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Training Objectives and webTA Navigation Overview

The purpose of this training manual is to provide employees information needed to use webTA for
entering their time and attendance (T&A) data each pay period. This training manual contains
images (screen captures) of the pages that you will see while using webTA.

This section includes the following topics:

Training ODJECTIVES ...t e e e e et e e e e e e nneeeeas 3
WEDTA NAVIGATION. .....eeiiiiiiii ettt e e e 3
TO LOG INTO WEDTA ..ottt 4
TO LOG OUL OF WEDTA ..t 5
TO Change YOUr PASSWOIA .......ccoiuiiiiiiiieeiiiie ettt e e snbre e e e e s nees 5
Accessing Help iN WEDTA ...t e 6

Training Objectives
After completing the training on webTA you will be able to:

e Enter T&A data.

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

e Submit leave donation requests for approval.

e View certified T&A summaries.

e Select accounting codes(s).

e Assign description to accounting codes.

e Generate a report of your leave history.

e Submit requests and tasks to your timekeeper.

The employee functions described above are accessed from the Employee Main Menu page which
is displayed after you log in.

webTA Navigation

The navigation within webTA is relatively simple to follow. All main employee functions are
accessed from the Employee Main Menu Page which is displayed after you log into webTA.
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Additionally, most pages are exited by selecting the Return button once you have completed the
task you were trying to accomplish. In the section below, instructions are outlined on how to log in
and out of webTA, manage your password, and access help in webTA.

To Log Into webTA

TRAINING

webTA Login

Welcome.

Login using eAuthentication

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

User ID

Password

(password is case-sensitive)

Figure 1: webTA Login Page
1. Complete the User ID and Password fields.

2. Click Log In. The Employee Main Menu page is displayed.

TRAINING Help Logout

Employee Main Menu

b

User Functions

[ Change Password ] [ View Tasks (395) ]
[ Timekeeper ] [ Master Timekeeper ] [ Supenvisor
[ Master Supenisor ] [ HR. Admin ] [Admin]

Figure 2: Employee Main Menu Page
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To Log Out of webTA

Select the Logout option in the upper right hand corner of any webTA page to exit the
webTA application.

Depending upon your browser settings, you may be automatically exited from webTA at
this point or returned to the webTA Login page.

To Change Your Password

1. Click Change Password on Employee Main Menu page to display the Change Employee
Password page.

TRAINING Help Logout

Change Employee Password

Current Password

New Password

New Password (again)

Save | | Cancel

Figure 3: Change Employee Password Page

2. Complete the Current Password, New Password, and New Password (again) fields.

3. Click save. Your password has now been changed.
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Accessing Help in webTA

1.

Select the Help option in the upper right-hand corner of any webTA page to access help
information for the webTA application. A new window is opened with help for the

Employee Module.

Employee Module

Contents

Introduction
Getting Started

Main Menu

Edit T&A Data
Validate
View T&A Summary
@ Leave/Premium Pay
Calendar View
Leave Request Edit
Leave Request
History
Premium Pay Edit
Premium Pay History

Leave Donation Edit
Edit Locator Info
Edit Default Schedule
Certified TRA's
Account Table
Create Account
webTA Reports
Send Task

Change Password
View Tasks

Leave Premium Pay Requests
Menu

Leave Requests

Select this menu option to view your current
leave requests. An employee can create a new
leave request or edit/delete currently pending
leave request. Other options available are leave
request history and leave requests calendar
view.

Premium Pay Requests

Select this menu option to view your current
premium pay requests. An employee can create
a new premium pay request or edit/delete
currently pending premium pay request. Other
options available are premium pay request
history and premium pay requests calendar
view.

Leave Donation

Shows current leave donations for an
employee. Also shows leave donations made to
voluntary as well as emergency leave transfer
programs by the employee in current and past
leave year. Employee can make a new donation
to any leave transfer program available.

Figure 4: Employee Module Page

Click a topic in the left-hand menu for help with a particular function within webTA.

To exit the help function, click the X in the upper right-hand corner of the new window.
You will be returned to the page you were on in webTA when you selected the Help option.
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Entering and Editing Time and Attendance (T&A) Data

WebTA supports two types of time entry:

Positive entry. Employees enter all transaction and T&A data.

Exception-based entry. Employees have individual default schedules where work and
leave time fields are automatically populated on the T&A Data page and changes are only
made as necessary.

Note: Most organizations use Positive entry.

All T&A Data pages display the Work Time and Leave and Other Time sections. You may also
have pre-populated default transactions/times and a Dollar Transactions section.

Each section contains a description of the transaction type and account information.

The two time-entry sections have daily time-entry fields for each week in a pay period.
Daily totals are displayed below each day in the Daily Total row. These figures are
computed by adding the Work Time total and Leave and Other Time total for each day.

If the employee requests leave or premium pay, the Time In and Time Out fields or the
Absence Start and Absence End fields are populated with the times entered on the
applicable leave or premium pay request. This only occurs if times are entered on the
request (i.e., 4 hours of sick leave from 6 a.m to 10 a.m). If the employee does not enter
times on the request, only the number of hours is displayed.

The Dollar Transactions section has a Dollar Amt field for entering the total Dollar Amt in
the pay period. Totals for the Dollar Transactions are displayed under Dollar Amt. This
section is only used with transaction codes (TC) that are recorded in dollars and cents (i.e.,
parking).

The Remarks field is available for adding comment(s).

This section includes the following topics:

To Add a New Work Time Transaction Code and ACCOUNT............ccceeevvieeeninerennene 8
To Enter an Additional Accounting Code...........coouiiiiiiiiiiiiiiiiieee e 10
TO ENter WOTK HOUIS ...t 12
To Delete a TransSaction COE .........oiiiiiiiiiiiiiie et 13
To Edit a Transaction Code OF ACCOUNT ........cccoiiiiiiiiiiee et e e 15
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To Add a New Work Time Transaction Code and Account

1. To access the T&A Data page, click T&A Data on the Employee Main Menu page. The

T&A Data page is displayed.

TRAINING

Help Logout

T&A Data
Mame: Andrea Employee Pay Period: 10 : May 6, 2012 to May 19, 2012
Time Card Type: Regular Leave Year: 2012

I Update ” Save/Return ][ Validate ][ Cancel ]

Figure 5: T&A Data Page (Without Transaction Code and Account)

_ May _ May
5 7 8 | 9 |10 11 iz 13 14 | 15 | 16 | 17 18 19
U tion; P Shd A t | i i i i i
ransac |oni tAccoun T  w i T | F s |wkil s imiT W T F S |wk2[Total
Work Time
Time In
Time Out
Lm (Mo Work Time transactions)
Leave and Other Time
Absence Start
Absence End
|_m (Mo Leave and Other Time transactions)
Daily Total | [ T [ [ |
Dollar Transactions |Remarks: |
[Transaction]Account Description]Dallar Am]
(Mo Dollar Transactions)
= Total

Note: If this is the first time you are establishing a T&A in webTA, the Work Time section of your

T&A may already contain default transactions/times that have been set up by your webTA
Administrator or you may not have any TCs or accounting codes displayed. You can add any
additional transaction as needed. If T&As have already been processed for you in webTA, then

your Work Time section will already be populated. You can add new transactions to the current list

if needed.

2. Click New in the Work Time section if there are any TCs or accounts that you need to add.

The New Work Time Activity page is displayed.

TRAINING

Help Logout

New Work Time Activity

LG LE=Ta O e i [ | 01 - Regular Base Pay

ZR0C30DT (o Descrpion g

Figure 6: New Work Time Activity Page
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3. Select a transaction type from the Transaction Code drop-down list.
4. Select the applicable account from the Account drop-down list.

5. Click save. The T&A Data page is displayed with the new work time TC and account you
just added.

TRAINING Help Logout
T&A Data

Mame: Andrea Employee Pay Period: 10 : May 6, 2012 to May 19, 2012

Time Card Type: Regular Leave Year: 2012

. . . May . . . [ | . . . May . . .
S 6 7 feis il 1211415016 17 18! 19 —‘—‘
S i M i T Wi T i F iS5 |wkil 5 i M | T { W { T { F { § |wWk2|Total
Work Time
Time In
Time Cut
%mu'arﬂmp“; | [L'\?:g:ff'%:?fr | N R R N I T S B
= WorkTimeTotal[ ¢ ¢ ¢ T T [ [ T 7 T T T T ]
Leave and Other Time
Ahsence Start
Absence End

m (Mo Leave and Other Time transactions)

pailyTabal[ | ¢ ¢ ¢ T ¢ [ [ ¢ ¢ ¢ 7 © ¢ [ T ]

Dollar Transactions |Remarks:
[Transaction[ccount Description|Dollar Amt|

{No Dollar Transactions)
Total |

[ Update H Save/Retum ][ Validate ][ Cancel ]

Figure 7: T&A Data Page (After Adding Transaction Code and Account)
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To Enter an Additional Accounting Code

1. To access the T&A Data page, click T&A Data on the Employee Main Menu page. The
T&A Data page is displayed.

TRAINING Help Logout
T&A Data
Mame: Andrea Employee Pay Period: 10 : May 6, 2012 to May 19, 2012
Time Card Type: Regular Leave Year: 2012
. . o B . . — . . = . .
6 i 7 i 8 { 9 {10 i 11 i 12 12 { 14 | 15 { 16 { 17 { 18 | 19
T ti P S A t i i i i i i i i i i i i
ransactien P e s M T iw T F s |weilsimiTiwiTt!iF s |wkzToal
Work Time
Time In
Time Out
| 1129NXC3QDDT
[ =" 57", | (o Description) I N R N |
[New | WorkTmeTotal[ 7 7 7 7 7 7 [ [ F F F F T T [ ]
Leave and Other Time
Absence Start
Absence End
[New] (Mo Leave and Other Time transactions)
pailyTetal[ [ ¢ ¢ ¢ T ¢ [ [ ¢ ¢ ¢ 7 ¢ ¢ [ T ]
Dellar Transactions |Remarks:

|Transaction|Account DescriptionlDoIIar Amt
(Mo Dallar Transactions)
Total |

[ Update H Save/Retum ” Validate ” Cancel ]

Figure 8: T&A Data Page (Before Adding Addtional Transaction Code and Account)

2. Click New in the Work Time section if there are any additional accounting code(s) to add.
The New Work Time Activity page is displayed.

TRAINING Help Logout

New Work Time Activity

L LESTRi D oG Ti [ | 01 - Regular Base Pay v

Suffix

T28NKCITRNG (No Description] |02

Figure 9: New Work Time Activity Page

3. Select a transaction type from the Transaction Code drop-down list.

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

10
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5. Click save. The T&A Data page is displayed with the additional accounting code on the
T&A.

TRAINING Help Logout

T&A Data

Narmer Andrea Employee Pay Period: 10 : May 6, 2012 to May 19, 2012
Time Card Type: Regular Leave Year: 2012
. .  May : . . . , May . .
] &€ i 7 ia{o {i0f1iua2 12 {14 {15 {16 [ 17 | 18 | 19
i — s s e S im i T iw:T :F s fwkis im:iTiwiTF ! s |wk2Total
Work Time
Time In
Time Out

1125NXC3QDDT
E(Na Description)

! | |129NXC3TRNG i i | | | | | | ! ! ! !
(e | I L)) I S N S I I
Work Time Total I I S R N T I [ I I I I I D

Leave and Other Time
Absence Start

[ Del

Regular Base Pavi

Absence End
(Mo Leave and Other Time transactions)
Daily Total | [ [ T 1
Dollar Transactions |Ilemark5: | |

|Transa|:tiun|A:|:uunt Desl:rl'ptl'onlDaIIar Amt|
(Mo Dollar Transactions) |

Total |

[ Update | Save/Retum ||| Validate || Cancel |

Figure 10: T&A Data Page (With Additional Transaction Code and Account)

11
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To Enter Work Hours

1. Enter your time under the appropriate date in the Work Time or Leave and Other Time
sections.

Enter daily time in hours and minutes (in 15-minute increments) by typing the number of
hours, a colon, and the number of minutes. You may enter the hours, a period, and a
decimal fraction. Time entered in these ways is converted to hours and minutes, rounding
to the nearest 15-minute increment when updated or saved.

Example: Entering 3.5 converts to 3:30 hours and 7:07 hours converts to 7.00.

TRAINING Help Logout
T&A Data
Name: Andrea Employee Pay Period: 10: May 6, 2012 to May 19, 2012
Time Card Type: Regular Leave Year: 2012
. .  May . . — . . | May . .

] & {7 i8 i9 {1} 11]12 1214 {15 [ 16 | 17 | 18 | 19
—— s s s imMm i T iw T iFis |wkisimiTiw T Fis |wkzToual
Work Time

Time In
Time Out
|| 1129NXC3QDDT R N P S
m Regular Basepavi E E[No Description) ES.UU ES.UU EB.UU ES.UU E?.].S | : : : ‘ : :
EQ Reqular Base Pay: | L2 NXCSTRNG | | | | |0:45 | \8:00 8:00 i8:00 |8:00 i8:00 |
[ el | (| [MaBesepran) | | | | || il e B e bl
[New | WorkTmeTotal[ [ [ [ T T T ] [ T T I
Leave and Other Time
Absence Start
Absence End
[New] (Mo Leave and Other Time transactions)
Daily Total | [T [ T |
Dollar Transactions |Remarks:

[Transaction[Account Description|Dollar Amt|
(Mo Dallar Transactions)
Total |

[ Update ” Save/Returmn ” Validate H Cancel ]

Figure 11: T&A Data Page (With Hours)

2. Click Update to save the information. TheT&A Data page will remain open. This allows
you to check your daily totals to ensure all of your daily time has been entered. To exit the
page and save your data, click Save/Return. If you do not want to save your T& A Data page,
click Cancel to be returned to the Employee Main Menu page.

12
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To Delete a Transaction Code

1.

Click T&A Data on the Employee Main Menu page to display the T&A Data page.

TRAINING Help Logout
T&A Data
Mame: Andrea Employee Pay Period: 10 : May 6, 2012 to May 19, 2012
Time Card Type: Regular Leave Year: 2012
May May
) 3 7 8 9 {10 11§ 12 13§ 14|15 | 16 | 17 | 18 | 19
[T s s i M T iwiT F 5 |wki| s w T F |5 |wkz2|Totsl
Work Time
Time In
Time Out
EQ 01-Reg Time-Telewrky | j122NXC3QDDT | | | | 10:45 | 0:45 18:00 |8:00 18:00 18:00 18:00 | 40:00(40:45
[ Dcl | L[ B I A T T i i e G e il
En i1 1129NXC3TRNG { : { { { { ! { { { P
Dol | Regular Base Pay { | i(No Description) Es.uo 38.00 Es.oo Es.ou 57.15 29:15 : 39:15
[New | Work Time Total 18:00  8:00 ] 8:00 | 8:00 | 8:00 | [40:00] 8:00 | 8:00 | 8:00 | 8:00 | 8:00 | [40:00[g0:00
Leave and Other Time
Absence Start
Absence End

(Mo Leave and Other Time transactions)

Daily Total |

{8:00 | 8:00 | 8:00 | 8:00 ; 8:00 |

[40:00]

{ 8:00 { 8:00 ; 8:00 | 8:00 | 8:00 }

[40:00]80:00]

Dollar Transactions

|Ilemarks: |

[Transaction[ccount Description[Dollar Amt]

{No Dollar Transactions)
Total |

[ Update ” Save/Return ” Validate ” Cancel ]

Figure 12: T&A Data Page (Before Deleting Transaction Code)

13
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2. Click Del next to the Transaction Code you want to delete. The T&A Data page is displayed
with the Transaction Code deleted.

TRAINING Help Logout
T&A Data
Name: Andrea Employee Pay Period: 10 : May 6, 2012 to May 19, 2012
Time Card Type: Regular Leave Year: 2012
. .  May . . — . . May .

. 6 | 7 . 8 [ 9 {10} 11 | 12 13 | 14 | 16 17 ig | 19
Transaction s s i s M i T iw T F s |wk1i] s |m]; W T F | 5 |wkz|Total
Work Time

Time In
Time Out
Edit I 1 1 1 1 1 1 1 1 1 1 1 1
0 Regular Base Pay, | |122NXC3TRNG |8:00 18:00 18:00 18:00 18:00 | 40:00 H |8:00 18:00 18:00 18:00 ! 32:00(72:00
| Del] L ey | N N D N N [T
MNew| Work Time Total | 19:008:00] 8:00 | 8:00 | 8:00 ; [40:00] 19:008:00}8:00 8:00 ! [32:00[72:00
Leave and Other Time
Absence Start
Absence End
MNew| (Mo Leave and Other Time transactions)
Daily Total | 18:008:00] 8:00 8:00 | 8:00 } [40:00] 15:008:00] 8:00 8:00 ! [32:00[72:00]
Dollar Transactions |Remarks: | |
|Transa|:t|on|A|:|:ount Des:rlptlonlDollar Amt]
(Mo Dollar Transactions)
[New Total |

[ Update ” Save/Return ” Validate ][ Cancel ]

Figure 13: T&A Data Page (After Deleting Transaction Code)

Note: If you delete a TC in error, you must click New to add it to the T&A Data page.

3. Click Update to save the information. This allows you to check your daily totals to ensure
all of your daily time has been entered. To exit the page and save your data, click

Save/Return. If you do not want to save your T&A Data page, click Cancel to be returned to
the Employee Main Menu page.

14
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To Edit a Transaction Code or Account

1. Click T&A Data on the Employee Main Menu page to display the T&A Data page.

TRAINING Help Logout
T&A Data
Mame: Andrea Employee Pay Period: 10 : May 6, 2012 to May 19, 2012
Time Card Type: Regular Leave Year: 2012
. . o . . — . . PRy . .
6 {7 i 8 {9 {10 i 11 | 12 12 | 14 | 15 | 16 | 17 | 18 | 19
T i P S A t i i i i i i i i i i i
ransactien jPrshaAccoun s M T iw T F s |weils imiTiw T F s |wk2Toeal
Work Time
Time In
Time Out
En |1 129NXC3QDDT T N
m Regular Basepavi E E[No ) ES.DD ES.DD EB.DD ES.DD E?.LS E . . . ‘ . .
EQ ReplerErecimy | | SR | | | | \0:45 | \8:00 |2:00 !8:00 |2:00 |8:00 |
[ Del | || |[MNePesedption) | | | | || Co T
= Work Time Total I N N N N N N S N N I N
Leave and Other Time
Absence Start
Absence End
m (Mo Leawve and Other Time transactions)
payTotal 1 T T [ | T T [ o o [
Dollar Transactions |Remarks:

|Transaction|Account DescriptionlDoIIar Amt|
(Mo Dallar Transactions)
Total |

[ Update ” Save/Return ” Validate H Cancel ]

Figure 14: T&A Data Page (Before Editing Transaction Code and Acccount)

2. Modify the T&A by clicking Edit next to the Transaction Code in the Work Time section
on the T&A Data page. The Edit Work Time Activity page is displayed.

TRAINING Help Logout

Edit Work Time Activity

o
o
I o c:000T (o Description) v |

Figure 15: Edit Work Time Activity Page

3. Select a transaction type from the Transaction Code drop-down list.

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

15
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5. Click save. The T&A Data page is displayed with the modified transaction code and

account on the T&A.
TRAINING Help Logout
T&A Data
Name: Andrea Employee Pay Period: 10 : May 6, 2012 to May 19, 2012
Time Card Type: Regular Leave Year: 2012
May | May . :
| 6 7 8 9 10 | 11 12 13 | 14 | 15 | 16 | 17 | 18 | 19
[ {PlbxShaAccount s .M T W T : F S |wWki) 5 M ! T ! w ! T ! F | 5 |wkaTotal
Work Time
Time In |
Tirme Out
% Regular Base Pay} | [ne D odobT P 0145 18100 {8100 {8100 {8:00 |8:00 |
| Edit | |1 |129NXC3TRNG i i .
EE] Regular Base Dn\.-i : (No Description) ia:ao s 00 «8:00 :8:00 :7:15
[ew] Work Time Total | ] ] | | | |
Leave and Other Time
Absence Start
Absence End
[New] (Mo Leave and Other Time transactions)
oailyretal [ [ 0 1 7 [ [ 1 1 1 1 1 1 T [ 1
Dollar Transactions [Remarks: | |

I'I'ransadianlAc:aunl DesmptinnchHar Amt;
(Ne Dollar Transactions)
Total |

[ Update ][ Save/Return ][ Validate ][ Cancel ]

Figure 16: T&A Data Page (After Editing Transaction Code and Account)

6. Click Update to save the information.This allows you to check your daily totals to ensure all
of your daily time has been entered. To exit the page and save your data, click Save/Return.
If you do not want to save your T&A Data page, click Cancel to be returned to the
Employee Main Menu page.

16
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Validating and Affirming Your T&A

When you are finished entering your T&A Data, the data validation process must be initiated by
you (as the employee) or by your timekeeper in accordance with your Agency's T&A policies and

processes. Your supervisor cannot certify your T&A until it has been validated.

Note: If your Agency’s policies state that only timekeepers validate T&As, then the employee
should never select the Validate button. Only employees who work for Agencies that allow
Employee Validation should follow the steps outlined in the next section.

This section includes the following topics:

To Validate a T&A

To Validate a T&A

1. Click T&A Data on the Employee Main Menu page to display the T&A Data page.

TRAINING Help Logout
T&A Data
Nams: Andrea Employee Pay Period: 10 : May 6, 2012 to May 19, 2012
Tims Card Type: Regular Leave Vear: 2012
_ May i . May
. Phd st Account 6 7 8§ | 9 10 11} 12 13 | 14 | 15 | 16 | 17 | 18 | 19
s M T w T i F iS5 [wki| 5 iM{T {w T F S |wkz2|Total
Work Time
Time In
Time Out
 Edt | Reqular Base Pay! [t T 18:00 |8:00 18:00 18:00 |8:00 | 40:00 18:00 |8:00 |9:00 |8:00 |8:00 | 40:00(20:00
[ Dei | | i(No Description)) 7T LT T T el e bl
[New] Work Time Total [ {5:00 | 8:00 | 8:00 | 8:00 | 8:00 | [20:00] 78:00 | 8:00 | 8:00 | 8:00 | 8:00 | [40:00[80:00
Leave and Other Time
Absence Start
Absence End
m (Mo Leave and Other Time transactions)
Daily Tatal | {8:00 | 8:00 | 8:00 | 8:00 | 8:00 | [40:00] 8:00 | 8:00 | 8:00 | 8:00 | 8:00 | [40:00[80:00]
Dollar Transactions |Remark5:

[Transaction[Account Description[Dollar Amt]

[Mo Dollar Transactions)

Total |

Figure 17: T&A

[ Update ][ Save/Return ” Validate ” Cancel ]

Data Page

2. Before clicking Vvalidate, all T&A data should be verified as accurate and in accordance
with applicable policies. Click Validate to validate the T&A. If there are errors or warnings,

17
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the Validation Summary page is displayed. If there are no error messages or warnings, the
T&A Summary page is displayed (and you proceed to step 5 below).

TRAINING Help  Logout

Validation Summary

PayPeriod|Error Message

w4y Andrea ERROR: [4001] - 8ase hours recorded can not be less than
3 LV AEE Employes 10 duty hours, BASE hours: 72:00, Duty hours: B0
eETT ERROR: [4007] - Comp. time may not be earned during a pay
EMPLOYEEA 10 pariod in which total base hours do not meet duty hours, Base
"”Emplwee ind in which | base hours cl duty h

hours: 72:00 , Duty hours: B0 .

. WARNING: [7001] - There is a payroll transaction far Camp
EMPLOYEEA**** oo 10 Tima Earned an 05/07/2012 with no cormsponding approved
play request for 2:00 hours,

Continue i Cancel I

Figure 18: Validation Summary Page

3. If there are errors, webTA lists the errors on the Validation Summary page, but does not
validate the T&A. Correct all errors on the Validation Summary Page. webTA cannot
validate your T&A until all errors are corrected.

Note: Errors are generated when there is a T&A validation failure, based on the validation rules. An
error is indicated by the word Error in red and includes a description of the problem that is
preventing your T&A from being validated. Errors must be corrected before your supervisor can
certify the T&A data. Warnings are generated when the system suspects that there may be a
problem. Warnings are indicated by the word Warning, along with a description of the possible
cause. Warnings will not prevent you from validating the T&A. If only warning messages are
generated, webTA lists the warnings but validates the T&A.

18
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Click continue. If there are any errors, then you are returned to the the T&A Data page to

correct them. If only warnings exist, the T&A Summary page is displayed.

TRAINING

Help Logout

MName:

Andrea Employea

Time Card Type:Regular

Status:
Time In Pay: 80:00

Not Validated

Bay Perind: 10: May 6, 2012 to May 10, 2012

Leave Vear: 012

Other Time:

Dollar Transactions: $0.00 Days In Pay: 10

Transaction

Wk 2[Total

Work Time
Time In
Time Out
\ 1 1129NXC3TRNG H
Regular Base Pay, S ' 40 40 | 80
=a L [MNo Description) |
Work Time Total | 8] [40] =0

Leave and Other Time

Absence Start |

Absence End |

(Mo

Leave and Other Time transactions)

Daily Total | [a0] T8is |
T&A Profile Leave Data Fwd Accri Avail Used Bal
Pay Plan General Schedule [reg)| ||Annual 53:00:4:00i57:00; -- :57:00
Tour of Duty Full Time Sick 4:00 4:00; 8:00; -- ;8:00
Duty Hours &0 Leave Transfer Donations
i (e Veluntary Drograml 1:00 § == 1:00
Alternative Schedule Regular 8-hour Days

Leave Year Projection

Agency OCFO | onr
State LA Annual 125:00
Town 1630 Maximum Available Sick 76:00
Unit 10 Use or Lase Leave -
Timel 01
Mew Contact Point [Ves
Retain Data [None
Account Data Code [Manual Entry
Service Computation Date|Oct 21 2010
Annual Leave Categery |4 hr/pp
Personal Leave Ceiling 240:00
Status History
Timestamp Status MName Message
Jun 04 2012 "validation Reset By Employee, Andrea
01:22 PM it [EMPLOYEEAT**%)
Jun 04 2012 - " :
07:55 AM Certification Rejected |Employee, Sue (EMPLOYEES) |x
Jun 04 2012 MasterSupervisor
07:54 AM Cartified Employee, Sue (EMPLOYEES)
Jun 04 2012 - - :
Gt Certification Rejected |Employee, Sue (EMPLOYEES] |Incorrect acct
May 31 2012 " -
12116 PM Supervisor Certified Employee, Sue (EMPLOYEES)
May 31 2012 - . _
12:02 BM ILI Validated ployes, Sue (EMPLOYEES)
TDE]"BLLSA?MULZ Pay period set Employee, Sue (EMPLOYEES) |Pay period changed from 22 to 10.
Oct 27 2011 . Restored donated leave of 1:00 hours added to Annual leave available due to
03:35 AM Leave adjusted Employee, Sue (EMPLOYEES) closure of leave transfer account : employeep
g)f.tIZQSDZ'\’?LL Mew Record Created SYSTEM Created during Build 1D 17 for pay period 22,

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

Figure 19: T&A Summary Page
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5. When you are ready to submit your validated T&A that is free from errors, click Affirm. A
pop-up message appears on the Employee Main Menu page, TA records validated
successfully. webTA submits your T&A for certification.

Message from webpage E|
1 TA recaords validated successFully,
'Y

Figure 20: T&A Records Validated Successfully Page

6. Click OK to be returned to the Employee Main Menu page.
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Viewing T&A Data Summary

Click T&A Ssummary on the Employee Main Menu page to display the T&A Data Summary
page. The T&A Data Summary page is a read-only view of your current T&A record.

1.

Help Logout

TRAINING
Name: Andrea Employes Pay Period: 10 : May 6, 2012 o May 10, 2012
Time Card Type:Regular Leave Year: 2012
Status: Validated
Time In Pay: 80:00 Other Time: 0:00 Dollzr Transactions: $0.00 Days In Pay: 10
Transaction .P .S .Account Wi 2|Total
Work Time
Time In
Time Out
i1 1129NXCETRNG
RegularBase Pay: 1 vy "neCineion) <3 | =
Work Time Total | [40] 80
Leave and Other Time
Absence Start | | I |
Absence End | A [ F H |
(Mo Leave and Other Time transactions)
Daily Total | isisisis! [40] Teisisisis] [40]s0]
T&A Profile Leave Data Fwd iAccri Avail iUsed! Bal
Pay Plan General Schedule (reg)|| |[&nnual 53:00:4:00i57:00; -- i57:00
Tour of Duty Full Time Sick 4:00 i4:00; 8:00 i -- | 8:00
ButiEois =0 Leave Transfer Donations
Work Week Woluntary Program| 1:00 | i - 1:00
Alternative Schedule Regular 8-hour Days
Leave Year Projection
Agency OCFO o — o500
State LA Annual L
Tam LE20 Maximum Availablz Sick 76:00
Unit 10 Use or Lose Leave -
Timekezpar o1
MNew Contact Paint Wes
Retain Data |NDI’|E
Account Data Code |Manua| Entry
Service Computation Date|Oct 21 2010
Annual Leave Category |4 hr/pp
Personal Leave Ceiling 240:00
Status History
Timestamp Status Name Message
Jun 04 2012 Employee, Andrea
01:23 PM Employee Attested | oyn) oyEEA®**%)
Jun 04 2012 . Employee, Andrea
01:29 PM Employes Validated | oyp) Gyppas++s)
Jun 04 2012 /alidation Reset By Employes, Andrea
01:23 BM Edit [EMPLOYEEA***¥*)
Jun 04 2012 -
07:55 AM Certification Rejected |Employee, Sue (EMPLOYEES) |x
Jun 04 2012 MasterSupervisor -
=t o Employee, Sue (EMPLOYEES)
Jun 04 2012 . . = o
07:53 AM Certification Rejected |Employes, Sue [EMPLOYEES) |Incorrectacct
May 21 2012 . . \
12:16 BM Supervisor Certified Employee, Sue ([EMPLOYEES)
May 31 2012 . . _ .
EEm T walidated ployee, Sue (EMPLOVEES)
TDEYBII-.SA?MDL: Pay period set Employee, Sue [EMPLOYEES] |Pay period changed from 22 to 10,
Oct 27 2011 . . |Restored donated lzave of 1:00 hours added te Annual leave available due to
05:35 AM Leave adjusted Employee, Sue (EMPLOYEES) closure of leave transfer account : employeep
Oct 252011 - , .
R MNew Record Creatsd  |SYSTEM Created during Build ID 17 for pay periad 22,

Affirmed By: Andrea Employee
Affirmation Date: Jun 04 2012 1:29 PM

Figure 21: T&A Data Summary Page

The top of the T&A Data Summary page contains Name, Pay Period, Time Card Type,
Status, and Leave Year.
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The T&A Data Summary page contains Work Time, Leave and Other Time, T&A Profile,
Leave Data, Leave Year Projection, and Status History.

These sections appear below the employee T&A Data Summary page:

e Work Time provides information about time worked in 2-week increments.
e Leave and Other Time provides information about leave and other time taken.
e T&A Profile contains a read-only copy of the T&A Profile for the current pay period.

e Leave Data contains your leave balances for the current pay period. Any non-zero
leave balance is displayed in this section.

e Leave Year Projection displays your annual and sick leave projections as of the current
pay period.

e Status History contains an audit log of all actions taken against your current T&A.

Note: If you have requested any leave request(s) or premium pay request(s), it will be displayed on
the T& A Data Summary page.

2. Click Return to return to the Employee Main Menu page.
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About Leave and Premium Pay Requests

The Leave/Prem Requests & Donations page provides options for leave requests and premium pay
requests. You can enter or review both leave and premium pay requests.

Note: Approved and denied leave and premium pay requests for dates in pay periods before the
current pay period appear on the leave or premium pay request history page(s). A pending request
will still appear as a current leave or premium pay request until it is approved or denied.

This section includes the following topics:

To Create a New Leave REQUEST ..........cooi i 23
To Change a Pending Leave REQUEST............eeeiiiiiiiiiiiie et 27
To Delete a Pending Leave REQUEST ..........ccuveiiiiiiieiiiiiee et 29
To View Your Leave ReqUEST HiSTOTY ......coiiuuiiiiiiiieiiiie et 30
To View Leave Requests in Calendar VIEW ...........cooooiiiiiiieeiiiiee e 33
To Create a New Premium Pay REQUEST..........cooiiiiiiiiiie e 37
To Change a Pending Premium Pay REQUEST ..........ccccviiiiiieiniiieeiiiee e 40
To Delete a Pending Premium Pay REQUEST ..........coocviiiiiiieeiiiiieeniee e 42
To View Your Premium Pay Request HiSTOrY..........ooccviiiiieeiiiiieeiiiee e 43
To View Premium Pay Requests in Calendar VIeW ...........ccccoocviiiiiiiiiiee e 46

To Create a New Leave Request

1. Click Leave/Prem Pay on the Employee Main Menu page to display the Leave/Prem
Request & Donations page.

TRAINING Help Logout

Leave/Prem Request & Donations

Leave Requests
Premium Pay Requests

Figure 22: Leave/Prem Request & Donations Page
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2. Click Leave on the Leave/Prem Request & Donations page. The Current Leave Requests
page is displayed.

TRAIMING Help Logout

Current Leave Requests

The requests table is currently empty.

MNew Request | “iew History | Calendar “iew | Returnl

Figure 23: Current Leave Requests Page
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3. Click New Request on the Current Leave Requests page. The Edit/View Leave Request
page is displayed.

TRAINIMNG Help Logout

Edit/'View Leave Request
Request by: Andrea Employee (EMPLOYEEA*** %)

Request Information

Leave Type | Sick Leave V‘
Transaction Type | Sick Leave V|

Previous Month July 2012 MNext Month
Sun Mon Tue Wed Sat

Independence
Day

11

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

Please specify:

(®] Illness/injury/incapacitation of requesting employee

(& Medical/dental/optical examination of requesting employee

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

O care of family member with a sericus health condition

> other {Provide the reason in Remarks)

O None

Family and Medical Leave Act

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

Please specify:

O BirthfAdoption/Foster Care

(O Serious Health Condition of Spouse, Child, or Parent

O Serious Health Condition of Self

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

Employee Remarks
(200 chars max)

Doctor's appt.

Supervisor Remarks
(200 chars max)

Figure 24: Edit/View Leave Request Page
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10.

11.

12.

Note: The first time you request leave (e.g., Annual, Sick, Comp Travel, etc.), you will need to edit
the TC to include the Account Data in the Leave and Other Time section on the T&A. After the first
time, the Account Data is auto populated on the T&A going forward, once it has been added.

Select the applicable leave type from the Leave Type list.
Select the applicable transaction code from the Transaction Type list.

If your leave request is in a month other than the current one, click Previous Month/Next
Month at the top of the calendar to navigate to the month you want to request leave.

Each date on the calendar contains three entry fields. In the Hour field, type the number of
hours of leave that you are requesting for that date.

In the From field, type the start time.
In the To field, type the end time.
Type any remarks, if applicable in the Employee Remarks box.

If you are requesting any type of sick leave (i.e., Family Medical Leave Act), you must
select the applicable sick leave reason/type in the Sick Leave box. Otherwise, an error
message will appear.

Click save. The Current Leave Requests page is displayed.

TRAINING Help Logout

Current Leave Requests

Status[+] Request Typel* l|[From Datel¥]jTo Datel *lTotal Hrsl*]

. . Jul 02 2012 |Jul 02 2012 .
Pendlng Sick Leave (2012-14) (2012-14) 4:00
. May 25 2012 [Jun 25 2012 .
Pendlng Annual Leave {2012-11) (2012-13) 16:00
[ New Reguest ] [ View History ] [ Calendar View ] [ Return ]

Figure 25: Current Leave Requests Page
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To Change a Pending Leave Request

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

TRAINING Help Logout

Leave/Prem Request & Donations

Leave Requests
Premium Pay Requests

Figure 26: Leave/Prem Request & Donations Page

2. Click Leave. The Current Leave Requests page is displayed.

TRAINING Help Logout

Current Leave Requests
| Istatusl- [Request Typel“IFrom Datel¥IfTo Datel Irotal tirsl-

. . Juloz 2012 |Jul 02 2012 .
Pendlng Sick Leave (2012-14) | (2012-14) 4:00
. May 25 2012 Jun 25 2012 .
Pendlng Annual Leave (2012-11) | (2012-13) 16:00
[ New Reguest ] [ View History ] [ Calendar View ] [ Return ]

Figure 27: Current Leave Requests Page (Before Editing Request)

Note: Leave Status designations are Approved, Pending (a new leave request waiting to be
approved), and Denied. You cannot modify leave requests that have been approved or denied, but
you can modify a pending request. If you need to modify an approved or denied leave request, your
supervisor must first revert the request to pending.

3. If you want to modify a leave request, click Edit next to the request you want to modify.
The Edit/View Leave Requests page is displayed for the leave request you selected.
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TRAINING Help Logout

Edit/View Leave Request

Request by: Andrea Employee (EMPLOYEEA®* **%)

Request Information

Leave Type | Sick Leave "|

Transaction Type | Sick Leave V|

Submitted Date Jul 02 2012 10:19 AM
Hours Requested 4:00 hours

Previous Month July 2012 Next Month
Wed

Sun

Independence
Day

11

Sick Leave

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

Please specify:
O Iliness/injury/incapacitation of requesting employee
& Medical/dental/optical examination of requesting employee

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

O care of family member with a serious health condition
O Other {Provide the reason in Remarks)

O None

Family and Medical Leave Act

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

Please specify:

) Birth/Adoption/Foster Care

O sSerious Health Condition of Spouse, Child, or Parent

O Serious Health Condition of Self

& mNone

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

Employee Remarks
({200 chars max)

Doctor's appt.

Supervisor Remarks
{200 chars max)

Figure 28: Edit/View Leave Request Page
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4. Modify the information for the request.

5. Click save. The Current Leave Requests page is displayed.

TRAINING Help Logout

Current Leave Requests
| Istatusl IReguest Typel *IFrom Datel¥l[To Datel  ITotal tirs!*]

. . Jul 02 2012 |Jul 02 2012 .
Pendlng Sick Leawve (2012-14) (2012-14) 2:00
. May 29 2012 Jun 2% 2012 .
Pending  |Annual Leave (2012-11) | (2012-13) 16:00
[ MNew Request ] [ Wiew History ] [ Calendar View ] [ Return ]

Figure 29: Current Leave Requests Page (After Editing Request)

6. Click Return to return to the Leave/Prem Request & Donations page.

To Delete a Pending Leave Request

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

TRAINING Help Logout

Leave/Prem Request & Donations

Leave Requests
Premium Pay Requests

Figure 30: Leave/Prem Request & Donations Page

2. Click Leave. The Current Leave Requests page is displayed.

TRAINING Help Logout

Current Leave Requests
[ Status IRequest Typel IFrom Datelv/To Datel | [Total Hrs!_}

. Jul 02 2012 |Jul 02 2012 .
Edit| | Del|Pending |Sick Leave (2012-14) | (2012-14) 2:00
May 29 2012 Jun 29 2012
EI @Pendlnq Annual Leave (2‘!012_11) (2012-13) 16:00

[ MNew Request ] [ View History ][ Calendar View ][ Retun ]

Figure 31: Current Leave Requests Page (Before Deleting Request)

Note: You can only delete a leave request that is pending.
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3. If you want to delete a leave request, click Del next to the request you want to delete. The
Current Leave Requests page is displayed showing the approved leave request only.

TRAINING Help Logout

Current Leave Requests
| Istatusl[request Typel llFrom Datel ¥IITo Date! * Irotal trs!* |

Approved Annual Leave M(azygfgi%j J?;Digzio;f 16:00

[ New Request ] [ View History ] [ Calendar View ] [ Return ]

Figure 32: Current Leave Requests Page

Note: When you click Del next to the request you want to delete, the leave request is deleted. There
is no delete confirmation message.

4. Click Return to return to the Leave/Prem Request & Donations page.

To View Your Leave Request History

1. Click Leave/Prem Pay on the Employee Main Menu. The Leave/Prem Requests &
Donations page is displayed.

TRAINING Help Logout

Leave/Prem Request & Donations

L] Leave Requests
Premium Pay Requests

Figure 33: Leave/Prem Request & Donations Page

2. Click Leave. The Current Leave Requests page displays a list of pending and approved
leave requests.

TRAINING Help Logout

Current Leave Requests
| IstotuslIrequest Typel *llFrom Datel ¥IITo Date! *Irotal rs!* |

Approved Annual Leave M(azyﬂfgiﬂlil J?;nigzio;f 16:00

[ New Request ] [ View History ] [ Calendar View ] [ Return ]

Figure 34: Current Leave Requests Page
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3. Click View History. The Leave Request History page is displayed.

WRAINING Help Logout

Leave Request History

. Request Type From PayPeriod|To PayPeriod| Total Hours|

& Approved Annual Leave May 29 2012 Jun 29 2012 2012-11 2012-13 16:00
& Approved Annual Leave May 29 2012 May 29 2012 2012-11 2012-11 8:00
@ Approved Sick Leave May 24 2012 May 24 2012 2012-11 2012-11 2:00
C Approved Sick Leave May 11 2012 May 11 2012 2012-10 2012-10 2:00

Figure 35: Leave Request History Page

Note: The Leave Request History page displays leave requests that have been approved or denied.
The Leave Request History page does not show Pending Leave Requests.
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4. Indicate the leave request you would like to view by selecting the radio button next to the
leave request. Click View. The Edit/View Leave Request page is displayed with the details
about the selected leave request. The number of hours requested is displayed on the
applicable day on the calendar with any remarks that were included on the original leave
request displayed in either the Employee Remarks or the Supervisor Remarks box.

TRAINING Help Logout

Edit/View Leave Request

Request by: Andrea Employee (EMPLOYEEA* ***)

Request Information

Leave Type Sick Leave
Transaction Type EEJECEE

IETT I ETCN Moy 23 2012 11:55 AM
A tatus Approved by: Sue Employee Jun 04 2012 12:04 PM

Hours Requested  PRIVEENTH

| May 2012
' Sun Mon Tue Wed Thu Fri Sat
1 2 i a 4 5
:‘ F0 F‘.F‘- o F0

Ta
Memorial

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

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

Family and Medical Leave Act

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

Selected value: None
Contact your supervisor and/or your personnel office to obtain additional information
about your entitlements and responsibilities under the FMLA. Medical certification of a
serious health condition may be required by your agency.

Employee Remarks
(200 chars max)

Supervisor Remarks
{£UU chars max)

Return E
Figure 36: Edit/View Leave Request Page
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To View Leave Requests in Calendar View

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

TRAINING Help Logout

Leave/Prem Request & Donations

Leave ; Leave Requests
Prem. Pay ] Premium Pay Requests

Return |

Figure 37: Leave/Prem Request & Donations Page

2. Click Leave. The Current Leave Requests page is displayed.

TRAINING Help Logout

Current Leave Requests

Status[+] Request Typel* l[From Datel¥l[To Datel*ljTotal Hrs[*]

Approved Annual Leave M(azyufgiﬂdj J?;Digzi%]jz 16:00

[ New Request ] [ View History ] [ Calendar View ] [ Return ]

Figure 38: Current Leave Requests Page
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3. Ifyou want to view current leave requests in calendar form, click Calendar View. The Leave
Request Calendar View is displayed containing current leave request(s) by date.

TRAINING

Leave Request Calendar View

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

Previous Month May 2012 Mext Month
Sun Mon Tue Wed Thu Fri Sat
1 2 3 4 5
G 7 8 ] 10 11 12
A: EMPLOYEEA™" - 2:00
13 14 15 16 17 18 19
20 21 22 23 24 25 26
A: EMPLOYEEA*™** - 2:00
27 28 29 30 31
Memaorial Day
EMPLOYEE

A: Approved time, P: Pending time

Figure 39: Leave Request Calender View Page

Note: You can see, in calendar form, your leave requests that are either pending or approved. Each
date on the calendar displays the status, your name, and the total time approved or pending for that

date.

o A:

e P:

Indicates approved requests.

Indicates pending requests.
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4. The Leave Request Calendar View page displays leave requests that are either pending or
approved. If you need to modify a pending leave request, click the applicable date. You
have the option to change the request and Save your changes or click Cancel. The
Edit/View Leave Request page is displayed.

TRAINING Help Logout

Edit/View Leave Request

Request by: Andrea Employee (EMPLOYEEA* ***)

Request Information

Leave Type Annual Leave 5
Transaction Type Annual Leave W

Submitted Date Jul 02 2012 10:48 AM
Hours Regquested 8:00 hours

Previous Month May 2012 Next Month

Sun Mon Tue Wed Thu Fri Sat

Memorial Day

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

Please specify:
(@] Iliness/injury/incapacitation of requesting employee
© Medical/dental/optical examination of requesting employee

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

O care of family member with a serious health condition
Q© Other (Provide the reason in Remarks)

@ None

Family and Medical Leave Act

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

Please specify:

O Birth/Adoption/Fostar Care

O Serious Health Condition of Spouse, Child, or Parent

O Serious Health Candition of Self

@ None

Contact your supervicor 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.

Employee Remarks
(200 chars max)

Supervisor Remarks
(200 chars max)

Figure 40: Edit/View Leave Request Page (Pending Request)
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5. If you want to view an approved request on the Leave Request Calendar View page, click
the applicable date. The Edit/View Leave Request page is displayed.

TRAINING

Edit/View Leave Request

Request by: Andrea Employee (EMPLOYEEA****)

Request Information

Leave Type Sick Leave

Sick Leave

Transaction Type

Submitted Date May 23 2012 11:55 AM

Approval Status Approved by: Sue Employee Jun 04 2012 12:04 PM

Hours Requested ERGEHIE
May 2012
Sun : Mon Tue : Wed Thu Fri Sat
1 2 ) 4 5
Hour: Hour: Hour: Hour: Hour:
From: From: From: From: From:
To: To: To: To: To:
[ 7 8 9 10 1 12
Hour: Hour: Hour: Hour: Hour: Hour: Hour:
From: From: From: From: From: From: From:
To: To: To: To: To: To: To:
13 14 15 16 17 18 19
Hour: Hour: Hour: Hour: Hour: Hour: Hour:
From: From: From: From: From: From: From:
To: To: To: To: To: To: To:
20 21 22 23 24 25 26
Hour: Hour: Hour: Hour: Hour: 2:00 Hour: Hour:
From: From: From: From: From: 2:00 pm From: From:
To: To: To: To: To: 4:00 pm To: To:
27 28 29 30 3
Hour: Hour: Hour: Hour: Hour:
From: From: From: From: From:
To: To: To: To: To:
Memorial
Day

Sick Leave

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

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

Family and Medical Leave Act

If annual, sick, or leave without pay will be used under the Family and Medical Leave

Act of 1993 (FMLA), indicate what it will be used for.

Selected value:

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

Employee Remarks
(200 chars max)

Supervisor Remarks
[£UU chars max)

Figure 41: Edit/View Leave Request Page (Approved Request)

None
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6. Once you have completed viewing an approved request, click Return to be returned to the
Current Leave Requests page.

To Create a New Premium Pay Request

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

TRAINING Help Logout

Leave/Prem Request & Donations

Leave | Leave Requests
Prem. Pay | Premium Pay Requests

Return |

Figure 42: Leave/Prem Request & Donations Page

2. Click prem. Pay. The Current Premium Pay Requests page is displayed with all current
requests.

TRAINING Help Logout

Current Premium Pay Requests

The requests table is currently empty.

MNew Request | View History | Calendar Yiew | Returnl

Figure 43: Current Premium Pay Requests Page
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3. Click New Request. The Edit/View Premium Pay Request is displayed.

TRAINING Help Logout

Edit/View Premium Pay Request

Request by: Andrea Employee (EMPLOYEEA* ***)

Request Information

Premium Pay Type |Overtime V|
Transaction Type |Over40 Overtime V|

Previous Month June 2012 Next Month
Sun Mon Tue Wed Thu Fri Sat
1 2
Hour: Hour: (8:00
From From: 7:00 am
To Ta: 2:20 pm
3 4 5 6 7 8 9
Hour: Hour Hour Hour: Hour: Hour Hour
From From From From From From From
To Te To To To Te To
10 1 12 13 14 15 16
Hour: Hour Hour Hour: Hour: Hour Hour
From From From From From From From
To Te To To To Te To
17 18 19 20 21 22 23
Hour: Hour Hour Hour: Hour: Hour Hour
From From Frem From From From Frem
To To To To To To To
24 25 26 27 28 29 30
Hour: Hour Hour Hour: Hour: Hour Hour
From From Frem From From From Frem
To To To To To To To

Employee Remarks
(200 chars max)

Reports

Supervisor Remarks
(200 chars max)

Save || Cancel

Figure 44: Edit/View Premium Pay Request Page

4. Select the type of Premium Pay Request from the Premium Pay Type list.

Note: Only one type of Premium Pay Request can be submitted per request (i.e., comp time earned,
hazard pay, holiday worked, overtime with night differential, overtime, etc.)
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5. If your premium pay request is in a month other than the current one, click Previous
Month/Next Month at the top of the calendar to navigate to the applicable month.

6. Each date on the calendar contains three time-entry fields: Hour, From, and To. In the first
field, type the number of hours of leave you are requesting. If you want to enter start and
end times for premium pay requests (i.e., if you only want leave for part of a day), type the
start time in the From field, then type the end time in the To field.

Note: If you type a start time, you must type an end time.

7. If you want to add remarks to the premium pay request, type them in the Employee
Remarks box.

Note: The remarks field is visible to the person approving the request. webT A reviews the form and
informs you of any errors.

8. If webTA indicates that there are any errors, correct the errors.

Note: All errors must be corrected before the request is submitted.

9. Click save. The Current Premium Pay Requests page is displayed.

TRAINING Help Logout

Current Premium Pay Requests

Status[+] Request Typel ] From Datel¥][To Datel *] [Total Hrs[+]

n N Jul 02 2012 | Jul 02 2012
Vi -
iew | Approved Compensatory Time Earned (2012-14) (2012-14) 1:00
. . Jun 02 2012 |Jun 02 2012 .
PEI‘IdII‘Ig Cwertime (2012-11) (2012-11) 8:00

) . May 16 2012 |May 16 2012 .
Pendlng Compensatory Time Earned (2012-10) (2012-10) 1:00

[ New Request ] [ “iew History ] [ Calendar View ] [ Return ]

Figure 45: Current Premium Pay Requests Page
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To Change a Pending Premium Pay Request

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

TRAIMNING Help Logout

Leave/Prem Request & Donations

Leave | Leave Requests
Prem. Pay | Premium Pay Requests

Return |

Figure 46: Leave/Prem Request & Donations Page

2. Click pPrem. Pay on the Leave/Prem Request & Donations page. The Current Premium Pay
Requests page is displayed with all premium pay requests.

TRAINING Help Logout

Current Premium Pay Requests

|____statusl*llRequest Typel*] ____|From Datel¥liTo Datel*| [Total Hrs!* ]|

Approved |Compensatory Time Earned Jul 02 2012 | Jul 02 2012 1:00

(2012-14) | (2012-14)
Pending | Overtime J?;UD]_%-Z]_D]_]f J?SDD]_22-2101_132 8:00
Pending Compensatory Time Earned M(azyolj:g-iuoﬁz M(a2y0ig-2100§2 1:00
[ New Request ] [ View History ] [ Calendar View ] [ Return ]

Figure 47: Current Premium Pay Requests Page (Before Changing Request)

Note: Premium Pay Status designations are Approved, Pending (a new premium pay request
waiting to be approved), and Denied. You cannot modify premium pay requests that have been
approved or denied, but you can modify a pending premium pay request. If you need to modify an
approved or denied premium pay request, your supervisor must first revert the request to pending.
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3. If you want to modify a premium pay request, click Edit next to the request you want to
modify. The Edit/View Premium Pay Requests page is displayed for the leave request you
selected.

TRAINIMNG Help Logout

Edit/View Premium Pay Request

Request by: Andrea Employee (EMPLOYEEA* ***)

Request Information

Premium Pay Type |Cumpensatory Time Earned V|

Transaction Type |Cump Time Earned v|
Submitted Date Jun 06 2012 10:41 AM
Hours Requested 1:00 hours

Previous Month May 2012 Next Month
Sun Mon Tue Wed Thu Fri Sat
1 2 3 4 5
Hour Hour: Hour Hour: Hour
From From From From From
To To To Ta To
6 7 8 9 10 " 12
Hour Hour: Hour Hour: Hour Hour: Hour
From From From From From From From
To To To To To Ta To
13 14 15 16 17 18 19
Hour: Hour Hour: Hour: :2:00 Hour Hour: Hour
From From From From::i2:20 pm i From From From
To To To To:i3:30 pm To To To
20 21 22 23 24 25 26
Hour Hour: Hour Hour: Hour Hour: Hour
From From From From From From From
To To To To To Ta To
27 28 29 30 31
Hour Hour: Hour Hour: Hour
From From From From From
To To To To To
Memorial Day

Employee Remarks
(200 chars max)

Reports

Supervisor Remarks
(200 chars max)

Save || Cancel

Figure 48: Edit/View Premium Pay Request Page

4. Modify the request.
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5. Click save. The Current Premium Pay Requests page is displayed.

TRAINING Help Logout

Current Premium Pay Requests

Status[+] Request Typel*] From Datel¥l|To Datel *] [Total Hrs[ ]

Approved (Compensatory Time Earned J(uzlnofzioi'f J(L|2ID0122_21041)2 1:00

Pending Overtime Jun 02 2012 |Jun 02 2012 8:00

(2012-11) (2012-11)

. . May 16 2012 May 16 2012 .
Pendlng Compensatory Time Earned {2012-10) (2012-10) 2:00

[ New Reguest ] [ View History ] [ Calendar View ] [ Return ]

Figure 49: Current Premium Pay Requests Page (After Changing Request)

To Delete a Pending Premium Pay Request

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

TRAINING Help Logout

Leave/Prem Request & Donations

Leave Requests
Premium Pay Requests

Figure 50: Leave/Prem Request & Donations Page

2. Click prem. Pay on the Leave/Prem Request & Donations page. The Current Premium Pay
Requests page is displayed with all premium pay requests.

TRAINING Help Logout

Current Premium Pay Requests

|____statusl*llRequest Typel*] _____JFrom Date[¥llTo Datel*] [Total Hrsl- ]

Approved (Compensatory Time Earned Jégf;fif J(U2IDUL22_2E41)2 1:00

[elfending  overtime un 022012 (un022012] o0

(2012-11) | (2012-11)

. . May 16 2012 [May 16 2012 .
Pendlng Compensatory Time Earned {2012-10) (2012-10) 2:00

[ new Request |[ wiewHistory |[ calendarview || Retum |

Figure 51: Current Premium Pay Requests Page (Before Deleting Request)
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1. If you want to delete a request that is pending, click Del next to the premium pay request
you want to delete.

Note: You can only delete a current premium pay request if it is pending.

The Current Premium Pay Requests page is displayed without the premium pay request
that was deleted.

TRAINING Help Logout

Current Premium Pay Requests

| |Statusl+]|Request Typel+] From Datel¥l|[To Datel+! [Total Hrs!-]
= ) Jul 02 2012 | Jul 02 2012

Vi =

Approved [Compensatory Time Earned (2012-14) | (2012-14) 1:00

= ) . May 16 2012 May 16 2012
Edit :
Pendmg Compensatory Time Eamed (2012-10) | (2012-10) 1:00

[ New Request ][ View History H Calendar View ][ Return ]

Figure 52: Current Premium Pay Requests Page (After Deleting Request)

2. Click Return to return to the Leave/Prem Request & Donations page.

To View Your Premium Pay Request History

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

TRAINING Help Logout

Leave/Prem Request & Donations

Leave Requests
Premium Pay Requests

Figure 53: Leave/Prem Request & Donations Page
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2. Click prem. Pay. The Current Premium Pay Requests page is displayed.

TRAINING Help Logout

Current Premium Pay Requests
| [Statusi]|Request Typel*] ____[From Datel¥|To Datel*] [Total Hrsl"]

Approved Compensatory Time Eamed J(Lgé}fz%loj; J(u;g:é%?i)z 1:00

= ) . May 16 2012 May 16 2012
Edit -
Pendlng Compensatory Time Earmned (2012-10) | (2012-10) 1:00

[ New Request ][ View History H Calendar View ][ Return ]

Figure 54: Current Premium Pay Requests Page

3. Click View History to display the Premium Pay Request History page.

Help Logout

TRAINING

Premium Pay Request History

[Status [Request Type [From Date |1 Date —[From Payberiod|To PayPeriod| Total tours]

© Approved Compensatory Time Eamed Jul 02 2012 Jul 02 2012  2012-14 2012-14 1:00

© Approved Overtime Jun 02 2012 Jun 02 2012 2012-11 2012-11 8:00

© Approved Holiday Worked May 28 2012 May 28 2012 2012-11 2012-11 8:00

O Approved Holiday Worked May 26 2012 May 26 2012 2012-11 2012-11 5:00

@ Denied Compensatory Time Earned May 19 2012 May 19 2012 2012-10 2012-10 4:00
[ )

Figure 55: Premium Pay Request History Page

Note: Only approved or denied premium pay requests are displayed on the Premium Pay Request
History page.
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4. Indicate the premium pay request you would like to view by selecting the radio button next
to the request. Click view. The Edit/View Premium Pay Request page is displayed with
details about the selected request in the Request Information box.

TRAINING Help Logout

Edit/View Premium Pay Request

Request by: Andrea Employee (EMPLOYEEA* ***)

Request Information
TN E VAR =l Compensatory Time Eamed
LEGLES T TN A L0l Comp Time Eamed

Submitted Date Jun 06 2012 11:03 AM
Approval Status Denied by: Sue Employee Jun 06 2012 1:06 PM
Hours Requested EHLLIT

May 2012
Sun Mon Tue Wed Thu Fri Sat
1 2 3 4 5
Hou: Ho jour Hourt Hou
& Fro A Eroene || Erormc
AL T To Tor To
G 8 9 10 1 12
Houw Houw Ho Hour Howr: Hou
Fram F Fran Fram From: | From:
To o Tou To
13 15 16 17 18
i N SRR | =
T o i o To
20 21 22 23 24 25
L A | =
To: Toi To: | ot o Tor
27 28 29 30 M
o e e e
To: To Ta To: To:
Memorial
Day
Employee Remarks
(200 chars max)
Reports
Supervisor Remarks
(200 chars max)
no funding

Figure 56: Edit/View Premium Pay Request Page

Note:The number of hours requested is displayed on the applicable day on the calendar; moreover,
any remarks that were included on the original request are displayed in either the Employee
Remarks or the Supervisor Remarks box.

5. Click Return to return to the Premium Pay Request History page.
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To View Premium Pay Requests in Calendar View

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

TRAINING Help Logout

Leave/Prem Request & Donations

Leave Requests
Premium Pay Requests

Figure 57: Leave/Prem Request & Donations Page

2. Click Prem. Pay on the Leave/Prem Request & Donations page. The Current Premium Pay
Requests page is displayed.

TRAINING Help Logout

Current Premium Pay Requests
| Istatusl - [Request Typel *|_____|From Datel¥IlTo Datel | [rotal rsl ]

Approved (Compensatory Time Earned J(L|2IDDL22_2F452 JF2|DDE2?1Di]2 1:00

" g . May 16 2012 May 16 2012
Edit =
Pendlng Compensatory Time Earned (2012-10) {2012-10) 2:00

[ New Reguest ] [ View History ] [ Calendar View ] [ Return ]

Figure 58: Current Premium Pay Requests Page
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3. If you want to view current premium pay requests in calendar form, click Calendar View.
The Premium Pay Request Calendar View is displayed containing premium pay
requests(s) by date.

TRAINING Help Logout

Premium Pay Request Calendar View

The calendar below shows only approved and pending pr i pay req ts, not pr i pay that is actually taken.
Previous Month May 2012 Mext Maonth
Sun Mon Tue Wed Thu Fri Sat
1 2 3 4 5
6 7 8 g 10 11 12
13 14 15 16 17 18 19
P: EMPLOYEEA
20 21 22 23 24 25 26
EMFLOYEEA
27 28 25 30 31
Memaorial Day
A: EMPLOYEEA®** - 8:00

A: Approved time, P: Pending time

Figure 59: Premium Pay Request Calendar View Page

Note: You can see, in calendar form, your premium pay requests that are either pending or
approved. Each date on the calendar displays the status, your name, and the total time approved or
pending for that date.

e A: Indicates approved requests.

e P: Indicates pending requests.
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4. The Premium Pay Request Calendar View page displays premium pay request(s) that are
either pending or approved. If you need to modify a pending premium pay request, click
the applicable date.The Edit/View Premium Pay Request page is displayed.

TRAINING Help Logout
Request by: Andrea Employee (EMPLOYEEA* ***)
Request Information
g T A5 B Tl | Compensatory Time Eamed v
LEGUES T I R TSIl | Comp Time Eamed v
Submitted Date Jul 27 2012 7:42 AM
Hours Requested FRODEGIE
Previous Month May 2012 Next Month
Sun Mon Tue Wed Thu Fri Sat
1 2 3 4 5
Howur: Howur: Howur: Howur: Hour:
Fram: From: Fram: Fram: Fram:
To: To: To: To: To:
6 7 8 9 10 11 12
Howur: Howur: Howur: Howur: Howur: Howur: Hour:
Fram: Fram: Fram: From: Fram: Fram: Fram:
To: To: To: To: To: To: To:
13 14 15 16 17 18 19
Howur: Howur: Hour: {1:00 Howur: Howur: Howr: Hour:
From: From: From: :3:30 pmii From: From: From: From:
To: To: To: 4:30 pmi To: To: To: To:
20 21 22 23 24 25 26
Hour: Hour: Hour: Hour: Hour: Hour: Hour:
From: From: From: From: From: From: From:
To: To: To: To: To: To: To:
27 28 29 30 31
Hour: Hour: Hour: Hour: Hour:
From: From: From: From: From:
To: To: To: To: To:
Memorial Day

Employee Remarks
(200 chars max)

Reports

Supervisor Remarks
(200 chars max)

Save | | Cancel

Figure 60: Edit/View Premium Pay Request Page (Pending Request)
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5. You have the option to change the request and Save your changes or click Cancel to return

to the Premium Pay Requests page.

6. If you want to view an approved request on the Premium Pay Request Calendar View page,
click the applicable date. The Edit/View Premium Pay Request page is displayed.

TRAINING

Edit/View Premium Pay Request

Request by: Andrea Employee (EMPLOYEEA* ***)

Request Information

TR VAR Ll Compensatory Time Eamed

LB Te ] B =3l Comp Time Earned
Submitted Date Jul 02 2012 11:32 AM

Approval Status Approved by: Sue Employee Jul 02 2012 11:32 AM

LG T G il 1:00 hours

July 2012
Sun Mon Tue Wed Thu @ Fri @ Sat
1 2 3 4 5 (5 7
Hour: Hour: 1:00 Hour: Hour: Hour: Hour: Hour:
From: From: 3:20 pm From: From: From: From: From:
To: To: 4:30 am To: To: To: To: To:
Independence
Day
8 9 10 11 12 13 14
Hour: Hour: Hour: Hour: Hour: Hour: Hour:
From: From: From: From: From: From: From:
To: To: To: To: To: To: To:
15 16 17 18 19 20 21
Hour: Hour: Hour: Hour: Hour: Hour: Hour:
From: From: From: From: From: From: From:
To: To: To: To: To: To: To:
22 23 24 25 26 27 28
Hour: Hour: Hour: Hour: Hour: Hour: Hour:
From: From: From: From: From: From: From:
To: To: To: To: To: To: To:
29 30 5|
Hour: Hour: Hour:
From: From: From: From: From: From: From:
To: To: To: To: To: To: To:
15 16 17 18 19 20 21
Hour: Hour: Hour: Hour: Hour: Hour: Hour:
From: From: From: From: From: From: From:
To: To: To: To: To: To: To:
22 23 24 25 26 27 28
Hour: Hour: Hour: Hour: Hour: Hour: Hour:
From: From: From: From: From: From: From:
To: To: To: To: To: To: To:
29 30 2|
Hour: Hour: Hour:
From: From: From:
To: To: To:

Employee Remarks
(200 chars max)

Reports

Supervisor Remarks
(200 chars max)

Figure 61: Edit/View Premium Pay Request Page (Approved Request)
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7. Once you have completed viewing an approved request, click Return to be returned to the
Premium Pay Requests page.
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About Leave Donations

The Leave/Prem Request & Donations page provides an option for leave donations. From this
page, you can submit leave donations for approval. Leave donations may be made at any time, if
you have sufficient leave available and you have not exceeded the limitations on donations for

your Agency.

This section includes the following topics:

To Make & Leave DONALION.........oouiiiiiiiiieiiiiee e 51
To Edit a Leave Donation Awaiting Approval...........ccccccooiviiiieiiee e 54
To View an Approved Leave DONAtiON.........ccooiiiiiiiiiiee e 56

To Make a Leave Donation

1. Click Leave/Prem Pay on the Employee Main Menu page. The Leave/Prem Requests &
Donations page is displayed.

TRAINING Help Logout

Leave/Prem Request & Donations

Leave Requests
Premium Pay Reguests

Figure 62: Leave/Prem Request & Donations Page

2. Click Donation. The Leave Donations page is displayed.

TRAINING Help Logout

Leave Donations

Leave Transfer Program Donations

|| Account | Hours | Status | Pay Period | Leave Year|
View l[employeep| 1:00 Approved 21 2011
Total 1:00

Approved Donations This leave year Last leave year

Voluntary Program: 0:00 1:00
Emergency Program: 0:00 0:00
| New Donation | [ Retun |

Figure 63: Leave Donations Page
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3. Click New Donation. The Edit Leave Donation page is displayed.

TRAINING Help Logout

Edit Leave Donation

Donor Information

Leave Account:

Donor Position:

Donor Grade:
129NXC3QDDT {No Description) »

Type of Leave Donated Annual Leave (max hours 53) b

(256 chars max)

Remarks:

Figure 64: Edit Leave Donation Page

4. To view the available options for the Leave Account field, click Search. The Search for
Leave Account page is displayed.

TRAINING Help Logout

Search for Leave Account

EmployeeT Voluntary Individual Account

employess Veluntary Individual Account

Terre Employee Voluntary Individual Account

Employeez voluntary Individual Account

Figure 65: Search for Leave Account Page
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5. Click Select next to the applicable Account Name. The Edit Leave Donation page is
displayed with the account name in the Leave Account filed.

TRAINING Help Logout

Edit Leave Donation

Donor Information

User ID: EMPLOYEEA®=**

Leave Account: [RERERSURIETE Search

Donor Position Program Analyst

129NXC3QDDT (No Description) |
' Donated Annual Leave (max hours 53) v

{256 chars max)

Remarks:

Figure 66: Edit Leave Donation Page
6. Type the Donor Information in the appropriate fields.

7. Click save. The Leave Donations page is displayed.

TRAINING Help Logout

Leave Donations

Leave Transfer Program Donations

|_____|__Account | Hours | Status | Pay Period | Leave Year |

@ Terre Employee 3:00 | Pending

[m] employeep 1:00 Approved 21 2011
Total 4:00

Approved Donations This leave year Last leave year

Voluntary Program: 0:00 1:00
0:00 0:00
[ New Donation | [ Return |

Figure 67: Leave Donations Page

Note: The Leave Account, Donor Position, Donor Grade, Step, and Hours fields are required for
Agency reporting purposes. The status of any donation remains Pending until it is approved by an
Human Resource (HR) Administrator. Once the donation is approved, a payroll transaction is
created in your T&A report, and the leave is deducted from your leave balance. Transaction for
approved donations do not appear on your T&A, but will be reflected in the Leave Data section of
your T&A Summary page.

8. Click Return to return to the Leave/Prem Request & Donations page.
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To Edit a Leave Donation Awaiting Approval

1. Click Leave/Prem Pay on the Employee Main Menu page. The Leave/Prem Requests &
Donations page is displayed.

TRAINING Help Logout

Leave/Prem Request & Donations

Leave | Leave Requests
Prem. Pay | Premium Pay Requests

Return |

Figure 68: Leave/Prem Request & Donations Page

2. Click Donation. The Leave Donations page is displayed.

TRAINING Help Logout

Leave Donations

Leave Transfer Program Donations

|| __Account | Hours| Status | Pay Period | Leave Year |
TEI’I’E Employee, 2:00 | Pending
employeep 1:00 |Approved 21 2011

Total 3:00

Approved Donations This leave year Lastleave year

Voluntary Program: 0:00 1:00
Emergency Program: g} 0:00

Figure 69: Leave Donations Page (Before Editing Leave Donation)

Note: A summary of donations that you have made to the voluntary and emergency leave-transfer
programs is displayed for your information. If you have active donations, they appear on the page.

Once a donation is approved, you cannot modify it.
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3. If you want to modify a donation that has not been approved, click Edit to modify the leave
donation. The Edit Leave Donation page is displayed.

TRAINING Help Logout

Edit Leave Donation

Donor Information
EMPLOYEEA®***

Leave Account: Terre Employee

Donor Position: Analyst

Donor Grade: 11

1

2:00|

129NXC3QDDJ (Mo Description)

Type of Leave: Donated Annual Leave (max hours 57) h

(256 chars max)

Remarks:

Approved: Pending

Figure 70: Edit Leave Donation Page (Before Editing Leave Donation)
4. Modify the appropriate fields.

5. Click save. The Leave Donations page is displayed.

TRAINING Help Logout

Leave Donations

Leave Transfer Program Donations
|| _Account |Hours| Status | Pay Period | Leave Year |
TErrE Employee| 3:00 | Pending

employeep 1:00 |Approved 21 2011

Total 4:00

Approved Donations This leave year Lastleave year

Voluntary Program: 0:00 1:00
Emergency Program: 0:00 0:00

Figure 71: Leave Donations Page (After Editing Leave Donation)

6. Click Return to return to the Leave/Prem Request & Donations page.
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To View an Approved Leave Donation

1. Click Leave/Prem Pay on the Employee Main Menu page. The Leave/Prem Requests &
Donations page is displayed.

TRAINING Help Logout

Leave/Prem Request & Donations

Leave Requests
Premium Pay Requests

Figure 72: Leave/Prem Request & Donations Page

2. Click Donation. The Leave Donations page is displayed.

TRAINING Help Logout

Leave Donations

Leave Transfer Program Donations
|_____|__Account |Hours| Status | Pay Period | Leave Year |
Terre Employee 3:00 | Pending

employeep 1:00 |Approved 21 2011

Total 4:00
Approved Donations This leave year Lastleave year
Voluntary Program: 0:00 1:00

| Emergency Program: [l 0:00
Figure 73: Leave Donations Page

A summary of donations that you have made to the voluntary and emergency leave transfer
programs is displayed for your information. If you have active donations, they appear on
the page.

Note: Once a donation is approved, you cannot modify it.
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3. If you want to view an approved donation, click View next to the donation. The Edit Leave
Donation page is displayed.

TRAINING Help Logout

Edit Leave Donation

Donor Information

EMPLOYEEA®***

Leave Account: employeep

Donor Position: clerk

Donor Grade: 5

1

1:00

Account:

Type of Leave: Donated Annual Leave (max hours 57)

(256 chars max)

Remarks:

Approved: Yes

Figure 74: Edit Leave Donation Page (Approved Donation)

4. Click Return to return to the Leave Donations page.
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Viewing Previously Certified T&A Summaries

Employees may view their previously certified T&As at any time. They cannot modify a T&A that
has been previously certified. If a certified T&A needs to be changed, a corrected T& A must be
submitted.

Note: If an Agency is using Employee Validation, corrected T&As must be processed by the
employee’s timekeeper or the Agency’s Master Timekeeper(s).

This section includes the following topics:

To View Previously Certified T&AS ...ttt 59

To View Previously Certified T&As

1. Click Certified T&As on the Employee Main Menu page. The Certified T&A Summaries
page is displayed.

TRAINIMNG Help Logout

Certified T&A Summaries

Now viewing from Leave Year 2005, Pay Period 1 to Leave Year 2012, Pay
Period 27.

2005 w |1 v|[2012 »| |27 »

Andrea Employee (EMPLOYEEA™")

. Pay Period|Date Range |Certified By|Certified Date

® 21 - 2011 Oct 09 - Oct 22 EMPLOYEES Oct 25 2011 01:19:38 PM

[ View Certified Summary ] [ Return ]

Figure 75: Certified T&A Summaries Page

Note: The employee’s certified T&As are sorted by pay period and leave year with the most recent
records at the top of the form.
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Indicate the Certified T&A Summary that you would like to view by selecting the radio
button next to the desired pay period. Click View Certified Summary. The Certified T&A
Summary page for the selected pay period is displayed in a new window.

hame: Andrza Employes Pay Periad: 21 :0ctS, 2011 to OCt 22, 2011
Time Card Type: Regular Lesrve Year: 2011
Time In Py B0 Qtner Time: 000 Dol Tranzactions: $0.00 Days L Pyt LD

Oct

& 2| Total

Transactian (e iz mczoum
Work Time
Thmee In
Time Out
i o o
AequsrBasefyy! || TEE3OW Volslmlalal | E | lelmlalsia) =u|71

| 1Mo Dascrigtian) '

Work Time Total

Leawe and Other Time

e

s , 00201030000

Feceral Holidmy || ::\n Descrigtian)
=

Leave and Other Time Total |

Dally Totai |
Leave Tlarsfer Donations | __ s

| Transaction i Accoumt [Dascrigtian)
[ Dananss annuai Laave00201030000 3 1:00
Total 1:00
TE&A Profile Leave Data |#nz isce
Fay man [ Ganaral Scnacue frag) | [| = Annus Frea acjustas 50:00 nawrs.
Tour of Duty Full Tima Annus : ;i
Dty Hours Exl Sk
Wark Wesk 1

Othar | 2:00!
Bfernative Schedule Aeguiar 8-hour Days

r .
— = Leave Donations

[ = Waluntary Frogram | — | f1:00 1:00
TEm el Leave Year Projection
uni 1

HMaamum Avallabie -
Timaisspar a1 B 730
el EE [res Mandmum Avallagie Sick 24:00
Ftain Data [man= UsearLoze Lawie -
Aiocount Data Code [Hanum Enery
Sarvice Camputamian Date [0ct 21 2010
Annual Lesve Catagary |4 nripn
Parsanal Leawve Calling | 240:00

Suparvisor mm.-urus:l

Your signature certifies that all reported time was worked and approved according to law and regulation.

Validated By : Sus Employee
Validation Date : Oct 25 2011 1:19 PM

ed By : Sue Employee
ication Date : Oct 25 2011 1:15 PM

The complete TEA status history ks displayed below: It may contain events that happened since the certification shown above ook place.

Status History
Mimastama Status Nams Hessage
Dac 12 2011 06: 18 AM |Corraction Dalstas Empiayss, Sus
Diac 14 2011 05: 17 AM | Historical Carraction Recard Emoioyes, Sus
Mow 38 2011 12:47 PH |Correction Dieleted Empiayss, Sue
Mow 38 2011 12:47 PH |Valldation Reset By Edit Empiayss, Sue
Mow Q8 2011 12:23 P | Timakaaper Validatas Empiayss, Sus
Maow 08 2011 12:21 P [Historical Carraction Recard Emoioyes, Sus
(Ot 25 2011 01:15 P (B =vETEM Bz n Bulld I 17,
== |Oct 25 2011 01: 15 PH | HasterSuparvisar Certiflad Empiayss, Sue
Dot 25 2011 01:19 P | Timekaaper Valldatad Empiayss, Sus
02t 25 2011 01:12 M |Lesve sdjusted Emoioyss, Fa 1| Annua Forwand sdjustes F0000 nours.
Dzt 21 2011 12:35 BM [Sarvice Computation date adjusted|Emplayes, Sue SCD changad ta 21-0CT-10
Ot 21 2011 11:57 AM | New Racard Crested Empiayss, Sus | Creatad new recard for pay parkad 21.

Figure 76: Certified T&A Summary Page
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3. Click X in the upper right-hand corner of the new window to close the page. The Certified
T&A Summaries page is displayed.

TRAINING Help Logout

Certified T&A Summaries

Now viewing from Leave Year 2005, Pay Period 1 to Leave Year 2012, Pay
Period 27.

20056 % [|1 v []|2012 v | (27 v

Andrea Employee (EMPLOYEEA™")

. Pay Period|Date Range |Certified By|Certified Date

® 21 - 2011 Oct 09 - Oct 22 EMPLOYEES Oct 25 2011 01:19:38 PM

[ View Certified Summary ] [ Return ]

Figure 77: Certified T&A Summaries Page

4. Click Return to return to the Employee Main Menu page.
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About Accounting Tables

This section will provide you with instructions on how to add an accounting code to your personal
account list. Once a new code has been added to the accounting table, it will be available to use
when completing your T&A.

This section includes the following topics:

To Add an Accounting Code to the Account Tables ............cccceviieiiiiee e 63
To Change an ACCOUNT DESCIIPTION ........cociiiiiiiiie e 65
To Delete an Accounting Code from Your Accounts LiSt.........cccccceeviieeiiiiieennn 65

To Add an Accounting Code to the Account Tables

1. Click Accounts on the Employee Main Menu page. The Accounts Tables page is displayed.

TRAINING Help Logout

Account Tables

Your Accounts

|__Account | Description |

[os]129NXC3QDDT
(3] 129NXC3QDPT
129NXC3TRNG Save Description

[ Get Account ] [ Return ]

|Save changed description For account

Figure 78: Account Tables Page

2. Click Get Account. The Search for Account page is displayed.

TRAINING Help Logout

Search for Account

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

Search for accounts for OCFO
Account Information

Fiscal Year

Program Code

[ Find Account ] [ Return ]

Figure 79: Search for Account Page
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3. Enter any information pertaining to the account (i.e., fiscal year, first number in program
code, etc.).

Note: The Program Code must be all CAPS. If you have a description of the account, you can add it

at this time. Leaving all the search criteria boxes empty will return the full list of accounts available
to you.

4. Click Find Account. The Browse for Account page is displayed.

TRAINING Help Logout

Browse for Account
[ | Account | Description |

Add| 129NXC3QDDE
Add| 129NXC3QDDJ

Add| 129NXC3QDDM
listed 120NXC3QDDT
listed 120NXC3QDPT
listed 120NXC3TRNG

Figure 80: Browse for Account Page (Before Adding Accounts)

Note: Any applicable search results will be displayed on the Browse for Account page.

5. Click Add for each account you want to add to your personal account list.
6. After you click Add, the field displays the word listed.

The Browse for Account page is displayed with the accounts you added.

TRAINING Help Logout

Browse for Account
| | Account | Description |

listed 120NXC3QDDE
listed 129NXC3QDDJ
Add| 129NXC3QDDM
listed 120NXC3QDDT
listed 129NXC3QDPT
listed 129NXC3TRNG

Figure 81: Browse for Account Page (After Adding Accounts)

7. When you are finished adding accounts, click Return to return to the Account Tables page.
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To Change an Account Description

Note: Before performing this function, check with your timekeeper for policies related to changing
account descriptions.

1. Click Accounts on the Employee Main Menu page to display the Account Tables page.

TRAINING Help Logout

Account Tables

Your Accounts

|__Account | Description |

129NXC3QDDE webTA

129NXC3QDD]J

129NXC3QDDT

129NXC3QDPT

129NXC3TRNG
[ Get Account l [ Retum ]

Figure 82: Account Tables Page
2. Type the description in the Description field for each account you want to change.
3. Click Save Description for each new description.

4. After entering and saving descriptions, click Return to return to the Employee Main Menu
page.

To Delete an Accounting Code from Your Accounts List

1. Click Accounts on the Employee Main Menu page to display the Account Tables page.

TRAINING Help Logout

Account Tables

Your Accounts

|__Account | Description |

129NXC3QDDE webTA

129NXC3QDD]

129NXC3QDDT

129NXC3QDPT

129NXC3TRNG
[ Get Account l [ Retumn ]

Figure 83: Account Tables Page (Before Deleting Accounts)
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2. Select Del to delete an accounting code. The Account Tables page is displayed with the
accounting codes that were deleted.

TRAINING Help Logout

Account Tables

Your Accounts

[os] 129NXC3QDD)

[oa]120NXC3QDDT

[os] 129NXC3QDPT

129NXC3TRNG
I Get Account ] I Return I

Figure 84: Account Tables Page (After Deleting Accounts)

Note: After you click Del, the account is no longer displayed on the Account Tables, and it is no
longer available to you for editing. However, deleting an accounting code from your Account
Tables page does not remove it from webTA.

3. Click Return to return to the Employee Main Menu page.
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Generating webTA Reports

The Leave Audit Report is used for informational purposes only. The report contains a line for
each pay period for which you have certified T&As in the system.

This section includes the following topics:

To Generate a Leave AUt REPOIT........ccuvviiiiiiiiiiiec e 67

To Generate a Leave Audit Report

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

TRAINING Help Logout

Employee Reports Menu

Figure 85: Employee Reports Menu Page

2. Click Leave Audit. The Leave Audit Report page is displayed.

TRAINING Help Logout

Leave Audit Report

) From To
Pay Period Range
2011 » 1 2012 »| |21 v

Leave Type Annual hd

Leave Audit (Annual) For Andrea Employee (EMPLOYEEA***¥)

Manual
ot 55 et o sttt

21 - 2011 50:00 50:00 54:00/ 1:00 53:00 73:00

[ Download PDF ] [ Return ]

Figure 86: Leave Audit Report Page

3. If you want to modify the Pay Period Range, click the down arrow to select the applicable
From and To dates from the drop-down lists.
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If you want to modify the Leave Type, click the down arrow to select the applicable Leave
Type from the drop-down list.

Click Update. The Leave Audit Report page is displayed with the applicable leave type.

TRAINING Help Logout
Leave Audit Report
Pay Period Range
2011 & 1 2012 »| (21 v

Leave Type Sick v

Leave Audit (Sick) For Andrea Employee (EMPLOYEEA***¥*)

Pay Period Ma_nual Forward Available Balance |Max. Available
Adjustment
21 0:00 4:00 4:00

- 2011 4:00, 0:00 24:00

[ Download PDF ] [ Return ]

Figure 87: Leave Audit Report Page (Modified Leave Audit Report)

If you want to print the Leave Audit Report results as a PDF, click Download PDF.

Note: Depending on how your browser is configured, webTA either displays the PDF document in
a new browser window from which you can save the file or a dialog box opens giving you the
options of saving or opening the file. If you click Download PDF, follow the prompts to either Save
or Open the report.

Click open. The Leave Audit Report as a PDF is displayed in a new window.

Name: Andrea Employee (EMPLOYEEA****)

Leave Type: Sick

Pay Period Range: 01 -2011to 21 - 2012

Pay Period Forward Manual Adjust | Accrued Available Used Balance Max. Available
21-201 0:00 0:00 4:00 4:00 0:00 4:00 24:00

Figure 88: Leave Audit Report Page (as a PDF)
Click X to close the new window.

Click Return to return to the Employee Reports Menu page. Select Return again to return to
the Employee Main Menu page.
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Sending a Task to Your Timekeeper

The Send Task option is used as a means of communication with your timekeeper. For example,
you can use this function to inform your timekeeper that a corrected T&A or leave audit is needed.
You can type up to 1000 characters of information in this text box.

This section includes the following topics:

To Send a Task to YOUr TIMEKEEPE .......cooiiii i 69

To Send a Task to Your Timekeeper

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

TRAINING Help Logout

Task Timekeeper

Please enter a tasking message
to send to your timekeeper.

(1000 chars max)

Figure 89: Task Timekeeper Page
2. Type a message to send to your timekeeper.

3. Click send Task. The message is automatically sent to your timekeeper and you are
returned to the Employee Main Menu page.
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View Tasks

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

This section includes the following topics:

TO VIEW the TASK LISt ..uuuuuiiiiiiiiiiiiiiiiiiiiireteeeeesseeseresrsrrererrrerererererr..........—.———————————.—. 71
To Clear Tasks from the TaASK LISt .........uuuuviiririiiiiiiiiireiiiiririrsreeerrsrrererrrr.—————. 71

To View the Task List

1. Click View Tasks from the Employee Main Menu page to display the Task List page.

TRAINING Help Logout

Task List
" [ [From |bate/Time [type [Doscription |

Premium pay request of employee,

Andrea Employee (EMPLOYEEA™***)

for, Compensatory Time Earned, from
@ empLovzes 241 06 2012 woriey 13000 p.M. to 4:00 P.M. on 19-MAY-

1:06 PM -

12 -- for a total of 4 hour(s) is

denied.Supervisor Remarks: (no

funding) .

Premium pay request of employee,
Andrea Employee (EMPLOYEEA™***)
@ SYSTEM Jlgr?;fpi?lz NOTIFY for, Overtime, from 7:00 A.M. to 9:00
: A.M. on 19-JUN-12 -- for a total of 2
hour(s) is deleted by the employee.
Certification rejected for employee
] EMPLOYEES JTL:IESO:IjO].Z REJECT [Andrea Employee]. Message from
) Supervisor: x
Jun 04 2012 Certification rejected for employee

[] | Clear | EMPLOYEES REJECT [Andrea Employee]. Message from
7:53 AM N
Supervisor: Incorrect acct

I Clear Selected ][ Clear All ] [ Clear This Page ] [ Return]

Figure 90: Task List Page

2. Click Return to exit the Task List page.

To Clear Tasks from the Task List
1. Click View Tasks from the Employee Main Menu page to display the Task List page.

2. To delete only the selected tasks, select the applicable task(s) and click Clear Selected. To
delete all tasks, click Clear All. To delete all tasks on a given page, click Clear This Page.
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3. Click Return to return to the Employee Main Menu page.
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