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Latest Update Information

The following change has been made to the webTA 4.2 Employee procedure:

Section Description of Change

webTA 4.2 Employee This procedure has been reviewed as part of the annual review
process and no changes are required.
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Accessibility for Users of Assistive Technology with webTA 4.2

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

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 buttons, select the Enter key.
e To navigate and select radio buttons, select the Up and Down Arrow keys.
e To select and deselect check boxes, press the Spacebar.
e To navigate and select dates from the Calendar picker, use the following options:

e To move to the day to the left, select Control + Left Arrow.
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e To move to the day to the right, select Control + Right Arrow.
e To move to the row above, select Control + Up Arrow.
e To move to the row below, select Control + Down Arrow.
e To change the month, select the Page Up or Page Down key.
e To navigate and select options from combination boxes, use the following options:
e To view all options, press the Spacebar.
e To move through options, select the Up and Down Arrow keys.
e To select an option, select the Enter key.
e To navigate and select options from a selection box, select the Up and Down Arrow keys.
e To navigate and select options from the Role selection box, use the following options:
e To view all options, select the Enter key.
e To move through the options, select the Tab key.
e To select an option, select the Enter key.

e To navigate and select options from the Transaction Code selection box on the Timesheet
pages, use the following options:

e To move through the options, select the Up and Down Arrow keys.

e To select an option, select the Enter key.

e To clear current options, select the Backspace key once, then type the search criteria.
e To insert a daily comment on a Timesheet page, select Shift + R.

e To display and place the focus on Skip Link, select Alt + P.
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,
Department/Agency/Bureau Contact, Contact Type 04, should call the NFC Contact Center at
1-855-NFC-4GOV (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 by Courier
New font and in bold.

References to email addresses are indicated in
italics.

References to menu options are indicated in
italics and in bold.

References to system messages are indicated by
Courier New font and are italicized.

References to valid values are indicated by
Courier New font and are italicized.

References to actual data are indicated by
Courier New font.

References to telephone numbers are indicated
in 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
Us Feedback button on any page within the manual. A popup will appear for you to add
comments. Your response generates an email that 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 i1s 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 T&A data from anywhere they have an Internet connection. Transaction Code (TC) and
leave type tables are used to enter data in webTA. Once approved, the timesheets 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) daily
feed from NFC. This information is retrieved from PPS after the Personnel Input and Edit
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
daily 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 timesheet 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 timesheets.
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e Perform certain edits to determine if the data is correct.

e Provide T&A related reports.

Timesheets 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 timesheets in question
are placed in an error suspense file. Timesheet errors are corrected by NFC and are again
processed through TIME. After timesheets pass all edits and are validated, the database is
updated for subsequent payment processing.

Timely submission of timesheets is necessary because of the impact on the Employee’s pay.
Timesheets should be completed on the last day of the pay period and processed as soon as
possible. Timesheets 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:

Related Systems and APPLICALIONS ..........coooiiiiiiiiie e 8

REfErenCe Material..........ooooviiiiiiii ettt e e e e eeaaan 10

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

Adjustment Processing System (ADJP). ADJP provides automatic handling of a variety of
payroll adjustments. This system processes adjustments due to corrected T&As and late
personnel actions effective up to 1 prior year.

Bi-Weekly Examination Analysis and Reporting System (BEAR). BEAR analyzes payroll
and personnel transactions that occurred during the processing of each pay period. BEAR
generates a multitude of end-of-pay-period report notifications and generates certain personnel
actions.

Employee Personal Page (EPP). EPP is used by employees to view payroll, leave, travel, health
insurance, life insurance, and other personal information. It also displays news items from the
Agency or NFC. EPP further allows employees to link to other sites, such as Thrift Savings Plan
(TSP), Combined Federal Campaign (CFC) Give Back, etc. 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
administrative tasks associated with human resource management and reduce internal operational
costs using industry best practices.
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Financial Management Modernization Initiative (FMMI). FMMI is an advanced, Web-based
core financial management application that complies with Federal accounting and systems
standards. FMMI provides a daily feed to webTA to update accounting codes.

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 a menu-driven system used for inquiry
access to an employee’s current personnel data and certain historical payroll data as a result of
transactions processed in PPS.

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 Computation System (PAYE). PAYE is the heart of the integrated PPS. It performs the
complicated computation routines required to produce net salary data for disbursement and
transmission to Treasury. In addition to creating disbursement data, PAYE also creates

accounting records that are processed and reported through the Payroll Accounting System
(PACS).

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 and Edit 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. After the data is released to PEPL, it is retrieved during
the pay period, and the information is displayed in IRIS.

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
displayed in IRIS. PEPL also produces a log of all transactions applied to the database, as well as
utilization and management reports.
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Position Management System Online (PMSQO). 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,
Workforce, and Security 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 timesheets 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
timesheet in question is placed in an error suspense file. The timesheet is corrected at NFC and is
processed through TIME again. After the timesheet 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 timesheets. It is also used to transfer leave for employees participating in the Voluntary
Leave Transfer Program (VLTP) and the Voluntary Leave Bank Program (VLBP), or the
Emergency Leave Transfer Program (ELTP).

Reference Material

Additional information regarding timekeeping and T&A processing may be found in the Time
and Attendance Instructions (TNAINST) and the TIME Edit Messages procedures. To view
these procedures, select HR and Payroll Clients from the MyNFC drop-down menu on the
NFC home page. At the HR and Payroll Clients page, select the Publications tab and select the
T&A Processing category to access these procedures.

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:

LOGGING TN e e s 11
[ e Yoo |1 0T [ @ 10 | SR P U OPUPPPPPRN 19
INDOX e 19
S To] o 11 ol TS PO PR PT ORI 20
[ 1= 1 o RO PUPPPPRTN 21

Logging In
Users may log in to webTA via:

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

e cAuthentication (Personal Identity Verification (PIV) or Common Access Card (CAC))
To Log In Using a User ID and Password:
1. Connect to the NFC Home page (http://www.nfc.usda.gov).

2. Select the Applications link. The Application Launchpad is displayed.

11
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3. Select the webTA icon. The webTA Time and Attendance Application landing page is
displayed.
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webTA: Time and Attendance
Application

Want to receive updates on what's relevant to webTA? Enter your email address below and
get timely notifications on when maintenance occurs, updates to the application, and more

B Ty .-

*Email Address

EEEEEl
LHICH KK
LR BN

-
=

LH I
THIEHY
(HET

Choose a Sign in Option Need Assistance?

Need assistance with accessibility?
Please see our help sections for webTA 4 2

Please choosa from ane of the sign in options below. If you are unzure of
which option you should choose, please contact your Personnel Office or

Timekeeper. Accessibility or webTA 3.8 Accessibility.

Sign inte webTA 4.2 for USDA ‘ Have questions about your timesheet or leave
balance?
Contact your Personnel Office or your

Sign into webTA 5.0 for SBA ‘ Timekeeper.

Sign into webTA 3.8 for DHS l

Sign into wabTA 3.8 for DO ‘

Sign into webTA 3.8 for Non-USDA ‘
NFC Wak Site Accassibility Privacy Polcy Information Quality UsDA USA gov Whitehouse . goy

Figure 1: webTA Landing Page
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4. Select the applicable webTA sign in option. The webTA login page is displayed.
" -, |
“"WEBTA' ...

Click here to login via eAuth

Figure 2: webTA Login Page
5. Complete the following fields:
User ID (see "User ID Field Instruction - webTA" on page 143)
Password (see "Password Field Instruction - webTA" on page 136)
6. Select the Log In button. The webTA Main Menu page is displayed.
To Log In Using eAuthentication with PIV/CAC:
1. Connect to the NFC Home page (http://www.nfc.usda.gov).

2. Select the Applications link. The Application Launchpad is displayed.
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3. Select the webTA icon. The webTA Time and Attendance Application landing page is
displayed.
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get timely notifications on when maintenance occurs, updates to the application, and more

B Ty .-

*Email Address

EEEEEl
LHICH KK
LR BN

-
=

LH I
THIEHY
(HET

Choose a Sign in Option Need Assistance?
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Please choosa from ane of the sign in options below. If you are unzure of
which option you should choose, please contact your Personnel Office or

Timekeeper. Accessibility or webTA 3.8 Accessibility.

Sign inte webTA 4.2 for USDA ‘ Have questions about your timesheet or leave
balance?
Contact your Personnel Office or your

Sign into webTA 5.0 for SBA ‘ Timekeeper.

Sign into webTA 3.8 for DHS l

Sign into wabTA 3.8 for DO ‘
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Figure 3: webTA Landing Page
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4. Select the applicable webTA sign in option. The webTA login page is displayed.

i -\ ——
"WEBTA ...

Click here to login via eAuth

Figure 4: webTA Login Page

5. Select the Click here to login via eAuth link. The eAuthentication login page is displayed.

USDA eAuthentication S

.5, DEPARTMENT OF AGRICULTURE

We’ll take you to your destination in just a moment...

The application you are accessing requires you to log in to USDA eAuthentication. Please log in or create an
account.

. Log In with @ I l Log In with
(8 PIV/CAC Password

User ID

Password

B Show Password

Log In with Password

Create | /| Update
Account Account

Figure 5: eAuthentication Logln Page

Note: At this point, you may have to select your Agency if you have not previously saved this
information.

6. Select the Log in with PIV/CAC button. The Windows Security Select a Certificate page is
displayed.
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7. Select the OK button. The applicable Windows Security Smart Card popup will appear.

Note: Prior to selecting the OK button, ensure that the credential information displayed on the
Certificate page is correct. If not, select the More choices option, select the correct credentials,
then select the OK button.

8. Enter your PIN.

9. Select the OK button. The webTA 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. Select the Applications tab. The Application Launchpad is displayed.
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3. Select the webTA icon. The webTA Time and Attendance Application landing page is
displayed.

Training

“WEBTA'

National Finance Center

webTA: Time and Attendance
Application

Wani to receive updates on what's relevant to webTA? Enter your email address below and
get timely notifications on when maintenance occurs, updates to the application, and more

|
|
|
|
|

- e
*Email Address :::::::
B

Choose a Sign in Option Need Assistance?

Need assistance with accessibility?
Please see our help sections for webTA 4 2

Please choose from one of the sign in options below. If you are unsure of
which option you should choose, please contact your Personnel Office or

Timekeeper. Accessibility or webTA 3.8 Accessibility.

Sign into webTA 4.2 for USDA Have questions about your timesheet or leave
balance?
Contact your Personnel Office or your

Sign into webTA 5 0 for SBA Timekeeper.

Sign into webTA 3.8 for DHS l

Sign inte wabTA 3.8 for DO ‘

Sign Into webTA 3.8 for Non-USDA ‘
NFC Wab Site Arcassibility Privacy Poliey Information Quality UsDA Usa gov Whitehousa gov

Figure 6: webTA Landing Page
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4. Select the applicable webTA sign in option. The webTA login page is displayed.

2 -\
"WEBTA ..

Click here to login via eAuth

Figure 7: webTA Login Page
5. Select the Click here to login via eAuth link. The eAuthentication login page is displayed.

USDA eAuthentication e

S .5, DEPARTMENT OF AGRICULTURE

We’ll take you to your destination in just a moment...

The application you are accessing requires you to log in to USDA eAuthentication. Please log in or create an
account.

Log In with @ I l Log In with
g Password

PIV/CAC

User D

Password

B Show Password

Create | /| Update
Account Account

Figure 8: eAuthentication Logln Page
6. Complete the following Log In with Password fields:

User ID (see "User ID Field Instruction" on page 143)
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Password (see "Password Field Instruction" on page 136)

7. Select the Log In with Password button. The webTA Main Menu page is displayed.

Logging Out

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

Inbox

Inbox is available on the Employee Main Menu to read system-generated messages, as well as
messages from Timekeepers and Supervisors. The number of unread messages in the Inbox is
displayed in parentheses.

The Send Message To Timekeeper and the Send Message To Supervisor options are used by the
Employee to send messages. For more information on these options, see Sending Messages (on
page 41).

Note: Employees are encouraged to check their Inbox regularly.

To View Messages in the Inbox:

1. Select the Inbox link on the Employee Main Menu page. The Inbox - Messages page is
displayed.

:
“WEBTA" enpiore

Inbox - Messages for DOE, John

Priority Subject Sender Date Message Delete
gil:rc";l:e;nm%heel Dos, Jans ?ig'zﬁs ,22.113 Don't forget to validate your timesheet before you leave for vacation!
I}.\epa;;l:.;quest SYSTEM ?inzﬁfﬂsj for o, m::e_ Jane has approved the leave request for 8:00 hours submitted on 09/17/2013

@ Pt | SvSTen | ST e i et £ o o o b [

13 of 3 Recoecs 1 V'"El:

Delete Page Delete All

Figure 9: Inbox

2. View the message(s) on the page.

Note: Messages marked with an exclamation point (!) indicate a high-priority message.

At this point, the following options are available:
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Step Description

Select the X in the Delete | Deletes the individual message.

column

Select the Delete Page Deletes the entire page of messages.
button

Select the Delete All Delete all messages in the Inbox.
button

After making the appropriate selection, you may select the Employee tab to return to the
Employee Main Menu page.

Sorting Lists

Some webTA pages have lists in a table format. Most of these lists can be sorted by selecting the

arrow.

Note: Sorting a column sorts the entire table by row, not just the items in the column.

To Sort a List:

1.

Select the header of the column to enable the arrow.

Inbox [0] | Settings | Help | Log Out

FWEBTA

Emgloyee Main Menu

COP Events

» Employee User ID Injury Number Date Of Injury COP Status Return to Werk Date COP Used to Date Organization
DOE, JOHK DOEJ 0801 DE01/2017 Terminatad 0R31/2017 30 Days OCFO
DOEJ n&02 0170212018 Terminated 011072018 6 Days OCFO
DOEJ 0807 05/16/2018 Active 06182018 0 Days OCFO

=

B

Figure 10: Example of a Page with Sorting Lists

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.

At this point, you may select the Cancel button to return to the Employee Main Menu
page.
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Help

Help is available on all pages in webTA. Help pages contain a sidebar menu and a search feature.
There is also a print feature available.

To Access Help:

1. Select the Help link on any page in webTA. A Help page is displayed.

i+ webTA Help ~ About webTA online help - - o x
@ Secure
“WEBTA )
(] About Help About Help >
About webTA online help »

Accessibility About webTA online help

Accounts and POls

Profiles Online help is available throughout the webTA application. Online help is best viewed with Internet

Timesheets Explorer version 9 or higher. Some online help topics and tities may refer to your Agency. These topics

Leave Requests

Premium Pay Requests
Schedules

Messages

Reports

Leave Transfer Program

Working with Users

System Administration and Configuration
Case Tracking

Continuation of Pay

Emergency Contact Management

provide details and procedures unique to your Agency.

Accessibility Help
For accassibility information, please see these topics:
Activating buttons and links

Keyboard shortcuts for navigation
Other keyboard shortcuts

Required fields

Labor Distribution
Labor Management

System time outs
Telework

Navigating and using online help

To navigate online help. take these steps:

1. Click Help from the Utility menu,
The webTA online help window opens and the current topic appears in the right pane of the window

2. Click topics in the table of contents in the left pane of the Help window to access additional help.
-OR-
If related topic links are listed, click the appropriate link in the Related Topics list

To exit online help, take these steps:

1. Click the “X" in the upper right corner of the Help page to close online Help,

To print online help, take these steps:

1. Click Print in the upper right corner of the Help window to print the topic that is displayed.

To use the online help search option, take these steps:

1. Type aword or phrase in the Search field in the upper right corner of the Help window.
2. Click the magnifying glass icon next to the Search field or press Enter

A list of related topics displays.
3. Click the topic links to open the help that is relevant to your quastion.

Figure 11: Example of a Help Page
2. Select the applicable topic from the sidebar menu.
OR
Enter search criteria in the Search field and select the Search button.

At this point, you may select the X to close the Help page and return to the previous page.
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Employee
Using webTA, an Employee can:

¢ Enter timesheet data.

e View a summary of current pay period timesheet information.
e Submit leave and premium pay requests.

e Submit dollar transaction requests.

e View certified timesheets.

e Select accounting codes.

e Assign descriptions to accounting codes.

e Generate leave audit reports.

e Send messages to Supervisors and/or Timekeepers.
e Maintain schedules.

e Manage emergency contact information.

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

~WEBTA

Employee Main Menu

Time
Timesheet
Timesheet Summary
Processed Timesheets
Leave Requests
Premium Pay Requests
Dollar Transaction Requests

Leave Balances

Schedule
Reports
Reports
Continuation of Pay (COP)
COP Events

Accounting

Accounts

Schedule
Schedule Assignment
Shifts

Schedule Templates

Messages
Send Message To Timekeeper

Send Message To Supervisor

Leave Transfer Program

Leave Donations

Emergency Contacts
My Contacts

Figure 12: Employee Main Menu Page
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Employee Profile

The Employee Profile page contains the Employee's personal information. This is a read-only
page. While most fields on this page are updated by PPS feeds, some may be updated by the
Timekeeper and Master Timekeeper.

“WEBTA Employee Inbox [3] | Settings | Help | Log Out
Employee Profile » DOE, JOHN
Settings » Itemns marked with an asterisks are required
. No Time Tracking:
Calendars User ID: DOEJ
First Name: JOHN

Middle Name:
Last Name: DOE

Employee ID:

E Auth Internal 1D:

Active:
Essential:
Supervisor: DOE, JANE - DOEJ1
Timekeeper: DOE, THOMAS - DOET

* Organization: OCFO 00 00 0000 00 00 00 00
E-Mail Address: john.doe@usda gov
Timezone:

Start Page: Highest Role Manu
POI: 5317
Override EmpowHR Supervisor Assignment:

Figure 13: Employee Profile Page
Other pages that are available from the Employee Profile page include:

e Licenses - Displays which webTA licenses the Employee is authorized to use. For more
information, see Licenses (on page 28).

e (alendars - Displays which calendar(s) are assigned to the Employee. For more
information, see Calendars (on page 30).

e Manage Roles - Displays the Employee's assigned roles. For more information, see
Manage Roles (on page 32).

e Timesheet Details - Displays the Employee's Timesheet Details. For more information,
see Timesheet Details (on page 33).

e Timesheet Profile - Displays the Employee's Timesheet Profile. For more information,
see Timesheet Profile (on page 35).

e FMLA/FMLA Military - Displays the Employee's Family and Medical Leave Act
(FMLA)/FMLA Military information, if applicable. For more information, see
FMLA/FMLA Military (on page 38).
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e Disabled Veteran Leave - Displays the Employee's Disabled Veteran Leave information,
if applicable. For more information, see Disabled Veteran Leave (on page 39).

e Telework - Reserved for future use.

For more information see:

Y= 1 €[ o [ SRS UPPTPR PP 27
LICEBINSES ..ottt 28
CAIBNTAIS ...ttt e 30
MBNAGE ROIES ... e 32
TIMESNEEE DELAIIS ..ottt 33
TIMESNEEEL PrOfile ....oeiiiiiiiii e 35
FMLA/FMLA MIITANY ettt e e et e e e 38
Disabled Veteran LEAVE ..........cccoiii it 39
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Settings

The Employee Profile page contains an Employee's personal information. While most fields on
this page are updated by PPS feeds, some may be updated by the Timekeeper and Master
Timekeeper.

To view your Employee Profile page, select the Settings link on the Employee Main Menu page.
The Employee Profile page is displayed.

Note: You can access the Licenses, Calendars, Manage Roles, Timesheet Details, Timesheet Profile,
FMLA/FMLA Military, and Disabled Veteran Leave options from the Employee Profile page.

“WEBTA' _ enore
Employee Profile » DOE, JOHN
Settings » Iterns marked with an asterisk+ are required
:5.-;3[1:-,-_15 No Time Tracking:
Calendars User ID: DOEJ
First Name: JOHN
Manage Roles Middle Name:
. Last Name: DOE
Employee ID:
Disabled Veteran Leave E Auth Internal 1D:
Telework Active:
Essential:

Supervisor: DOE, JANE - DOEJ1
Timekeeper: DOE, THOMAS - DOET

* Organization: QCFOQ 00 00 0000 00 00 00 00
E-Mail Address: john.dos@usda gov
Timezone:

Start Page: Highest Role Menu
POI: 5317
Override EmpowHR Supervisor Assignment:

Figure 14: Employee Profile Page
The following fields are displayed:
No Time Tracking (see "No Time Tracking Field Description" on page 135)
User ID (see "User ID Field Description" on page 143)
First Name (see "First Name Field Description" on page 133)
Middle Name (see "Middle Name Field Description" on page 135)
Last Name (see "Last Name Field Description" on page 134)

Employee ID (see "Employee ID Field Description" on page 132)
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E Auth Internal ID (see "E Auth Internal ID Field Description" on page 131)
Active (see "Active Field Description" on page 129)

Essential (see "Essential Field Description" on page 133)

Supervisor (see "Supervisor Field Description" on page 140)

Timekeeper (see "Timekeeper Field Description" on page 141)

Organization (see "Organization Field Description (Required)" on page 136)
E-Mail Address (see "E-Mail Address Field Description" on page 132)
Timezone (see "Timezone Field Description" on page 141)

Start Page (see "Start Page Field Description" on page 139)

POI (see "POI Field Description" on page 137)

Override EmpowHR Supervisor Assignment (see "Override EmpowHR Supervisor Assignment
Field Description" on page 136)

At this point, you may select the Employee tab to return to the Employee Main Menu page.

Licenses

The Licenses page displays which webTA licenses an Employee may use. This is read-only page
and the licenses approved for use will determine an Employee's main menu options.

To Display the Licenses Page:

1. Select the Settings link on the Employee Main Menu page. The Employee Profile page is
displayed.
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Note: You can access the Licenses, Calendars, Manage Roles, Timesheet Details, Timesheet
Profile, FMLA/FMLA Military, and Disabled Veteran Leave options from the Employee Profile

page.

“WERTA'

Employee

Inbox [3] | Settings | Help | Log Out

Employee Profile » DOE, JOHN

Settings » Iterns marked with an asterisks are required
Licenses No Time Tracking:
Calendars User ID:
sesesnene First Name:
Manage Roles Middle Name:
Timesheet Details
) - Last Name:
Timesheet Profile
FMLA/FMLA Miktary Employee ID:
Disabled Veteran Leave E Auth Internal 1D:
Telework Active:
Essential:
Supervisor:
Timekeeper:

* Organization:
E-Mail Address:
Timezone:

Start Page:
POI:

Override EmpowHR Supervisor Assignment:

Figure 15: Employee Profile Page

“WEBTA

Employee

DOEJ
JOHN

DOE

DOE, JANE - DOEJ1
DOE, THOMAS - DOET

QCFO 00 00 0000 00 00 00 00
john.doe@usda. gov
temn Time (U5 & Canada), Bogota, Lima

Highest Role Menu
5317

2. Select the Licenses link from the sidebar menu. The Licenses page is displayed.

Inbox [0] | Settings | Help | Log Out

Licenses » DOE, JOHN

Settings
Licenses »
Calendars

License

webTA

webTA Advanced Scheduling
reesmeees webTA Continuation of Pay
Manage Roles
Timesheet Details
Timesheast Profile
FMLA/FMLA Military
Disabled Veteran Leave
Telework

webTA Labor Management

webTA Telework
webTA Web Services

Figure 16: Licenses Page

The following fields are displayed:

webTA NFC Bi-Directional Interface

webTA Emergency Contacts Management

webTA (see "webTA Field Description" on page 143)

webTA Advanced Scheduling (see "webTA Advanced Scheduling Field Description" on

page 143)

29



W webTA 4.2 Employee
v ¥

Publication Category: T&A Processing

webTA Continuation of Pay (see "webTA Continuation of Pay Field Description" on
page 143)

webTA Emergency Contacts Management (see "webTA Emergency Contacts
Management Field Description" on page 143)

webTA Labor Management (see "webTA Labor Management Field Description" on
page 144)

webTA NFC Bi-Directional Interface (see "webTA NFC Bi-Directional Interface Field
Description" on page 144)

webTA Telework (see "webTA Telework Field Description" on page 144)
webTA Web Services (see "webTA Web Services Field Description" on page 144)

At this point, you may select the Employee tab to return to the Employee Main Menu
page.

Calendars

The Calendars page displays holiday calendars assigned to the employee. These holidays are
automatically populated on your timesheet. The Calendars page is read-only.

To Display the Calendars Page:

1. Select the Settings link on the Employee Main Menu page. The Employee Profile page is
displayed.
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Note: You can access the Licenses, Calendars, Manage Roles, Timesheet Details, Timesheet
Profile, FMLA/FMLA Military, and Disabled Veteran Leave options from the Employee Profile

page.

“WEBTA' _enpioee

Employee Profile » DOE, JOHN

Settings » Iterns marked with an asterisks are required

Licenses No Time Tracking:
Calendars User ID: DOEJ
sescsvsee First Name: JOHN
Manage Roles Middle Name:

Timesheet Details

Last Name: DOE
Timesheet Profile

FMLA/FMLA Military Employee ID:

Disabled Veteran Leave E Auth Internal 1D:

Telework Active: »
Essential:

Supervisor: DOE, JANE - DOEJ1
Timekeeper: DOE, THOMAS - DOET

* Organization: QCFO 00 00 0000 00 00 00 00
E-Mail Address: john.doe@usda gov

Timezone: | GMT -5:00 Eastern Time (US & Canada), Bogota, Lima v

Start Page: Highest Role Menu
POI: 5317

Override EmpowHR Supervisor Assignment:

Figure 17: Employee Profile Page

2. Select the Calendars link from the sidebar menu. The Calendars page is displayed.

~WEBTA"  enpioye

Calendars » DOE, JOHN

Settings Calendar Calendar Type
Licenses # US Federal Holiday Calendar  Holiday Calendar
Calendars »

FE N R RN

Manage Roles
Timeshest Details
Timesheset Profile
FMLAFMLA Military
Disabled Veteran Leave
Telework

Figure 18: Calendars Page
The following fields are displayed:
Calendar (see "Calendar Field Description" on page 130)

Calendar Type (see "Calendar Type Field Description" on page 131)
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At this point, you may select the Employee tab to return to the Employee Main Menu

page.

Manage Roles

The Role Assignments page is read-only and displays the roles assigned to the Employee.

To Display the Role Assignment Page:

1.

Select the Settings link on the Employee Main Menu page. The Employee Profile page is

displayed.

Note: You can access the Licenses, Calendars, Manage Roles, Timesheet Details, Timesheet
Profile, FMLA/FMLA Military, and Disabled Veteran Leave options from the Employee Profile

page.

.

ate -
WEBTA Employee Inbox [3] | Settings | Help | Log Out
Employee Profile » DOE, JOHN

Settings » Itemns marked with an asterisks are requirsd
Licenses No Time Tracking:
Calendars User ID: DOEJ
tesssneen First Name: JOHN
Manage Roles Middle Name:
Timesh il

imesheet Details Last Name: DOE
Timesheet Profile
FMLA/FMLA Military Employee ID:
Disabled Veteran Leave E Auth Internal 1D:
Telework Active:

Essential:
Supervisor: DOE, JANE - DOEJ1
Timekeeper: DOE, THOMAS - DOET

* Organization:
E-Mail Address:
Timezone:

Start Page:
POI:

Override EmpowHR Supervisor Assignment:

Figure 19: Employee Profile Page

QCFO 00 00 0000 00 00 00 00
john.doe@usda. gov
n Time (US & Canada), Bogota, Lima

Highest Role Menu
5317
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2. Select the Manage Roles link from the sidebar menu. The Role Assignments page is
displayed listing the roles assigned to the Employee.

~WEBTA_ enpioree

Role Assignments » DOE, JOHN

Settings Role Assignments
Licenses Role Properties
Calendars ~ Employee Disable Auto Spend Deferred LTP
essssecese Timekeeper Local Corrections
Manage Roles » Supenriscr Self Certify
T?meshee[ Detﬁils Master Timekeeper Editable )
Timesheet Profile Local Corrections
FMLA/FMLA Military Master Supervisor —
Disabled Veteran Leave Agency
Telework BiDirectional Config Menu On

HR Administrator Department

LTP Menu On
Org Tree Menu On

Administrator —

Project Manager

Access

Account Manager

COP Administrator —

ECM Administrator 32::31 ent

Engineer

Leave Transfer Program Manager Jlgg;:r?:nem

Operations

POD

Telework Coordinator Jlgg;:fuynem

Telework Managing Officer ‘Bg::r?nem

Figure 20: Role Assignments Page

At this point, you may select the Employee link to return to the Employee Main Menu
page.

Timesheet Details

The Timesheet Details page displays information about the Employee's timesheet and is
read-only.

To Display the Timesheet Details Page:

1. Select the Settings link on the Employee Main Menu page. The Employee Profile page is
displayed.
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Note: You can access the Licenses, Calendars, Manage Roles, Timesheet Details, Timesheet
Profile, FMLA/FMLA Military, and Disabled Veteran Leave options from the Employee Profile

page.

“WEBTA"

Employee

Inbox [3] | Settings | Help | Log Out

Employee Profile » DOE, JOHN

Settings »
Licenses
Calendars

T EEEEERY]

Manage Roles
Timesheet Details
Timesheet Profile
FMLA/FMLA Military
Disabled Veteran Leave
Telework

Items marked with an asterisk+ are required

No Time Tracking:
User ID:

First Name:
Middle Name:
Last Name:
Employee ID:

E Auth Internal 1D:
Active:
Essential:
Supervisor:
Timekeeper:

* Organization:
E-Mail Address:
Timezone:

Start Page:

POI:

Override EmpowHR Supervisor Assignment:

Figure 21: Employee Profile Page

DOEJ
JOHN

DOE

DOE, JANE - DOEJ1
DOE, THOMAS - DOET

OCFO 00 00 0000 00 00 00 00
john.doe@usda. gov

T

GMT -5:00 Eastern Time (US & Canada ma v
Highest Role Manu
5317

2. Select the Timesheet Details link from the sidebar menu. The Timesheet Details page is

displayed.

“WEBTA'

Employee

Inbox [0] | Settings | Help | Log Out

Timesheet Details » DOE, JOHN

Settings
Licenses
Calendars

 EE NN R NN

Manage Roles
Timesheet Details »
Timesheet Profile
FMLA/FMLA Military

Disabled Veteran Leave

Telework

ltems marked with an asterisk* are required

Timesheet Details

Retain Data Type:
Start Pay Period for Timesheet:
Timesheet Entry Type:

Approvers

Timekeeper:

DOE, THOMAS - DOET

* Supervisor:

Figure 22: Timesheet Details Page

The following fields are displayed:

DOE, JANE - DOEJ

Retain Data Type (see "Retain Data Type Field Description" on page 138)
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Start Pay Period for Timesheet (see "Start Pay Period for Timesheet Field Description"
on page 139)

Timesheet Entry Type (see "Timesheet Entry Type Field Description" on page 141)
Timekeeper (see "Timekeeper Field Description" on page 141)
Supervisor (see "Supervisor Field Description" on page 140)

At this point, you may select the Employee tab to return to the Employee Main Menu
page.

Timesheet Profile

The Timesheet Profile page displays information about the Employee's timesheet each pay
period. The information on the Timesheet Profile is updated daily from EmpowHR and is
read-only.

To Display the Timesheet Profile Page:

1. Select the Settings link on the Employee Main Menu page. The Employee Profile page is
displayed.
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Note: You can access the Licenses, Calendars, Manage Roles, Timesheet Details, Timesheet
Profile, FMLA/FMLA Military, and Disabled Veteran Leave options from the Employee Profile

page.

“WEBTA"

Employee

Employee Profile » DOE, JOHN

Settings »
Licenses
Calendars

T EEEEERY]

Manage Roles
Timesheet Details
Timesheet Profile
FMLA/FMLA Military
Disabled Veteran Leave
Telework

Iterms marked with an asleriske

Figure 23: Employee Profile Page

are required

No Time Tracking:
User ID:

First Name:
Middle Name:
Last Name:
Employee ID:

E Auth Internal 1D:
Active:

Essential:
Supervisor:
Timekeeper:

* Organization:
E-Mail Address:

Timezone:

Start Page:
POI:

Override EmpowHR Supervisor Assignment:

DOEJ
JOHN

DOE

DOE, JANE - DOEJ1
DOE, THOMAS - DOET

OCFO 00 00 0000 00 00 00 00

john.doe@usda. gov

GMT -5:00 Eastern Time (U5 & Canada ma
Highest Role Manu
5317
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2. Select the Timesheet Profile link from the sidebar menu. The Timesheet Profile page is
displayed.

"WEBTA' _ erpione

Timesheet Profile » DOE, JOHN

Setings Hems market vith an asteis re requied
ieerses Pay Period:  09-2018 " Apr 29. 2018-May 12,2013

Manage Roles Status Change

Timesheet Details
Timesheet Profile »

FMLAFMLA Miltary

Disabled Veteran Leave  Status
Telework

Status Change Type: None
Status Change Day: None

Oath of Off
Final Report:

On Hold: No
Pay Details

Payplan: GS General Schedule (reg)
Tour of duty: Full Time
Duty Hours: 80
Work Week: Mon-Fri
Alternative Work Schedule: Regular 8-hour Days

Overtime/Standby

RSO/ Salary Cap: None
Standby Hours Week 1:
Standby Hours Week 2:
Standby AUO Percent:

Leave

Service Computation Date: Jan 01,2014
Leave Category Override: Default (Based on SCD) (6 hours per pay period)
Leave Ceiling Override: (24000 hours per year)
VLTP Recipient: No
ELTP Recipient: No
Home Leave Computation Date:
Home Leave Category: None
Home Leave End Date:
Military Regular Leave Flag: No
Military Emergency Leave Flag: No
Negative Annual Leave Balance: No
Negative Sick Leave Balance: No
Negative Religious Comp Time Balance: No

Pay Provider - NFC

Agency: OCFO
State Code: Louisiana

: 1690
: 01
00

: No

Miscellaneous
BUS Code:
Accounting
Accounting Type: Manual Account Entry

EmpowHR

Amt in Appointment:
Appointment Expiration Date:
Days in Appointment
Department Description:
Dept Code:
Detail Expiration Date:
Duty Station City Code:
Duty Station City Description:
Duty Station County Code:
Duty Station County Description:
Duty Station State Code:
Duty Station State Deseription:
Effective Date:
Employment Status:
Employment Type: Exception Hourly
ail:

Start Date:
End Date:
Emergency Preparedness Plan: No

FLSA Indicator: E - Exempt

Hourly Pay Rate:

Hrs in Appointment:

Last Day Worked:

LWOP Expiration Date:

Temporary Position Expiration Date:
Temporary Promotion Expiration Date:
Military Reserve Category:
Occupational Series:
Office Type:
Official Title:

Organiza

Organizational Title:
Phone:
POI: 5317
Retirement Plan: CSRS(7.5 PL 110-161) 20103
Grade:
Step:
EMPLID of Supervisor:
Supervisory Status Code:
Supervisory Status Code Description:
Appointment Type:

Figure 24: Timesheet Profile Page
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At this point, you may select the Employee tab to return to the Employee Main Menu

page.

FMLA/FMLA Military

The FMLA/FMLA Military page is read-only and displays an Employee's FMLA/FMLA
Military information, if applicable. Timekeeper and Master Timekeepers can manually invoke
new FMLA events and delete manually-invoked FMLA events. Manually invoking an FMLA
event bypasses the leave request form process. FMLA may be invoked once every 12 months.
When the expiration date is reached, the FMLA and FMLA Military tracking leave balances are

automatically set to zero.

To Display the FMLA/FMLA Military Information Page:

1. Select the Settings link on the Employee Main Menu page. The Employee Profile page is

displayed.

Note: You can access the Licenses, Calendars, Manage Roles, Timesheet Details, Timesheet
Profile, FMLA/FMLA Military, and Disabled Veteran Leave options from the Employee Profile

page.

“WEBTA"

Employee

Inbox [3] | Settings | Help | Log Out

Employee Profile » DOE, JOHN

Settings »
Licenses

Calendars

Manage Roles
Timesheet Details

Tiry eet Profile
FMLA/FMLA Military
Disabled Veteran Leave
Telework

Figure 25: Employee Profile Page

Items marked with an aslerisk~ are required
No Time Tracking:
User ID:
First Name:
Middle Name:
Last Name:
Employee ID:
E Auth Internal 1D:
Active:
Essential:
Supervisor:
Timekeeper:
* Organization:

E-Mail Address:
Timezone:

Start Page:
POI:
Override EmpowHR Supervisor Assignment:

DOEJ
JOHN

DOE, JANE - DOEJ1
DOE, THOMAS - DOET

QCFO 00 00 0000 00 00 0000

john.doe@usda. gov

Highest Role Menu
5317
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2. Select the FMLA/FMLA Military link from the sidebar menu. The FMLA/FMLA Military
page is displayed.

“WEBTA' _ enpioye

FMLA/FMLA Military » DOE, JOHN

Settings FMLA and FMLA Military

Licenses FMLA Invocations

Calendars ¥ Leave Type Start Date Expiration Date
FMLA February 4, 2018 | February 3, 2019

MEII"IEQE Roles 1-1 of 1 Records 1 View EI

Timesheet Details
Timeshest Profile
FMLA/FMLA Military »
Disabled Veteran Leave
Telawork

Figure 26: FMLA FMLA Military Page

At this point, you may select the Employee tab to return to the Employee Main Menu
page.

Disabled Veteran Leave

The Wounded Warriors Federal Leave Act of 2015 mandates that any new Federal Employee
(hired on or after November 5, 2016) who is a Veteran with a service-connected disability rated
at 30 percent or more be granted immediate access to 104 hours of Disabled Veteran Leave. This
leave may only be used within a continuous 12 month period beginning on the first day of
employment/reemployment and may not exceed 104 hours; however, some Employees with an
uncommon tour of duty may exceed 104 hours.

Part-time, non-seasonal, and full-time seasonal Employees' leave will be prorated based on the
Employee's tour of duty. Any Disabled Veteran Leave credited to an Employee that is not used
during the first 12 months of employment and/or reemployment shall be forfeited.

If the Employee is reinstated after a break in service, or transferred and has a sick leave credit
balance when they are hired, the amount of Disabled Veteran Leave will be reduced by the
amount of sick leave that the Employee has available on the first day of the reemployment.

Note: Select the Leave Balances link from the Time menu on the Employee Main Menu page to check
your Disabled Veteran Leave balance.
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To View the Disabled Veteran Leave Page:

1. Select the Settings link on the Employee Main Menu page. The Employee Profile page is
displayed.

“WEBTA'_enpioree

Employee Profile » DOE, JOHN

Settings » Iterns marked with an asterisks are required

Licenses No Time Tracking:
Calendars User ID: DOEJ
tescsnsee First Name: JOHN
Manage Roles Middle Name:

Timesheet Details

Last Name: DOE
Timesheet Profile

FMLA/FMLA Military Employee ID:

Disabled Veteran Leave E Auth Internal ID:

Telework Active: »
Essential:

Supervisor: DOE, JANE - DOEJ1
Timekeeper: DOE, THOMAS - DOET

* Organization: QCFO 00 00 0000 00 00 00 00
E-Mail Address: john.doe@usda gov

Timezone: | GMT -5:00 Eastern Time (US & Canada), Bogota, Lima v

Start Page: Highest Role Menu
POI: 5317

Override EmpowHR Supervisor Assignment:

Figure 27: Employee Profile Page

2. Select the Disabled Veteran Leave link from the sidebar menu. The Disabled Veteran
Leave page is displayed.

“WEBTA"  enpioye

Disabled Veteran Leave »DOE, JOHN

Settings Disabled Veteran Leave
Licenses Start Date: February 4, 2018
Calendars End Date: February 3, 2019

(LR RN NN NN N

Manage Roles

Timeshest Details
Timesheet Profile
FMLA/FMLA Military
Disabled Veteran Leave »
Telework

Figure 28: Disabled Veteran Leave Page

At this point, you may select the Employee tab to return to the Employee Main Menu
page.
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Sending Messages
Employees may send messages to their Timekeeper or Supervisor from within webTA.
To Send a Message:
1. Select either the Send Message To Timekeeper or Send Message To Supervisor from the

Messages section on the Employee Main Menu page. The applicable Send Message page
is displayed.

-
“WEBTA

Employee Main Menu =

Send Message To Timekeeper

Iltems marked with an asterisk* are required.
Recipients: DOE, JOHN
* Subject: I High Importance

* Body:

[ Send Message ] [ Cancel ]

Figure 29: Send Message Page

2. Complete the following fields:
Subject (see "Subject Field Instruction (Required)" on page 140)
Body (see "Body Field Instruction (Required)" on page 130)

3. Select the Send Message button. A confirmation message is displayed, and the message is
routed to the appropriate webTA Inbox.

At this point, you may select the Cancel button to return to the Employee Main Menu
page.
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Timesheet Data

The following types of TCs are contained on your timesheet:

e work time
e leave

e dollar transactions

At the end of the pay period, after all information is entered on your timesheet, you must validate
and then affirm your timesheet. This should always be done by close of business on Tuesday

following the end of a pay period.

This section includes the following topics:

Entering Work Time and Accounting on Your Timesheet..........cccccccovvviiiieneeenien, 43

Validating Your TIMESNEET ..o

Entering Work Time and Accounting on Your Timesheet

The Work Time section of the Timesheet 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.

Note: The Leave Time section of the Timesheet is populated when leave requests are submitted for

approval.
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To Enter Work Time and Accounting on Your Timesheet:

1. Select the Timesheet link from the Time section on the Employee Main Menu page. The
Timesheet page is displayed.
“"WEBTA Inbox [0] | Settings | Help | Log Out
Employee Main Menu >
. Unvalidated Validated Certified  Sent
Timesheet — C o—
Employee: DOE, JOHN Timesheet
Pay Period: |09 -2018 Apr29, 2018-May 12,2018*S v Type: Regular
Status: Unvalidated
Work Time
Sun | Mon | Tue |Wed Thu | Fri | Sat Sun | Mon | Tue | Wed Thu | Fri | Sat
420 430 501 502 503 504 505 ™1 506 507 508 | 509 540 | 511 | sep We2Total
Time In
Time Out
Meal Time
Transaction Account
[+ ] Work Time Total
Leave Time
AD: Start
o Absence End
Transaction Account
[+ | Leave Time Total
Daily Total
Dollar Transactions
Transaction Account Date Amount
Dollar Total
Totals Remarks (0) Leave Balances Telework
Su M T W Th F Sa Su M I W Th E Sa
04729 | 04130 0501 | 05/02 0503 | 0504 @ 0505 | 0506 | 0507 | 0508 0509 0510 | 0511 | 0512
Action Remarks:
s
Characters Remaining: 255
[ save | [ Validate | [ Delete Timesheet | [ Remove All Entries | [ Cancel |
Figure 30: Timesheet Page
2. Select the + (plus sign) in the Work Time Total row of the Work Time section. The

Transaction field is populated with 01 - Regular Base Pay, and the Account field is

populated with Select Account.

Note: You can use the 01 - Regular Base

Pay TC, or you can change the TC.
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3. Select the transaction code link to change the TC. The Select Values for this entry...

popup appecars.
Select values for this entry... x
01 - Regular Base Pay - [ Select Work Time Transaction ]

Figure 31: Select values for this entry...Drop-down List Popup
4. Select the applicable TC from the drop-down list.

5. Select the Select Work Time Transaction button to save the TC and return to the Timesheet
page.

Inbox [0] | Settings. | Help | Log Out

Unwvaldated Vahidated Certified Sant
—.

Timeshest -
Employee:  DOE. JOHN Timesheet Type:  Ragular
Pay Pediod: | 09. 2018 Apr 29, 2015-May 12.2018° 5 v | Sebect Pay Period Status: Unvalidated
Waork Time
Sun Mon Tue Wied Thi Frt Sat Moo Sun e Tt Wed Thy i Sal o o
) &30 501 02 503 504 505 506 o7 508 519 510 i1 512
Time i
— Tems
Meai Time:
Tramsachon Account
a Work Tima Totsl
Leave Time
Absence Start
u Absenca End
Transachon Account
Leave Time Total
Diaity Total
Dollar Transactions
Transacton Account Date Amourt
Dollar Totnl

Totals Remarks (0)  Leave Balsnces  Tebework

Sy M At W ™ Su M W
oazs 430 0501 0502 [0 (i) [ 0508 o507 0504 L] o510 0511 52

Action Remarks:
Charackers Rsmaning 255

[[validate | [ Delete Timesheet | | Remove All Entries | [ Cancel

Figure 32: Timesheet Page - TC Added
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6. Select the Select Account link. The Accounting popup appears.

Accounting x

Account Search Mumber of Resulis Action

20

Select Account
Account Description Select
JOO0O00000K webTA
HO00000000 webTA Documentation
JOO0O00000K webTA Testing
JOO0O00000K Paid Leave

Project Number of Results Action
20 | search |

Select Project

Project Description Select

Clear Selection

A
Figure 33: Accounting Popup
7. Select the Select button for the applicable accounting code. The accounting code is
populated in the Account field.
“WEBTA' g
Urwalidated Validatod Cortiiod  Samt
Timesheet d L+ < B
Employes:  DOE. JOHN Timesheet Type:  Regular
Pay Petiod: 09 . 2018 Apr 29 2018.May 12.2018°5  » Status: Unvalidated
Work Time
b R T R (A M < < S - T I 1 - Mo
o ot
Meal Tima
Transachon Account
El::' Reguiar Base Pay J0000000000 (webTA)
[ « ] Work Time: Total
Leave Time
o e
Transacton Ancount
Leawe Time Total
Daity Total
Dollar Transactions
Transacton Ancount Date Amount
Dollar Total
Totals Remarks (0) _Leave Balances  Telework
Su M T W Th F Sa Sy M T W i) F -]
dad Bakd Lol Ba02 G503 Lo G504 G506 oaaT 0508 L] L5l L0 Loar]

Action Remarks:
Charseieey Ramring 295

[Validate | [ Debete Timesheet | [ Remove Al Entries | [ Cancel

Figure 34: Timesheet Page - Accounting Added
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8.

Complete the following Work Time fields:

Time In (see "Time In Field Instruction" on page 141)

Time Out (see "Time Out Field Instruction" on page 141)
Meal Time (see "Meal Time Field Instruction" on page 135)
TC Line (see "TC Line Field Instruction" on page 141)

Select the Save button to save the timesheet. The Work Time Total field is populated and
the message, Timesheet saved, is displayed.

At this point, you may select the Cancel button to return to the Employee Main Menu
page.

Validating Your Timesheet

Timesheets should be validated by close of business on the first Tuesday of the pay period.

To Validate Your Timesheet:

1.

Select the Timesheet link from the Time section on the Employee Main Menu page. The
Timesheet page is displayed.

“WEEBTA == Inbox [27] | Settings | Help | Log Out
Unvalidated Valdated Cerifed  Sent
Timesheet ——O0—0—O0—
Employes:  DOE. JOHN Temesheet Type:  Regular
Pay Period:  [08. 2018 - Apr 29 2018:May 12, 20188 v | | Select Pay Period Status: Unvalated
Waork Time
Sum Mon Toe vied Tha i Sa Sun om Tum ied Thu n Sat =
429 430 su1 s L] s ws ™ o w07 (=] 519 =10 s o W T
p——
-] Time Cnd
sl Time
Traesscton preoe
e - Fugudar Buane Pay JO00CCOKCN00R (raptiTA, B00 800 00 a0 L] 00 =00 80 a0 800 L1 00 2000
a Work Time Total [ 1] {1 (1] F1 280 00 (1] LT (1] (1] L1 4000 5003
Leave Time
o Atnerce St 500wm
bmance End 18 bham
Tranaachon o saanl
[+ Legve Trms Fowl
Duty Totad %0 1] 1] £00 290 000 1] 1] f 1] 0 590 20005008
Dollar Transactions
Tramaacton Acgaunt Cate Amount
Dottar Total

m Totsls  Remarks (0)  Leave Balances  Telework

Sy M 1 w ™ ] M T W F 53
0429 a0 os01 [0 (5] (2T 0505 0508 080T 0808 0609 o0 s 0512

Action Remarks:

rarscien Mamaneg 28

[Save] [‘aiidate | [DeleteTimesheet| [ Remowe All Entries

Figure 35: Timesheet Page

2. Verify that the Work Time, Leave Time, and Dollar Transactions sections are complete.
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3. Select the Validate button to validate your timesheet. If there are no errors, the Timesheet
Summary page is displayed.

Note: If there are any errors on your timesheet, they will be displayed. You must resolve all errors
before a timesheet may be validated.
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Note: If there are any warnings on your timesheet, they will be displayed. You should resolve
warnings; however, a timesheet may still be validated with warnings.
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“WEBTA'

Inbox [8] | Settings | Help | Log Out

Employee Main Menu = Timesheet =

Timesheet Summary

Employee:  DOE, JOHN Timesheet Type: Regular
Pay Period: (08 - 2018 - Apr 29, 2018-May 12, 2018 PA v | |_Select Pay Period Status: Unvalidated
Work Time
Sun Mon Tue Wed Thu Fri |[Sat| ... Sun Mon Tue Wed Thu Fri @Sal .. L.
429 430 S01 5102 503 S04 805 S/06 S07 S8 509 SM0 S Sn2
Time In
Time Out
Meal Time
Transaction Account
01 - Regular Base Pay POOCODCKICKOOK, (webTA) 200 200 300 800 £00 A000 200 200 500 200 200 A0.00 | 80.00
Work Time Total £00 200 E00 300 800 2000 200 200 500 200 200 4000 2000
Leave Time
Absence Start
Absence End
Transaction Account
Leave Time Total
Daily Total £00 200 &00 300 800 A000 500 500 200 200 200 2000 2000
Dollar Transactions
Transaction Account Date Amount
Dollar Total
Schedule Week
Su M I W In E Sa Su M L W In I7, Sa
04729 04430 05101 05102 0503 0504 05/05 05106 0507 0508 05/08 0510 0511 0512
T . Transaction Totals
mesheet Totals .
Week One Hours: 00 Transaction Code Amount
Week Two Hours: )01 01 - Regular Base Pay 8000
Total Hours: Al
Time In Pay: O
Other Time: 00
Dollar Transactions:  $0.00
Days In Pay: 10
Pay Period Remarks
Pay Period Remarks
Timesheet Entry Remarks
Daily
Date Entry Name, UserlD, Date/Time Role Remark
Leave Requests
Date Times Hours Transaction Status Approver
No leave requests found for this pay period
Premium Pay Requests
Date Times Hours Transaction Status: Approver
No premium pay requests found for this pay period
Leave Data
Accrual Leave Balances
Adj . . EOY Use or
Leave Type Forward Forward Accrued Used  Adjustments Expired Capped Balance Balance Lose
Annual Leave 255,00 228,00 800 000 bo0 000 000 26400 400:00 160,00
Sick Leave 136:00 13600 400 000 ono 0:00 0:00 140:00 208:00 000
Tracking Leave Balances
Leave Type Forward Used U%eat: eTo

There are no tracking leave types with balances for this pay period

Timesheet Profile
Status Change Type: None
Status Change Day: None
Oath of Office: F
Final Report: F
On Hold: F
Payplan: GS General Schedule (reg)
Tour of duty: Full Time
Work Week: Mon-Fn
Duty Hours: &0
Alternative Work Schedule: Regular 8-hour Days
RSO / Salary Cap: None
Standby Hours Week 1:
Standby Hours Week 2:
Standby AUO Percent:
Negative Annual Leave Balance: T
Military Emergency Leave Flag: F
Military Regular Leave Flag: F
Service Computation Date: 01/23/1897
Negative Sick Leave Balance: T

Activity Log

Negative Religious Comp Time Balance:
Leave Ceiling Override:

Leave Category Override: Default (Based on SCD)
Home Leave Computation Date:

Home Leave Category: None

Home Leave End Date:

State Code: Virginia

Agency: OCFO

Town: 0000

New Contact Point: F

Unit: 00

Timekeeper: 00

BUS Code:

Vol. Leave Recipient: No

Eme, Leave Recipient: No

Actual Leave Accrual Rate: 8 Hours/FP
Accounting Type: Manual Account Entry
Personal Leave Ceiling: 240:00
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Figure 36: Timesheet Summary Page
The following information associated with the pay period is displayed, if applicable:

e Validation messages - Displays any errors or warnings applicable to the timesheet.

Note: Any errors must be corrected before a timesheet can be validated.

e Work Time - Displays TCs, hours, and accounting charged for work time.
e Leave Time - Displays TCs, hours, and accounting charged for leave time.

e Dollar Transactions - Displays TCs, amounts, and accounting charged for dollar
transactions.

e Schedule Week - Displays the assigned work schedule.

e Timesheet Totals - Displays Totals, including Weekly, Total Hours, Time in Pay,
Other Time, Dollar Transactions, and Days in Pay. Depending on licensing, totals for
Telework, Labor Distribution and Case Tracking may also be listed.

e Transaction Totals - Displays a breakdown of hours by work and leave time TCs.

e Pay Period Remarks - Displays any pay period remarks.

e Timesheet Entry Remarks - Displays remarks entered for specific time entries.

e Leave Requests - Displays leave request(s) and status of each request.

e Premium Pay Requests - Displays premium pay request(s) and status of each request.
e Leave Data - Displays accrual and tracking leave data.

e Timesheet Profile - Displays timesheet profile information.

e Activity Log - Displays all actions taken on the timesheet by all roles, including the
type of action (Save), the resulting state (Timesheet Saved), the date and time of each
action, the user's name, and the message that the user entered in the Action Remarks
field on the timesheet, if any.

e Labor Distribution - Displays labor distribution information, if applicable.

e Continuation of Pay (COP) - Displays COP information, if applicable.
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4. Select the Affirm button. The Timesheet page is displayed with the message, Timesheet
validated successfully, is displayed, and the status is changed to Validated.

WEBTA™ [y wasser supenisor o desk ser R amin
E 7 gy >

Unvaiidated Vaidated Cerifed  Sent
—_— e —————

Timesheet

| Timesheet valdated successiully |

Employss:  DOE JOHM Timeshee! Type:  Rigular
Pay Period:  [05- 2018 Apr 26, 2018-May 12 2018VE = [ Select Pay Period Status: Vakdabed
Work Time
S Moo Tue Ved | Th Fi | Sal gl 50| Men | T Wed Tha Fi S e
479 a0 Eou L) 02 03 EL ] 06 SO7 50 5109 s sm w1z
Time b
a Tirms Ot
M Tirme
Transacton Azcount
[E]01 - Foagrutar Base Pary JOC0CO0OCCCK (webTA 00 800 800 800 00 0 00 &M &0 800 a0 200 5000
a Work Time Total f 1 B0 BN B0 B AngD ] 1] B 5o 0 A0 3000
Leave Time
Abserce Sta
=] Ansence End
Transacton Accoent
a L Tima Totsl
Daity Total 1] B W B0 ] AngD i 1] B0 i) 00 AR00 5000
Dollar Transactions
Transacton Account Duate
Deodiar Total
Totals  Remarks (0)  Leave Balances  Telework
M T W T 51 S M T w Th F =
of"vzg 0470 os01 0502 050 wfoa [0 406 0407 0808 0509 oL (] 0412
Action Remarks:

Craactes Ahmansy 184

Delete Timesheet | [[Remove All Enties Cancel
Figure 37: Validated Timesheet Page

At this point, you may select the Cancel button to return to the Employee Main Menu
page.
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Remarks

webTA allows the use of two types of remarks: daily and pay period. Daily remarks are added to
specific time entries and are entered in the Daily Remarks field. The remark is then indicated by
a triangle displayed in the corner of the time entry cell. Pay Period remarks are entered in the Pay
Period Remarks field which is accessed via the Remarks tab on the Timesheet page.

Note: The Action Remarks field on the Timesheet page is used to make notes pertaining to the action
being taken on the timesheet at the time it is done. These remarks are displayed in the Activity Log
section of the timesheet.

This section includes the following topics:

Daily REMAIKS ... .ttt e e et e e e e e e tbbe e e e e e e anees 53
Pay Period REMAIKS ...ttt e et e e e e e et ara e e e e e e anne 59

Daily Remarks

Daily remarks apply to a specific time entry. A triangle displayed in the time entry indicates that
there is a remark for that specific entry. Daily remarks display as Timesheet Entry Remarks in
the Pay Period Remarks section of the Timesheet Summary page.
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To Add a Daily Remark:

1. Select the Timesheet link from the Time section on the Employee Main Menu page. The

Timesheet page is displayed.

FWEBTA

Inbox [0] | Settings | Help | Log Out

Employee Main Menu >

. Unvalidated Validated Certified  Sent
Timesheet — C o—
Employee: DOE, JOHN Timesheet
Pay Period:  09-2018: Apr29, 2018-May 12,2018*S v [ Select Pay Period Type: Regular
Status: Unvalidated
Work Time
Sun | Mon Tue Wed | Thu Fr Sat WK1 Sun  Mon Tue Wed Thu Fri Sat WK2 Total
429 | 4130 501 5/02 | 5/03 | 5/04 @ 5/05 5/06 5/07 508 509 510 | 511 | 512
Time In
Time Out
Meal Time
Transaction Account
Work Time Total
Leave Time
Absence Start
| Absence End
Transaction Account
[+ | Leave Time Total
Daily Total
Dollar Transactions
Transaction Account Date Amount
Dollar Total
LT CLITEN Totals  Remarks (0)  Leave Balances  Telework
Su M T W Th F Sa Su M I W Th E Sa
0429 04/30 05/01 05/02 05/03 05/04 05105 05/06 0507 05/08 05/09 0510 0511 05/12

Action Remarks:

Characters Remaining: 255

[ save | [ Validate | [ Delete Timesheet | [ Remove All Entries | [ Cancel |

Figure 38: Timesheet Page

2. Select the time entry to which you want to add a remark.
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3. Double-click or select shift + R. The Remarks tab opens, and a new row is displayed. The
row populates with the date of the time entry, the type of entry, the user name, user ID,
the current date and time, and the user's role.

b [0] | Settings | Help | Log Ot

“WEBTA'

Unvalidsted Valdsted Cerified Sent
—. O

Timesheet
Employee:  DOE. JOHN Timeshest Type:  Regular
Pay Period:  09.2018 Apr 29, 2018-May 12, 20183 v | [ Select Pay Period Status; Unvalidated
Work Time
Sun Mon 1 Tue Wed Ths Fri Sat oo Sun Won Tue Wed Tha Fri S
a2 &30 S0 502 503 504 505 506 507 508 508 510 s s12
Time
Tiems Oufl
Meal Time
Transacton Account
[E]01 - Reguiar Base Pay Seiect Acoount h
[ ] Wiork Time Total
Leave Time
Abistrios Stan 200gen 9:00am
Asencs End I00pm  5:00pm
Transaction Aeount
Leave Time Total
Daity Total
Dollar Transactions
Transacton Account Date
Dodlar Teaal
Schedule  Totals Leave Balances
Pay Pariod Remarks
Add Duater Enry Harne, UzenD, DateTims Ruoie Duaity Remark Disiete.
Bl Mon430 01 Reguiw BasoFay  DOE JOHM - DOEN, DAE0GO1E § 13.40 AM MOT Employse )

Action Remarks:
Characlers Remaning 255

(Validate | [ Delete Timeshest |  [[Remove All Entries

Figure 39: Timesheet Page - Daily Remark
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OR

Select the Remarks tab and select the + (plus sign) in the Add column. A new row is
displayed. The row populates with the user name, user ID, the current date and time, and
the user's role. Select the date from the Date drop-down list.

Inbox [0] | Settings | Help | Log Out

“WEBTA

) Urvabdated Vabdsied Cerified  Sant
Timesheet ——0—0—0—
Emplayes:  DOE. JOHN Timashest Typs: Regular
PayPoriod: [ 09. 2018 Apr29 2018-May 12. 20185+ | [ Salect Pay Period Status: Unvalidatad
Work Time
Sun Mon Tue ‘Wed Thu Fr San W Sun Mon Tue Wed Thu Fri Sat A Total
] 430 501 502 03 Lo <08 08 w7 w08 09 &1 4t 12
Tima In
-] Time Out
Meal Time
Transacton Account
01 - Regutar Base Pay Setect Account
-] Work Time Total
Leave Time
- Absence Start 2 00pm §.00am
Azsance End 3Mpm  500pm
Transacbon Account
- | Loave Tima Todal
Dty Todal
Dollar Transactions
Trarsacion Account Dt Amcunt
Dollar Total
Schedule _Toials [[RESTRITTN Loave Balences
Pay Period Remarns
A Date Eniry Nama, UseriD, Date/Tene Roie Dady Remark Deiate
i - DOE, JOHN - DOEJ1, B4302018 8:26:01 AM MDT Emplayse x
Action Remarks:

Charschns Remasang 255

Validate Debete Timesheet Remove All Entries

Figure 40: Timesheet Page - Adding Daily Remark

4. Enter the remark in the Daily Remark field.
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5. Select the Save button. A triangle appears in the time entry cell to indicate that a remark
has been added, and the Remarks tab displays the number of daily remarks on the
timesheet.

“WEBTA' gz

Unvalidated Vabdated Cerified  Sent
e —

Timesheet

[ Timesheat saved
Emplayes:  DOE, JOHN Timasheat Typs:  Ragelar
Status:

Pay Patiod: | 09- 2015 Apr 29, 2018 May 12. 20185 v [ Select Pay Period Unvakdated
Work Time
Sun Mon Y Tue ‘Wed Thu Fri Sat Sun Mon Tuw Wed Thy Fri Sat
i ) 501 5% 50 04 s M e 597 5% 0 510 st s1g Tl
T [
a Tine Ot
Meal Temg
Trarsacton Actount
(] 01 - Regusar Basa Pay COD00UO0C sm ¥ a0 =
n Work Time Total (1] B0 L
Leave Time
Azgence Start
u Aasere End
Traniacion Adtourt
- | Laave Time Total
Daily Total g i) a0
Dollar Transactions
Transaction Actount Date Amount
Dollar Total
Schedube  Totals m Loave Balances  Telework
Pay Period Remarks
Asd Date Entry Marnh, LD, DateTisa Pk Dty Rassrark ety
WoN4G0 | O - Regular Base Pay KO0O000000( DOE, JOHN « DOE), 047302018 & 54 54 AM MDOT Empioyee | webTA Confarance [X]

Action Remarks:
Ciracters Rerarursy 255

[(Save] [(Validste | [(Duets Timeshest | [ Remove All Entries

Figure 41: TImesheet Page with Daily Remark

At this point, you may select the Cancel button to return to the Employee Main Menu
page.
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To Delete a Daily Remark:

1.

Select the Timesheet link from the Time section on the Employee Main Menu page. The
Timesheet page is displayed.

Inbox [11] | Settings | Help | Log Owut

“WEBTA

Unvaldated Valdaled Cestified Sent

Timesheet —— ————n
Employes:  DOE. JOHN Timesheat Type:  Regular
Pay Parlod: 092018 Apr 29, 2018-May 12. 20185+ | [ Select Pay Period Stanus: Urvabdatad
Work Time
Eun Mon Y Tue ‘Wed Thu ol Sat et Sun Mon Toe ‘Wed Thu Fn Sat WA Totsl
e 430 501 502 503 504 5105 0% 507 L 509 510 s sz
g T 0
£
Maal Tme
Transacton Ancount
01 - Rt Basa Pay | o0COOX g0 Y 1] 3]
[ - ] Work Time: Total 00 i 1)
Leave Time
Absence Start
a ‘Absance End
Teareacion Account
- ] Laave Tima Total
Dty Tonst 200 a0 1]
Dellar Transactions
Trarsacton Account Duate Asmount
Dolar Total

Totals  Remarks (1) Leave Balances.  Telework

Sy L] XL i In E 38 Su M T ¥ Tn E 34
0429 0400 L] 0] (] 0504 0504 0506 osa? osns (2] obn 0b1 5]

Action Remarks:
Chanacten Rsmainng 195

[Validste | [Delets Timesheet | [ Remaove All Entries

Figure 42: Timesheet Page
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2. Select the Remarks tab. The Remarks section is displayed on the timesheet.

.
win -
“WEBTA Inbox [11] | Settings | Help | Log Ouwt
Unvalidated Vildated Cenfad  Sent
Timesheet e - ; LY
Employee:  DOE, JOHN Timeshaet Type:  Regular
Pay Poriod: | 09. 2018 Apr 29 2018-May 12. 20185 v [[Seboct Pay Period Status: Unvaldated
Work Time
Sum Mo Y Tum Wed Thu Fr Sat Sun Mon Tue Wed Thu Fr Sat
L] 430 S0 02 503 504 05 wa 505 07 08 509 519 ! M3 W Total
Time In
a Tims Cut
Weal Tera
Trarsaction Account
[E] 01 - Pogrtas Bias Py | 000000000 aon ¥ 3] B0
a Wk Teme Fotal £00 am B
Leave Time
Absence Start
a Agatnce Eng
Transaction Account
Leave Tiene Total
Daily Total 00 i) i)
Dellar Transactions
Tearaction Actount Date Ament
Doltar Total
Schodule_Touls [[RTRYT) Loave Balances _Talework
Pay Period Remaris
Agd Date Entry Name_ UsenD, Date'Time Row Dailty Remark Delate
n Mon 430 01 Reguiar Base Pay Xa000000000 DOE, JOHN - DOEJ, 04302018 6:54 54 AMMDT Erpioyvee  webTA Conference I)&]

Actlon Remarks:

Chanacers Remaneg 755

Save | [ Validate | [ Delete Timesheet | [ Remove AN Entries | [ Cancel

Figure 43: Timesheet Page - Remarks Section

3. Select the x in the box of the Delete column on the row that identifies the daily remark
that you want to delete. The row is now deleted.

4. Select the Save button.

At this point, you may select the Cancel button to return to the Employee Main Menu
page.

Pay Period Remarks

Pay Period Remarks are remarks applicable to a specific pay period. After the pay period
remarks are entered and saved, they are displayed in the Pay Period Remarks section of the
Timesheet Summary page.
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To Add a Pay Period Remark:
1. Select the Timesheet link from the Time section on the Employee Main Menu page. The

Timesheet page is displayed.

“WEBTA

Employee Main Menu >

Unvalidated Validated Cerified  Sent
— C O O—

Timesheet (4]
Employee: DOE, JOHN Timesheet
Pay Period:  09-2018: Apr29, 2018-May 12,2018*S v [ Select Pay Period Type: Regular
Status: Unvalidated
Work Time
Sun | Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat
429 | 430 501 | 502 | 503 504 505 "K' 506 507 | 508 509 510 | 541 | sm2 \We2Total
Time In
Time Out

Meal Time

Transaction Account

Work Time Total

Leave Time
Absence Start
= Absence End

Transaction = Account
[+ | Leave Time Total
Daily Total

Dollar Transactions
Transaction Account Date Amount
Dollar Total

LT CLITEN Totals  Remarks (0)  Leave Balances  Telework
Su M T W Th E Sa Su M T W Th E Sa

04729 | 04/30 0501 | 0502 0503 0504 05005 0506 05/07 05/08 0509 0510 | 05M1 05/12

Action Remarks:

Characters Remaining: 255

[ save | [ Validate | [ Delete Timesheet | [ Remove All Entries | [ Cancel |

Figure 44: Timesheet Page
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2. Select the Remarks tab. The Pay Period Remarks field is displayed on the Timesheet

page.

“WEBTA'

Employee Main Menu >

Timesheet
Employee: ~ DOE, JOHN
Pay Period:  09-20158: Apr29, 2018-May 12, 20185
Work Time
Sun Mon Tue
429 430 501
Time In
= Time Qut
Meal Time

Transaction = Account
Work Time Total

Leave Time
Absence Start
Absence End

Transaction = Account
Leave Time Total
Daily Total

Dollar Transactions

Wed | Thu Fri
5/02 | 5003

* | Select Pay Period

Sat Wi Sun | Mon Tue
504 5005 5/06 @ 5/07  5/08

Inbox [0] | Settings | Help | Log Out

Unvalidated Validated Certified

Sent

Timesheet Type:
Status:

Regular
Unvalidated

Wed Thu Fri Sat
508 | 5M0 | 511 | SN2 L

Transaction = Account Date Amount

Dollar Total
Schedule Totals ERLLETCEA(TN Leave Balances
Add Date Entry

Action Remarks:
Characters Remaining: 255

Pay Period Remarks

Name, UserlD, Date/Time

[ Save ]

[ Validate ] [ Delete ﬁmesheet] [ Remowve All Entries ] [ Cancel]

Figure 45: Timesheet Page - Pay Period Remarks

3. Enter the remark in the Pay Period Remarks field.

Role

Daily Remark Delete

4. Select the Save button. The Timesheet is saved with the pay period remark.

At this point, you may select the Cancel button to return to the Employee Main Menu

page.
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To Delete a Pay Period Remark:

1. Select the Timesheet link from the Time section on the Employee Main Menu page. The
Timesheet page is displayed.

“WEBTA

Employee Main Menu >

Unvalidated Validated Cerified  Sent
— C O O—

Timesheet (4]
Employee: DOE, JOHN Timesheet
Pay Period:  09-2018: Apr29, 2018-May 12,2018*S v [ Select Pay Period Type: Regular
Status: Unvalidated
Work Time
Sun | Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat
429 | 430 501 | 502 | 503 504 505 "K' 506 507 | 508 509 510 | 541 | sm2 \We2Total
Time In
Time Out

Meal Time

Transaction Account

Work Time Total

Leave Time
Absence Start
= Absence End

Transaction = Account
[+ | Leave Time Total
Daily Total

Dollar Transactions
Transaction Account Date Amount
Dollar Total

LT CLITEN Totals  Remarks (0)  Leave Balances  Telework
Su M T W Th E Sa Su M T W Th E Sa

04729 | 04/30 0501 | 0502 0503 0504 05005 0506 05/07 05/08 0509 0510 | 05M1 05/12

Action Remarks:

Characters Remaining: 255

[ save | [ Validate | [ Delete Timesheet | [ Remove All Entries | [ Cancel |

Figure 46: Timesheet Page
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2. Select the Remarks tab. The Pay Period Remarks field is displayed.

~WEBTA

Employee Main Menu >

Unvalidated Validated Certified ~ Sent

Timesheet

| [Tilnes heet saved | |

Employee: DOE, JOHN Timesheet Type: Regular
Pay Period: 09-2015 : Apr 29, 2018-May 12, 2018 S ¥ | | Select Pay Period Status: Unvalidated
Work Time
Sun ~ Mon Tue Wed Thu Fri Sat Sun ~ Mon Tue Wed Thu Fri Sat
426 4730 501 502  5/03 504 5/05 Wi 506 507 508 508 5M0  S5M1 512 W2 Total
Time In
= Time Out
Meal Time

Transaction Account
B Work Time Total

Leave Time
n Absence Start 2:00pn| 9:00an
o e 3:00pn 5:00pn

Transaction | Account

[ + | Leave Time Total
Daily Total

Dollar Transactions
Transaction = Account Date Amount
Dollar Total

Schedule Totals BRELELIA(E |eave Balances

Pay Period Remarks
Last fimeshest before detail to new section.

Add Date Entry MName, UserlD, Date/Time Role Diaily Remark Delete

Action Remarks:
Characters Remaining: 255

[save] [ Vvalidate | [ Delete Timesheet | [ Remove All Entries | [ Cancel |

Figure 47: Timesheet Page - Pay Period Remarks
3. Remove the remark from the Pay Period Remarks field.
4. Select the Save button.

At this point, you may select the Cancel button to return to the Employee Main Menu
page.
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Leave Requests

The Leave Request Form page is used to submit leave requests. Leave requests for multiple pay
periods must be on a separate leave request for each pay period. Leave requested for the current
pay period will populate to the timesheet when the leave request is submitted for approval. Leave
requests submitted for a future pay period will populate to the timesheet when the timesheet is
created. Separate leave requests must be submitted for different types of leave.

This section includes the following topics:

AddINgG @ LEAVE REQUEST .......oiiiiiiiiiiiii ettt e et e e e e 65
Editing 8 Leave REQUEST ........cociiiiiiic et 69
Deleting @ Leave REQUEST ..........uiiiiiiiie et 72
Viewing Your Leave RequUESTt HiSTOIY .......cceieiiiiieiiiiieiiiiee e 75

Adding a Leave Request
The Leave Request Form page is used to submit leave requests.
To Submit a Leave Request:
1. Select the Leave Requests link from the Time section on the Employee Main Menu page.

The Leave Requests page is displayed defaulting to current and future pending leave
requests.

Note: Select the View Calendar button to view leave requests in a calendar format.

“WEETA Inbox [0] | Settings | Help | Log Out
Emgieyea Main Man
Leave Requests

Status: From Duate: To Date: Leave Type: s e

Panding * | [Apr 20, 2015 T [Ape 30, 2019 ]

[ Sewn

Sialus v User Start Dabe End Daie Leave Type Hours Submission Date Supsrvisor Timekeapar
DOE, JOHN 0E0eZ018 LS 1 B2 - Skk Leave ] DSAT/R01E 02 48 PMEDT DOE, JAKE DOE. THOMAS

DOE. JOHN 05072018 05072018 B1 - Annual Leave 1.00 OSM7/2018 02 57 PM EDT DOE, JANE DOE. THOMAS
. v [22] [5

[(Add Leave Request | | View Calendar | [ Cancel

Figure 48: Leave Requests Page

2. Select the Add Leave Request button. The Leave Request Form page is displayed.
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Note: The Leave Balance Calculator is available to project leave balances.
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~WEBTA

Employee Main Menu > Leave Requests >

Pending Approved Denied
Leave Request Form —O—O0—0—

tems marked with an astensk® are required. Leave Balance Calculator

Leave Type and Dates
Employee: DOE, JOHN

* Leave Type: v

Transaction Leave Balance: NA

Leave Request Times

” Start Date " End Date All Day  Start Time Stop Time  Meal Time Daily Hours Total Hours Action
Month Day Year  [& | Month Day Year  [&n

Remarks
Submitter
Remarks: A
Approver
Comments: y

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

& None
linessfinjuryfincapacitation of requesting employee
Medical/dentalioptical examination of requesting employee
Care of family member, including medical'dental/optical examination of family member, or bereavement
Care of family member with a serious health condition
Other (Provide the reason in Remarks)

Family and Medical Leave Act

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

| hereby invoke my entitlement to Family and Medical Leave for:

® None
Birth/Adoption/Foster Care
Family Military Leave
Serious Health Condition of Self
Serious Health Condition of Spouse, Child, or Parent

Certification

| certify that the leave/absence requested above is for the purpose(s) indicated. | understand that | must comply with my employing agency's
procedures for requesting leave/approved absence (and provide additional documentation, including medical certification, if required) and
that falsification of information on this form may be grounds for disciplinary action, including removal.

Privacy Act

Section 6311 of title 5, United States Code, authorizes collection of this information. The primary use of this information is by management
and your payroll office to approve and record your use of leave. Additional disclosures of the information may be: To the Department of
Labor when processing a claim for compensation regarding a job connected injury or iliness, to a State unemployment compensation office
regarding a claim; to Federal Life Insurance or Health Benefits carriers reqgarding a claim; to a Federal, State, or local law enforcement
agency when your agency becomes aware of a violation or possible violation of civil or criminal law; to a Federal agency when conducting an
investigation for employment or security reasons; to the Office of Personnel Management or the General Accounting Office when the
information is required for evaluation of leave administration; or the General Services Administration in connection with its responsibilities for
records management.

Public Law 104-134 (April 26, 1996) requires that any person doing business with the Federal Government furnish a social security number
of tax identification number. This is an amendment to title 31, Saction 7701. Furnishing the social security number, as well as other data, is
voluntary, but failure to do so may delay or prevent action en the application. If your agency uses the information furnished on this form for
purposes other than those indicated above, it may provide you with an additional statement reflecting those purposes.

Cancel
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Figure 49: Leave Request Form Page

Complete the following fields:

Leave Type (see "Leave Type Field Instruction (Required)" on page 134)
Start Date (see "Start Date Field Instruction (Required)" on page 139)

End Date (see "End Date Field Instruction (Required)" on page 132)

All Day (see "All Day Field Instruction" on page 130)

Start Time (see "Start Time Field Instruction (Required)" on page 140)

Stop Time (see "Stop Time Field Instruction" on page 140)

Meal Time (see "Meal Time Field Instruction" on page 135)

Daily Hours (see "Daily Hours Field Instruction" on page 131)

Submitter Remarks (see "Submitter Remarks Field Instruction" on page 140)
Sick Leave Purpose (see "Sick Leave Purpose Field Instruction" on page 138)

Family and Medical Leave Act (see "Family and Medical Leave Act Field Instruction"
on page 133)

Select the Submit button. A confirmation message is displayed stating that the request
was successfully updated and added (or will be added when the request is for a future pay
period) to the timesheet. The request is routed to the appropriate Supervisor for approval.

Note: The Activity Log is now displayed.

At this point, the following options are available:

Step Description

Select the Cancel button Returns you to the previous page.

Select the Employee tab Returns you to the Employee Main Menu page.
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Editing a Leave Request

Leave requests may be edited. If the leave request has already been approved by the Supervisor,
the Employee must have the Supervisor revert the leave request back to Pending before the

leave request may be edited.

To Edit a Leave Request:

1. Select the Leave Requests link from the Time section on the Employee Main Menu page.
The Leave Requests page is displayed defaulting to current and future pending leave

.
“WEBTA Inbo [0] | Settings | Help | Log Out
Emgiloyea Main Man
Leave Requests
Status: From Duate: To Date: Leave Type: e e
Pending v | [Apr 20, 2018 = [Ape 30, 2019 = A v
eD
Sialus v User Start Dabe End Daie Leave Type Hours Submission Date Supenvsor Timekeapar
DOE. JOHN 0SOBZ018 05082018 62 - Skk Loave 800 OSAT/2018 02 48 PM EDT DOE, JANE DOE. THOMAS
DOE. JOHM 050712018 050712018 61 - Annwal Leave 1.00 051772018 0257 PM EDT DOE, JANE DOE. THOMAS
vaw ] E

[[Add Leave Request | [ View Calendar | [ Cancel

Figure 50: Leave Requests Page
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2. Select the link for the leave request to be edited. The applicable leave request is displayed
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-
“WEBTA

Employee Main Menu > Leave Requests >

Pending Approved Denied
Leave Request Form

Items marked with an asterisk* are required. Leave Balance Calculator

Leave Type and Dates
Employee: DOE, JOHN

* Leave Type: |61 - Annual Leave v

Transaction Leave Balance: Annual Leave 94:00
Leave Request Times

* Start Date * End Date All Day  Start Time Stop Time  Meal Time Daily Hours Total Hours Action
May 07,2018 &7 | May 07,2018 0 [ 2:00pm 3.00pm 1:00 1:00

Add New Row

Remarks

Submitter |
Remarks: |

1 B

Approver
Comments: | 4

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

® None
_ liness/injuryfincapacitation of requesting employee
Medical/dentalloptical examination of requesting employee
Care of family member, including medical/dental/optical examination of family member, or bereavement
Care of family member with a serious health condition
Other (Provide the reason in Remarks)

Family and Medical Leave Act

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. 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.

| hereby invoke my entitlement to Family and Medical Leave for:

* None
Birth/Adoption/Foster Care
Family Military Leave
_ Serious Health Condition of Self
Serious Health Condition of Spouse, Child, or Parent

Certification

| certify that the leave/absence requested above is for the purpose(s) indicated. | understand that | must comply with my employing
agency’s procedures for requesting leave/approved absence (and provide additional documentation, including medical certification, if
required) and that falsification of information on this form may be grounds for disciplinary action, including removal.

Privacy Act

Section 6311 of title 5, United States Code. authorizes collection of this information. The primary use of this information is by
management and your payroll office to approve and record your use of leave. Additional disclosures of the information may be: To the
Department of Labor when processing a claim for compensation regarding a job connected injury or illness; to a State unemployment
compensation office regarding a claim; to Federal Life Insurance or Health Benefits carriers regarding a claim; to a Federal, State, or local
law enforcement agency when your agency becomes aware of a violation or possible violation of civil or criminal law; to a Federal agency
when conducting an investigation for employment or security reasons; to the Office of Personnel Management or the General Accounting
Office when the information is required for evaluation of leave administration; or the General Services Administration in connection with its
responsibilities for records management.

Public Law 104-134 (April 26, 1996) requires that any person doing business with the Federal Government furnish a social security
number or tax identification number. This is an amendment to title 31, Section 7701. Furnishing the social security number, as well as
other data, is voluntary, but failure to do so may delay or prevent action on the application. If your agency uses the information furnished
on this form for purposes other than those indicated above, it may provide you with an additional statement reflecting those purposes.

Activity Log
Action Resulting State Date Name
Submit Pending 05/17/2018 02:57 PM EDT DOE, JOHN

[ Submit | [ Delete Request | [ Cancel |
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Figure 51: Leave Request Form Page - Editing
3. Make the applicable changes.

4. Select the Submit button to submit the changes. The message, Leave request successfully
updated, is displayed.

At this point, the following options are available:

Step Description

Select the Cancel button Returns you to the previous page.

Select the Employee tab Returns you to the Employee Main Menu page.

Deleting a Leave Request

Leave requests may be deleted. If the leave request has already been approved by the Supervisor,
the Employee must have the Supervisor revert the leave request back to Pending before the
leave request may be deleted.

To Delete a Leave Request:

1. Select the Leave Requests link from the Time section on the Employee Main Menu page.
The Leave Requests page is displayed defaulting to current and future pending leave
requests. Use the search filters to search for applicable leave request, if not listed.

“WEBTA Inbox [0] | Settings | Help | Log Out
Leave Requests
Status: From Date: Tor Dater: Leave Type: Supervisor: Timekeeper:
Pendng | [Apr 20, 2018 T [Apr 30, 2019 rol] v
[sewcn [ o |
Status w User Start Date End Date Leave Typa Hours Submission Date Supservisor Timekeapsr
ding DOE. JOHN 05082018 05082016 62 - Sick Loave ] 05/17/2018 02.48 PM EDT DOE, JANE DOE. THOMAS
DOE. JOHN SNTI2018 05072016 &1 - Annual Leave 100 051772018 0257 PM EDT DOE, JANE DOE. THOMAS
. vaw [E]E
[(Add Leave Request | [ View Calendar | [ Cancet

Figure 52: Leave Requests Page

72



webTA 4.2 Employee w
¢

Publication Category: T&A Processing

2. Select the link for the leave request to be deleted. The applicable leave request is
displayed.
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~WEBTA

Employee Main Menu > Leave Requests >

Pending Approved Denied
Leave Request Form ——— 00— 00—

Items marked with an asterisk® are required Leave Balance Calculator

Leave Type and Dates
Employee: DOE, JOHN

* Leave Type: |61 - Annual Leave \a

Transaction Leave Balance: Annual Leave 103:00

Leave Request Times

* Start Date * End Date AllDay  Start Time Stop Time  Meal Time Daily Hours Total Hours| Action
Jul 02, 2018 T Jul 02,2018 7] 2:00pm 3:00pm 1:00 1:00

Remarks
Submitter
Remarks: 4
Approver
Comments: A

Sick Leave Purpose

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

* None
llnessfinjuryfincapacitation of requesting employee
Medical/dental/optical examination of requesting employee
Care of family member, including medical/dental/optical examination of family member, or bereavement
Care of family member with a serious health condition
Other (Provide the reason in Remarks)

Family and Medical Leave Act

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

I hereby invoke my entitlement to Family and Medical Leave for:

* None
Birth/Adoption/Foster Care
Family Military Leave
Serious Health Condition of Self
Serious Health Condition of Spouse, Child, or Parent

Certification

| certify that the leave/absence requested above is for the purpose(s) indicated. | understand that | must comply with my employing
agency's procedures for requesting leave/approved absence (and provide additional documentation, including medical certification, if
required) and that falsification of information on this form may be grounds for disciplinary action, including removal.

Privacy Act

Section 6311 of title 5, United States Code, authorizes collection of this information. The primary use of this information is by
management and your payroll office to approve and record your use of leave. Additional disclosures of the information may be: To the
Department of Labor when processing a claim for compensation regarding a job connected injury or iliness; to a State unemployment
compensation office regarding a claim; to Federal Life Insurance or Health Benefits carriers regarding a claim; to a Federal, State, or
local law enforcement agency when your agency becomes aware of a violation or possible violation of civil or criminal law; to a Federal
agency when conducting an investigation for employment or security reasons; to the Office of Personnel Management or the General
Accounting Office when the information is required for evaluation of leave administration; or the General Services Administration in
connection with its responsibilities for records management.

Public Law 104-134 (April 26, 1996) requires that any person doing business with the Federal Government furnish a social security
number or tax identification number. This is an amendment to title 31, Section 7701. Furnishing the social security number, as well as
other data, is voluntary, but failure to do so may delay or prevent action on the application. If your agency uses the information
furnished on this form for purposes other than those indicated above, it may provide you with an additional statement reflecting those

purposes.
Activity Log
Action Resulting State Date Name

Submit  Pending 07/03/2018 10:37 AMEDT  DOE, JOHN
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Figure 53: Leave Request Form Page - Deleting

3. Select the Delete Request button to delete the request. The message, Are you sure you want
to delete this leave request?, is displayed.

4. Select the Yes button to delete the request. The message, Leave request successfully
deleted, is displayed. You are returned to the Leave Requests page.

At this point, you may select the Cancel button to return to the Employee Main Menu
page.

Viewing Your Leave Request History

You may view your current, future, and historical leave requests in a list or calendar format. The
Leave Requests page has search filters for specific leave type transaction requests or for leave
requests submitted for a specific period of time.

To View Your Leave Request History:

1. Select the Leave Requests link from the Time section on the Employee Main Menu page.
The Leave Request page is displayed defaulting to current and future pending leave
requests in a list format.

Note: Select the View Calendar button to view the leave requests in a calendar format.

“WEBTA Inbox [0] | Settings | Help | Log Dut
Leave Requests
Status: From Date: To Date: Leave Type: Supervisor: Timekaaper:
Pending v | [Apr 29, 2018 = [Apr 30, 2019 ] v
[ Sewh
Stalus w User Start Date End Date Leave Typa Hours Subemission Date Supsrvisor Timekeapsr
fing DOE. JOHN 0S0R2018 OSOB01E 62 - Sick Loave 500 0SAT/2018 02 48 PM EDT DOE, JANE DOE. THOMAS
DOE. JOHN 05072018 05072016 61« Annual Leave 100 051772018 02 57 PM EDT DOE, JANE DOE. THOMAS
' v [E]
[(Add Leave Request | | View Calendar | [ Cancel

Figure 54: Leave Requests Page
2. Complete the following search filters, if applicable.
Status (see "Status Field Instruction" on page 140)
From Date (see "From Date Field Instruction" on page 133)
To Date (see "To Date Field Instruction" on page 142)

Leave Type (see "Leave Type Field Instruction - Search" on page 135)
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Supervisor (see "Supervisor Field Instruction" on page 141)
Timekeeper (see "Timekeeper Field Instruction" on page 141)

Select the Search button. The search results are displayed.

Note: Select the link in the Status column to view a specific request.

~WEBTA
Em al ana

wphoyes Main Mar

Leave Requests

Status: From Date: To Date: Leave Typa: Supervison Timekeaper:
Al v | [Jan07. 2018 = [May 18,2018 ] N [(Search | ([EXZD
w Usir Start Date End Dase Leave Type Houwrs Submission Date Suparisor Timekeeper
DOE, JOHN 05072018 050772018 61 - Annwal Leave 1:00 05072018 0257 PM EDT DOE, JANE DOE, THOMAS
DOE. JOHN o5nag 050872018 B2 - Sick Leave 2100 050872018 02.48 PM EDT DOE. JANE DOE. THOMAS
DOE.JOHN 03202018 032002018 1 - Annwal Leave 100 03132018 0913 AM EDT DOE. JANE DOE. THOMAS
DOE JOHN 03052018 03052018 B2 » Sick Leave 800 03012018 0r9.12 AM EDT DOE. JANE DOE. THOMAS
DOE. JOHN 0207018 0210772018 B2 - Sick Leave 200 020872018 0914 AM EDT DOE. JANE DOE. THOMAS
DOE. JOHN 01232018 01232018 61 - Annual Leave 200 01232018 10.00 AM EST DOE. JANE DOE. THOMAS

[ Add Leave Request | [ Vigw Calendar

Figure 55: Leave Requests Serach Results Page

At this point, you may select the Cancel button to return to the Employee Main Menu
page.
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Premium Pay Requests

The Premium Pay Request page is used to submit premium pay requests. Premium pay requests
for multiple pay periods must be on a separate premium pay request for each pay period.
Premium pay requested for the current pay period will populate to the timesheet when the leave
request is submitted for approval. Premium pay requests submitted for a future pay period will
populate to the timesheet when the timesheet is created. Separate premium pay requests must be
submitted for different types of premium pay.

This section includes the following topics:

Adding a Premium Pay REQUEST..........ccuiiiiiiiieiiiiec et 77
Editing a Premium Pay REQUEST..........ooiiiiiiiiiiiieeee et 79
Deleting a Premium Pay REQUEST.........cccoiiiiiiiiiii i 80
Viewing Your Premium Pay Request HISTOIY ..........ccuuiiiiiiiiiiiiiiiiee e 82

Adding a Premium Pay Request
The Premium Pay Request page is used to add premium pay requests.
To Add a Premium Pay Request:

1. Select the Premium Pay Requests link from the Time section on the Employee Main Menu
page. The Premium Pay Request page is displayed.

“WEBTA' gz

Premium Pay Request

Seatus: From Date: T Dt Transaction; Suparvisen Timeheeper:
Pending | lAge 26, 2018 o e 302018 = (A -
Status v User Start Date End Date Transacton Total Hours Submit Date Supandsor Timakeapar

DOE. JOHN 051153018 Q5182018 32 - Comp Tima Eamed 100 QE1A018 0545 AM EDT DOE. JANE DOE, THOMAS

e [E]

[[Add Proméum Pay Roquost | [ View Calendar |  [Cancel |

Figure 56: Premium Pay Request Page
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2. Select the Add Premium Pay Request button. The Premium Pay Request page is displayed.

“WEBTA g

Employee Main Menu = Premium Pay Requests =

. Pending Approved Denied
Premium Pay Request —_0 ‘o Akl
e Maed Wi AN ARErSKT 3 reQuered
Transaction and Dates
Employee: DOE, JOHN

* Transaction: v
* Start Date * end Date Start Time Stop Time  Meal Time  Daily Hours Total Hours| Action
- ; .- 0.00
Add New Row
Remarks
Submitter
Remarks
Approver
Comments:

Figure 57: Premium Pay Request Page - Adding
3. Complete the following fields:

Transaction (see "Transaction Field Instruction - Premium Pay Request (Required)"
on page 142)

Start Date (see "Start Date Field Instruction (Required)" on page 139)

End Date (see "End Date Field Instruction (Required)" on page 132)

Start Time (see "Start Time Field Instruction (Required)" on page 140)

Stop Time (see "Stop Time Field Instruction" on page 140)

Meal Time (see "Meal Time Field Instruction" on page 135)

Daily Hours (see "Daily Hours Field Instruction" on page 131)

Submitter Remarks (see "Submitter Remarks Field Instruction" on page 140)

4. Select the Submit button. The message, Premium pay request successfully updated, is
displayed and the status displayed is now Pending.

At this point, the following options are available:

Step Description

Select the Cancel button Returns you to the previous page.
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Step Description

Select the Employee tab | Returns you to the Employee Main Menu page.

Editing a Premium Pay Request

Premium pay requests may be edited. If the premium pay request has already been approved by
the Supervisor, the Employee must have the Supervisor revert the request back to Pending
before the request may be edited.

To Edit a Premium Pay Request:

1. Select the Premium Pay Requests link from the Time section on the Employee Main Menu
page. The Premium Pay Request page is displayed.

“WEBTA inbox [0 | Settings | Help | Log Ot
Premium Pay Request
Seatus: e Dt T Diane: Tranaaetion: Suparvison Timakidpar:
Pending ~ | [Ape 29, 2018 T pr 30,2018 ] . EDEE
Status » Usar Start Data End Data Transacson Total Hours Submit Dats Suparnisor Timaksapar
DOE_ JOHN 0515008 05NS2018 32 - Comp Tima Eamed 1:00 QSM82018 0545 AM EDT DOE_JANE DOE. THOMAS.
RPETT W—. ww [
[Add Proméum Pay Request | [ View Cabsndar | [ Cancel |

Figure 58: Premium Pay Request Page
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2. Select the link for the premium pay request to be edited. The applicable premium pay

request is displayed.

Inbox [2] | Settings | Help | Log Out

“WEBTA' gy
Employee Main Menu > Premium Pay &

Premium Pay Request

teE MEKEd W B BElenSiT BE fequired

Transaction and Dates
Employee: DOE, JOHN

* Tranzaction: |32 - Comp Time Worked s
* Start Date * End Date Start Time Stop Time
Jun 12, 2018 = Mun 12, 2018 [
Add New Row
Remarks
Submitter webTA
Remarks
Approver
Comments
Activity Log
Action Resulting State Data Name
Submit Pending 06/12/2018 03.28 PM EDT DOE, JOHN

[ submit | [ Delete Request | [ Cancel |

Pending Approved Denied
— O

Meal Time Daily Hours Total Hours  Action

1.00 100

Comments

Figure 59: Premium Pay Request Page - Editing

3. Make the applicable changes.

4. Select the Submit button to submit the changes. The message, Premium pay request

successfully updated, is displayed.

At this point, the following options are available:

Step Description

Select the Cancel button

Returns you to the previous page.

Select the Employee tab

Returns you to the Employee Main Menu page.

Deleting a Premium Pay Request

A submitted premium pay request may be deleted before the premium pay is approved.
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To Delete a Premium Pay Request:

1. Select the Premium Pay link from the Time section on the Employee Main Menu page.
The Premium Pay Request page is displayed.

~WEBTA
Premium Pay Request
Seatus: From Date: To Dare: Transaction: Suparvisor Timekaspar:
Fonding * | |Ape 23, 2018 T Ape 30, 2018 % [aa - [ Search | Cioas |
Stalus w Usar Start Date End Data Transaction ‘Total Hours Submit Dabe Suparvisor Timakeapar

DOE. JOHN 051153018 05152018 32 - Comp Time Eamed 100 RENE018 0945 AM EDT DOE. JANE DOE. THOMAS
. @ =

[[Add Premium Pay Roquest | [ View Calendar |

Figure 60: Premium Pay Request Page

2. Select the link for the premium pay request to be deleted. The applicable premium pay

request is displayed.
—WEBTA g
Employee Main Menu > Premium Pay Requests >

. Pending Approved Denied
Premium Pay Request — e O0—O0—

tems marked Wi an AEenske e requined
Transaction and Dates

Employee: DOE, JOHN

* Transaction: |32 - Comp Time Worked T

~ Sfart Date " End Date Start Time Stop Time  Meal Time Daily Hours Total Hours Action

Jun 12, 2018 ¥ Jun 12,2018 . 1.00 1:00
Add New Row

Remarks

Submitter webTA
Remarks

Approver
Comments

Activity Log

Action  Resuling State

Date Name mment
Submt  Pending 0671212018 03:28 PMEDT  DOE, JOHN

[_Submit | [ Delete Request | [ Cancel |

Figure 61: Premium Pay Request Page - Deleting

3. Select the Delete Request button to delete the request. The message, Are you sure you want
to delete this premium pay request?, is displayed.

4. Select the Yes button to delete the request. The message, Premium pay request successfully
deleted, is displayed. You are returned to the Premium Pay Request page.

At this point, you may select Cancel button to return to the the Employee Main Menu
page.
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Viewing Your Premium Pay Request History

You may view your current, future, and historical premium pay requests in a list or calendar
format. The Premium Pay Requests page has search filters for specific premium pay transaction
types of requests or for premium pay requests submitted for a specific period of time.

To View Your Premium Pay Request History:

1.

Select the Premium Pay Requests link from the Time section on the Employee Main Menu
page. The Premium Pay Request page is displayed defaulting to current and future
pending premium pay requests in a list format.

Note: Select the View Calendar button to view the premium pay requests in a calendar format.

“WEBTA

Premium Pay Request

Seatus: From Date: To Dare: Transaction: Suparvisor: Timehaepar:
Pending ¥ | Lage 29, 2018 o e 302019 7 [aa . ESDEE
Status v User Stant Date Ena Data Tansacton Total Hours Submit Date Supandsor Timakeapar
DOE. JOHN 05150018 G5ns2018 32 - Comp Tima Eamed 1:00 05182018 0545 AM EDT DOE_JANE DOE. THOMAS
we 2]

o 1 Rncore

[[Add Preméum Pay Request | [ View Calendar | [ Cancel ]

Figure 62: Premium Pay Request Page

Complete the following Search filters, if applicable:

Status (see "Status Field Instruction" on page 140)

From Date (see "From Date Field Instruction" on page 133)

To Date (see "To Date Field Instruction" on page 142)

Transaction (see "Transaction Field Instruction - Search" on page 142)
Supervisor (see "Supervisor Field Instruction" on page 141)

Timekeeper (see "Timekeeper Field Instruction" on page 141)

3. Select the Search button. The search results are displayed.
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Note: Select the link in the Status column to view a specific request.

TWEBTA inbox [0] | Settings | Help | Log Out

Employas iain Mo

Premium Pay Request

Status: From Data: To Date: Transaction: Suparvisor: Timakoepar:
Al | [Jan 07. 2016 =T [May 18, 2018 = [A v [ search | Cieas |
# User Start Data End Dato Transaction Total Hours Submi Date. Supards.or Timakeapar
DOE, J0HN 05182018 05182018 32 - Comp Time Eamad 100 051872018 0945 AM EDT DOE, JANE DOE, THOMAS
DOE, JOHN 05052018 Q5092018 32 - Coerg Time Eamed 1:00 050972018 1245 PM EDT DOE. JANE DOE. THOMAS
DOE, J0HN Qa022018 0a022018 32 - Corrp Time Eamed 1.00 04022018 0827 AM EDT DOE, JANE DE, THOMAS
DOE, J0HN 03182018 V182018 32 - Comp Time Eamad 100 152018 0946 AM EOT DOE, JANE DOE, THOMAS
DOE, JOHN LER L il Ll 32 - Coerp Time Eamed 100 03142018 0943 AM EDT DOE. JANE DOE. THOMAS
DOE, J0HN 03022018 03022018 32 - Corrp Tima Eamed PhTS 100 03032018 0915 AM EDT DOE. JANE DOE. THOMAS
DOE, JOHN 0211212018 o2120018 32 - Comp Time Eamad 100 021212018 0516 AM EDT DOE, JANE DOE, THOMAS
o GE [

[(Add Premisum Pay fioquest | | View Calendar | [ Cancel |

Figure 63: Premium Pay Request Search Results Page

At this point, you may select the Cancel button to return to the Employee Main Menu
page.
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Dollar Transaction Requests

When Employees incur work-related expenses such as commuter transportation, parking,
magazine or journal subscriptions, etc., repayment is requested via the Dollar Transaction
Request page. These requests are either approved or denied by the Supervisor. If approved, the
dollar transaction populates to the most recent uncertified timesheet under the Dollar Transaction
section. This section is read-only.

This section includes the following topics:

Adding a Dollar Transaction REQUEST.............eiiiiiiiiiiiiiiiie e 85
Editing a Dollar Transaction REQUEST ...........ccceeiiiiiiiiie e 87
Deleting a Dollar Transaction REQUEST .........c..eviiiiiiiiiiiiiieee e 88
Viewing Your Dollar Transaction HiStOrY ...........ccceiiiiiiiiiiiiiiiciece e 90

Adding a Dollar Transaction Request

Dollar transaction requests are entered on the Dollar Transaction Request page. Once approved
by the Supervisor, they are displayed on the most recent uncertified timesheet in the Dollar
Transaction section.

To Enter Dollar Transactions on Your Timesheet:

1. Select the Dollar Transaction Requests link from the Time section on the Employee Main
Menu page. The Dollar Transaction Requests - Current page is displayed listing approved
and denied dollar transactions for the current and future pay periods, and pending
requests from all pay periods.

e ™
“WEBTA Employee Inbox [0] | Settings | Help | Log Out
Employee Main Menu >
Dollar Transaction Requests - Current
v Status Start Date End Date Transaction Code Amount Submission Date Supervisor
Mo results
| Add Dollar Transaction Request ] [ History ] [ Cancel ]

Figure 64: Dollar Transaction Requests - Current Page
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2. Select the Add Dollar Transaction Request button. The Dollar Transaction Request page is
displayed.

~WEETA

Employee Main Menu = Dollar Transaction Requests =

Pending Approved Denied

Dollar Transaction Request

Items marked with an asterisk* are required.

Employee: DOE, JOHN

* Transaction Code: v
* Account:
* Start Date * End Date * Amount Action
Month Day Year  |[&l] | Month Day Year  |[a]
Remarks

Submitter Remarks:

Approver Comments:

[ Submit] [ Cancel ]

Figure 65: Dollar Transaction Request Page - Adding
3. Complete the following fields:
Transaction Code (see "Transaction Code Field Instruction (Required)" on page 142)
Account (see "Account Field Instruction (Required)" on page 129)
Start Date (see "Start Date Field Instruction (Required)" on page 139)
End Date (see "End Date Field Instruction (Required)" on page 132)
Amount (see "Amount Field Instruction (Required)" on page 130)
Submitter Remarks (see "Submitter Remarks Field Instruction" on page 140)

4. Select the Submit button to submit the request. The message, Dollar Transaction Request
successfully updated, is displayed and the request is routed to the appropriate Supervisor
for approval. If approved, the dollar transaction populates to the most recent uncertified
timesheet.

At this point, the following options are available:

Step Description
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Step Description

Select the Cancel button Returns you to the Dollar Transaction Requests - Current page.

Select the Employee tab | Returns you to the Employee Main Menu page.

Editing a Dollar Transaction Request

Dollar transaction requests may be edited. If the request has already been approved or denied by
the Supervisor, the Employee must have the Supervisor revert the request to Pending before the
request may be edited.

To Edit Dollar Transactions on Your Timesheet:

1. Select the Dollar Transaction Requests link from the Time section on the Employee Main
Menu page. The Dollar Transaction Requests - Current page is displayed.

~WEBTA

Employee Main Menu >

Dollar Transaction Requests - Current

v Status Start Date End Date Transaction Code Amount Submission Date Supervisor
Pending 08/09/2016 080972016 17 - Parking $5.00  08M072016 12:24 PM EDT DOE, JANE
1=1 of 1 Records i Wi [52] [7o0]
[ Add Dollar Transaction Request | [ History | [ Cancel |

Figure 66: Dollar Transaction Requests - Current Page - Editing
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2. Select the link for the applicable request under the Status column. The request is
displayed.

~ WEBTA

Employee Main Menu > Dollar Transaction Requests >

. Pending Approved Denied
Dollar Transaction Request —— 00— 00—

Items marked with an astensk® aré required
Employee: DOE, JOHN

* Transaction Code: | 17 - Parking ¥
* Account: XOOOOOOOK (Mo Description)
* Start Date * End Date * Amount Action
August 09, 2016 |57 | August 09, 2016 |07 |5.00
Remarks

Submitter Remarks: P2"ing

Approver Comments:

Activity Log
Action Resulting State Time/Date Name Comments
Submit Pending 08/09/2016 09:52 AM EDT DOE. JOHN parking

[ Delete ] [ Submil] [Cancel ]

Figure 67: Dollar Transaction Request Page
3. Make the applicable changes.

4. Select the Submit button. The message, Dollar Transaction Request successfully updated, is
displayed

At this point, the following options are available:

Step Description

Select the Cancel button Returns you to the previous page.

Select the Employee tab | Returns you to the Employee Main Menu page.

Deleting a Dollar Transaction Request

Pending dollar transaction requests may be deleted.
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To Delete Dollar Transactions on Your Timesheet:

1. Select the Dollar Transaction Requests link from the Time section on the Employee Main
Menu page. The Dollar Transaction Requests - Current page is displayed.

~WEBTA

Employee Main Menu >

Dollar Transaction Requests - Current

v Status Start Date End Date Transaction Code  Amount Submission Date Supervisor
Pending 08/09/2016 08/09/2016 17 - Parking £5.00 0809/2016 10:04 AM EST DOE. JANE
1-1 of 1 Records 1 '.-'e'.\'@ ZI

[ Add Dollar Transaction Request | | History | [ Cancel ]

Figure 68: Dollar Transaction Request Page - Deleting

2. Select the status link of the dollar transaction request to be deleted. The applicable dollar
transaction request is displayed.

~WEBTA

Employee Main Menu > Dollar Transaction Requests >

i Pending Approved Denied
Dollar Transaction Request —— 00— 00—

Items marked with an asterisk* are required

Employee: DOE, JOHN

* Transaction Code: 17 - Parking v
* Account: XXOOOXKXXX (No Description)
* Start Date * End Date * Amount Action
|August 09, 2016 |= August 09,2016 |=7 5.00
Add New Row
Remarks
Submitter Remarks: parking
Approver Comments:
Activity Log
Action Resulting State Time/Date Name Comments
Submit  Pending 08/09/2016 09:52 AMEDT DOE, JOHN  parking

[ Delete ] [ Submit] [Cancel ]

Figure 69: Dollar Transaction Request Page

3. Select the Delete Request button. The message, Are you sure you want to delete this request?,
is displayed.

4. Select the Yes button to delete the transaction. The message, Dollar Transaction Request
deleted, is displayed. You are returned to the Dollar Transaction - Current page.

At this point, you may select the Cancel button to return to the Employee Main Menu
page.
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Viewing Your Dollar Transaction History
Employees may view their dollar transaction history.
To View Your Dollar Transaction History:

1. Select the Dollar Transaction Requests link from the Time section on the Employee Main
Menu page. The Dollar Transaction Requests - Current page is displayed.

~WEBTA

Employee Main Menu >

Dollar Transaction Requests - Current

v Status Start Date End Date Transaction Code Amount Submission Date Supervisor
No results
| Add Dollar Transaction Request ] | History ] [ Cancel ]

Figure 70: Dollar Transaction Requests - Current Page

2. Select the History button. The Dollar Requests History page is displayed listing approved
and denied requests for previous pay periods.

~WEBTA

Employes Main Menu =

Dollar Transaction Requests - History

Status Start Date End Date Transaction Code | Amount Submission Date Supervisor
Denied 05/09/2018 05/09/2018 17 - Parking 515.00 | 05/15/2018 12:49 PM EDT DOE, JANE
Approved 04/20/2018 04/20/2018 17 - Parking $10.00 | 04/19/2018 08:21 AM EDT DOE, JANE
Approved 04/19/2018 04/19/2018 17 - Parking 510.00 | 04/19/2018 08:20 AM EDT DOE, JANE
Approved 04n1&i2018 04182018 17 - Parking $10.00 | 04/19/2018 08:21 AM EDT DOE, JANE
1-4 of 4 Records 1 Wiew

[ Add Dollar Transaction Request ] [ Current ] [ Cancel ]

Figure 71: Dollar Transaction Requests - History Page

At this point, you may select the Cancel button to return to the Employee Main Menu
page.
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Processed Timesheets

The Processed Timesheets page is used to view timesheets that have already been processed by

NFC.

To View Your Processed Timesheets:

1. Select the Processed Timesheets link from the Time section on the Employee Main Menu
page. The Processed Timesheets page is displayed defaulting to the current year.

Note: To change the year, select the applicable year from the drop-down list.

“WEBTA

Employee Main Menu =

Processed Timesheets for DOE, JOHN

Year: 2017 v | Select Year

Pay Period

01-2017
02-2017
03-2017
04-2017
05-2017
06 - 2017
07 -2017
08-2017
09-2017
10-2017
11-2017
12-2017
13-2017
14-2017
15-2017
16 - 2017
17 -2017
18-2017
19-2017
20-2017
21-2017
22-2017

1-22 of 22 Records

Figure 72: Processed Timesheets Page

Dates

Jan 03 - Jan 21
Jan 22 - Feb 04
Feb 05 - Feb 18
Feb 19 - Mar 04
Mar 05 - Mar 18
Mar 19 - Apr 01
Apr 02 - Apr 15
Apr 16 - Apr 29
Apr 30 - May 13
May 14 - May 27
May 28 - Jun 10
Jun 11 - Jun 24
Jun 25 - Jul 08
Jul 09 - Jul 22
Jul 23 - Aug 05
Aug 06 - Aug 19
Aug 20 - Sep 02
Sep 03 - Sep 16
Sep 17 - Sep 30
Oct01- Oct 14
Oct 15 - Oct 28
Oct 26 - Nov 11
1

Inbox [137] | Settings | Help | Log Out

2. Select the applicable timesheet to view. The timesheet is displayed.

At this point, you may select the Cancel button to return to the Employee Main Menu.
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Reports

The Reports page allows Employee to run Leave Audit reports. The Leave Audit report displays
leave balances and adjustments for a specific type of leave within a designated range of pay
periods.

To Run a Leave Audit Report:

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

~WEBTA

Employee Main Menu =

Reports
Reports
Mame Description
Leave Audit| Leave Audit Report

[ My Saved and Scheduled Reports ] [ Cancel

Figure 73: Reports Page

2. Select the Leave Audit link. The Leave Audit Report Parameters page is displayed.

~WEBTA

Employee Main Menu = Reports =

) PDF | Excal | HTML | CSV
Leave Audit

Report Parameters
Report Header:
From PP: [2018-11: May 27,18-Jun 09,18
ToPP: |2018-12:Jun 10, 18-Jun 23,18 ¥
Leave Type: |Annual Leave r

[ Run Report ] [ Cancel ]

Figure 74: Leave Audit Report Parameters Page
3. Complete the following fields:
Report Header (see "Report Header Field Instruction" on page 138)
From PP (see "From PP Field Instruction" on page 133)
To PP (see "To PP Field Instruction" on page 142)

Leave Type (see "Leave Type Field Instruction - Search" on page 135)
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4. Select the Run Report button to run the report. The Leave Audit report is displayed.

~WEBTA

Employee Main Menu > Reporis =

. PDF | Excel | HTML | CSV
Leave Audit

Leave Audit

Report Date:
Pay Period Range:
Employes

Leave Type:
Pay Period | Manual Adj Forward Accrued Available Used Balance Max Available
12-2018 0:00 80:00 8800 200:00

8000 20000

1-2018 0:00 7200 00 000
T20 7200 200:00

el ela

Qoo

a ala
e

Page 1
Report Parameters
Report Header:
From PP: [2018-01: Jan 07, 18-Jan 20,18 v
ToPP: [2018-12: Jun 10, 18- Jun 23,18 ~
Leave Type:  Annual Leave i

Reset

[ RunReport | [ Cancel |

Figure 75: Leave Audit Report
5. Select the PDF link to save/view the report as portable document format (PDF).
OR
Select the Excel link to save/view the report as an Excel spreadsheet.
OR
Select the HTML link to save the report in hypertext markup language (HTML).
OR
Select the CSV link to save/view the report in a comma-separated values (CSV) format.
At this point, the following options are available:

Step Description

Select the Cancel button Returns you to the Reports page.

Select the Employee tab | Returns you to the Employee Main Menu page.
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Accounting
The Accounts page displays accounting codes available to you and your Timekeeper.
To Add an Accounts for Use with the Select Account Link:
1. Select the Accounts. link from the Accounting section on the Employee Main Menu page.

The Accounts page is displayed. The Timekeeper Accounts lists accounts added by the
Timekeeper as a Timekeeper. My Accounts lists accounts added by the Employee.

~WEBTA

Employee Main Menu =

Accounts
ﬁmekeeper Accounts
Account Description

PAXHXXXNEANNANN, | (General Admin
FOOOOOCOOOOOOCCK | PPS Baseling Ann Pay Raise Rat
00O | webTA Training
OO, | webTA Deployment

1-4 of 4 Records 1 view [25] [52] [i00)
My Accounts
Account: Description: i ‘

Account Description Save Remove
XOOOOCOOOOO0COKE | PPS Baseline Employee Trng Dev
XO00CCOOO0000 | PPS Baseline General Admin
XXOUCKXXXOOOK | PPS Baseline Paid Leave
1-3 of 3 Records 1 View [25] [50] [700]

Get Account(s)

Figure 76: Accounts Page
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2. Select the Get Account(s) button. The Select Accounts page is displayed.

“WEBTA"

Employee Main Menu = Accounis =

Select Accounts

Inbox [13] | Settings | Help | Log OQut

Account:

Fiscal Year:

Program Code:

Function:

Description:

[17

|RsY

|PPS Baseline

Search §| Clear
| search |

» Account

FHARHRHR AR A ARAKK,
FOOMHAA AL AANK,

1-25 of 49 Records:

Description
PPS Baseline CARS Aclivities
PFS Baseline Employee Tmg Dev
PPS Baseline General Administr
PPS Baseline Management Activi
PFS Baseline Paid Leave
PPS Baseline CARS Activities
PFS Baseline Employee Trng Dev
PPS Baseline General Admin
FFPS Baseline Paid Leave
PPS Bazeline Pmt Proces
PFS Baseline Pay Recon
PPS Baseline Post Pmt Process
PPS Baseline SSAE 16 Audit
PFS Baseline TMGT Table Mgmt
PPS Baseline CARS Activities
PPS Baseline OPM Mods
PFS Baseline Sys Anal Requirem
FPPS Baseline AUP Audit
PFS Baseline Employee Trng Dev
PPS Bazeline Eval Pay Systems
PPS Baseline General Admin
PFS Baseline Inquiries
FFS Baseline Monitor Cntl GL B
PFPS Baseline NFC Mgmt
PPS Baseline Paid Leave

12 view [Z5] [59] (159

Figure 77: Select Accounts Page

3. Search for or select the applicable account.

4. Select the Save button to save the accounting code and return to the Accounts page. The
message, Successfully added account, is displayed.

At this point, you may select the Cancel button to return to the Employee Main Menu

page.
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Schedules

Depending on your Agency's implementation of webTA, two types of schedules may be
available, default and advanced. Employees may create and maintain advanced schedules, but
Timekeepers must create and maintain an Employee's default schedule.

This section includes the following topics:

AdVaNCEed SCREAUIES.........coeeeec e 99
Default SChEAUIES.........o e e e 109

Advanced Schedules

Advanced schedules allow Employees to utilize features, such as scheduling regular days off and
setting temporary schedules. Employees are allowed to add and submit advanced schedules.
Advanced schedules must be approved or denied by a Supervisor. Advanced schedules may be
set as permanent or temporary. A permanent schedule is an Employee's regular day-to-day
schedule. A temporary schedule could be set for an Employee for a specific length of time with a
beginning and ending date. With either schedule, the total hours must match the duty hours in the
Employee's timesheet profile. webTA applies the permanent schedule every pay period unless a
temporary schedule has been submitted and approved. When the approved temporary schedule
ends, webTA automatically reverts back to the permanent schedule.

The End Date for a Permanent Advanced Schedule defaults to Forever once the shifts are
added. As a result of this, it is advised to always enter an end date. This will allow for future
changes to a Permanent Advanced Schedule.

Note: If you add a schedule from the Schedule function on the Time menu, it adds a permanent schedule.

To Add a Permanent Schedule:

A schedule may either be a predefined schedule or a manually created schedule. Once these
schedules are added, you may modify the schedule(s).

Note: The End Date for a Permanent Advanced Schedule defaults to Forever once the shifts are added.
As a result of this, it is advised to always enter an end date. This will allow for future changes to a
Permanent Advanced Schedule.
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1. Select the Schedule Assignment link from the Schedule section on the Employee Main
Menu page. The Schedule Assignment page is displayed.

-
_WEBTA

Employee Main Menu >

Schedule Assignment - DOE, JOHN

Permanent Schedule

Schedule Start Date End Date Approval Status

No permanent schedules have been created

Add Permanent Schedule

Temporary Schedule

Schedule Start Date End Date Approval Status

No temporary schedules have been created

Add Temporary Schedule

Figure 78: Schedule Assignment Page

2. Select the Add Permanent Schedule button. The (Add) Schedule page is displayed.
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Note: To select a pre-defined schedule template, select the Insert Schedule Template button for a
list of available schedules templates. Select the applicable schedule template and select the OK
button. If a pre-defined schedule template is selected, the fields are populated with the selected
template's pre-defined criteria. Proceed to step 7.

“WEBTA

Employee Main Menu > Schedule Assignment >

Submitted Approved Denied
— —F 00— 0O0—

(Add) Schedule - DOE, JOHN

Items marked with an asterisk® are required Schedule Type: MNone
* Name: Insert Schedule Template Schedule Status: Unsaved
Description:

* Weeks: 2 v

* Start Date: | Jul 08, 2018

End Date: Month Day Year
Day Shift RDO Transaction Code Hours Add Row Delete

Sun + X
Mon + X
Tue + X
Wed + X
Thu + X
Fri + X
Sat + X

Week One TOTAL

Day Shift RDO Transaction Code Hours Add Row Delete

Sun + X
Mon + X
Tue + X
Wed + X
Thu + X
Fri + X
Sat + X

Week Two TOTAL

Approver
Comments: #

Action Resulting State Action Date Name Remarks

Figure 79: (Add) Schedule Page

3. Complete the following fields:
Name (see "Name Field Instruction (Required)" on page 135)
Description (see "Description Field Instruction - Schedule" on page 131)

Weeks (see "Weeks Field Instruction (Required)" on page 144)
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Start Date (see "Start Date Field Instruction - Requests (Required)" on page 139)
End Date (see "End Date Field Instruction - Schedule Assignment" on page 132)

4. Select the applicable day(s) for the schedule being added. The Insert Shift, Insert Manual
Shift, and Delete Shift buttons are activated above the Approver Comments box.

5. Select the Insert Shift button to add a predefined shift. The Select Shift page is displayed.

Note: If the applicable shift is not displayed, select the Cancel button to return to the (Add)
Schedule page. On the (Add) Schedule page, select the Insert Manual Shift button, complete the
fields, and select the Save button.

~WEBTA

Employee Main Menu > Schedule Assignment > Schedule >

Select Shift
Name: Description:
| | [ seorch | cieor

Name Description Shift Type Start Stop Transaction Code Meal

5x8 Fixed 0600 Start Regular 6:00am | 2:30pm 01 - Regular Base Pay 30
5x8 Fixed 0630 Start Regular 6:30am  3:00pm 01 - Regular Base Pay 30
5x8 Fixed 0730 Start Regular 7:30am  4:00pm 01 - Regular Base Pay 30
5x8 Fixed 0700 Start Regular 7:00am  3:30pm  01- Regular Base Pay 30
5x8 Fixed 0800 Start Regular &:00am  4:30pm  01- Regular Base Pay 30
5x8 Fixed 0830 Start Regular 8:30am  5:00pm  01- Regular Base Pay 30
5x8 Fixed 0900 Start Regular 9:00am | 5:30pm  01- Regular Base Pay 30
5x8 Fixed 0930 Start Reqular 9:30am  6:00pm 01 - Regular Base Pay 30
5x8 Fixed 1000 Start Regular 10:00am 6:30pm  01- Regular Base Pay 30
KC Maxiflex Flex3Band  930am  6:00pm 01 - Regular Base Pay 30
5-4-9 7:30 start Regular 7:30am  5:00pm 01 - Regular Base Pay 30
4-10 6 am Regular 6:00am  4:30pm  01- Regular Base Pay 30
5-4-9 7:00 start Regular 7:00am  4:30pm 01 - Regular Base Pay 30
5-4-9 8:00 start Regular &:00am  530pm  01- Regular Base Pay 30
4-10 6:30 start Regular 6:30am | 5:00pm  01- Regular Base Pay 30
4-10 7:30 Regular 7:30am | 6:00pm  01- Regular Base Pay 30
4-10 7:00 start Reqular 7:00am | 5:30pm  01- Regular Base Pay 30
5-4-9 6:00 start Regular 6:00am  3:30pm 01 - Regular Base Pay 30
5-4-9 6:30 start Reqular 6:30am | 4:00pm 01 - Regular Base Pay 30
5-4-9 8:30 start Regular 8:30am  6:00pm 01 - Regular Base Pay 30
5-4-9 CWS 6:30 Start Regular 6:30am | 4:00pm 01 - Regular Base Pay 30
Short Day 8 Regular 6:30am  3:00pm 01 - Regular Base Pay 30
Short Day |l (8 hrs) Regular &:00am  4:30pm  01- Regular Base Pay 30
5-4-9 CWS 8:00 Start Regular 8:00am  5:30am  01- Regular Base Pay 30
Short Day lll (8 Hrs Regular 7:00am | 3:30pm  01- Regular Base Pay 30
1-25 of 61 Records 123 view [28]

Figure 80: Select Shift Page
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6. Select the applicable shift to insert. The shift displays on the day(s) selected.

~WEBTA

Employee Main Menu > Schedule Assignment >

(Add) Schedule - DOE, JOHN

Items marked with an asterisk are required

* Name: |Regular Schedule
Description: Five 8's
* Weeks: 2 v
* Start Date: |Sep 02, 2018
End Date: |Sep 07, 2019

Submitted Approved Denied

—

Schedule Type: Permanent
Schedule Status: Unsaved

—

—
"

Day Shift RDO Transaction Code Hours Add Row Delete
Sun + X
Mon 7:00am-3:30pm Regular Base Pay 8 @
Tue  7:00am-3:30pm Regular Base Pay 8 x]
Wed  7:00am-3:30pm Regular Base Pay 8 [X]
Thu  7:00am-3:30pm Regular Base Pay & x]
Fri T-00am-3:30pm Regular Base Pay 8
Sat + X

Week One TOTAL 40:00

Day Shift RDO Transaction Code Hours Add Row Delete
Sun " X
Mon  7-00am-3:30pm Regular Base Pay & x]
Tue 7-:00am-3:30pm Regular Base Pay & [zl
Wed  7:00am-3:30pm Regular Base Pay 8 (=]
Thu  7:00am-3:30pm Regular Base Pay &
Fri 7-:00am-3:30pm Regular Base Pay & x]
Sat + X

Week Two TOTAL 40:00
Approver
Comments: y

y Log

Action Resulting State Action Date Name Remarks

Figure 81: Add Schedule Page - Shift Added

7. Select the Submit button to save the schedule. The message, Successfully submitted the work

schedule, is displayed.

At this point, the following options are available:

Step

Description

Select the Cancel button

Returns you to the Schedule Assignment page.
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Step Description

Select the Employee tab Returns you to the Employee Main Menu page.

To Add a Temporary Schedule:

1. Select the Schedule Assignment link from the Schedule section on the Employee Main
Menu page. The Schedule Assignment page is displayed.

“WEBTA'

Inbox [3] | Settings | Help | Log Out

Employee Main Menu =

Schedule Assignment - DOE, JOHN

Permanent Schedule

Schedule Start Date

Mo permanent schedules have been created

Add Permanent Schedule

Tempeorary Schedule

Schedule Start Date

Mo temporary schedules have been created

Add Temporary Schedule

Figure 82: Schedule Assignment Page

End Date Approval Status

End Date Approval Status

2. Select the Add Temporary Schedule button. The (Add) Temporary Schedule page is

displayed.
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Note: To select a pre-defined schedule template, select the Insert Schedule Template button for a
list of available schedules templates. Select the applicable schedule template and select the OK
button. If a pre-defined schedule template is selected, the fields are populated with the selected
template's pre-defined criteria. Proceed to step 7.

.
_WEBTA

Employee Main Menu > Schedule Assignment >

Submitted Approved Denied

(Add) Temporary Schedule - DOE, JOHN

Hems marked with an asterisk* are required Schedule Type: MNone

* Name: Schedule Status: Unsaved
Description:

* Weeks: |2 v

* Start Date: |Jun 10, 2016

* End Date: |Jun 23, 2016

Day Shift RDO Transaction Code Hours  Add Row Delete
Sun + X
Mon + X
Tue + X
Wed + X
Thu + X
Fri + X
Sat + X

Week One TOTAL

Day Shift RDO Transaction Code Hours Add Row Delate
Sun + X
Mon + X
Tue + X
Wed + X
Thu + X
Fri + X
Sat + X

Week Two TOTAL
Approver
Comments: 4

Action Resulting State Action Date Name Remarks

Figure 83: (Add) Temporary Schedule Page

3. Complete the following fields:
Name (see "Name Field Instruction (Required)" on page 135)
Description (see "Description Field Instruction - Schedule" on page 131)

Weeks (see "Weeks Field Instruction (Required)" on page 144)
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Start Date (see "Start Date Field Instruction - Requests (Required)" on page 139)
End Date (see "End Date Field Instruction - Schedule Assignment" on page 132)

4. Select the applicable day(s) for the schedule being added. The Insert Shift, Insert Manual
Shift, and Delete Shift buttons are activated above the Approver Comments box.

5. Select the Insert Shift button to add a predefined shift. The Select Shift page is displayed.

Note: If the applicable shift is not displayed, select the Cancel button to return to the (Add)
Schedule page. On the (Add) Schedule page, select the Insert Manual Shift button, complete the
fields, and select the Save button.

~WEBTA

Employee Main Menu > Schedule Assignment > Schedule >

Select Shift
Name: Description:
| | [ seorch | cieor

Name Description Shift Type Start Stop Transaction Code Meal

5x8 Fixed 0600 Start Regular 6:00am | 2:30pm 01 - Regular Base Pay 30
5x8 Fixed 0630 Start Regular 6:30am  3:00pm 01 - Regular Base Pay 30
5x8 Fixed 0730 Start Regular 7:30am  4:00pm 01 - Regular Base Pay 30
5x8 Fixed 0700 Start Regular 7:00am  3:30pm  01- Regular Base Pay 30
5x8 Fixed 0800 Start Regular &:00am  4:30pm  01- Regular Base Pay 30
5x8 Fixed 0830 Start Regular 8:30am  5:00pm  01- Regular Base Pay 30
5x8 Fixed 0900 Start Regular 9:00am | 5:30pm  01- Regular Base Pay 30
5x8 Fixed 0930 Start Reqular 9:30am  6:00pm 01 - Regular Base Pay 30
5x8 Fixed 1000 Start Regular 10:00am 6:30pm  01- Regular Base Pay 30
KC Maxiflex Flex3Band  930am  6:00pm 01 - Regular Base Pay 30
5-4-9 7:30 start Regular 7:30am  5:00pm 01 - Regular Base Pay 30
4-10 6 am Regular 6:00am  4:30pm  01- Regular Base Pay 30
5-4-9 7:00 start Regular 7:00am  4:30pm 01 - Regular Base Pay 30
5-4-9 8:00 start Regular &:00am  530pm  01- Regular Base Pay 30
4-10 6:30 start Regular 6:30am | 5:00pm  01- Regular Base Pay 30
4-10 7:30 Regular 7:30am | 6:00pm  01- Regular Base Pay 30
4-10 7:00 start Reqular 7:00am | 5:30pm  01- Regular Base Pay 30
5-4-9 6:00 start Regular 6:00am  3:30pm 01 - Regular Base Pay 30
5-4-9 6:30 start Reqular 6:30am | 4:00pm 01 - Regular Base Pay 30
5-4-9 8:30 start Regular 8:30am  6:00pm 01 - Regular Base Pay 30
5-4-9 CWS 6:30 Start Regular 6:30am | 4:00pm 01 - Regular Base Pay 30
Short Day 8 Regular 6:30am  3:00pm 01 - Regular Base Pay 30
Short Day |l (8 hrs) Regular &:00am  4:30pm  01- Regular Base Pay 30
5-4-9 CWS 8:00 Start Regular 8:00am  5:30am  01- Regular Base Pay 30
Short Day lll (8 Hrs Regular 7:00am | 3:30pm  01- Regular Base Pay 30
1-25 of 81 Records 123 \«"ew

Figure 84: Select Shift Page

6. Select the applicable shift to insert. The shift displays on the day(s) selected.
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7. Select the Submit button to save the schedule. The message, Successfully submitted the work
schedule, is displayed.

At this point, the following options are available:

Step Description

Select the Cancel button Returns you to the Schedule Assignment page.

Select the Employee tab Returns you to the Employee Main Menu page.

To Edit a Schedule:

You may edit a predefined schedule or a manually created schedule on the (Modify) Schedule
page.

1. Select the Schedule Assignment link from the Schedule section on the Employee Main
Menu page. The Schedule Assignment page is displayed.

“WEBTA'

Employes Main Menu >

Inbox [0] | Settings | Help | Log Out

Schedule Assignment - DOE, JOHN

Permanent Schedule

Schedule Start Date End Date Approval Status
8 Hr Maxiflex Sep 02,2018 Sep 07, 2019 Submitted
Add Permanent Schedule

Temporary Schedule

Schedule Start Date End Date
No temporary schedules have been created

Add Temporary Schedule

Approval Status

Figure 85: Schedule Assignment Page -Editing
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2. Select the applicable schedule to edit under the Schedule column. The (Modify) Schedule
page is displayed.

.
“WEBTA

Employee Main Menu > Schedule Assignment >

(Modify) Schedule - DOE, JOHN Subgited Appigved Depled

Items marked with an asterisk* are required Schedule Type: Permanent

* Name: _3 Hr Maxiflex Insert Schedule Template Schedule Status:  Submitted
Description: [

* Weeks: [2 7|
* Start Date: |Sep 02, 2018 |
End Date: |Sep 07, 2019 =1
Day Shift RDO Transaction Code  Hours Add Row Delete

Sun + X

Mon  7:30am-4:00pm Regular Base Pay 8 [X]

Tue 7:30am-4:00pm Regular Base Pay & Izl

Wed  7:30am-4:00pm Regular Base Pay 8 E

Thu T:30am-4:00pm Regular Base Pay 8 Izl

Fri 7-30am-4:00pm Regular Base Pay 8 @

Sat + X

Week One TOTAL 40:00
Day Shift RDO Transaction Code Hours Add Row Delete

Sun * X

Mon  7:30am-4:00pm Regular Base Pay 8 [+] [X]

Tue  7:30am-4:00pm Regular Base Pay 8 [+] [X]

Wed  7:30am-4:00pm Regular Base Pay 8 [+] x]

Thu  7:30am-4:00pm Regular Base Pay 8 [+] [X]

Fri 7-30am-4:00pm Regular Base Pay 8 [+ [X

Sat + X

Week Two TOTAL 40:00
Approver
Comments: A
Activity Log

Action Resulting State Action Date Name  Remarks

Submit  Submitted 09/07/2018 02:19 PM EDT DOE, JOHN

[ Delete] [ Submit ] [ Cancel ]

Figure 86: (Modify) Schedule Page
3. Make the applicable changes.

4. Select the Submit button to save the changes. The message, Successfully submitted the work
schedule, is displayed.

At this point, the following options are available:
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Step Description

Select the Cancel button Returns you to the Schedule Assignment page.

Select the Employee tab | Returns you to the Employee Main Menu page.

Default Schedules

Default schedules may be used for Employees who use the same hours and accounting each pay
period. Default schedules do not include features available in advanced schedules, such as
regular days off, temporary schedules, additional pay period options, and a Supervisor approval
process. The default schedule is displayed on the Schedule tab of the Employee's timesheet. If
Pay from Schedule is selected in the Retain Data Type field on the Timesheet Detail page, the
TCs and accounting codes are displayed on the timesheet. Timekeepers add and maintain default
schedules for their Employees.
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Leave Donations

The Leave Transfer Program menu contains the Leave Donations option which allows
Employees to to donate leave to an approved leave recipient in the Voluntary Leave Transfer
Program (VLTP) and/or donate leave to the Voluntary Leave Bank Program (VLBP), whichever
is applicable to the Agency. Employees are also able to donate leave to the Emergency Leave
Transfer Program (ELTP).

Note: For information on becoming a VLTP recipient, Employees should contact their Agency's Leave
Transfer Program (LTP) Manager.

This section includes the following topics:

DONALING LEAVE ......eeiieiie ettt e ettt e e e e et e e e e e e e aanteeeeaeeeas 111
Editing @ Leave DONATION .........ccueiiiiiiie et 114
Deleting a Leave DoNation REQUEST............ooiiiiiiiiiie e 115

Donating Leave
The Leave Donations link is used to submit a leave donation.
To Donate Leave:

1. Select the Leave Donations link from the Leave Transfer Program section on the
Employee Main Menu page. The LTP Donations page is displayed.

~WEBTA

Employee Main Menu =

LTP Donations

LTP Donations
¥ LTP Account Name Account Type Leave Type Amount Pay Period Status Delete
Mo results

Add Donation

Figure 87: LTP Donations Page

2. Select the Add Donation button. The Add LTP Donation page is displayed with the LTP
Account defaulting to None Selected.
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Note: The Position, Grade, and Step fields are automatically populated with your information.

_WEBTA

Employes Main Menu = LTP Donations =

Add LTP Donation

Itemns marked with an asterisks ars requirad.

* LTP Account: Mone Selected [T R LRI me T L8

* position: |PROG ANAL

* Grade: |12
* step: |07
* Leave Type: Annual Leave
* Amount:

* Pay Period: [12-2018 - Jun 10, 2018 - Jun 23 _2018* ¥

Account: Search Account

Donation Limit Waiver:
Remarks:
Status: Unsaved
* Restoration Preference: |Restore to Current Leave Year ¥

Unused Leave can be donated to another recipient after it is restored.

Figure 88: Add LTP Donation Page

3. Select the Search LTP Account button. The LTP Account Selection page is displayed.

“WEBTA m Inbox [1] | Settings | Help | Log Out
Empioyee Main Menu > LTF Donations > LTF Donatio
LTP Account Selection

Hama: Type: Employes: Agancy: poI: a

Fi] 0
| search | clear |
Namg Tree Employes Agengy POl Dty Locaton Balance Nepded Statemant of Condrign

DOE. ALICE Viohurtary Leave Transter Program | DOE. ALICE OLFO 5T NEWORLEANS LA 18800

DOE. JANE Viluritary Leave Transter Program  DOE. JANE OCFO 537 NEWORLEANS LA $8200

DOE. MARK. Viohirtary Leave Transter Program  DOE. MARK OCFO 57 NEWORLEANS LA 190000 PREGNANCY

DCE. MARY Vishutary Leave Transter Prageam | DOE. MARY OCFO 537 NEWORLEANS, LA 108000

DCE, PAUL Viohirtary Leave Transter Program  DOE, PALIL OCFO 537 NEW ORLEANS, LA 78500

DCE. TOMY Viskintary Leave Teanstes Pragram  DOE. TONY 0CFO 5317 NEWORLEANS, LA 107800

RL LT 1

Figure 89: LTP Account Selection Page
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4. Select the Select button of the LTP Account to which you are making your donation. The
Add LTP Donation page is displayed with the selection displayed.

_WEBTA

Employee Main Menu = LTP Donations =

Add LTP Donation
Itemns marked with an asterisk* are required.
* LTP Account: DOE, ALICE (BTSN Ey =TI
* Position: |PROG AMAL

* Grade: |12
* Step: (07
* Leave Type: Annual Leave
* Amount:

* Pay Period: [13-2018 Jun 24, 2018 - Jul 07, 2018~ ¥

Account:
Donation Limit Waiver:
Remarks:
Status: Unsaved
Total Hours Needed: 340:00

* Restoration Preference: [Restore to Current Leave Year ¥
Unused Leave can be donated to another recipient after it is restored.

Figure 90: Add LTP Donation Page - Selection Made
OR
Complete the search filters and select the Search button if the account is not listed.
5. Complete the following remaining fields:

Leave Type (see "Leave Type Field Instruction - LTP Donation (Required)" on page
134)

Amount (see "Amount Field Instruction - LTP Donation (Required)" on page 130)

Pay Period (see "Pay Period Field Instruction - LTP Donation (Required)" on page
136)

Account (see "Account Field Instruction" on page 129)
Donation Limit Waiver (see "Donation Limit Waiver Field Instruction" on page 131)
Remarks (see "Remarks Field Instruction" on page 137)

Restoration Preference (see "Restoration Preference Field Instruction (Required)" on
page 138)
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6. Select the Save button to save the donation. The message, Donation has been saved and
submitted for approval, is displayed.

At this point, the following options are available:

Step Description

Select the Cancel button Returns you to the LTP Donations page.

Select the Employee tab Returns you to the Employee Main Menu page.

Editing a Leave Donation
Leave Donations that have been submitted but not yet approved may be edited.

To Edit a Leave Donation:

1. Select the Donation link from the Leave Transfer Program section on the Employee Main
Menu page. The LTP Donations page is displayed.

“WEBRTA'

Employee Main Menu =

Inbox [30] | Settings | Help | Log Out

LTP Donations

» LTF Account Name Account Type = Leave Type * Amount Pay Period Status  Delete
DOE, JANE VLTP Annual Leave  10.0 2018-12: 08/10/2018 - 06/23/2018 Submitted
1-1 of 1 Records 1 View [28] (8] [750)
Add Donation

Figure 91: LTP Donations Page - Editing
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2. Select the applicable donation to be edited. The Edit LTP Donation page is displayed.

~WEBTA

Employes Main Menu = LTP Donations =

Edit LTP Donation

|temns marked with an asterizks ars requirad.

* LTP Account: DOE, JANE  [[liti N1l et e

* position: |PROG ANAL
* Grade: |12
* step: 07

* Leave Type: Annual Leave ETiaBie ] Type

* Amount: |10:00
* Pay Period: [12-201% - Jun 10, 2018 - Jun 23, 2018% ¥

Account: Search Account

Donation Limit Waiver:
Remarks:
Status: Submitted
Total Hours Needed: 183:00

* Restoration Preference: [Restore to Current Leave Year ¥
Unused Leave can be donated to another recipient after it is restored.

[ Save ] [ Delete ] [ Cancel ]

Figure 92: Edit LTP Donation Page
3. Make the applicable changes.

4. Select the Save button. The message, Donation has been saved and submitted for approval, is
displayed.

At this point, the following options are available:

Step Description

Select the Cancel button Returns you to the LTP Donations page.

Select the Employee tab Returns you to the Employee Main Menu page.

Deleting a Leave Donation Request

Leave Donations that have been submitted but not yet approved may be deleted.
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To Delete a Leave Donation Request:

1. Select the Leave Donations link from the Leave Transfer Program section on the
Employee Main Menu page. The LTP Donations page is displayed.

~WEBTA

Employea Main Menu >

LTP Donations

» LTP Account Name Account Type - Leave Type - Amount Pay Period Statuz  Delete

DOE, JANE VLTP Annual Leave 10.0 2018-12: 06/10/2018 - 06/23/2018 Submitted
1-1 of 1 Records 1 view [Z8] [%8] [750]
Add Donation

Figure 93: LTP Donations Page - Deleting
2. Select the Delete button to delete the request.

3. Select the OK button on the popup, Are you sure you want to delete the leave donation. The
message, Donation deleted, is displayed on the LTP Donations page.

~WEBTA

Employee Main Menu =

LTP Donations

| |Donatio n deleted | |

LTP Donations
» LTP Account Name Account Type Leave Type Amount Pay Period Status  Delete

No results

Add Donation

Figure 94: LTP Donations Page - Deleted

At this point, you may select the Cancel button to return to the Employee Main Menu
page.
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Continuation of Pay (COP)

Form CA-1, Federal Employee's Notice of Traumatic Injury and Claim for Continuation of
Pay/Compensation, is used to request continuation of pay (COP) for days that you are unable to
work due to an on-the-job injury. This form must be completed and submitted to the human
resources (HR) office. Once this form is submitted, the COP Administrator must add an event for
the Employee. Requests are displayed on the COP Events page after the COP Administrator adds
the event.

Note: You must select the applicable TC 67, OWCP Injury Leave, to add the COP to your timesheet.

To View a COP Request:

1. Select the COP Events link from the Continuation of Pay (COP) section on the Employee
Main Menu page. The COP Events page is displayed.

~WEBTA

Employee Main Menu =

COP Events
Injury Date Of COoP Return to Work COP Used to A
e il Number Injury Status Date Date Organization
DOE, JOHN |DOEJ 0801 08/01/2017 Terminated | 08/31/2017 30 Days USDA
DOE, JOHN | DOEJ 0850 06/02/2018 Active 06/12/2018 3 Days USDA
1-2 of 2 Records 1 View E :l

Figure 95: COP Events Page
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2. Select the applicable event to view the request. The COP Event Details page is displayed.
This is a read-only page.

“WEBTA

Inbox [3] | Settings | Help | Log Out

Employee Main Menu >

COP Event Details

COP Events =

ltems marked with an asterisk* are required

* Employee:

Organization:

Date of Injury:
Injury Number:

Return to Work Date:
COP Not to Exceed Date:
COP Used to Date:

DOE, JOHN - DOEJ
USDA

06/02/2018
0850

06/12/2018
061272018
3

Termination Date:
Termination Remark:

Date Name Remarks

06/05/2018 02:39 PM
EDT

Action

Saved DOE, JANE

Figure 96: COP Event Details Page
3. View the request.

At this point, you may select the Cancel button to return to the Employee Main Menu
page.
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Emergency Contacts

Employees may add multiple emergency contacts in webTA. The Emergency Contact Details
page is used to add these contacts. Once contacts are added, the call order may be modified.
Emergency contacts may also be deleted.

This section includes the following topics:

AddING @ NEW CONTACT.......eeiiiieiiiiiiiiee et e e e e e e e e e e e e eaees 119
Editing @ CONTACT ........uviiiiiiiiieiiece et 121
Moving a Contact 0N the LiSt..........ccviiiiiiiii e 124
Deleting an EMergency CONTACT.........ccooiuiiiiiiiieiiiieee et 124

Adding a New Contact
The Emergency Contact Details page is used to add emergency contacts in webTA.
To Add an Emergency Contact:

1. Select the My Contacts link from the Emergency Contacts section on the Employee Main
Menu page. The Emergency Contacts page is displayed.

_WEBTA" grmm
enu

Employee Main Manu >

Emergency Contacts for DOE, JOHN

+ Call Order Last Name Eirst Mame Relation Phone 1 ¢ Phone 2 Last Updated Delete

— DOE JOHN Self 08/17/2016 12:00 PM EDT —
Add New Contact

Figure 97: Emergency Contacts Page
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2. Select the Add New Contact button. The Emergency Contact Details page is displayed.

~WEBTA

Employee Main Menu = Emergency Contacts =

Emergency Contact Details

Iltems marked with an asterisk* are required.
Call Order: 1

First Name:
Middle Name:
* Last Name:

Relation: | Company POC v
Specify Other Relation:

Email Address:
* Phone 1: * Phone Type: v

Phone 2: Phone Type: v
Phone 3: Phone Type: v
Phone 4: Phone Type: v

Address 1:
Address 2:
City:
State:

Zip Code:
Country:

Notes:

Save Cancel

Figure 98: Emergency Contact Details Page
3. Complete the fields as follows:
First Name (see "First Name Field Instruction" on page 133)
Middle Name (see "Middle Name Field Instruction" on page 135)
Last Name (see "Last Name Field Instruction (Required)" on page 134)
Relation (see "Relation Field Instruction" on page 137)
Specify Other Relation (see "Specify Other Relation Field Instruction" on page 139)
Email Address (see "Email Address Field Instruction" on page 132)

Phone 1 (see "Phone 1 Field Instruction (Required)" on page 136)
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Phone Type (see "Phone Type Field Instruction (Required)" on page 137)
Phone 2 (see "Phone 2 Field Instruction" on page 137)
Phone Type (see "Phone Type Field Instruction" on page 137)
Phone 3 (see "Phone 3 Field Instruction" on page 137)
Phone Type (see "Phone Type Field Instruction" on page 137)
Phone 4 (see "Phone 4 Field Instruction" on page 137)
Phone Type (see "Phone Type Field Instruction" on page 137)
Address 1 (see "Address 1 Field Instruction" on page 129)
Address 2 (see "Address 2 Field Instruction" on page 130)
City (see "City Field Instruction" on page 131)
State (see "State Field Instruction" on page 140)
Zip Code (see "Zip Code Field Instruction" on page 144)
Country (see "Country Field Instruction" on page 131)
Notes (see "Notes Field Instruction" on page 136)

4. Select the Save button. The message, Contact saved, is displayed.
At this point, the following options are available:

Step Description

Select the Cancel button Returns you to the Emergency Contacts page displaying the new
contact.

Select the Employee tab | Returns you to the Employee Main Menu page.

Editing a Contact

Employees may edit contact information at any time in webTA.
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To Edit an Emergency Contact:

1. Select the My Contacts link from the Emergency Contacts section on the Employee Main
Menu page. The Emergency Contacts page is displayed.

—WEBTA gz

Employee Main Menu >

Emergency Contacts for DOE, JOHN

# Call Order Last Name First Name Relation Phone 1 Phone 2 Last Updated Dalate

— DOE JOHMN Self 081772016 12:00 PM EDT —
1 DOE JANE Spouse 555-555-5555 (Cell) 06/11/2018 03:52 PMEDT zl

Figure 99: Emergency Contacts Page - Editing Contact
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2. Select the applicable contact. The Emergency Contact Details page for that contact is
displayed.

-
~WEBTA

Employee Main Menu > Emergency Contacts =

Emergency Contact Details
Items marked with an asterisk* are required.

Call Order: 1

First Name: |JANE
Middle Name:
* Last Name: |DOE

Relation: | Spouse v
Specify Other Relation:

Email Address:

* Phone 1: |555-555-5555 * Phone Type: |Cell
Phone 2: Phone Type: v
Phone 3: Phone Type: v
Phone 4: Phone Type: v

Address 1:
Address 2:
City:
State:

Zip Code:
Country:

Notes:

Figure 100: Emergency Contact Details Page - Editing Contact

3. Make the applicable changes.

4. Select the Save button. The message, Contact saved, is displayed.
At this point, the following options are available:

Step Description

Select the Cancel button Returns you to the Emergency Contacts page.

Select the Employee tab | Returns you to the Employee Main Menu page.
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Moving a Contact on the List

If you have more than one contact on your emergency contact list, you may move the order in
which the contacts are called.

To Move a Contact on Your Emergency Contact List:

I.

Select the My Contacts link from the Emergency Contact section on the Employee Main
Menu page. The Emergency Contacts page is displayed.

“WEBTA" o

Employee Main Me

Emergency Contacts for DOE, JOHN

# Call Order Last Name First Name Redation Phone 1 Phone 2 Last Updated Delate

— DOE JOHN Salf 08/17/2016 12200 PMEDT —
1 DOE JANE Spouse 555-585-5555 (Cell)  000-000-0000 (Work) 06/1172018 04:03 PM EDT E
2 DOE JOE Brother OO0 (Cell) 06/12/2018 10:00 AM EDT E,

Figure 101: Emergency Contacts Page - Moving Contacts

2. Change the applicable number(s) in the Call Order box.

3.

Select the Save button. Your emergency contacts are displayed in the new order.

At this point, you may select the Cancel button to return to the Employee Main Menu
page.

Deleting an Emergency Contact

Employees are allowed to delete emergency contacts.
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To Delete an Emergency Contact:

1. Select the My Contacts link from the Emergency Contact section on the Employee Main
Menu page. The Emergency Contacts page is displayed.

_WEBTA gmm
Employee Main Menu >

Emergency Contacts for DOE, JOHN

» Call Ovder Last Name First Name Relation Phone 1 Phane 2 Last Updated Delate

—_ DOE JOHN Salf 08172016 12200 PMEDT —
1 DOE JANE Spouse 555-555-5555 (Cell)  000-000-0000 (Work) 0611172018 04:03 PM EDT I—i’
2 DOE JOE Brother RO 00K (Celly 0611272018 10:00 AM EDT [i’

Figure 102: Emergency Contacts Page - Deleting a Contact

2. Select the X from the Delete column of the applicable contact to remove. The contact is
removed from the page.

At this point, you may select the Cancel button to return to the Employee Main Menu
page.
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Field Descriptions and Instructions

This section contains the descriptions and instructions for the fields in webTA.

This section includes the following topics:

Account Field INSTIUCTION ......cveviiiiiieeiie e 129
Account Field Instruction (ReqQUIred)............oeiiiiioiiiiiiieee e 129
ACtIVE Field DEeSCIIPLION .....oiiiiiii it 129
Address 1 Field INStFUCTION ......c.coiiiiiiiiiiiciie e 129
Address 2 Field INStFUCTION ......c.coiiiiiiiiiiiiciie e 130
All Day Field INSTIUCTION ......ciiiiiiiiiiiee et e e e 130
Amount Field Instruction (ReqUIred) ............eeiiiiiiiiiiiiiee e 130
Amount Field Instruction - LTP Donation (Required) ...........ccccoeeiniirennineeesinnenn. 130
Body Field InsStruction (REQUITEd) ........cccuiieiiiiieiiiiei e
Calendar Field DeSCIIPTION .......cviiiiiiiiie e
Calendar Type Field DeSCrPtiON ........cc.vviiiiee i
City Field INSIIUCTION ....coiiiiiiiiee et e
Country Field INSTrUCTION ........uuiiiiiie e
Daily Hours Field Instruction........................

Description Field Instruction - Schedule
Donation Limit Waiver Field Instruction
E Auth Internal ID Field DeSCrIPLION......ccuiii ittt
E-Mail Address Field DeSCrPLiON .........cooii i
Email Address Field INSTrUCTION .........cooiviiiiiii e
Employee ID Field DEeSCIIPLION .......cvviiiiiiiiciece et
End Date Field Instruction (Required) ..........ccccceiiiirieiiiiiiiniiiceee e
End Date Field Instruction - Schedule Assignment............cccccoviee e
Essential Field DeSCIIPLION .........ciiiiiiiiiiiie et
Family and Medical Leave Act Field INStruCtion ............cccccoeeiiiiiiieii e
First Name Field DeSCIIPLION ........oiiuiiiiiiee et
First Name Field INSTrUCHION .......oooiiiiiiiiiiec e
From Date Field INSTrUCTION .........coiiiiiiiiiiii e
From PP Field INSIrUCTION ......oocuiiiiiiiiec e
Last Name Field DEeSCIIPLION .......cciiiiiiiiiiii et
Last Name Field Instruction (ReQUITed) .........ccceiiiiiiiiiiiieiniiiee e
Leave Type Field Instruction (Required) ...........coooeiiiiiiiiiiiiiiiieee e
Leave Type Field Instruction - LTP Donation (Required)
Leave Type Field Instruction - Search

Meal Time Field INSTrUCHION .........c.ooiiiiiiiiiie s

Middle Name Field DeSCriPLiON...........uiiiiiiiiiiieiiee e
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Middle Name Field INStruCtioN ..........cccoocviiiiiciiieiec s
Name Field Instruction (REQUITE) .......ccccoiiiiiiiiiiiieieiieiee e

No Time Tracking Field Description

Notes Field INStruCtioN ............ocoveeiiiiie e

Organization Field Description (Required).........cccceveiiiieeiiiiiieiiiee e
Override EmpowHR Supervisor Assignment Field Description
Password Field INSTrUCTION ..........cuiiiiiiiiice s
Password Field INStruction - WEDTA .........oiii e
Pay Period Field Instruction - LTP Donation (Required).........c.cccceeiiiireinineeennn.
Phone 1 Field Instruction (REQUITEd) ..........cocoueviiiiiieiiiie e
Phone 2 Field INSTrUCTION .......cocuuiiiiiiiee e
Phone 3 Field INStrUCTION ........c.oiiiiiiii s
Phone 4 Field INStrUCTION ........coiiiiiiiiee s
Phone Type Field INSTrUCTION. ..ot
Phone Type Field Instruction (ReQUIred)..........ccoooveiiiiiiiinieieeee e
POI Field DESCHIPLION ...ciiiiiiiieiiieie ittt
Relation Field INSTIUCTION.........ocuiiiiiiiii e
Remarks Field INSIrUCTION..........oiiiiiiiiiii s
Report Header Field INSIrUCtION ..........cooiiiiiiiiiiiee e
Restoration Preference Field Instruction (Required)...........ccooiuiiieiiiiiiiiiiienneenn.
Retain Data Type Field Description..........

Sick Leave Purpose Field Instruction
Specify Other Relation Field INStruCtion ...........ccoccoeiiiiiiii e
Start Date Field Instruction (ReqUIred) ..........cceeeiiiiiiiiiieeeniiee e
Start Date Field Instruction - Requests (ReqUIred).........cccocveeeiiieeeiiiiee s
Start Page Field DeSCIIPLION .......ciiiiiiiiii e
Start Pay Period for Timesheet Field Description...........ccccevieiiiiiiiieiiee e,
Start Time Field Instruction (Required) ..........ccccovviiviiiieeiii e
State Field INSIIUCTION ......oouiiiiiiie e
Status Field INSTHUCTION ........uiiiiiiiee e
Stop Time Field INSTrUCTION ......c.uiiiiiiiiii e
Subject Field Instruction (ReqUIred) ..........cccoiiiiiiiiiiiiiiiie e
Submitter Remarks Field INStruCtioN ...
SUPErvisor Field DEeSCHIPLION .......oiiiiiiiie et
SUpPervisor Field INSTrUCTION .........ooiiiiiiiiie e
TC Line Field INStrUCHION.........oiiiiiiiii e
Time INn Field INSTIUCTION ........viiiiiiiiciiiciee e
Time Out Field INSTFUCTION .......coiiiiiiiii e
Timekeeper Field Description...................
Timekeeper Field Instruction.......................
Timesheet Entry Type Field Description
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Timezone Field DESCHIPLION .....cciiiiii it 141
To Date Field INSIrUCLION.........cociiiiiiiii e 142
TO PP Field INStrUCTION......cciiiiiiiiiiicciee e 142
Transaction Code Field Instruction (Required)...........ccccooiiiiiiiiiiiiiiiiiiiieee e 142
Transaction Field Instruction - Premium Pay Request (Required)...................... 142
Transaction Field INStruction - SEarch ..........c.cccceoiiiiiiie e 142
User ID Field DESCIIPTION ......cciiuiiiiiiiiiee ettt 143
User ID Field INSTFUCTION ..ottt s 143
User ID Field INStruction - WeDTA ... 143
webTA Advanced Scheduling Field DescCription............ccccooiuiiiiiieniiiiiiiieeee e 143
webTA Continuation of Pay Field DeSCrPtioN ..........ccocveviiiieiiiieeeiieee e 143
webTA Emergency Contacts Management Field Description............cccccceeeeienes 143
WEDTA Field DESCIIPLION .....ociiiiiiiiieee ettt 143
webTA Labor Management Field DeSCription ..........ccceeeeeeiiiiiiiiene e 144
webTA NFC Bi-Directional Interface Field Description ..........ccccccoeoiiviiiieeieeiiins 144
webTA Telework Field DeSCHPLION .......ooiiiiiiiiiieiei e 144
webTA Web Services Field DeSCHPLON.......c.cviiiiieeiiiiie e 144
Weeks Field Instruction (ReqUIred)...........covueveiiiiiiiiiiiie e 144
Zip Code Field INSIIUCTION .......coiiiiiiiiiiii et 144

Account Field Instruction

Account
Select the search Account button and choose the applicable accounting code from the list.

Account Field Instruction (Required)

Account
Required field
Select the select button and choose the applicable accounting code from the list.

Active Field Description
Active
Checked if the Employee is an active Employee.

Address 1 Field Instruction

Address 1
Enter the first line of the address of the contact being added.
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Address 2 Field Instruction

Address 2
Enter the second line, if applicable, of the address for the contact being added.

All Day Field Instruction

All Day
Check this box if the request is for the whole day.

Amount Field Instruction (Required)

Amount

Required field

Enter the applicable dollar amount. For a whole dollar amount (i.e., $10.00) enter the whole
number (10). For dollars and cents (i.e., $10.50), use a decimal (10.50). The amount entered is
per day for the dates added.

Amount Field Instruction - LTP Donation (Required)

Amount
Required field
Enter the amount of leave that you wish to donate.

Note: If you attempt to donate more hours than you have available for any given leave type, an error
message will display.

Body Field Instruction (Required)

Body
Required field
Enter the body of the message.

Calendar Field Description

Calendar
Displays the applicable holiday calendar.
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Calendar Type Field Description

Calendar Type

Displays the calendar type.
City Field Instruction

City

Enter the city of the address being added.
Country Field Instruction

Country

Enter the country of the address being added.
Daily Hours Field Instruction

Daily Hours
Enter the number of hours requested.

Note: The Total Hours field will automatically populate after the request is submitted.

Description Field Instruction - Schedule
Description
Enter a description for the schedule.

Donation Limit Waiver Field Instruction

Donation Limit Waiver
Select this box to override the leave donation limitation.

Note: If this box is checked, justification for the override must be provided in the Remarks box.

E Auth Internal ID Field Description

E Auth Internal ID
Displays the Employee's eAuthentication Internal 1D.

131



W webTA 4.2 Employee
b - Publication Category: T&A Processing

E-Mail Address Field Description

E-Mail Address
Displays the Employee's email address.

Email Address Field Instruction

Email Address
Enter the email address of the contact being added.

Employee ID Field Description

Employee ID
Displays the Employee's EmplID from EmpowHR.

End Date Field Instruction (Required)

End Date
Required field
Enter the ending date of the request. The date is in Month Day Year format.

OR

Select the ending date of the request from the calendar icon.

Note: Do not submit a request for more than 1 pay period on the same request. If the request is for
multiple pay periods, you must submit multiple requests.

End Date Field Instruction - Schedule Assignment

End Date
Enter the ending date in Month Day Year format.

OR

Select the end date from the calendar icon.

Note: The end date must coincide with the end date of a pay period. The End Date defaults to Forever
once shifts are added. As a results of this, it is advised to always enter an end date. This will allow for
future changes to a permanent schedule.
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Essential Field Description

Essential
Displays a check mark if the Employee is classified as an essential Employee.

Family and Medical Leave Act Field Instruction

I hereby invoke my entitlement to Family and Medical Leave for:

Select the applicable reason when requesting Family and Medical leave. The field defaults to
None. If you are not requesting Family and Medical leave, leave None as the selection. Valid
values are None, Birth/Adoption/Foster Care, Family Military Leave, Serious
Health Condition of Self, Serious Health Condition of Spouse, Child, or
Parent.

Note: This field must be completed when requesting Family and Medical leave. If you make a selection in
this field when you are not requesting Family and Medical leave, an error message will appear. Also, if
you do not make a selection in this field when requesting Family and Medical leave, an error message
will display.

First Name Field Description

First Name

Displays the Employee’s first name.
First Name Field Instruction

First Name

Enter the first name of the contact being added.
From Date Field Instruction

From Date
Enter the starting date of your search. The date is in Month Day Year format.

OR

Select the starting date of your search from the calendar icon.

From PP Field Instruction

From PP
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Select the beginning pay period for the report from the drop-down list.

Last Name Field Description

Last Name
Displays the Employee's last name.

Last Name Field Instruction (Required)

Last Name
Required field
Enter the last name of the contact being added.

Leave Type Field Instruction (Required)

Leave Type

Required field

Select the applicable leave type for the request from the drop-down list. The list of leave types is
grouped by category. Leave types are displayed with the TC and the description of the leave
type.

The categories are:

Admin/Excused Absence

Annual Leave

Compensatory Time Off

Credit Hours Used

Home Leave Used

Leave Without Pay

Military Emergency

Military Regular

OWCP Injury Leave

Other

Religious Comp Time Used

Sick Leave

Time Off/Incentive Award

Note: The Transaction Leave Balance field will be populated after selecting the leave type.

Leave Type Field Instruction - LTP Donation (Required)

Leave Type
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Required field
This field defaults to Annual Leave. Select the Search Leave Type button change the leave type

being donated from Annual Leave {0 Restored Annual Leave.

Leave Type Field Instruction - Search

Leave Type
Select the leave type for the search.

Meal Time Field Instruction

Meal Time
Enter the meal time, if applicable.

Middle Name Field Description

Middle Name
Displays the Employee's middle name, if applicable.

Middle Name Field Instruction
Middle Name
Enter the middle name of the contact being added.
Name Field Instruction (Required)
Name

Required field
Enter a name for the schedule.

Note: To select a pre-defined schedule template, select the Insert Schedule Template button for a list of
available schedules templates. Select the applicable schedule template and select the OK button. If a
pre-defined schedule template is selected, the fields are populated with the selected template's pre-defined
criteria. Proceed to step 7.

No Time Tracking Field Description

No Time Tracking
Displays a check mark if the Employee does not use webTA to record time and attendance.
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Notes Field Instruction

Notes
Enter any notes related to the contact being added.Enter any notes related to the contact being
added.

Organization Field Description (Required)
Organization

Required field
Displays the Employee's organizational information.

Override EmpowHR Supervisor Assignment Field Description

Override EmpowHR Supervisor Assignment
Displays a check mark if the Supervisor information in the EmpowHR feed may be overwritten.

Password Field Instruction

Password
Enter your eAuthentication password.

Password Field Instruction - webTA

Password
Enter your webTA password.

Pay Period Field Instruction - LTP Donation (Required)

Pay Period
Required field
Select the applicable pay period for the donation from the drop-down list.

Phone 1 Field Instruction (Required)

Phone 1
Required field
Enter the primary phone number of the contact being added.
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Phone 2 Field Instruction

Phone 2
Enter a second phone number, if applicable, for the contact being added.

Phone 3 Field Instruction

Phone 3
Enter a third phone number, if applicable, for the contact being added.

Phone 4 Field Instruction

Phone 4
Enter a fourth phone number, if applicable, for the contact being added.

Phone Type Field Instruction

Phone Type
Select the applicable type of phone for the coordinating telephone number.

Phone Type Field Instruction (Required)
Phone Type

Required field
Select the applicable type of phone for the primary contact from the drop-down list.

POI Field Description

POI

Displays the Employee's personnel office identifier (POI).
Relation Field Instruction

Relation

Select the relationship to the contact from the drop-down list.

Remarks Field Instruction

Remarks
Enter any applicable remarks.
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Report Header Field Instruction

Report Header
Enter a header for the report, if desired.

Note: This will be displayed in addition to the report name.

Restoration Preference Field Instruction (Required)

Restoration Preference

Required field

Select the applicable restoration preference from the drop-down list. VValid values are Restore
to Current Leave Year and Restore to Next Leave Year.

Note: Unused leave may be donated to another recipient after it has been restored.

Retain Data Type Field Description

Retain Data Type

Displays the information to be added to the timesheet each pay period. Valid values are:
A1l - All information is copied from the previous pay period.

None - No information is copied from the previous pay period. A blank timesheet will be
available each pay period.

Pay From Schedule - Information is copied from the default schedule.

TC - TCs are copied from the previous pay period.

Accounts - Accounting is copied from the previous pay period.

Hours - Times are copied from the previous pay period.

Sick Leave Purpose Field Instruction

If you are requesting sick leave, you must indicate the reason
Select the applicable reason for requesting sick leave. The field defaults to None. If you are not

requesting sick leave, leave None as the selection. Valid values are:

None

Illness/injury/incapacitation of requesting employee
Medical/dental/optical examination of requesting employee

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

Care of family member with a serious health condition

Other (Provide the reason in Remarks)
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Note: This field must be used when requesting sick leave. If you do not make a selection in this field
when requesting sick leave, an error message will appear.

Specify Other Relation Field Instruction

Specify Other Relation
Enter any applicable relationship information if you selected other in the Relation field.

Start Date Field Instruction (Required)
Start Date
Required field
Enter the starting date of the request. The date is in Month Day Year format.
OR

Select the starting date of the request from the calendar icon.

Note: Do not submit a request for more than 1 pay period on the same request. If the request is for
multiple pay periods, you must submit multiple requests.

Start Date Field Instruction - Requests (Required)
Start Date
Required field
Enter the starting date in Month Day Year format.
OR

Select the starting date from the calendar icon.

Start Page Field Description
Start Page

Displays the Employee's highest role information. If the Employee has more than one webTA
role, verify that the highest role available is selected from the drop-down list.

Start Pay Period for Timesheet Field Description

Start Pay Period for Timesheet
Displays the date and pay period number.
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Start Time Field Instruction (Required)

Start Time
Required field
Enter the start time of the request.

State Field Instruction

State
Enter the State of the address being added.

Status Field Instruction

Status
Select the applicable request status for your search. Valid values are A11, Pending, Approved,
and Denied.

Stop Time Field Instruction

Stop Time
Enter the stop time of the request.

Subject Field Instruction (Required)

Subject
Required field
Enter the subject of the message.

Note: Select the High Importance link to indicate that the message is of high importance.

Submitter Remarks Field Instruction

Submitter Remarks
Enter any applicable remarks.

Supervisor Field Description

Supervisor
Displays the name and user ID of the Employee's Supervisor.
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Supervisor Field Instruction

Supervisor
Enter the name of the Supervisor for the request for which you are searching.

TC Line Field Instruction

TC Line
Enter work time in hours and minutes. This field is required.

Time In Field Instruction

Time In
Enter the starting time for each day.

Time Out Field Instruction

Time Out
Enter the ending time for each day.

Timekeeper Field Description

Timekeeper

Displays the name and user ID of the Employee's Timekeeper.
Timekeeper Field Instruction

Timekeeper

Enter the name of the Timekeeper for the request for which you are searching.
Timesheet Entry Type Field Description

Timesheet Entry Type

Displays how entries are made on the timesheet. Valid values are Hours and

Time-in/Time-out.
Timezone Field Description

Timezone
Displays the time zone in which the Employee is located.
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To Date Field Instruction

To Date
Enter the ending date of your search. The date is in Month Day Year format.

OR

Select the ending date of your search from the calendar icon.

To PP Field Instruction

To PP
Select the ending pay period for the report from the drop-down list.

Transaction Code Field Instruction (Required)

Transaction Code
Required field
Select the applicable transaction code from the drop-down list.

Transaction Field Instruction - Premium Pay Request (Required)

Transaction

Required field

Select the applicable premium pay type for the request from the drop-down list. The list of
premium pay types is grouped by category. Premium pay types are displayed with the TC and
the description of the premium pay type.

The categories are:

Comp Time/Travel Earned

Compensatory Time Earned

Credit Hours Earned

Hazard Pay

Holiday Worked

Home Leave Earned

OT w/Night Diff

Other

Overtime

Shore Leave Earned

Transaction Field Instruction - Search

Transaction
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Select the applicable TC for your request search.

User ID Field Description
User ID
Displays the Employee's user ID.
User ID Field Instruction
User ID
Enter your eAuthentication user ID.
User ID Field Instruction - webTA
User ID
Enter your webTA user ID.
webTA Advanced Scheduling Field Description

webTA Advanced Scheduling
Checked if the Employee is able to create work schedules in advance.

webTA Continuation of Pay Field Description
webTA Continuation of Pay
Checked if the Employee is able to request continuation of pay.
webTA Emergency Contacts Management Field Description
webTA Emergency Contacts Management
Checked if the Employee is able to enter emergency contact information.

webTA Field Description

webTA
Checked if the Employee has access to webTA.
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webTA Labor Management Field Description

webTA Labor Management
Checked if the Employee is able to enter labor/management information.

webTA NFC Bi-Directional Interface Field Description

webTA NFC Bi-Directional Interface
Checked if the Employee's information was loaded in webTA via NFC's bi-directional interface.

webTA Telework Field Description

webTA Telework
Checked if telework is available to the Employee.

webTA Web Services Field Description

webTA Web Services
Checked if webTA's Web services are authorized.

Weeks Field Instruction (Required)

Weeks
Required field
Select the number of weeks from the drop-down list.

Zip Code Field Instruction

Zip Code
Enter the ZIP code of the address being added.

144



webTA 4.2 Employee w
A

Publication Category: T&A Processing

Calendar Type Field Description * 131

| nd ex Calendars * 30

City Field Instruction « 131

A

Continuation of Pay (COP) « 117

Accessibility for Users of Assistive Technology with Country Field Instruction * 131

webTA 423
Account Field Instruction 129 D

Account Field Instruction (Required) * 129

Accounting » 97 Daily Hours Field Instruction ¢ 131

Daily R ks * 53
Active Field Description ¢ 129 ally kemarks

Default Schedules * 109
Adding a Dollar Transaction Request ¢ 85 clauit Seheauies

: Deleting a Dollar Transaction Request * 88
Adding a Leave Request * 65

Deleti L Donation R te 115
Adding a New Contact * 119 cleling a Leave Lionation Reques
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