leave, if applicable.

Note: If you select Sick Leave in the Leave type field, you
must specify the applicable type of sick leave in this field.

Family and Medical
Leave Act

Select the type of Family and Medical Leave Act (FMLA), if applicable.

Employee Comments

Enter any applicable comments.

Supervisor Comments

This field is completed by the supervisor, if applicable, after the leave
request is submitted.

Select the Save button to save the request. After you save the request, the leave is
displayed on the T&A Data page.

OR

Select the Cancel button to cancel the request and return to the Current Leave Requests

page.
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Editing a Leave Request for a New or Future Pay Period

To Edit a Leave Request for the Current or Future Pay Periods:

1. Select the Leave/Prem Pay button on the Employee Main Menu. The Leave/Prem Request
& Donations menu is displayed.

Help Logout

Leave/Prem Request & Donations

Leave | Leave Requests
Prem. Pay | Premium Pay Requests

Return |

Figure 30: Leave/Prem Request & Donations Menu

2. Select the Leave button. The Current Leave Requests page is displayed with a list of leave
requests for the current and future pay periods.

Help Logout

Current Premium Pay Requests
| Istatusl*[Request Typei*] ____[From Date!¥I[To Datel-l Total Hrsi"]

- : . Apr 30 2016 Apr 30 2016
Edit | Del | -
Pending |Compensatory Time Earned (2016-08) (2016-08) 4:00

New Request | View History | Calendar View | Retum |

Figure 31: Current Leave Requests Page
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3. Select the Edit button next to the leave request to be edited. The Edit/View Leave Request

page with the applicable leave request is displayed.

Help Logout

Edit/View Leave Request
Request by: JOHN DOE JR (DOE])

Request Information
Leave Type I Select Transaction

Transaction Type ISeIect Transactian-

Previous Month April 2016 MNext Month
Sun Mon Tue Wed Thu Fri Sat
1 2
Hour: Hour:
From: From:
To: To:
3 4 5 6 7 8 9
Hour: Hour: Hour: Hour: Hour: Hour: Hour:
From: From From: From: From: From: From:
ai To To: Ta: To: To: Ta:
10 11 12 13 14 15 16
Hour: Hour: Hour: Hour: Hour: Hour: Hour:
From: From From: From: From: From: From:
o To To: To: To: To: To:
17 18 19 20 21 22 23
Hour: Hour: Hour: Hour: Hour: Hour: Hour:
From: From From: From: From: From: From:
o To To: To: To: To: To:
24 25 26 27 28 29 30
Hour: Hour: Houwr: Hour: Hour: Hour: Hour:
From: From From: From: From: From: From:
To: To To: To: To: Tao: To:
Sick Leave

If you are requesting sick leave, you must indicate the reason.

Please specify:

O Tliness/injury/incapacitation of requesting employee

O Medical/dental/optical examination of requesting employee

O care of family member, including medical/dental/optical examination of family
member, or bereavement

O Care of family member with a serious health condition

O other (Provide the reason in Remarks)

® None

Contact your supervisor and/or your personnel office to obtain additional information abo
entitlements and responsibilities under the FMLA. Medical certification of a serious health
be required by your agency.

Employee Remarks
(2500 chars max)

Supervisor Remarks
(3500 chars max)

ut your
condition may

Save | Cancel |

Figure 32: Edit/View Leave Request Page
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4. Make the applicable changes.

5. Select the Save button to save the changes. After you save your changes, the leave is
displayed on the T&A Data page.

OR

Select the Cancel button to cancel the edit and return to the Current Leave Requests page.

Deleting a Leave Request
To Delete a Leave Request:

1. Select the Leave/Prem Pay button from the Employee Main Menu. The Leave/Prem
Request & Donations menu is displayed.

Help Logout

Leave/Prem Request & Donations

Leave | Leave Requests
Prem. Pay | Premium Pay Requests

Return |

Figure 33: Leave/Prem Request & Donations Menu

2. Select the Leave button. The Current Leave Requests page is displayed with a list of leave
requests for the current and future pay periods.

Help Logout

Current Premium Pay Requests
| Status! IRequest Typel'] ____|From Date!"I[To Datel | [Total Hrsi "]

- : - Apr 30 2016 Apr 30 2016
Edit | Del -
I Pending Compensatory Time Earned (2016-08) (2016-08) 4:00

New Request | View History | Calendar View | Retumn |

Figure 34: Current Leave Requests Page

3. Select the Del button next to the request you wish to delete. The leave request is removed
from the request list.
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Note: The request is removed when you select the Del button. There is no warning/confirmation
before the request is deleted.

Viewing Your Leave Request History

To View Your Leave Request History:

1. Select the Leave/Prem Pay button from the Employee Main Menu. The Leave/Prem
Request & Donations menu is displayed.

Help Logout

Leave/Prem Request & Donations

Leave | Leave Requests
Prem. Pay | Premium Pay Requests

Return |

Figure 35: Leave/Prem Request & Donations Menu

2. Select the Leave button. The Current Leave Requests page is displayed with a list of leave
requests for the current and future pay periods.

Help Logout

Current Premium Pay Requests
| Istatusl*[Request Typei*] ____[From Date!¥I[To Datel-l Total Hrsi"]

- : . Apr 30 2016 Apr 30 2016
Edit | Del | -
Pending |Compensatory Time Earned (2016-08) (2016-08) 4:00

New Request | View History | Calendar View | Retum |

Figure 36: Current Leave Requests Page

3. Select the View History button. The Leave Request History page is displayed listing past
leave information.
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Note: The Leave Request History page only displays leave requests that have been approved or
denied, not those that are pending.

Help Logout

Leave Request History

- Request Type From PayPeriod|To PayPeriod|Total Hours

® Approved Sick Leave Mov 05 2015 Nov 05 2015 2015-22 2015-22 1:00
O Approved Sick Leave Sep 30 2015 Sep 30 2015 2015-19 2015-19 1:00

View | Return |

Figure 37: Leave Request History Page

4. Select the leave request to view.
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5. Select the View button. The applicable Edit/View Leave Request page is displayed. This
is a view-only page.

Help Logout

Edit/View Leave Request

Request by: JOHN DOE IR (DOEJ)

Request Information

Leave Type Sick Leave
LRl il 62 - Sick Leave
Submitted Date Nov 03 2015 7:46 AM

Modified Date MNov 09 2015 12:22 PM

Approval Status Approved by: THOMAS DOE Nov 09 2015 12:57 PM

Hours Requested 1:00 hours

November 2015
Sun Mon Tue Wed Thu Fri Sat
1 2 3 4 5 3 7
Hour: Hour: Hour: Hour: Hour: 1:00 Hour: Hour:
From: From: From: Frem: | From: 4:00 am From: From:
o o [:H To: To: 5:00 am To: To:
8 2l 10 1 12 14
r Hour: Hour: Hour: Hour:
From: From: From: From:
To: To: To: To:
Veterans
Day
15 16 17 18 19 21
Hou, Hour: Hour: £ Hour:
From From: From: From:
To To: To! To:
22 23 24 25 26 28
Hou Hour: Hour: Hou Hour:
From From: From: From From:
To To To! Tor To: To: To:
Thanksgiving
Day
29 30
Hour: Hour:
From: rom
To: To

Sick Leave
If you are requesting sick leave, you must indicate the reason.

Selected value: Medical/dental/optical examination of requesting employee

Family and Medical Leave Act

If annual, sick, or leave without pay will be used under the Family and Medical Leave Act of
1993 (FMLA), indicate what it will be used for.

Selected value: Mone
Contact your supervisor and/or your personnel office to obtain additional information about your
entitlements and responsibilities under the FMLA. Medical certification of a serious health condition may
be required by your agency.

Employee Remarks
(3500 chars max)

Eye doctor appointment.

Supervisor Remarks
(3500 chars max)

Figure 38: Edit/View Leave Request Page
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6. Review the request.

7. Select the Return button. The Leave Request History page is displayed.

Viewing Your Leave Requests in a Calendar View

To View Your Leave Request(s) in a Calendar View:

1. Select the Leave/Prem Pay button from the Employee Main Menu. The Leave/Prem
Request & Donations menu is displayed.

Help Logout

Leave/Prem Request & Donations

Leave | Leave Requests
Prem. Pay | Premium Pay Requests

Return |

Figure 39: Leave/Prem Request & Donations Menu

2. Select the Leave button. The Current Leave Requests page is displayed with a list of leave
requests for the current and future pay periods.

Help Logout

Current Premium Pay Requests
| Istatusl*[Request Typei*] ____[From Date!¥I[To Datel-l Total Hrsi"]

- : . Apr 30 2016 Apr 30 2016
Edit | Del | -
Pending |Compensatory Time Earned (2016-08) (2016-08) 4:00

New Request | View History | Calendar View | Retum |

Figure 40: Current Leave Requests Page
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3. Select the calendar View button. The Leave Request Calendar View page is displayed.

Help Logout

Leave Request Calendar View

The calendar below shows only approved and pending leave requests, not leave that is actually taken.

Previous Month April 2016 Next Month
Sun Mon Tue Wed Thu Fri Sat
1 2
3 4 5 6 7 B 9
10 11 12 13 14 15 16
17 18 19 20 21 22 23
24 25 26 27 28 29 30
P DOEJ - 9:00

A: Approved time, P: Pending time

Return

Figure 41: Leave Request Calendar View Page

4. Navigate to the applicable month to view the approved and pending leave request(s).

5. Select the Return button. The Current Leave Requests page is displayed.
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Premium Pay
Prem. Pay allows users to:

e Add a new premium pay request

e Edit and/or delete pending and approved premium requests

e View your premium pay request history

e View your premium pay requests in a calendar view

This section includes the following topics:

Adding a Premium Pay REQUEST ........ccooiiiiiiiiie et 59
Editing a Premium Pay Request for a New or Future Pay Period ...............c......... 62
Deleting a Premium Pay REQUEST .......ccoccuiiiiiiiiieiiiee et 65
Viewing Your Premium Pay Request HiStOrY........ccccoviuiiiiiiiiei i 66
Viewing Your Premium Pay Requests in a Calendar VIiew ..........cccccccceevvieeeennnnnn. 69

Adding a Premium Pay Request

To Add a Premium Pay Request:

1. Select the Leave/Prem Pay button from the Employee Main Menu. The Leave/Prem
Request & Donations menu is displayed.

Help Logout

Leave/Prem Request & Donations

Leave | Leave Requesis
Prem. Pay | Premium Pay Requests

Return |

Figure 42: Leave/Prem Request & Donations Menu
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2. Select the Prem. Pay button. The Current Premium Pay Requests page is displayed with a
list of current and future pay period premium pay requests.

Help Logout

Current Premium Pay Requests
| Status!* [Request Typel*] ____|From Datel¥I[To Date!l | [Total Hrsi ]

- . . Apr 30 2016 Apr 30 2016
Edit | Del -
I Pending Compensatory Time Earned (2016-08) (2016-08) 4:00

Mew Request | Wiew History | Calendar View | Retum |

Figure 43: Current Premium Pay Requests Page
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3. Select the New Request button. The Edit/View Premium Pay Request page is displayed.

Help Logout

Edit/View Premium Pay Request

Request by: JOHN DOE JR (DOEJ)

Request Information

Premium Pay Type |Compensatory Time Eamed v|

I e O R b =l | 32 - Comp Time Eamned v

Submitted Date Apr 25 2016 12:45 PM
Hours Requested ERLEGITE

Previous Month April 2016 Mext Month
Sun Mon Tue Wed Thu Fri Sat
1 2
Hou: Hour:
From From:
Ta Te:
3 4 5 6 7 8 9
Hour: Hour: Hour: Hour: Hour: Hour: Hour:
From: From Fro From From: From From
o Te To: Ta: To: Ta: Te:
10 1 12 13 14 15 16
Hour: Hour: Hour: Hour: Hour: Hour: Hour:
From: From Fro From From: From From
o Te To: Ta: To: Ta: Te:
17 18 19 20 21 22 23
Hour: Hour: Hour: Hour: Hour: Hour: Hour:
From: From From: From: From: From: From:
o Te To: Ta: To: Ta: Te:
24 25 26 27 25 29 30
Hour: Hour: Hour: Hour: Hour: Hour: Hour: 4:00
From: From From: From: From: From: From: 9:00 am
To: To To: To: To: To: To: (1:00 pm

Employee Remarks
(3500 chars max)

special project

Supervisor Remarks
(3500 chars max)

Save Cancel

Figure 44: Edit/View Premium Pay Request Page

4. Complete the fields as follows:

Field

Instruction

Premium Pay Type

Select the premium pay type from the drop-down list.

Transaction Type

Select the transaction type from the drop-down list.
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Field Instruction

Hours Enter the amount of premium pay requested.
From Enter the start time of the premium pay.

To Enter the end time of the premium pay.
Employee Remarks Enter the reason for the request.
Supervisor Remarks N/A

5. Select the Save button to save the request. After you save your request, the premium pay
is displayed on the T&A Data page.

OR

Select the Cancel button to cancel the request and return to the Current Premium Pay
Requests page.

Editing a Premium Pay Request for a New or Future Pay Period

To Edit a Premium Pay Request for the Current or Future Pay Periods:

1. Select the Leave/Prem Pay button on the Employee Main Menu. The Leave/Prem Request
& Donations menu is displayed.

Help Logout

Leave/Prem Request & Donations

Leave | Leave Requests
Prem. Pay | Premium Pay Requests

Return |

Figure 45: Leave/Prem Request & Donations Menu
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2. Select the Prem. Pay button. The Current Premium Pay Requests page is displayed.

Help Logout

Current Premium Pay Requests
| Istatusl*[Request Typei*] ____[From Date!¥I[To Datel-l Total Hrsi"]

- : . Apr 30 2016 Apr 30 2016
Edit | Del | -
Pending |Compensatory Time Earned (2016-08) (2016-08) 4:00

New Request | View History | Calendar View | Retum |

Figure 46: Current Leave Requests Page
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3. Select the Edit button next to the premium pay request to be edited. The Edit/View
Premium Pay Request page with the applicable premium request displayed.

Help Logout

Edit/View Premium Pay Request

Request by: JOHN DOE JR (DOEJ)

Request Information

Premium Pay Type |Compensatory Time Eamed v|

I e O R b =l | 32 - Comp Time Eamned v
Submitted Date Apr 25 2016 12:45 PM
Hours Requested ERLEGITE

Previous Month April 2016 Mext Month
Sun Mon Tue Wed Thu Fri Sat
1 2
Hou: Hour:
From From:
Ta Te:
3 4 5 6 7 8 9
Hour: Hour: Hour: Hour: Hour: Hour: Hour:
From From Fro From: From From From
Ta: Te To: Ta: To: Ta: Te:
10 1 12 13 14 15 16
Hour: Hour: Hour: Hour: Hour: Hour: Hour:
From From Fro From: From From From
Ta: Te To: Ta: To: Ta: Te:
17 18 19 20 21 22 23
Hour: Hour: Hour: Hour: Hour: Hour: Hour:
From: From From: From: From: From: From:
Ta: Te To: Ta: To: Ta: Te:
24 25 26 27 25 29 30
Hour: Hour: Hour: Hour: Hour: Hour: Hour: 4:00
From: From From: From: From: From: From: 9:00 am
To: To To: To: To: To: To: (1:00 pm

Employee Remarks
(3500 chars max)

special project

Supervisor Remarks
(3500 chars max)

Save Cancel

Figure 47: Edit/View Premium Pay Request Page

4. Make the applicable changes.

5. Select the Save button to save the changes. After you save your changes, the premium
pay is displayed on the T&A Data page.
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OR

Select the Cancel button to cancel and return to the Current Premium Pay Requests page.

Deleting a Premium Pay Request

To Delete a Premium Pay Request:

1. Select the Leave/Prem Pay button from the Employee Main Menu. The Leave/Prem
Request & Donations page is displayed.

Help Logout

Leave/Prem Request & Donations

Leave | Leave Requests
Prem. Pay | Premium Pay Requests

Return |

Figure 48: Leave/Prem Request & Donations Menu

2. Select the Prem. Pay button. The Current Premium Pay Requests page is displayed and
lists current and future pay period premium pay requests.

Help Logout

Current Premium Pay Requests
| Istatusl*[Request Typei*] ____[From Date!¥I[To Datel-l Total Hrsi"]

- : . Apr 30 2016 Apr 30 2016
Edit | Del | -
Pending |Compensatory Time Earned (2016-08) (2016-08) 4:00

New Request | View History | Calendar View | Retum |

Figure 49: Current Leave Requests Page

3. Select the Del button next to the appropriate premium pay request. The premium pay
request is removed from the request list.

Note: The request is removed when you select the Del button. There is no warning/confirmation
before the request is deleted.
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Viewing Your Premium Pay Request History

To View Your Premium Pay Request History:

1. Select the Leave/Prem Pay button from the Employee Main Menu. The Leave/Prem
Request & Donations menu is displayed.

Help Logout

Leave/Prem Request & Donations

Leave | Leave Requests
Prem. Pay | Premium Pay Requests

Return |

Figure 50: Leave/Prem Request & Donations Menu

2. Select the Prem. Pay button. The Current Premium Pay Requests page is displayed.

Help Logout

Current Premium Pay Requests
| status!" [Request Typel*] ____[From Date!¥I[To Date! "I [Total Hrs!-]

- . . Apr 30 2016 Apr 30 2016
Edit | Del -
i Pending Compensatory Time Earned (2016-08) (2016-08) 4:00

MNew Request | View History | Calendar View | Retumn |

Figure 51: Current Premium Pay Requests Page

3. Select the View History button. The Premium Pay Request History page is displayed
listing past premium pay information.
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Note: The Premium Pay Request History page only displays leave requests that have been
approved or denied, not those that are pending.

Help Logout

Premium Pay Request History
|_[status___[Request Type _____[From Date |To Date _[From PayPeriod|To PayPeriod|Total Hours|

@® Approved Compensatory Time Earned Oct 09 2015 Oct 09 2015 2015-20 2015-20 1:00
O Approved Compensatory Time Earned Oct 08 2015 Oct 08 2015 2015-20 2015-20 1:00
O Approved Compensatory Time Earned Sep 25 2015 Sep 25 2015 2015-19 2015-19 1:00

V;wwl Retum |

Figure 52: Premium Pay Request History Page

4. Select the premium pay request to view.
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5. Select the view button. The applicable Edit/View Premium Request page is displayed.
This is a view-only page.

Help Logout

Edit/View Premium Pay Request

Request by: JOHN DOE JR (DOE])

Request Information

Premium Pay Type |Compensatory Time Eamned V|

IE UL iR | 32 - Comp Time Earned vl
Submitted Date Apr 25 2016 12:45 PM
Hours Requested ENllGITES

Previous Month April 2016 Next Month
Sun Mon Tue Wed Thu Fri Sat
1 2
Hour: Hour:
From: From:
Tos Ta:
&) 4 5 5 7 8 9
Hour: Hour: Hour: Hour: Hour: Hour: Hour:
From; From From: From: From: From: From:
o To Tos To: To: To: To:
10 1 12 13 14 15 16
Hour: Houwr Hour: Hour: Hour: Hour: Hour:
From: From From: From: From: From: From:
o To To: To: To: Tos Ta:
17 18 19 20 21 22 23
Hour: Hour: Hour: Hour: Hour: Hour: Hour:
From: From From: From: From: From: From:
o To To: To: To: Tos Ta:
24 25 26 27 28 25 30
Hour: Hour: Hour: Hour: Hour: Hour: Hour: 4:00
From; From From: From: From: From: From: 9:00 am
Toi To To: To: To: To: To: (1:00 pm

Employee Remarks
(3500 chars max)

special project

Supervisor Remarks
(3500 chars max)

Save Cancel

Figure 53: Edit/View Premium Pay Request Page

6. Review the request.
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7. Select the Return button. The Premium Pay Request History page is displayed.

Viewing Your Premium Pay Requests in a Calendar View

To View Your Premium Pay Request(s) in a Calendar View:

1. Select the Leave/Prem Pay button from the Employee Main Menu. The Leave/Prem
Request & Donations menu is displayed.

Help Logout

Leave/Prem Request & Donations

Leave | Leave Requests
Prem. Pay | Premium Pay Requests

Return |

Figure 54: Leave/Prem Request & Donations Menu

2. Select the Prem. Pay button. The Current Premium Pay Requests page is displayed with a
list of premium requests for the current and future pay periods.

Help Logout

Current Premium Pay Requests
| Status!* [Request Typel*] ____|From Datel¥|[To Date!l | [Total Hrsi "]

- . . Apr 30 2016 Apr 30 2016
Edit | Del -
I Pending Compensatory Time Earned (2016-08) (2016-08) 4:00

Mew Request | Wiew History | Calendar View | Retumn |

Figure 55: Current Premium Pay Requests Page
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3. Select the Calendar View button. The Premium Pay Request Calendar View page is
displayed.

Help Logowt

Premium Pay Request Calendar View

The calendar below shows only approved and pending premium pay requests, not premium pay that is actually taken.

Previous Month April 2016 Next Month
Sun Mon Tue Wed Thu Fri Sat
1 2
3 4 5 5] 7 B ]
10 11 12 13 14 13 1o
17 18 19 20 21 22 23
24 25 26 27 28 29 30
P- DOEJ - 400

A: Approved time, P: Pending time

Rell.l'nl

Figure 56: Premium Pay Request Calendar View Page

4. Navigate to the applicable month to view the approved and pending premium request(s).

5. Select the Return button. The Current Premium Pay Requests page is displayed.
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Leave Donations
Donation is used to:

e Donate leave
e FEdit leave donations

e Delete leave donations

These functions apply to both the the Voluntary and Emergency Leave Transfer Programs.

This section includes the following topics:

(Do) aF- L[ aTe [ =T\ TR 71
Editing a Leave Donation Request for the Current or Future Pay Periods........... 74
Deleting a Leave DoONation REQUEST.............coiiiiiiiiiieeiee e 77

Donating Leave

To Donate Leave:

1. Select the Leave/Prem Pay button on the Employee Main Menu. The Leave/Prem Request
& Donations menu is displayed.

Help Logout

Leave/Prem Request & Donations

Leave | Leave Requests
Prem. Pay | Premium Pay Requests

Return |

Figure 57: Leave/Prem Request & Donations Menu
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2. Select the Donation button. The Leave Donations page is displayed.

Help Logout

Leave Donations

Leave Transfer Program Donations

_______| ____Account | Hours] Status| Pay Period | Leave Year

Edill Del | MFC - 2016 §:00 | Pending

Total 8:00

Approved Donations This leave year Last leave year

Voluntary Program: 0:00 0:00
Emergency Program: 0:00 0:00

New Donation Retum

Figure 58: Leave Donations Page
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3. Select the New Donation button. The Edit Leave Donation page is displayed.

Help Logout

Edit Leave Donation

Donor Information

DOE]

cave acou:_| ey

Donor position: |

—

| XOOOOCOO000000GK (Leave) -
Type of Leave: |'Er1 - Donated Annual Leave (max hours 28) e

(256 chars max)

Approved: Pending

Save Cancel

Figure 59: Edit Leave Donation Page

4. Complete the fields as follows:

Field Description/Instruction

User ID Populated with your user ID.

Leave Account If you know the name of the account to which you wish to donate, type
it in this field.

If you do not know the name of the account to which you wish to
donate, select the Search button and select the applicable account
from the list provided.

After you select the applicable account, select the Return button to
return to the Edit Leave Donation page.

Donor Position Type your position.

Donor Grade Type your grade.

Step Type your step.

Hours Type the number of hours that you wish to donate.
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Field Description/Instruction

Account Select the down arrow to select the applicable accounting code for the
leave to be donated.

Type of Leave Select the down arrow to select the type of leave to be donated.
Remarks Enter any remarks, if applicable.
Approved Populated with the status of the donation request.

5. Select the Save button to save the request.
OR

Select the Cancel button to cancel the request and return to the Leave Donations page.

Note: Once you save the donation, its status will remain as Pending until a Human Resources
Administrator reviews and approves it. As long as it is in Pending status, it can be changed or deleted.

Editing a Leave Donation Request for the Current or Future Pay Periods
To Edit a Leave Donation Request for the Current or Future Pay Periods:

1. Select the Leave/Prem Pay button on the Employee Main Menu. The Leave/Prem Request
& Donations menu is displayed.

Help Logout

Leave/Prem Request & Donations

Leave | Leave Requesis
Prem. Pay | Premium Pay Requests

Return |

Figure 60: Leave/Prem Request & Donations Menu
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2. Select the Donation button. The Leave Donations page is displayed.

Help Logout

Leave Donations

Leave Transfer Program Donations

_____| ____Account ___|Hours| Status| Pay Period | Leave Year

Editl Del | NFC - 2016 8:00 | Pending

Total 8:00

Approved Donations This leave year Last leave year

Voluntary Program: 0:00 0:00
Emergency Program: 0:00 0:00

New Donation | Retum |

Figure 61: Leave Donations Page
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3. Select the Edit button next to the leave donation request to be edited. The Edit Leave
Donation page with the applicable donation request is displayed.

Help Logout

Edit Leave Donation

Donor Information

| usertp:  [BRE

"Donor position:_|

—
EE

Hours: |

| Account: | R () 2
|E1 - Donated Annual Leave (max hours 28) \LI

(256 chars max)

Approved: Pending

Save | Cancel

Figure 62: Edit Leave Donation Page (with the applicable donation request selected)
4. Make the applicable changes.
5. Select the Save button to save your changes.
OR

6. Select the Cancel button to cancel. The Leave Donations page is displayed.

76



Publication Category: T&A Processing wa g
¢

webTA 3.8 - Employee

Deleting a Leave Donation Request

To Delete a Leave Donation:

1. Select the Leave/Prem Pay button on the Employee Main Menu. The Leave/Prem Request
& Donations menu is displayed.

Help Logout

Leave/Prem Request & Donations

Leave | Leave Requests
Prem. Pay | Premium Pay Requests

Return |

Figure 63: Leave/Prem Request & Donations Menu

2. Select the Donation button. The Leave Donations page is displayed.

Help Logout

Leave Donations

Leave Transfer Program Donations

|| Account _|Hours] Status| Pay Period | Leave Year |
Edit | Del | MFC - 2016 §:00 | Pending
Total 8:00

Approved Donations This leave year Last leave year

Voluntary Program: 0:00 0:00
Emergency Program: 0:00 0:00

New Donation Retum

Figure 64: Leave Donations Page

3. Select the Del button next to the request to be deleted. The leave request is removed from
the request list.

Note: The request is removed when you select the Del button. There is no warning/confirmation
before the request is deleted. If the donation has already been approved, it cannot be deleted.
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Default Schedule

Default Schedule is used to set up/change your regular work schedule. The default schedule is
used if your T&A data changes little from one pay period to the next. By using a default
schedule, you can avoid having to reenter all of your time each pay period.

There are two types of default schedules in webTA. These are set up by your timekeeper. They
are:

e Restore from Default - The time entered on the default schedule is automatically
populated on your time sheet each pay period. If you work your normal schedule with no
changes, then no changes to your T&A are necessary. If something other than your
default schedule occurs, then you must make the necessary changes on the T&A Data

page.

e Exception Processing - The rows of time entered on the default schedule will
automatically be included on your T&A record unless you supplement it with entries
from the T&A Data page. (For example, if a day contains 8 hours on the Default
Schedule, but you use 4 hours of annual leave, only the annual leave must be entered on
the T&A.)

Note: The default schedule lines are not displayed on the T&A Data page, only the changes
(exceptions) to the default schedule.

For more information see:

Editing Your Default SChedule ... 78

Editing Your Default Schedule

Your default schedule must be established by your timekeeper, but you can edit your default
schedule at any time.
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To Edit Your Default Schedule:

1. Select the Default Schedule button on the Employee Main Menu page. The T&A Data :
Default Schedule page is displayed.

Help  Logout

T&A Data : Default Schedule

ame: JOHN DOE IR Fay Perad: 75 : Dec 13, 2013 to Dec 25, 2015
Time Card Types Regular Lesve Vasr: 2015
Dac Dec
13 14 15 1 17 18 1 2 -] 1 25 %
Transaction Pfx Sfx Accoumt g [r T W T F g |wki| 5 ™ T w T e 5 |wk2 I Toral
Work Time
Time In
Time Out
0 -
E SR SR S ) i ) ) ) 03 | 10 ) . oals0:
=l faladtalitetetutatut e 1000 10:00  10:00  10:00 40:00 10400 | 10:00 | 1000 1000 %0:00(80:00
Baze Pay
= Work Time Total 10:00  10:00 10:00 10:00 40:00, 10:00 | 10:00 . 10:00 _ 10:00 40:00]80:00
Daily Total | 10:00  10:00  10:00  10:00 [a0:00] 10:00 | 10:00 | 10:00 - 10:00 [s0:00]20:00]

Update | Save/Retum | Cancel

Figure 65: T&A Data : Default Schedule Page

2. Make the applicable changes to your schedule. Your can edit the following fields:

e Time In
e Time Out

e Daily Time

3. Select the Update button to save your change(s) and remain on the T&A Data : Default
Schedule page.

OR

Select the Save/Return button to save your change(s) and return to the Employee Main
menu.

OR

Select the Cancel button to cancel.
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To Delete a Line on Your Default Schedule:

1. Select the Default Schedule button on the Employee Main Menu page. The T&A Data :
Default Schedule page is displayed.

Help  Logout

T&A Data : Default Schedule

Name: JOHN DOE IR Pay Peroa: 75 : Dec 13, 2013 to Dec 26, 2015
Time Card Types Regular Lesve Vesr: 2015
Dac Dec
13 14 15 16 17 18 19 20 2 2 = 2 25 %
e s L T W T F s whk 1 5 M T W T F s Wi 2 ITuull
Work Time
Time In
Time Out
=o: - P e o
=l et iattan et 1000 10:00  10:00  10:00 40:00 10000 | 10:00 | 10100 | 10:00 40:00(80:00
Bazs Pay
= Work Time Tatal | 10:00_ 10:00 _ 30:00 _ 10:00 [#0:00] 10:00 | 30100 1000 _10:00 [20:00[20:00
Daily Total | 10:00 ~ 10:00  10:00  10:00 [a0:00] 10:00 | 10:00 | 10:00  10:00 [«0:00]50:00]

Update | Save/Retun | Cancel |

Figure 66: T&A Data : Default Schedule Page

2. Select the Del button next to the line that you wish to delete. The line is removed from

your default schedule.

Note: The line is removed when you select the Del button. There is no warning/confirmation

before the line is deleted.
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Certified T&AS

Certified T&As allows you to view a list of your certified T&As.

To View Your Certified T&AS:

1. Select the Certified T&As button from the Employee Main Menu page. The Certified T&A
Summaries page is displayed.

Help Logout

Certified T&A Summaries

Now viewing from Leave Year 2007, Pay Period 23 to Leave Year 2016, Pay

Period 26.
| From | To |

[2007[ » | 23] v | 2016 » | [26] + |

JOHN DOE JR (DOEJ)

- Pay Period|Date Range |Certified By|Certified Date

(%) 24 -2015 MNov 29 - Dec 12 DOET Dec 11 2015 09:27:48 AM
() 23- 2015 MNov 15 - Nov 28 DOET Dec 04 2015 08:46:44 AM
() 22-2015 MNov 01 - Nov 14 DOET Mov 09 2015 01:06:33 PM
() 21-2015 Oct18-0Oct31 DOET Mov 03 2015 09:26:12 AM
() 20- 2015 Oct04-0Oct17 DOET Oct 16 2015 12:40:57 PM
(0 19-2015 Sep20-0ct 03 DOET Oct 09 2015 01:42:18 PM

View Certified Summary | Return |

Figure 67: Certified T&A Summaries Page
2. Select the pay period of the T&A you wish to view.

3. Select the View Certified Summary button. The T&A Summary for the selected pay period
is displayed.
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Accounts
Accounts allows you to add and/or delete accounting codes for use on your T&A.

To Add an Accounting Code:

1. Select the Accounts button from the Employee Main Menu. The Account Tables page is
displayed.

Help Logout

Account Tables
Your Accounts

| Account | Description |
Del | XX EXXRK KKK KK R KK, [Leave Save Description

Dl | 33 s s s KR o K |Documentation- PayrollPersonnel | Save Description

Del |X><><><X><><><X><><><X><><>< |Dacumentation -webTA 3.8 Save Description |

GetAccountl Retum

Figure 68: Account Tables Page

2. Select the Get Account button. The Search for Account page is displayed.

Help Logout

Search for Account

Limit your search by entering the parts of account that you know.
See Online Help for more information.

Search for accounts for OCFO
Account Information

Fiscal vear |
Program code |
“Function |
“Description |

Find Account Retumn

Figure 69: Search for Account Page

3. Complete the fields as follows:

Field ‘ Instruction
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Field Instruction

Fiscal Year Type the fiscal year for the accounting that you are searching.
Program Code Type the program code for the accounting that you are searching.
Function Type the function information for the accounting that you are searching.
Description Type the description for the accounting that you are searching.

Note: Enter as many characters of the account that you wish to match.

4. Select the Find Account button. The Browse for Account page is displayed with a list of
accounting codes meeting the search criteria.

Help Logout

Browse for Account

]
Add | KA HXAR AR K TesT |
_Add | XK HKHKHHK [ |
_Add | SN KKK, | |
_Add | HXHXAKKAHAKAN | |
_Add | XXXHHX KK, | |
Add | XXXHHHKHHAK | |
_Add | SRR K KKK | |
_Add | SRR X KA KKK | |
Add | XK IKRKA KK [ |
Add | KR KA K KKK | |
A | XK KKK AKX | |
Add | XXXHHHX KKK | |
_Add | PP PP PP P | |
_Add | KR KK AR K | |
_Add | S H KA KA K | |
Add | KKK K KA KKK | |
Add | KXXHH KKK KKK | |
A | KA KK AKK | |
| KXXHHKKKRKKK | |
A | XK KRAKAR KK | |

Result Page: 1234567 8 9 10 Next Last 138

Figure 70: Browse for Account Page
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5. Select the Add button next to the accounting code to add. Listed is now displayed next
to the accounting code that you added.

6. Select the Return button. The Account Tables page (with the new accounting code listed)
is displayed.

To Delete an Accounting Code:

1. Select the Accounts button from the Employee Main Menu. The Account Tables page is
displayed.

Help Logout

Account Tables
Your Accounts
| _Account |  Description |
Del |XXXXXXXKXXXXXX><X |Leave Save Description |

Del | XX XXX R R X KX % 2%, |Documentation - Payroll/Personnel| Save Description
Dl | 5 o 5o e o S S S |Dacumentation -webTA 3.8 Save Description

GetAccountl Return

Figure 71: Account Tables Page

2. Next to the account to be deleted, select the Del button. The account is removed from the
list.

Note: The account is removed when you select the Del button. There is no warning/confirmation
before the request is deleted.
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Reports

Reports is used to run a leave error report which can be used to reconcile your historical leave
records. The report will display a separate line item for each pay period that you have certified

T&As.

Note: The Leave Audit report is the only report than an employee has access to and can run.

To Run the Leave Error Report:

1. Select the Reports button on the Employee Main Menu. The Employee Reports Menu is
displayed.

Help Logout

Employee Reports Menu

Leave Audit | Leave Audit Report
Return |

Figure 72: Employee Reports Menu
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2. Select the Leave Audit button. The Leave Audit Report is displayed.

Help Logout

Leave Audit Report

From To

[2015[~] [2015]¥]
CLeove o |

Leave Audit (Annual) For JOHN DOE JR (DOEJ)

- Manual - -
Pay Period PTI— m Available m Max. Available

Pay Period Range

24 - 2015 20:00 4:00 24:00, 0:00 24:00 32:00
23 - 2015 16:00 4:00 20:00/ 0:00 20:00 32:00
22 - 2015 12:00 4:00 16:00 0:00 16:00 32:00
21 - 2015 8:00 4:00 12:00 0:00 12:00 32:00
20 - 2015 4:00 4:00 8:00 0:00 8:00 32:00
19 - 2015 0:00 4:00 4:00 0:00 4:00 32:00

Download PDF Retum

Figure 73: Leave Audit Report

3. Complete the fields as follows:

Field Instruction

From Select the down arrows to select the applicable year and pay period for
the beginning timeframe of the report.

To Select the down arrows to select the applicable year and pay period for
the ending timeframe of the report.

Leave Type Select the down arrow to select the applicable leave type to be
displayed on the report.

4. Select the Update button to update the information and display the report.
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OR

Select the Download PDF button to display the report as a pdf. The Leave Audit report (as
a pdf) is displayed.

Name JOHN DOE JR (DOEJ)
Leave Type: Annual

Pay Period Range: 01 -2015 to 24 - 2015

Pay Period Forward Manual Adjust | Accrued Available Used Balance Max. Available

24 . 2015 20:00 0:00 4:00 24:00 0:00 24:00 32:00
23-2015 16:00 0:00 4:00 20:00 0:00 20:00 32:00
22-2015 12:00 0:00 4:00 16:00 0:00 16:00 3200
21-2015 8:00 0:00 4:00 12:00 0:00 12:00 32.00
20 -2015 4.00 0:00 4:.00 B8:00 0:00 &.00 32:00
19-2015 0:.00 0:00 4.00 4:00 0:00 4.00 32:00

Figure 74: Leave Audit Report (pdf)
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Send Task

Send Task is used to send a message to your timekeeper.

To Send a Message to Your Timekeeper:

1. Select the Send Task button on the Employee Main Menu. The Task Timekeeper page is
displayed.

Help Logout

Task Timekeeper

Please enter a tasking message
to send to your timekeeper.

{1000 chars max)

Send Task Cancel

Figure 75: Task Timekeeper Page

2. Complete the field as follows:

Field Instruction

Please enter a tasking Type the message to be sent to your timekeeper.
message to send to your

timekeeper.

3. Select the Send Task button. After you select the Send Task button, the message is sent,
and you are returned to the Employee Main Menu.

OR

Select the Cancel button to cancel. The Employee Main Menu is displayed.
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View Tasks

View Tasks lists all functions performed by a user according to your role. A description of each
function and the corresponding date and time are displayed for each function listed.

The From column displays the source of the message.
The Date/Time column displays when the task was sent.
The Type column displays the type of message.

The Description column contains the content of the message.
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To View Your Task(s)

1. Select the View Tasks button on the Employee Main Menu. The Task List page is

displayed.

Help Logouwt

Task List

|| ____|From [Date/Time [Type [Description |

O SYSTEM

7 [[Glear ] ooer

7 [Glar | ooer
7 [Glar | ooer

] | Clear |DOET

[] | Clear | DOET

[] | Clear | DOE)

Premium pay request of employee, JOHN
DOE JR (DOE]) for, Overtime, from 3:30

MOTIFY P.M. to 6:30 P.M. on 29-APR-16 -- for a
total of 3 hour(s) is deleted by the

Apr 29 2016
7:54 AM

employee.

Leave request of employee, JOHN DOE IR
Mowv 09 2015 NOTIFY (DOEJ) for, Sick Leave, from 4:00 A.M. to
12:57 PM 5:00 A.M. on 05-NOWV-15 -- for a total of

1 hour(s) is approved..

Employee THOMAS DOE has delegated

Oct 26 2015 MNOTIFY the Supervisor role to employee - JOHN

LR DOE JR (DOEJ).
Employee THOMAS DOE has delegated
0% 20,2913 NOTIFY the Supervisor role to employee - JOHN
' DOE JR (DOEJ).
Premium pay request of employee, JOHN
Oct 16 2015 DOE JR (DOE)) for, Compensatory Time
12:32 PM NOTIFY Earned, from 4:30 P.M. to 5:30 P.M. on
' 09-0CT-15 -- for a total of 1 hour(s) is
approved..
Premium pay request of employee, JOHN
Oct 09 2015 DCE JR (DOE)) for, Compensatory Time
1:36 PM NOTIFY Earned, from 4:30 P.M, to 5:30 P.M. on
' 08-0CT-15 -- for a total of 1 hour(s) Is
approved..
Record modified for employee [JOHN DOE
g?ff:mzmj MNOTIFY JR]. This resets current time sheet

validation,

| Clear Selected || Clear All || Clear This Page || Return |

Figure 76: Task List Page

The following fields are displayed on the Task List page.

Field

Description

From

Displays the source of the message.
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Field Description

Date/Time Displays the date and time that the task was sent.
Type Displays the type of message.

Description Displays the content of the message.

1. Review the task(s).
2. Select the Clear button to delete an individual message after reviewing it.
OR

Select multiple messages and select the Clear Selected button to delete the selected
messages.

OR
Select the Clear All button to delete all messages.
OR
Select the Clear This Page button to delete all messages displayed on the current page.

1. After you are finished reviewing/deleting your message(s), select the Return button. The
Employee Main Menu is displayed.
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