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About Leave Transfer Program Management
As part of the Leave and Premium Pay Request Module, webTA provides full support to manage your
agency’s leave transfer programs.

Three types of leave transfer programs are supported:

e Emergency Leave transfer banks are established for specific emergencies. Anyone approved to
receive leave from the bank may use the leave donated to it. Similar to a Voluntary Leave Transfer
Bank, the leave used from the Emergency Leave Transfer Bank affects recipients differently and puts
different limits on the donations that a person can make to the program.

e Voluntary Leave transfer banks will allow employees to donate leave to a pool for use by anyone
approved as a recipient from the bank.

e Voluntary Individual Leave transfer accounts apply to specific employees. Leave donated to this
type of account may only be used by a specific employee. The primary difference between this type
of account and a Voluntary Leave Transfer Bank is that there can only be one approved recipient for
each account.

WebTA tracks the following types of transactions associated with each account:

e Approved Recipients: For an approved recipient to use donated leave, an “event” must be
established for that person. An event has a starting and ending date and a limit on the amount of
donated leave the recipient may use.

e Donations to the Account: Donations can be made from within webTA by individuals (with the
approval of the HR Administrator), or the HR Administrator can add donations for donors. Donations
received from outside the agency must be entered by the HR Administrator.

e Deductions from the Account: As donated leave is used, webTA generates deduction transactions
and adds them to the time card as a leave transaction. Additionally, deductions can be entered to
liguidate advanced annual or sick leave balances or leave without pay.
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To open the Leave Transfer Program Management page:

1. On the HR Administrator Main Menu page, click LTP.

DEYELOPMENT Help Logout

HR Administrator Main Menu

User Functions

“Wiew Tasks (1676) |

Ernployee Tirmekeeper | Master Timekeeper | Superisor

Master Supemvisor | HR Adrmin | Admlnl

2. The Select Account page opens listing leave accounts. The Type column of the Select Account page
shows the leave types associated with each account.

Help Logout

Select Account l

~ did = Yaluntary Leave 0 o|mam
Rarnk
& MEW ACCOUNT MEW ACCAINT Egﬂ:ggency Leave 0 0 0:00
Hur-icare Time for New Orleans Employees Emarcency Loave
! 1 for | ceney 1 2 <400
[K3t-ina durirg Ketrna Dank
£ DBereavement  lereavement SEIEEREY LEhE 0 0 0:00

Bank

Add Accourt Raturn |

0

£4KRONOS
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Adding Accounts
To add an account:

1. Open the Select Account page by clicking LTP on the HR Administrator Main Menu page.

2. Click Add Account. The Add/Edit Account Info page opens.

Help Logout

Add/Edit Account Info

Account Information

[ ccounn name: |
Coescrorion: |

& Emergency Leave Bank
Account Type: ' yoluntary Leave Bank
' yoluntary Individual Account

Save | Cancel |

£4KRONOS

3. Type the name of the account and a description.

IMPORTANT! If your agency has a naming convention or has established account numbers for
Leave Transfer accounts, use them as the account name.

4. Click to select the type of account being created, then click Save.

5. If the Edit Recipient page opened because you are adding a Voluntary Individual Account, enter
the appropriate information in the fields, then click Save. WebTA returns you to the Select
Account page. The new account appears in the Select Account accounts list. Once an account

has been created, employees can donate leave to it, and recipients who may use the donated
leave can be established.

Editing Leave Transactions

Adding a Recipient
Using webTA leave transactions, you can:

e Add recipients of donated leave
e Edit recipients of donated leave

e Remove recipients of donated leave
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e Edit donated leave transactions

e Approve leave donated by other employees

e Add leave donations

e Lliquidate advanced leave or LWOP

Account transactions are edited in the Edit Account Transactions page.
For an approved recipient to use donated leave, an “event” must be created.

e [f the recipient is using the leave from a Leave Bank, create the event in an existing Leave Bank
account.

e [f an Individual Leave Transfer Account is required, create the account and add the recipient to
it.

To add a recipient:

1. Select LTP on the HR Administrator Main Menu page. The Select Account page opens.

Help Logout
@ VA guadracentennial V& guadracentennial  Voluntary Leave Bank 0 0:00
© January flood EMErgency Emergency Leave Bank 0 0 0:00
" Bereavement bereavement Emergency Leave Bank 1} 0 0:00
Edit | Transactions i Dalsta I Cloze |
Add Account Return
E4KRONOS

2. On the Select Account page, select the account that you want to edit.

3. Click Transactions. The Edit Account Transactions page opens for the account you selected.
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Help Logout

Edit Account Transactions

Account Summary

Mameol Description| Type of Account |Donations|Deductions|Balance|
Account

Emergency Leave

Bereavement bereavement
Bank

Approved Recipient{s)

| [Name |Hours [start/End

Mo approved recipients,
Mew Recipient
Total 0

Donations to Account

Mo leave transfer donations.

Mew Donation I

Total 0

Return I

Z4KRONOS

4. Click New Recipient in the Approved Recipients section.

Approved Recipient{s)

| [Name JHours [start|End]

Mo approved recipients,
Mew Recipient
Total o

The Edit Recipient page opens.
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Help Logout

Edit Recipient

Recipient Data

IO
v

Cpomtton |
® porsonal O Family
EECS @ -

oee  ——
Save | Cancel

|

4KRONOS

Al

5. Type in the recipient’s user ID, or search for it using webTA’s search function.

If you chose to search for the recipient, once you find and select the recipient, webTA
automatically enters the recipient’s user ID into the User ID box.

6. Type in the leave recipient information required for reporting, the maximum number of
donated hours a recipient may use, click the radio button next to Medical Emergency Type
and enter the start and end dates of the event.

Maximum Hours is the maximum amount of donated leave that the person is eligible to
use, not the amount of leave that has been donated for that event. Until donations have
been made to the account and approved by an HR Administrator, the recipient cannot use
any hours. The maximum hours can never be less than zero.

7. When you are finished entering the leave information, click Save. The Edit Account
Transactions window reopens, showing the added recipient.
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webTh: Edit Account Transactions: com.threeis.webta.P622editTransaction - Microsoft Internet Explorer - |5 |£|
File Edit ‘View Favorites Tools  Help | -f'f
A - i ; ; 3. A TiN
Qoo - O - [¥] (2] () Pseoer Yoroorss @[22 G - | L
Address I@ https:ffwtadey nfc.usda. govjusda/serviet/com thresis. webta, HE2 1 editEvent j Go | Links
DEVELOPMEMNT Help Switch Account Logout I—

Edit Account Transactions

Account Summary

Name of Description| Type of Account [Donations|Deductions|Balance
Account

Yoluntary Individual

frack Account

Approved Recipient(s)

| Name __________ |Hoursstart _ [End_ |
Edit | RICHELLE COOQK (C |9Ju\ 10 2009

Total 100:00

Donations to Account

|_[Name ____ Hours|ApprovalApproved ByPPivear

Mo leave transfer donations.

Mew Donation |

Total 0

Retum | o

=
A - T ..
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Liquidating Advanced Leave or LWOP
If there are sufficient donated hours in the account, advanced annual leave, advanced sick leave, or
leave without pay may be liquidated for an approved recipient.

The HR Administrator must enter a manual deduction into the account. Deductions cannot be entered
that would result in an account balance less than zero. In fact, until there are donations recorded and
approved, the Deductions from Account section of the Transactions page will not be visible.

To liquidate leave:

1. On the HR Administrator Main Menu page, click LTP. The Select Account page opens.

Help  Lonout

Select Account

[ttt ObbhbtCab LI e _nECIHIEE L E SRR s s LE
& i guadrecentennial YA quadracentsnnial  Yolintary Leave Bank o J 0:00
€ Jdanuary flaod EMErgsncy Emergency Leavs Baik o J 0:00
" Berzavement bereavement Emergency Leavz Balk 1] J 0:00

Edil Traisacliuns I Oel=le I Cluse I

Add Aczount | Seuth

E4KRONOS

2. Select the appropriate account, and then click Transactions. The Edit Account Transactions page for
the selected account opens.

3. Inthe Deducts from Account section, click New Deduction.

10
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-'a\'n-ll'll: Fdit Accound Transactions: com. thoeeis, webla, P62 2edil Transaction - Micresoll Interael Explons

=18 x|

Fle Ed Vew Favorkes Took Heb &

Qe - ) - (%] [B] (0] J D sewen ormntes @) (30 L @ - 4T

Address [& b sds. fecen. Hhaeets webts. =] EJco |Links
|

Account Summary

rescription| Type of Account |DonationsiDeductionsiBalance

voluntary Individual

Mentall234 Mandevie |, ooy

25:00 2400 100

Approved Reciplent(s)
Edil | Mental lliness (MENTAL1234)500:000an 28 2005 Aug 31 2009
Total £00:00

Do ns to Account

Wiew [Lisa Sruith (EXTERMAL) 25:00 Approved LANDRYTRO2G

New Dionation |

Total 25:00,

Deductions from Account

| [Name Hours{Transaction ar

Wigw [Mantal [iness (MENTAL1Z34) 24:0061 - VLTP Leave Usad 02 2009

New Deduction
..___/—’ Tatal 2400

)= T R i

The Select Employee page opens.

Help Logout

Select Employee

Please select a valid User ID for the leave donation.

User ID: M
Leave blank if external to agency.

Continue Cancel

£4KRONOS

1. Typein, or search for and select, the recipient’s user ID, then click Continue. The
Deductions from Account page opens for the employee you selected.

11
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Help Logout

Deductions from Account

Recipient Information

Apply to: |Annual Leave |

05 / 2006

[
Save | Cancel |

4KRONOS

Al

2. Select the type of leave being liquidated in the Apply To field, the event to which to apply
the donated leave, and the number of hours.

3. Click Save.

WebTA checks to make sure that the number of hours does not exceed the available
balance or the maximum number of hours approved for the recipient’s event, and returns to
the Edit Account Transactions page.

-"'awehTA: Edit Account Transactions: com.threeis.webta.P622editTransaction - Microsoft Internet Explorer - = ll
Fle Edit Wiew Favortes Tools  Help ‘ o
O Back v () - d @ Y /.-\‘ Search \;1\7’ Favorites {04 . = - @ ﬁ
Address [£] hitps: fwtadev.nic.usda, gov usdajservist/com.threeis.webta. H6Z3editDeduction =l Go | Links
Account Summary
REID2 @fF Description| Type of Account [Donations|Deductions|Balance
Account
Mentallza4  Mandevile |7 oMntany Individust g o, 25:00
Account
Approved Recipient(s)
| Name _____________ [HourslStart __JEnd____|
Edit | Mental Iliness (MENMTAL1234)500:00Jan 25 2005 4ug 31 2009
Total 500: 00
Donations to Account
|___|Name __________HourslApprovallApproved BylPPivear
Wiew |Lisa Smith (EXTERNAL) 25:00 Approved LANDRYTS929
Meswy Donation
Total 25:00
Deductions from Account
| Name _____________|Hours|Transaction ____|ppivearn =
Wiew | Mental lliness (MENTAL1234) 24:00061 - YLTP Leave Used|02|2009
Edit | Del|Mental Iiness (MENTAL1234) 1:000 62 - Sick Leave 022009
Total 25:00 _I
|,€| Dorne | | @mﬂusted sites

72 start Ce O [Bwe. z . ¥ nff.. . e Err |G @ ];g'zgnjy.-u_,,-u O T 10:00 am
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About Donations to Leave Transfer Accounts

Employee donations to leave transfer accounts can either be entered by the donating employee through
the Leave/Premium Pay section on the Employee Main menu or it can be entered by an HR
Administrator from the Edit Account Transactions page. Either way, the donation must be approved by
an HR Administrator before it can be used by an approved recipient.

A recipient cannot use donated leave after the end of the event. The end date of the event may be
extended and its maximum hours increased by editing the event record. The HR Administrator may add
donations on behalf of employees, both from within the agency or from external sources.

To add a donation:

1. Open the Select Account page by clicking LTP on the HR Administrator Main Menu page.

2. Select an account on the Select Account page.

3 webTh: Select Account: com.threeis.webta.P605selAccount - Microsoft Internet Explorer - |5’ | X|

File Edit View Favorkes Tools  Hep | -

Qe - ) - %] [2] & ‘ ) search < Favortes f_}| -l &L JéEid

Address [B] heepsiffwcadey nfz,usd Jetjcom thresis webta Hezzedk Tramsaction = Be | Links
DEVELOPMENT Help Switch Account Logout —

Select Account
Show accounts that are: |Qpen +| Update

= # i
Account  |Aceount Type # Recipients|™ Approved |# Pending p o, 0
Description Donors Donors
ill 2

Voluntary
Individual 1
Account

o pitt 0 2:00

Yoluntary

' landry broken arm Individual 1 2 0 z:00
Account
voluntary

' clomburg sick Individual 1 2 0 40:00
Account _

Yoluntary
' boo boo illz Individual 1 2 0 100:00
Account

voluntary
' barry ill Individual 1 2 0 50:00
Account

bl il Yoluntary

Leawe Bank ¥ g E]erel

voluntary
€ Test Person  Cancer Individual 1 2 0 48:00
Account

Woluntary ;
Leave Bank E 2 2 220:00

wtaliimt s =l

 TEST CASE  Surgery

‘ﬂ Done | ‘ | ’7 @ |§ Trusted sites

13
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3. Click Transactions. The Edit Account Transactions page opens.

4.

Help Logout

Edit Account Transactions

Account Summary

ype o
ame of Account| Deseription TYPe o o natinnsiDeductionsiBalance)
e e ey rsasran e %1 (| et it EMa
Wi WA Voluntary

quadracentannial jquadracentennial Loave Bank

2:00 0:00 2:00

approved Reclplent(s)

Edit I Del Ichr-st-an Yungk (CLYE) 2:000ct 30 20060ct 30 20068

Mow Recipiont

Total 2:00

Danatlans to Accaunt

The Administrator |
View d M;
,_I (ADMIN) 00 Approved,  ADMIN (20 2006

Mew Donation |

Total 2:00

Deductions from Account

[ [Name ___lHoursTransactionlPplvean

Na leave transfer deductions.

MNew Deduction |

Toial Lt

Return

E4KRONOS

In the Donations to Account section, click New Donation for the account you want to add a
donation to. The Select Employee page opens.

/) wob TA: Seloct Employee: com. throeis.wobta.P624selUseriD - Microsaft Infernet Explorer _|=]x]
Fls Edt View Favortes Tocks Help >

OO 1] @ B s Sorween @3 8- E
address [E s ZI8e |uks

DEVELOPMENT Help Switch Account Logout

Select Employee

Please select a valid User ID for the leave donation.

h
User ID: _Seach |
Leave blank if external to sgency.

Continue | Cancel

§4KRONOS

If your donor is an internal donor (a donor who has an account in your webTA system), type
in the user ID of the donor.

-OR-
If your donor is an external donor (a donor who does not have a webTA account in your
system), leave the User ID box blank.

14
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Note: You may also search for the donor using webTA’s search function.

6. Click Continue. The Donations to Account page opens.

Help Logout

Donations to Account

Donor Information

External Emp Name: |

e
[orae: [
ET
.
|Donated Annual Leave j

(256 chars max)

Remarks:

Approved: Pending
Save Approve Cancel

£4KRONOS

7. Enter the donation information in the appropriate boxes.

NOTE: Hours is the number of hours the donor wants to donate to the account. Account is
the leave account the donor wants the hours donated to.

8. If you want to approve the donation immediately, click Approve.
-OR-
If you want to save the donation in pending status, click Save.

NOTE: Until the donation is approved, the donated hours cannot be used by a leave recipient.

Approved Donations
When an employee makes a donation to a Leave Transfer Program account, it is added to the account in
pending status. It must be approved before use.

To approve a donation entered by a webTA user:

1. If you have not already done so, open the Select Account page by clicking LTP on the HR Admin
Main Menu.

2. Select the appropriate account from the Select Account page, then click Transactions. The Edit
Account Transactions page opens for the account you selected.

15
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Help Logout

Edit Account Transactions

Account Summary

Mome of Account Description Type of Donations Dalance
Account
fike [ 100 0;00 0:00

Voluntary o
quadracentennial guadracentennial Leave Bank

Approved Recipient(s)

| [Name [Hours [start|End]

No approved recipients,

Mewe Recipient

Total 0

Donations to Account

| ____Jvame __________|Hourslapprovallpproved BylPplvean
Edit |£|The Administrator (ADMING  2:00] Pending
Mewe Donation I

Total 2:00

Xeturn |

E4KRONOS

3. Inthe Donations to Account section of the page, click Edit next to the account you want to
approve. The Donations to Account page opens.

Help Logout

Donations to Account

Danor Information

wa guadracenteanial
IF‘nSitinn

Corace [
S

Mo | =
| Conated Anncal Leeve =l

(256 chars max)

Remarks:

Approved: Pendng
Save Apgrova Cancel

£9KRONOS

4. |If you want to approve the donation, click Approve.
-OR-

If you want to save the donation information without approving it, click Save.

16
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Closing an Account

An account cannot be closed if there are pending transactions against it. Pending transactions are those
that have been recorded in a T&A, but have not yet been built and transmitted to the payroll processing
system.

To close an account:

1. Click LTP on the HR Administrator Main Menu page. The Select Account page opens.

2. Select the account that you want to close, and then click Close.

Help Logout
|_[account ______Jaccount Description SR
@ YA guadracentennial ¥A cuadracenternial Voluntary Leave Bank 0 0:00
€ January flood emergency Emergency Leave Bank a 0 0:00
€ Bereavement bereavement Emergency Leave Bank a 0 0:00
Edit | Transactions | Delste | Close K\
Add Account Return

If there are pending transactions against the account, an error message tells you that the
account cannot be closed. Otherwise, the Closing an Account page opens, providing information
about the account you’re closing, and giving you information about the closing process.

3. If you want to lock the account for closure, click Continue.

Help Logout
Closing an Account

This account has been locked for dlosure. It cannot be modifed or osed by
anyone, other HR A rators, If you click return, the account will
no longer be locked, and any modifications you have made 1o the restoration
table will ba last.

Account Surmmary

—

Emergency Leave 0:00 n:on 0:00

Bank

Continue I Retum

£ 4KRONOS \

Borpavement bereavement;

17
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The Close Account Confirmation page opens, providing further information about closing the
account.

Help Logout

Close Account Confirmation

Account Information

Closed accounts cannot be re-opened. If you have not printed the previous
page, you may wish to do so at this time. (Click Cancel to return to the
previous screen.) Glick Continue to confirm your intent to close this leave
transfer account.

_ Continue Cancel

A

-4 KRONOS

A

4. If you want to close the account, click Continue. The Select Account page reopens, and the
account you closed no longer appears in the account list.

WebTA calculates the amount of leave to be restored to donors based on the law. In unusual
circumstances, however, it may be necessary to make adjustments.

Restoring Unused Leave to Donors
There are two techniques for restoring unused leave: by restoring to individual donors, or by restoring
to all donors who have donated to a particular leave account.

You can modify the amount of leave to be restored on the Edit Restored Donated Leave page. You can
also specify when the leave is to be restored to the donor.

If the donor wants some, or all, of the unused donation to be transferred to another recipient, you can
specify the account and the amount to be transferred.

To restore unused leave to all donors:

1. Onthe HR Administrator Main Menu page, click LTP. The Select Account page opens.

Help  Logeut

Select Account
| ot vt Dosigtivaltype[& BsipivntJa Do [Botan]

% V4 quadracontonmial VA quadracontonnid | Vountary Lecva Bark ] 3 0:03

~ asiasy fane AmargARSY. Ernegancy | Rank n 1

~ Bergaverrent bereaverrent Emergency Leave Bank '] J0:00

Edt | Transaclions | Delete | Zhsa

SUKRONOS

18
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2. Select the account you want to restore from, and then click Close. WebTA closes the account
and restores unused leave time to the donors. To restore leave to donors to an individual’s
leave account:

3. On the HR Administrator Main Menu page, click LTP. The Select Account page opens.

Help Leogout

Select Account
B L e

i WA quajracentemnlal WA quadracentsnnlal ‘mluntarv Leave Bank 0 0:00
 Jandary flood BMErGENCY Eme-gency _eave Bank [u] 0 0:00
" Bereavement bereavement Eme-gency _eave Bank i} 0 0:00

Edi | Transactions I Delete I Close |
Add Accountl Return

AN

4 KRONOS

4. Select the account you want to restore from.

5. Click Transactions. The Edit Account Transactions page opens.

Help Logeut

Edit Account Transactions

Account Bummary

Vi b

¥
quadracentennial quadracentenial Leave Bank

Approved Recipient(s)

L Mame ________JHourstart Jend |
Esa | Del [christian vungk (CLve) 2:0000ct 30 20080ct 30 2008
New I{e:lElem I

Total 2:00

Donations to Account

Approved
oy

The Admestrator == o =
vigw | " GeTv S | 2:00 Approved|  ADMIN - (20/2006

Hew Denation

Total 2:00

Deductions from Account

| hame _____HourslTransaction/pplyear)

No leave transfer deductions.

New Deduction
Total o
Retum
SAKRONOS

6. Inthe Donations to Account section, click View next to the appropriate account.

19



webTA
Voluntary Leave Transfer Program

Total 2,00

Donations to Account

. The Admiristrator . J
LV View | ¢ ADMINY 2,00 spproved,  ADMIMN 20 20035

MNew Donation |

Total 2:00

The Donations to Account page for that account opens.

Help _Logout

Donations to Account

Donor Information

[ L cave Account: [RTEN RRRRTERT

Bosition

Type of | eave:  [LGELL LIRS
{256 chars max)

Remarks:

Approved: Yes

Riovent Prndlng I Cancel

f

£4 KRONOS /

7. Click Revert Pending. WebTA returns you to the Edit Account Transactions page.

The buttons next to the account you chose are now Edit and Del instead of View, and the
Approved column shows the account as Pending.

Total

Donations to Account

| ____Name ____________|Hourslapprovallapproved Bylpplvean
_—yr Edit ﬂ‘ e Administrator (ADMIN)  2:00 Pending
Iew Donation N
Total 2:00

8. Click Del next to the appropriate account. WebTA deletes the donated leave from the account
and restores it to the donor. NOTE: Leave cannot be restored to donors if the resulting LTP
balance would be less than zero.

20
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Frequently Asked Questions

R/

% How are leave accruals prorated when you’re on the program?

When a full time employee is a recipient in the leave donor program, his/her annual and sick
leave accruals are affected. The employee accrues leave separately for time worked (non
VLTP leave used) vs. leave accrued while using donated leave. WebTA separates the
balances thus creating the set aside accruals as regulated in 5CFR, along with regular
prorated accruals of sick and annual for any time charged as described above.

The employee will accrue leave for each portion (see T&A below) on a prorated basis.

T
‘ Work Tiwe Total [ T Tgisigi4: [28[ isiz: o 1 1| [16] 44|
Leave and Other Time
I 099FFOOPDLY oL oro
Sl Losee | I[Mo Description] el 2
WLTP Leave Used, | 099FFOOPDLY oo Vo i
Event: Mandevillel | (Mo Description] 11| A
SickLeave @  O99FFOOPDLY | L o4 Lt z! 20| S S 3
Federal Haliday | | (Mo Description) HERE ] Il ]
Leave and Other Time Total [ 150 | [ T4l [12[ | 7 Tsisis| |24 36
DailyTotal [ s cia sis! |40 !sisisi&sig |40 80|
T&A Profile Leave Data Fud)AccriAvail! Used | Bal
Pay Plan General Schedule (req)|[ |[Annual -- 002000 200 | -- Leave
Tour of Duty Full Time Annual Unapplied - — 1500
Duty Hours 80 Sick -- |2i00;2:00;2:00 | - —> accrued for-
Wark Waek Sick Unapplied - + '
Alternative Schedule Regular 8-hour Days T T H
: e | f8:00 ] time worked
fgency DCFo Received To Liquidate
Stste Lh Advance Annusl
iligNA 630 Advance Sick
Unit 40 10050
Timekeeper 17
Mew Contact Point ves Yoluntary Leave Transfer:
Mandeville (Max Availables 3:00)
e Bei@ [None WLTP Usage = | 'Z4:00124:00
ficcount Data Coda [Manual Entry Deferred Annual -- 1:00/1:000 -- ! 1:00
Def Annual Total - 100
Service Gomputation Date[Jan 28 2008 }
Def Annusl Uneppied —»| Leave accrued
Annual Leave Categary |4 hripp t T T +
N — Ry Deferred Sick -- '1:00'1:00' -- ' 1:00 h.I .
Recipient (YLTF) Yes Def Sick Total = 100 wnile using
Defgick Unapplisd | - w00 || TP
Leave Year Projection donatEd |eaVe
Mauimum Auailable Annual 96:00
Maximum Available Sick 96:00
Use or Lose Leave

For annual leave:

4 HOUR CATEGORY - The employee earns 1 hour of leave for each 20 hours worked.
6 HOUR CATEGORY - The employee earns 1 hour of leave for each 13 hours worked.
8 HOUR CATEGORY - The employee earns 1 hour of leave for each 10 hours worked.
For sick leave:

The employee earns 1 hour of leave for each 20 hours worked.

21
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Any hours worked that cannot be used to accumulate a whole hour of leave are carried over
to the next pay period to be applied with the hours worked in that pay period to determine
leave accruals.

This would be the same formula used to compute leave accruals for a part time employee.

Does the webTA system generate a message to the Employee and/or Timekeeper when
leave donations are returned after a LTP recipient case was closed?

For example: An employee donated 8 hours to an LTP recipient. Since the LTP recipient’s
case was closed, the webTA system indicated that the employee’s annual leave balance
should be credited 1.5 hours.

The employee is notified when leave is restored based on the closing of a recipient account.
The timekeeper is not notified.

Would the employee receive a message from webTA indicating that his leave balances
were adjusted?

The timekeeper, employee, and supervisor would see the leave adjustment on the T&A
summary. The employee and HR Admin should receive the following type of notification:

employee j smith (SMITH) will receive 6:30 in Annual Leave in pay period 02 of leave year
2009. The leave had previously been donated to the leave transfer account vireciptest2, but
the leave transfer account has been closed.

The leave will be automatically added to the donor’s Annual Leave (AL) balance in webTA
and in the STATUS HISTORY they would see the following:

‘Status History
Mimestamp ~ [Status Name  Message

Feh 092009 12:3 | ;
o Leave atjusted

Ui 27 2009 0248 {Valdton Reseedy | i
PH d

! Smith, J  [Restored donated leave of 8130 hours added to Annual leave available dueto closure of leave
transfer account : vlrciptest?

NOTE: The previously donated leave must be entered into the Time Inquiry System (TINQ)
in the USDA Payroll/Personnel System.
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+* When conducting a leave audit in webTA, does the system note the reason for changes to

the employee’s leave balance, specifically, when leave is returned after the LTP case was
closed?

For example: An employee donated 20 hours to an LTP recipient. Since the LTP recipient
case was closed, the webTA system indicated that the employee’s annual leave balance
should be credited 8 hours. One year later, the employee ran a leave audit report and
noticed that his annual leave balance suddenly changed by +8 hours in PP 15/2008.

No, there is no notation on the leave audit that the balance was adjusted and the reason for
the adjustment. Only manual adjustments are notated in a separate column.

+* Would the employee know that their leave was adjusted due to the return of a leave
donation?

The timekeeper could look at the prior certified timesheet for that pay period in question
and clearly see the reasoning based on the status history entry noted above.

%* Is there a way that webTA could handle returning leave donations that were approved prior to
the implementation date of webTA? If so, how?

If an employee received donations prior to migrating to webTA and there is donated leave
in the annual leave balance and a VLTP account in webTA with donations in that bank, you
would have to manipulate the system to get the balances together in order for webTA to
prorate the unused donated leave. Since you’ve deducted the leave from the donors, you
cannot add each donation individually under the donor’s name. You can add them as
external donations and put a comment at the bottom stating the donor’s name and any
other pertinent information you think is necessary. When the VLTP account is closed out of
webTA, any unused donated leave will be prorated and returned to the donors in webTA.
WebTA will think that the external donors are at another agency so you will have to
manually return the leave to those donors. Make sure you put a remark on the T&A to
document why the leave was adjusted. Since the leave was never added to the recipient, it
makes this a whole lot easier to accomplish. This is only a suggested procedure to handle
these cases. Agencies should develop a internal process on how this procedure would
work.

++» Should the “brought forward” balance be adjusted when a recipient is given donated
leave? Should the annual unapplied increase by 2 hours in this situation?
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For example: The employee is on the VLTP. The T&A shows that the employee is approved
for the program. The donated leave was added to the “brought forward” annual leave
balance. Below you see “annual fwd” adjusted 27 hrs. There’s also an issue with 2 hours
adding to the annual unapplied.

a webTA: Certified T&A Summary - Microsoft Internet Explorer _ |E| X
Time In Pay: 80:00 Crther Time: 0:00 Dallar Transactions: $0.00 Days In Pay: 8 -
N . g M I,
C " ipf Esf EA . 18/19,20,21,2223 24 25/2612712829:30/31
ransacten ] SIMIT!WIT!F!S|Wki1)S!MIT W T F! S |Wk2Total
Work Time
Reqular Base Pay || (NFCStored Account)) | . . l10l10! [zo | 10l | li0hol |30 [ S0
Wok Time Total [ T 7 7 Thiohior [2zo | 100 ¢ ool [ 30 [ S0

Leave and Other Time

Annual Leave (R N S | S i i0 [ 10
Admin/Excused Absence] | (NFC Stored Account)| | 110 1 ¢ i0 I I ! | i0
Federal Holiday o 1100 0 10 I 10
Leave and Other Time Total [ 7107107 @ @  [zo[ | | 10 ¢ ¢ [10] 30
Daily Total | 101100 110100 [40 | 100 1olioiiol |40 [ &0 |
Jan Jdan

T T T T T T T T S T T S T
Type EStatus EDate ESuperulsor 18/19,20021/22/23\24,25,26/27/28 293031

Leave Requests
[Annual Leavelapproved29-1AN-09TWILLIAM E. RAILEY (RAILEYWSO0z9) | o+ « « « © + T T 1 o |

Premium Pay Requests

Adjusted Balance

(Mo Premium Pay Requests submitted) |

T&A Profile Leave Data\L Fud Accr! Avail ! Used ! Bal
Pay Plan General Schedule (reqg) * annual Fud adjustdg7:00 hours,
Tour of Duty Full Time Annual 31:406,00] 37:45 110:00} 27145 Annual Unapplied
Duty Hours 20 fnnual Unapplied| €:00 | | 800
h , : EE — —t went from 6 hrs to 8
Work Week Mon. - Fri. sick -235:0014:001-231:00! -- 1-231:00 —
Alternative Schedule 4 Ten-haur Days Sick Unapplied - T - hrs
Agency [rus Crther [ 120:000
State b Received To Liquidate
flicun Advance Annual
U_mt Aduance Sick
Timekeaper Lwop

Retainiblata Leave Year Projection

Account Data Code Maximum Available Annual 175:45

Stored Account (NFC) Maximum Available Sick -135:00

Use orLose Leave

Service Computation D at

Annual Leave Category |6 hrfpp

Approved Leaue

Recipient (YLTR) es

Wstart. € [Co. [@we. [Bwe. . (W, (B e, B |EIBHAUZOP

First of all, the donated leave is not added properly. An account was established under LTP
but the donations were not entered under the account. They were manually added to the
brought forward annual leave balance.

Once an account is established under LTP for a recipient, you can add the donors. The
system will automatically deduct the leave from the donors. To use donated leave, the
timekeeper would code the T&A to “Leave Transfer” (The last option in the drop down). This
will pull the leave from the donated bank. WebTA will also calculate the Set Aside Account
(Deferred in webTA) for you.
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Explanation for 2 hr accrual in Annual Unapplied:

Because the employee is listed as being in the leave donor program and they are in the 6 hr
AL category (which accrues 1 hour of leave for every 13 worked), the calculation is still
prorating the leave. Therefore the user accrues 6 hrs based on 78 hours worked (13 x 6)
with 2 hours unapplied for carryover to the next pay period.

Normally this is done behind the scenes for full time (FT) employees, which is why you
accrue 10 hours at the end of the year if you are in the 6 hr category.

26 pay periods x 80 hrs per pay period = 2080 hours
2080 hours worked for the year / 13 =160 hours earned for the year.

But if you only earned 6 hours per pay period all year that total would be 156 hours earned.
You actually have 2 unapplied hours earned each pay period as a full time employee in the
6 hour category, thus having 52 hours applied to your leave calculation at the end of the
year (4 additional hours), to account for the 10 hr accrual at year’s end.

.
\ Work Time Total | | 1515 5 4] |28 ] 1818 | | | |16 ] 44|
Leave and Other Time
© 1 I099FFOOPDLY Lo Lo
e s | lNoDescriprom) | L ! 1 1 121 [ 2044 2
WLTP Leave Used: . |099FFOOPDLY Lo Lo o
Event Mandevillel | (NoDescription) | | | | | | ! [ | [B88) |24 )24
Sick Leave L0 IO09SFFOOPDLY | 0 L b L) 2 [ I O R 2
Federal Holiday | . (Mo Description] 181 0 0 g Lo g
Leave and Other Time Total [ 151 | | 1a4: [1z| ! | is:8:8 |24]38
Daily Total | '8i8i8/8i8: [40] isisisiois. [40]s0]
T&A Profile Leave Data Fud AccriAvaill Used | Bal
Fay Flan General Schedule (reg)| [ Annual - 2:00}2:0012:00 | -
Tour of Duty Full Time annual Unapplied - 116,00
Duty Hours 50 sick - 2:00}2:0012:00 @ -
Work Week Sick Unapplied =] 116,00
Alternative Schedule Regular B-hour Days | [ I T
(e OEFD Received To Liquidate
State LA Aduance Annual
ALL] L1530 Aduance Sick
Unit 40 Th
Timekeeper 17
N Yes Yoluntary Leave Transfer:
deville (Max Available: 3:00)
Retain Data [Mone VLTF Usage = 124,00:24:00
Account Data Code [Manual Entry Deferred Annual -- 11:0001:00! -- 1,00
Def Annual Total 1100
Service Computation Dats [Jan 28 2008 DEM”"”"I U“ = o) e id
ef Annual Unapplied| -- | Ly
Annual Leave Categary |4 hrf) — :
e kR Deferred Sick - :00i1:00) - 1,00 \ Set Aside
fpproved Leave ves ] e o
Recipient (WLTP) ef Sick Tota bl (1
DefSick Unapplisd | - | P Account
Leave Year Projection
Masimum Available Annual 95100
Masimum Available Sick 96:00
Il=e orlose | pave -

o,

+* In the leave transfer program, can donated time be applied to time in the past?

You can submit a corrected T&A to generate pay. If a corrected T&A cannot be submitted,
you can process from “Deductions from Account” to cover advanced annual/sick leave
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incurred during the medical emergency. It’s located under LTP under the recipient account.
If a corrected T&A cannot be submitted and you want to apply donated leave towards LWOP
incurred during the medical emergency, a manual payment should be done and you can
deplete those hours from the donated bank by deducting it through “Deductions from
Account”.

Is annual leave the only time that can be applied in leave transfer programs?

Yes, you can donate annual and restored annual, but it can be applied towards advanced
annual/sick or LWOP incurred during the medical emergency.

Is TC 61 61 (This TC is used to record the number of hours of annual leave to be donated to
a leave recipient for a medical emergency) working for the donor and recipient accounts?

Once you enter a new donation, it populates the donor’s T&A and deducts the leave. When
you add the donation under the recipients’ account, it adds to the VLTP bank in webTA. You
still must update the time to the recipient in TINQ.

Can the employee who receives the donated time see that time?

Employees can see when donated time has been used by accessing their T&A Summary
Screen.

Can you differentiate between donated annual leave and an employee’s regular annual
leave on the T&A?

You can view the time in both the T&A record and the T&A Summary. (See Below)
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Event: braken armi i[(Ma Description) R R R R
; I089HAD4PDLY I I
Sick Leave {{No Description) L L I 3
Leave and Other Time Total | R ‘ 4 | IR | | 4
DailyTotal [ '5i41 | is! |20 isisi isis: |3z]52]
T&A Profile Leave Data |Fwd:Accr:AuaiI:Used: Bal
Pay Flan General Schedule (reg)|| |[* Annual Fed adjusted (-63:45) hours,
Taur of Duty Full Time Annual -- 200200 -- 200 “
Duty Hours 80 Annual Unapplied | -- | 10:00 \ Annual Leave
Work Week Mon. - Fri. # Sick Fud adjusted (-59:20) hours.
Alternative Schedule Regular §-hour Days Sick -- 200200200 --
o ocFo Sick Unapplied = 10:00
State LA Received To Liquidate
Town 1690 Aduance Annual
Unit 30 Advance Sick
Timekeeper T LIWSP
Retain Data [Tcs and Accounts ¥Yoluntary Leave Transfer:
Account Data Code [Manual Entry broken am (Max Available: 46:00) T e
VMLTP Usage = | 12:00 200
Service Camputation Date|Jan OF 2007 Deferred Annual = | o=
Annual Leave Category |4 hripp Def Annual Total L - Donated Leave
thp_m_ued L\?Gu'; Ves Def Annual Unspplied| -- 2:00
peclplenltL[ 3: m e Deferred Sick =
ersona eave Ceiling 3 Def Sick Total .
Dref Sick Unapplied l 2100
Leave Year Projection
Maximum Awvailable Annual 10z2;00
Maximum Available Sick 100:00
Use or Lose Leave

How is it determined which employees get the remaining time when a leave transfer
account is closed and the unused donated leave must be returned to the donors?

WebTA calculates the amount of leave to be returned depending on the amount of leave
donated and used. It provides the prorated amount to be returned to each donor.

When unused donated annual leave is reverted back after the Leave Recipient account is
closed, does the “last in” donated leave revert back to the last donor?

No, the unused donated leave is prorated and returned to all active donors depending on
the number of hours donated.

What is the status of the TC 61-61 — Donated annual leave? Will it be added to the drop
down for the T&A’s?

No. Once you enter the donation under the recipients’ account the donated leave will
automatically populate the T&A.

How will the donor be able to choose how the returned donation of annual leave will be
restored (i.e. AL for current year, AL for the next year, donate to another recipient etc.).

There’s an option to edit the leave that is to be returned when you close the case.
(See Closing an Account)
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Currently, when the annual leave is donated, is there a charge to the budget of the donor?
And when the donated annual leave is used by the recipient is there another (duplicate)
charge to the recipient’s budget?

Since donated leave is not 'paid out' until it is used by the recipient, it is only being 'paid'
once. The donation under TC 6161 tells NFC to deduct the leave from the donor (eliminating
the need to TINQ the donors’ leave balance).

If deferred leave is used during the medical emergency, will webTA ignore the leave used
and continue accruing until the recipient reaches 40?

See the screenshot of a T&A summary.

T&A Profile Leave Data Fal Accr Avail :Ussd: Bal
Fay Flan 558 Gereral Schedule || ||* Anrual Fed adpsied 20:00 hours.
Tour of Duly Full Time Anrual 20:00 | - 20:00; - (20:00
Culy Hours 80 Arrual Urapplisd
Work Week W-F 8-5 Sick
Allermaiive Scheduls Fegular B-hour Days Sick Linapplied
Agency USAID Received To Liquidate
State oc Achance Arrual
Town 0001 | Achance Sidc
Uil o LWOP
Tirmekeepar o1
= Voluntary Leave Transfer:
Retsin Data |"='” Jeemy Spencer lliness (Max Available: 268:00)
Account Dala Code |I'.'br|.|a| Ertiry ‘;;I'P L:EQE | 4;33;3 :ED-COESD:EU 4:30;]3 /—' Deferred AL
Senice Carmpulation Date|Jan 31 1285 kel folf = B ] = gl
Del Arrual Tolal 40:00 40:00
Arrual Leave Calegory (8 hrlpp o T \_’
Arrua ied| - --
Approved Leave 5 r T p Deferred AL
Redpient (VLTP) Yes Delerred Sick 20:00 4:00:24:00: - i24:00
Dei Sick Tolal 20:00 24:00 Total
Dei Bick Urapplied
Leave Year Projection
Mazirmum Awailable Arrual 92:00
Mazximum Awailable Sidc 35:00
Us2 or Lose Leave

You will notice that in the leave column there are two separate categories (Deferred AL and
Deferred AL Total).

If someone is moving AL or SL to their regular balances for use while in the VLTP, you would
modify the DEFERRED AL balance to deduct the leave that is being moved to the regular
balances. You should NOT edit the DEFERRED AL TOTAL field. What this will do is allow you
to move the leave but still have the 40 hour limitation enforced.

For example: If | have already accrued 40 hours of AL in my frozen account and transferred
20 hours to my regular balances for use, my DEFERRED AL would read 20 and my
DERERRED AL TOTAL would read 40. This would prevent me from accruing more AL for
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VLTP time used, but would keep track that | reached the 40 hour limit and still had 20
hours in the frozen account.

If the total deferred AL was modified to less than 40 hours then the employee would accrue
until 40 hour was reached. This should not be done when transferring leave, it would only be

done if there was a leave error and that balance was incorrect.

When a VLTP case is closed in webTA, what are my options when leave is returned to the
donors?

When an account is closed, if there is an excess balance of leave in the account, each donor
will be listed with a prorated amount of leave and the pay period it would be restored to
them. If the HR Admin selects the edit button next to the employee, they will see that there
is a field called PAY PERIOD, with the option of CURRENT or NEXT YEAR. If next year is
selected, the leave would be restored next leave year.

When a recipient case is closed in webTA and the leave is returned to the donors in
webTA, will I have to TINQ that leave into USDA Payroll/Personnel System?

Yes, the leave that is to be returned to the donors when the case is closed will automatically
be returned to the donor’s annual leave balance in webTA but has to be updated in TINQ.
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