& webTA

Time and WebTA 4.2 Employee
Attendance Quick Reference Card

Employee Main Menu Options

~WEBTA

Employee Main Menu

Time Accounting
Timesheet Accounts
Timesheet Summary
Schedule
Processed Timesheets
Schedule Assignment

Leave Requests

Shifts
Premium Pay Requests

Schedule Templates
Dollar Transaction Requests

Leave Balances Messages
Schedule Send Message To Timekeeper
Send Message To Supervisor

Reports

Reports Leave Transfer Program
e — Leave Donations

Telework Requests Emergency Contacts

Telework Agreements My Contacts

Continuation of Pay (COP)
COP Events

Inbox Tab: View messages.
Settings Tab: View your Employee profile and other information, such as licenses, calendars, roles, etc.
Help Tab: Access online help.

Log Out Tab: Exit the system.

Time Section: Create a schedule; enter time and leave, premium pay, and dollar transaction requests; and view

timesheet summary and historical records.

Reports Section: Run leave audit reports.

Telework Section: Reserved for future use.

Continuation of Pay (COP) Section: View your COP event details.
Accounting Section: Find, add, and remove accounting codes.

Schedule Section: Create a permanent and/or temporary schedule.
Messages Section: Send a message to your Timekeeper and/or Supervisor.
Leave Transfer Program Section: Add, edit, or delete leave donations.

Emergency Contacts Section: Add emergency contact information.
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webTA 4.2 Employee

Entering Time

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

2. Select the + (plus sign) on the Work Time Total line. — ‘

3. Accept the default transaction code (TC) or select the Timesheet e g
default TC for a list of available TCs. FofPotod: 01011 a8 2017031, 20175 () Sl ard] e g |

4. Select the applicable TC from the drop-down list. ok Time oV T e

108 | 109 .Irml 2 17?3 Is;: i m '{:?E 17 W8 9 1720 ?ﬂal Wi Total
5. Select the Select Work Time Transaction button to a T
return to the Timesheet page. e

Transaction Account

6. Select the Select Account link for a list of available B vionk rme Tou
accounting codes.

7. Select the Select button next to the applicable accounting code.
8. Enter your work hours in the Work Time field next to the applicable TC and accounting code.
9. Select the Save button.

Requesting Leave

“WEBTA' grm

Employee Main Menu > Leave Requests >

Leave Request Form
Hems marke i a atesk ar requied.
Leave Type and Dates
Employee: DOE, JOHN

Leave Balance Calculator

* Leave Type:

Transaction Leave Balance: NA
eave Request T
AlDay StantTime | StopTime | Meal Time Daiy Hours Total Hours| Action

Date

Add New Row.

Remarks

Submiter
Remarks

Approver
Comments:
Sick Leave Purpose
1fyou are requesting sick leave, you must indicate the reason.

® None
liness’in

capacitation of requesting employee
mination of requesting employee

of family member,
erious health condition
emarks)

Family and Medical Leave Act

t andlor your to obtain lbout your entilements and der the
FMLA on of a serious e req ‘agency. Ifannual, sick. o 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
Miitary Leave
Serious Health Condiion of Self
Serious Health Condition of Spouse, Chid, or Parent

Certification

above is for indic 1 must comply with my employing agency's
certiication, i

L certiy q
procedures for requesting ( d
falsfication of information on this form may be grounds for disciplinary action, including removal,

Privacy Act

Section 6311 of tle 5, United States Code, auth flection of this information. The primary use of this information is b ntand
your payroll office to approve of leave. of may be: To the Department of Labor when
rocessing a claim for i oriliness; to offce regarding a

claim to Federal Life Insurance or Health Benefits carriers regarding a claim to a Federal, State, or ocal law enforcement agency when your
agency becomes aware of a violation or possible violation of cvilor criminal law; to a Fedsral agency when conducting an investigation for
it the 1 Offce when the i d

to the Office
or the General

Public (Aprl 26, 1996) requires that any person doing business with the Federal Government furnish a social security number or
s is an amendment to tdle 31, Section 7701. Fumishing th el as other dat

tax ider er. This s an am e social security number, as
voluntary, but failure to do 50 may delay or prevent action on the application.If your agency uses the information furni
an it i ional

ished on this form for

1. Select the Leave Requests link from the Time section on the Employee Main Menu.
. Select the Add Leave Request button.

. Select the applicable leave type from the Leave Type drop-down list. The selected transaction leave
balance is displayed.

. Select the Start Date and End Date from the calendar icon or enter the dates in mm/dd/yy format.
. Enter the Start Time and Stop Time in hh:mm format. If taking the full day, select the All Day box.
. Enter the Meal Time, if applicable.

. Enter the hours requested in the Daily Hours field.

. Enter any applicable remarks in the Submitter Remarks field.

. Select the Submit button.

w N
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NOTE: If requesting Sick Leave or Family and Medical Leave, the applicable Sick Leave Purpose/Family and
Medical Leave Act (FMLA) purpose is required.
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Requesting Premium Pay

~WEBTA'

Employee Main Manu > Premium Pay Requests >

Pending Approved Denied

Premium Pay Request

Iltems marked with an asterisk* are required.
Transaction and Dates
Employes: DOE, JOHN

* Transaction:

Premium Pay Request Times
* Start Date “ End Date Start Time Stop Time Meal Time | Daily Hours Total Hours| Action
[Month Day Year _|[&% |[Month Day Year _|faH 0:00
Add New Row
Remarks
Submitter
Remarks: A
Appraver

Comments: A

. Select the Premium Pay Requests link from the Time section on the Employee Main Menu.

. Select the Add Premium Pay Request button.

. Select the applicable premium pay transaction from the Transaction drop-down list.

. Select the Start Date and End date from the calendar icon or enter the dates in mm/dd/yy format.
. Enter the Start Time and Stop Time in hh:mm format.

. Enter the Meal Time, if applicable.

. Enter the hours requested in the Daily Hours field.

. Enter any applicable remarks in the Submitter Remarks field.

. Select the Submit button.

Viewing a Timesheet Summary

1. Select the Timesheet Summary link from the Time section on the Employee Main Menu.
2. Select the applicable pay period from the drop-down list.
3. Select the Select Pay Period button. The Timesheet Summary Page is displayed.

© 00 N O O ~h W N -~

Validating and Affirming a Timesheet

1. Select the Timesheet link from the Time section on the Employee Main Menu.
2. Select the Validate button after all time is entered. The Timesheet is displayed for review. Correct any error

messages.
3 Entel’ any app|lcab|e remarks |n the ACtIOn Remarks | certify that the time worked and leave taken as recorded on this form is true and correct to the best of my knowledge:
. text box Action Remarks:

Characters Remaining: 255

4. Select the Affirm button. The timesheet will be
submitted to the Supervisor for certification.

| Affirm | | Cancel Attestation
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Adding Dollar Transactions
~WEBTA

Employee Main Menu > Dollar Transaction Requests >

. Pending Approved Denied
Dollar Transaction Request —O—0——0—
ltems marked with an asterisk* are required
Employee: DOE, JOHN
* Transaction Code: v

* Account:

* Start Date * End Date * Amount Action
Month Day Year _|(a) |[Month Day Year | [al
Add New Row
Remarks

Submitter Remarks:

Approver Comments:

1. Select the Dollar Transaction Request link from the Time section on the Employee Main
Menu.

. Select the Add Dollar Transaction Request button.
. Select the applicable transaction code from the drop-down list.
. Select the Select button next to the Account field.

. Select the applicable accounting code on the Select Account page.

D A W DN

. Select the Start Date and End Date from the calendar icon or enter the dates in mm/dd/yy
format.

~

. Enter the amount in 00.00 format.
8. Add applicable remarks in the Submitter Remarks field.
9. Select the Submit button.
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