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Training Objectives and webTA Navigation Overview

The purpose of this training manual is to provide timekeepers 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.

As a timekeeper, you are responsible for validating all T&As assigned to you before they can be
certified by the supervisor.

Note: The only exception to this is for Agencies who have decided to do employee validation.

Timekeeper access to employee records is restricted to employees who are assigned to a given
timekeeper(s).

This section includes the following topics:

TrainNing ODJECTIVES ....ccoiiiiiiiiiiie et
WEDTA NAVIGALION. .....eeeiiiiiii ettt
TO LOG INTO WEDTA ..ottt
o e To I @I o) iY.T/=1 o i Y PR
TO Change YOUr PASSWOIA .......ccoiuiiiiiiiieeiiiiee ettt stiee ettt e s snbee e e snee e e
Accessing Help iN WEDTA ...t

Training Objectives

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

Enter and validate T& A data on behalf of your assigned employees
Review an employee’s previously certified T&A data

Manage an employee’s employee profile

View leave and premium pay requests

Add new employees

Generate various webTA reports

Perform the functions of a Master Timekeeper

The timekeeper functions described above are accessed from the Timekeeper Main Menu page
which is displayed after you log in.
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webTA Navigation

The navigation within webTA is relatively simple to follow. All main timekeeper functions are
accessed from the Timekeeper Main Menu Page which is displayed after you log in to webTA.
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

TRAIMNIMNG

webTA Login

Welcome.

Login using eAuthentication

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

oo [
oo [

(password is case-sensitive)

Figure 1: webTA Login Page

1. Complete the User ID and Password fields.
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2. Click Log In. The Timekeeper Main Menu Page is displayed.

TRAINING Help Logout

Timekeeper Main Menu

s

User Functions
Delegate | Change Passward | Yiew Tasks (413) |

Figure 2: Timekeeper Main Menu Page

To Log Out of webTA

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

TRAIMING Help Logout

Timekeeper Main Menu

User Functions
Delegate | Change Password | YWiew Tasks (413) |

i

Figure 3: Timekeeper Main Menu Page

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

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

TRAINING Help Logout

Timekeeper Change Password

Current Password [

[Newrassvord |
Mew Password {again) |
Savel Cancel |

Figure 4: Timekeeper Change Password Page

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

3. Click save. Your password has now been changed.

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

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

Timekeeper Module

Contents Main Menu

Introduction
Getting Started

Main Menu

Select Employee
Search For Employee
Add Employee

Edit Timekeeper Profile
Take Over

Account Table
Leave/Prem Pay Req
webTa Reports

Delegate
Change Password
View Tasks

The main menu options for Timekeeper access
includes options to:

Select Employee

This function permits you to add, edit, and verify
information about the employees assigned to you.

Search For Employee

This function allows you to query the system for
users matching your search terms.

Add Employee

£Add a new employee to the webTaA database including
assigning User ID, password, timekeeper and
supervisor, and entering basic information about the
employee such as name and which modules they may
access.

Edit Timekeeper Profile

The timekeeper profile allows you to establish default
walues for contact point information when you add
new employees to the database. It also allows you to
control some system functions.

Take Over as Employee’s Timekeeper

If an employee is moved to you from elsewhere in the
department you can reassign timekeeping for that
employee to you with this function. This function is
not available for delegates who do not possess the
timekeeper role.

Leave

Timekeepers have read only access to their employee
leave requests. They also have access to leave
request calendar view.

webTA Reports

Any reports that are available to timekeeper are listed
under reports menu.

User Functions:
Delegate

Delegate temporary access to the Timekeeper Module
to another employee. This employee will be able to
perform actions on your behalf.

Change Password

Change your own system access password.This
option does not appear if your system is configured
to authenticate against an external system, such as
an organizational directory service.

View Tasks

Administrative notices and requests for support,
known as 'tasks’, show up in your task list. If the
system is not configured to email tasks, or the
system cannot, for some reason, deliver the email,
then you can check here to view your ocutstanding
tasks. This option will not appear if you have no
tasks, or if all your tasks were successf

Role Selection

If you possess more than a single role in webTA, you
will see buttons that allow you to switch between the
roles. You onfy see the buttons for modules that you
are authorized to use. Most people in the system
have only the employee role, so do not need menu
selection buttons.

Figure 5: Timekeeper Module Help Content Page
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3. 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.

TRAINING Help Logout

Timekeeper Main Menu

s

User Functions
Delegate | Change Passward | Yiew Tasks (413) |

Figure 6: Timekeeper Main Menu Page

10
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Selecting or Searching for an Employee

To certify T&As and do other employee maintenance tasks, you must either use the Select
Employee function to get a list of the employees that you are responsible for, or search for an
employee using webTA's Search function to get a subset of that list (either a specific employee or a
set of employees that are assigned to you).

This section includes the following topics:

TO SeleCt an EMPIOYEE......ccccoiiiiiieee e e a e e 11
To Search for an EMPIOYEE ........ouviiiiiiiiie e 12

To Select an Employee

1.

Click select on the Timekeeper Main Menu page. The Timekeeper Select Employee page
is displayed.

TRAIMNING Help Logout

Timekeeper Select Employee

Result Page: 1 2 MNext Last 2

|| status__|__Employee | _uUser1d__| Pay Period |Timekeeper| _Supervisor |

(& No Profile Employee, Andrea EMPLOYEEA™*** 01 - 2011 (LC) EMPLOYEES EMPLOYEES
) Mo Profile Employee, Andrea EMPLOYEEA™*** 02 - 2011 (LC) EMPLOYEES EMPLOYEES
O Employee, Andrea EMPLOYEEA 12 - 2011 (P} EMPLOYEES EMPLOYEES

O Vval by Tkp Employee, Andrea EMPLOYEEA 17 - 2011 (LC) EMPLOYEES EMPLOYEES

& Employee, Andrea EMPLOYEEA™*** 10 - 2012 EMPLOYEES EMPLOYEES
) No Profile Employee, Autumn EMPLOYEEA 10 - 2012 EMPLOYEES EMPLOYEES
& Employee, Betty EMPLOYEEB**** 09 - 2012 EMPLOYEES EMPLOYEES

(O Val by MstrTkp Employee, Chuck  EMPLOYEEC 21 - 2011 EMPLOYEES EMPLOYEES

& Employee, Cole EMPLOYEEC 09 - 2012 EMPLOYEES EMPLOYEES

O Val by Emp Employee, Gerry EMPLOYEEG 21 - 2011 EMPLOYEES EMPLOYEES
Selected T&A

[ Edit T&A ] [ T&A Profile ] [Leave ] [ Set Pay Period ] [ Delete ] [ Validate ] [ Summary ]

Selected Employee
[ Default Scheduls H Caorrection H Local/Prior H Locator Info H Certified T&As H Emp Profile ]

Leave Audit

I Validate All ] [ Return ]

Figure 7: Timekeeper Select Employee Page

The Timekeeper Select Employee page contains a list of employees who are directly
assigned to you or delegated to you, along with buttons that give you access to activities
associated with processing information for employee T&As.

11
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If you have assigned and delegated employees, directly assigned employees are displayed
first along with the status of their T&A record.

The Status column of the employee list contains a status indicator for each T&A. The
column can contain one of these status types:

e No Profile -The T&A profile must be set by the timekeeper for the employee for the
first pay period in which an employee uses webTA. However, if the Agency elects to
utilize the Bi-Directional feed, some data is automatically populated.

e Val by Emp - The employee has validated this record.
e Val by TKP - The employee’s timekeeper has validated this record.
e Val by MstrTKP - The Master Timekeeper has validated this record.

e Certified - This record has been certified by the employee’s supervisor and is ready to
be built.

e No Data - A T&A profile for the employee exists, but no data on the T&A has been
entered.

Note: The Status column for unvalidated employees will be blank.

2. Click the radio button next to the desired employee and select the function you would like
to perform or click Return to return to the Timekeeper Main Menu page.

To Search for an Employee

1. Click Search on the Timekeeper Main Menu page to display the Search for Employee page.

TRAINING Help Logout

Search for Employee

Employee's Last Name |Emp|oyee
Employee's First Name |Al
Employee's 8SN [

T&A Type All |
Pay Period All -

Search | Cancel |

Figure 8: Search for Employee Page

12
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2. To search by employee name, type the last name in the Employee’s Last Name field and
type the first name in the Employee’s First Name field. You may also search by Social
Security number (SSN) by typing the SSN in the Employee’s SSN field.

To search by T&A Type, click the down arrow in the T&A Type field. T&A Type allows
you to search results to records meeting these criteria:

Corrections - Corrected T&As.

Unvalidated - Records which have not been validated by either the employee or the
timekeeper.

Validated - Records which have been validated by the employee or the timekeeper, but
have not been certified by the supervisor.

Certified - Records which have been both validated and certified.

No Profile - Records when no T&A profile data has been stored. Records must have
T&A profile data saved before time can be entered.

To search by Pay Period, click the down arrow in the Pay Period field. Pay Period allows
you to search for a specific pay period using the following:

Current - Records for the current pay period.

Previous - Records for the previous pay period (completed records which need to be
certified and built).

Older - records not in the current or previous pay period.

13
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3. Click search. The Search Results page is displayed listing the employee(s) who met the
search criteria.

TRAINING Help Logout

Search Results

Search Criteria: First Name like A AND Last name like Employee

|| status | __Employee Pay Period

 MNoProfile  Employee, Andrea  EMPLOYEEA®**** 01 - 2011 (LC) EMPLOYEES EMPLOYEES
Mo Profile  Employee, Andrea  EMPLOYEEA®*** 02 - 2011 (LC) EMPLOYEES EMPLOYEES
“ Employee, Andrea  EMPLOYEEA**** 12 - 2011 (P} EMPLOYEES EMPLOYEES
 ¥al by Tkp Employee, andrea EMPLOYEEA™™*™* 17 - 2011 {LC)} EMPLOYEES EMPLOYEES
o Employee, andrea EMPLOYEEA**** 10 - 2012 EMPLOYEES EMPLOYEES

© Mo Profile  Employee, Autumn  EMPLOYEEA 10 - 2012 EMPLOYEES EMPLOYEES

Selected Taa
EditT&Al Ta&A Profile | Leavel Set Pay Period | Deletel Validatel Summary |

Selected Employee
Default Schedule | Correction | Local/Prior | Locator Info | Certified T&As | Emp Profile |

Leave Audit |

Yalidate Al | Retum |

Figure 9: Search Results Page

Note: webTA displays a list of employees you can validate or maintain, along with the status of their
T&A record. Once search results are returned, you can perform T&A and other activities for the list of
returned employees.

The Status column of the employee list contains a status indicator for each T&A. The
column can contain one of these status types:

e No Profile - The T&A profile must be set by the timekeeper for the employee for the
first pay period in which an employee uses webTA. However, if the Agency elects to
utilize the Bi—Directional feed, some data is automatically populated.

e Val by Emp - The employee has validated this record.
e Val by TKP - The employee’s timekeeper has validated this record.
e Val by MstrTKP - The Master Timekeeper has validated this record.

e Certified - This record has been certified by the employee’s supervisor and is ready to
be built.

e No Data - A T&A profile for the employee exists, but no data on the T&A has been
entered.

4. Click Return to return to the Timekeeper Main Menu page.

14
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About the Employee Profile Page
The Employee Profile page allows the timekeeper (or Master Timekeeper) to change an

employee's information. Information that can be changed includes the employee's name, user
identification (ID), assigned supervisor, assigned timekeeper, organization, and active status.

This section includes the following topics:

To View or Edit an Employee’s Profile..............c..coooiiiiii e 17

To View or Edit an Employee’s Profile
1. Select, or search for and select, the employee.

2. Click select on the Timekeeper Main Menu page. The Timekeeper Select Employee page
is displayed.

TRAIMING Help Logout

Timekeeper Select Employee

Result Page: 1 2 Mext Last 2

O e e e )

Employee, Andrea * 12 - 2011 (P} EMPLOYEES EMPLOYEES

O Val by Tkp Employee, Andrea * 17 - 2011 (LC) EMPLOYEES EMPLOYEES

@ Employee, Andrea * 10 - 2012 EMPLOYEES EMPLOYEES
O No Profile Employee, Autumn EMPLOYEEA 10 - 2012 EMFPLOYEES EMPLOYEES
® Employee, Betty EMPLOYEEB**** 09 - 2012 EMFPLOYEES EMPLOYEES
O Val by MstrTkp Employee, Chuck  EMPLOYEEC * 127 - 2011 EMPLOYEES EMPLOYEES
O Employee, Lydia EMPLOYEEL**** 09 - 2012 EMPLOYEES EMPLOYEES

Selected T&A
[ Edit T&A ] [ T&A Profile ] [ Leave ] I Set Pay Period ] [ Delete ] [ Validate ] [ Summary ]

Selected Employee
[ Default Schedule H Caorrection H Local/Prior H Locator Info H Certified T&As H Emp Profile ]

Leave Audit

[ Validate All l [ Return ]

Result Page: 1 2 Mext Last 2

Figure 10: Timekeeper Select Employee Page

3. Select the applicable employee on the Timekeeper Select Employee page.

17
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4. Click Emp Profile. The Employee Profile page for the selected employee is displayed.

TRAIMNING Help Logout

Employee Profile

Please note that this data pertains only to employee access for the
Time & Attendance system, not to other personnel records.

EMPLOYEEB***
Betty

Middle Name

or Initial (Optional)

Last Name Employes

E Auth Internal ID *

Supervisor's User ID  |[SNEINEES
Timekeeper's User ID |EIRENES

Organization OCFO
First Pay Period O Current & Previous
Active Employee

Figure 11: Employee Profile Page

Note: * The EAuth Internal ID field will not appear on the page for non-USDA Agencies.

5. If you need to modify the employee’s profile, edit the employee’s information as needed.

18
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6. Click save. The Timekeeper Select Employee page is displayed.

TRAIMING Help Logout

Timekeeper Select Employee

Result Page: 1 2 Mext Last 2

e pay period

Employee, Andrea EMPLOYEEA®*** 12 - 2011 (P} EMPLOYEES EMPLOYEES

O Val by Tkp Employee, Andrea EMPLOYEEA™®*** 17 - 2011 (LC) EMPLOYEES EMPLOYEES

O Employee, Andrea EMPLOYEEA®™™*** 10 - 2012 EMPLOYEES EMPLOYEES
O No Profile Employee, Autumn EMPLOYEEA 10 - 2012 EMFPLOYEES EMPLOYEES
® Employee, Betty EMPLOYEEB = 09 - 2012 EMPLOYEES EMPLOYEES

O Val by MstrTkp Employee, Chuck  EMPLOYEEC 21 - 2011 EMPLOYEES EMPLOYEES

& Employee, Lydia EMPLOYEEL® © 09 - 2012 EMPLOYEES EMPLOYEES

Selected TEA
[ Edit T&A ] [ T&A Profile ] [ Leave ] l Set Pay Period ] [ Delete ] [ Validate ] [ Surmmary ]

Selected Employee
[ Default Schedule H Correction H Local/Prior H Locator Info H Certified T&AS H Emp Profile ]

Leave Audit

[ Validate All l [ Return ]

Result Page: 1 2 Mext Last 2

Figure 12: Timekeeper Select Employee Page

7. Click Return to return to the Timekeeper Main Menu page.

19
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Adding Employees

Employees may be entirely new in webTA, or they may have transferred or reassigned to your
group. Employees who are new to webTA must be added to the webTA database.

This section includes the following topics:

TO Add @N EMPIOYEE ....ooveieiiieccee et e e e 21

To Add an Employee

1. Click Add on the Timekeeper Main Menu page. A blank Employee Profile page is
displayed.

TRAINING Help Logout

Employee Profile

Please note that this data pertains only to employee access for the
Time & Attendance system, not to other personnel records.

Password

Password (again)

Hrst Name

Middle Name
or Initial (Optional)

Sodal Security Number
E Auth Internal ID

Supervisor's User ID EMPLOYEES
Timekeeper's User ID  |[=figReNy==5
Organization
First Pay Period @ Current O Previous

Active Employee

Figure 13: Employee Profile Page

Note: *The E Auth Internal ID field will not appear on the page for non-USDA Agencies.

21
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2. Type the necessary information in the applicable fields.

3. Click save to return to the Timekeeper Main Menu page.

For more information see:

User ID and Password Fields ... 22
NAME FIEIAS ...t 22
Social Security NUMDEr .......c..ooiii e 22
SUPEIVISOr'S USErID .........oooiiiiiiiiiiiec e a e 22
TimeKeeper’'s USEr ID ...ttt 23
(O] ¢o - 1 aTV.4= 11 o] o [T PPUPRSOP 23
ACTIVE STATUS .....utiiieiitiee ettt et e e e et e e st b e e s e e e e nnreeas 23

User ID and Password Fields

The user ID must be unique in the webTA database. If you attempt to save the information with a
user ID that already exists, webTA informs you that there is an error, and you must select another
user ID.

Type the identical passwords on both password lines. User IDs and passwords may be up to
32 characters long. Passwords also must conform to limitations and requirements, as defined by
the Administrator.

Name Fields

An employee’s first and last names must be typed in separate fields. You may include a suffix,
such as Jr. or III, in the Last Name field. Do not combine an employee’s first and last names and
suffix in the same field.

Social Security Number

The employee’s nine-digit SSN or employee ID. This field is required.

Supervisor’s User ID

This indicates the employee’s supervisor’s user ID. You can specify the supervisor either by
entering the user ID or by clicking Search to locate the supervisor by name.

22
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Timekeeper’s User ID

This indicates the employee’s timekeeper’s user ID. You can specify the employee’s timekeeper
either by entering the user ID or by clicking Search to locate the employee’s timekeeper by name.

Organization

This indicates the employee’s organization. In some installations of webTA, the Agencies are
subdivided into organizations. You can type in the organization name or click Search to select the
organization from a list.

Active Status

This check box indicates whether the employee is active (that is, eligible to use webTA) or
inactive.

To activate an employee, click to select the Active Employee check box. (This check box is
selected by default when a new employee record is created). If an employee becomes inactive,
click to clear the check box.

When employees are inactivated, none of their records are deleted from the application, but they
will no longer be able to log into webTA, and their records are ignored during verification,
certification, and transmission file builds.
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About the T&A Profile

The T&A Profile can be updated by the timekeeper (or Master Timekeeper). Employees and
supervisors cannot update this information. The information on this page identifies the employee’s
basic payroll profile including tour of duty and pay plan. In some instances, additional fields are
available for special case T&A reporting.

This section includes the following topics:

To Establish or Edit a T&A Profile for an Employee..........cccocveeeeiiiiiieieee e, 25

To Establish or Edit a T&A Profile for an Employee
1. Select, or search for and select, the employee.

2. Click select on the Timekeeper Main Menu page. The Timekeeper Select Employee page
is displayed.

TRAIMIMNG Help Logout

Timekeeper Select Employee

Result Page: First Prev 1 2

|| status| _Employee | _user1d | Pay Period | Timekeeper | Supervisor ]

® Employee, Peter EMPLOYEEP™ 23 - 2011 EMPLOYEES EMPLOYEES
O Employee, Queen EMPLOYEEQ® 09 - 2012 EMPLOYEES EMPLOYEES
O Employee, Quentin  EMPLOYEEQ® * 09 - 2012 EMPLOYEES EMPLOYEES
O Employee, Randy EMPLOYEE 09 - 2012 EMPLOYEES EMPLOYEES
O Employee, Rhonda EMPLOYEER® 09 - 2012 EMPLOYEES EMPLOYEES
O Employee, Sam EMPLOYEES®*** 09 - 2012 EMPLOYEES EMPLOYEES
O Employee, ¥Yvonne EMPLOYEEY® 09 - 2012 EMPLOYEES EMPLOYEES
O Employee, Zennia  EMPLOYEEZ® 09 - 2012 EMPLOYEES EMPLOYEES
Selected T&A

[ Edit T&A ] [ T&A Profile ] [Leave ] [ Set Pay Period ] I Delete ] [ Validate ] [ Summary ]
Selected Employee
[ Default Schedule ] [ Correction ] [ Local/Prior ] [ Locator Info ] [ Certified T&As ] [ Emp Profile ]

Leave Audit

[ Validate All ] [ Return ]

Result Page: First Prev 1 2

Figure 14: Timekeeper Select Employee Page

3. Select the applicable employee.

25



Logh

webTATimekeeper - Training Guide

4. Click T&A Profile. The T&A Profile page is displayed.

TRAINING

Help Logout

T&A Profile

MName: Peter Employee Pay Period:

Time Card Type: Regular Leave Year:

23 : Nov 6, 2011 to Nov 19, 2011

2011

Status Change
Status Change Type |[RIEIERS
Status Change Day Mane v

Work Schedule
Pay Plan General Schedule (reg) b

Tour of Duty Full Time v
Duty Hours

co
=

Alternative Schedule |GETEREELTENENS v

Contact Point
Agency CCFO

,_
I
4

Town 1690

=

01

Timekeeper
New Contact Point

Overtime/Standby Status

RSO/Salary Cap None ~
Standby Hrs/Week 1

Standby Hrs/Week 2
Standby/AUO %

Miscellaneous

Final Report

O (<) |

g
=
=
=4
=]
B

Retain Data Restore from Default
Accounting
Manual Account Entry
Stored Account (NFC)

Local Account (Local)

@
O
O

Leave Parameters
Service Computation Date [[RERERIRE |
Override Lv Category

O

Override Leave Ceiling

[

Approved Leave
Recipient (VLTP)

Approved Leave
Recipient (ELTP)

Home Leave Accrual Rate [IEELEREEES
Home Leave Start Date |
Home Leave End Date |

=
=]

=
=]

| DualTaA |

[ Cancel ]

Figure 15: T&A Profile Page
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The information on the T&A Profile page identifies an employee’s basic payroll profile,
including tour of duty and pay plan. An employee’s T&A Profile can be edited by the
timekeeper.

5. Complete the sections of the T&A Profile as needed. Instructions on completing these
sections appear below.

For more information see:

StATUS CRANGE ..o e e 27
WOIK SCREAUIE ... e 28
CONTACT POINT....eeiiiiiiiiiiiie e e e e e e e 28
Overtime/Standby STAtUS ........coooiiiiii e 29
MISCEIANEOUS ...t e e s 30
Y AXod oo ] 01 o) 11 0T P PR 31
Leave ParametersS..........ccoiiiiiiiiiiic e s 31

Status Change

Status Change

Status Change Type |Nnnej
Status Change Day | -l

Figure 16: Status Change

Status Change Type indicates the type of status change. Valid values for this field are None, End,
or Start, (End and Start apply only when employment status actually starts or ends in a given pay
period). This field defaults to None.

The Status Change Day is used to determine the day of the status change. If the Status Change
Type is set to End or Start, a day must be selected to display the day of the change. The field
contains 14 selections, one for each day of the pay period. If no status change is needed, the field
should be set to None.
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Work Schedule

Work Schedule

Pay Plan |Genera| Schedule (req) =/
Tour of Duty | Full Time =

Duty Hours IBEI
Work Week |
Alternative Schedule |Hegu|ar8-hnur Days 4

Figure 17: Work Schedule

All Work Schedule section fields must be completed before the T&A Profile form can be saved.
The following fields are displayed in the work schedule section:

e Pay Plan displays the pay plan.
e Tour of Duty displays the tour of duty.

e Duty Hours displays the employee’s scheduled biweekly hours. For full-time employees,
this number should be 80.

e Work Week displays the employee’s regular schedule.

e Alternate Schedule displays the employee’s alternative or compressed work schedule, if
applicable.

Contact Point

Contact Point

OCFO

X

e |
Cimekceper T
v

Figure 18: Contact Point

KN

The Contact Point section of the T&A Profile is populated from the employee’s timekeeper’s
Timekeeper Profile. All Contact Point fields are required fields. The following fields are included
in the Contact Point section:

e Agency - The employee’s Agency
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State - The two-position alpha State code
Town - The four-digit town code for the employee’s duty station
Unit - The two-digit National Finance Center (NFC) Unit code

Timekeeper - Your two-digit unit timekeeper code

If the employee’s contact point information changed during a pay period, the New Contact Point
check box is selected.

Overtime/Standby Status

Overtime/Standby Status

Rso/sairy coo IR g
otandby vrs/wee 1 |
otandby v /vec 2 |
Cotanaby/nu0 o [

Figure 19: Overtime/Standby Status

RSO/Salary Cap - The timekeeper (or Master Timekeeper) must enter an employee’s regularly
scheduled overtime hours in the first, the second, or both weeks of the pay period. This field is also
used to indicate employees who are authorized to exceed the salary cap.

Standby Hrs/Week 1 and Standby Hrs/Week 2 - Employees may be entitled to premium pay for
standby duty. Hours must be requested and approved by a personnel action. Entries are only
required for the pay periods during which the standby hours begin, change, or end. The timekeeper
(or Master Timekeeper) must enter the number of standby or Administratively Unscheduled
Overtime (AUO) hours in the appropriate field.

Standby/AUO Percent - The timekeeper (or Master Timekeeper) must enter the applicable
percentage for the number of standby hours used in week 1 and week 2 or the AUO percentage.

Note: Enter 99 to end standby hours.
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Miscellaneous

Miscellaneous

Oath Of Office N

Final Report
| OnHold  |im
Retain Data Restore from Default  »

Figure 20: Miscellaneous

Oath of Office - Select this option if this is the first T&A for this employee within your Agency
(i.e., an accession to duty).

Final Report - Select this option if this is the last T&A for this employee (i.e., a separation from

duty).

On Hold - Check this box when a T&A report is not required for an employee, for example when
the employee is on extended leave without pay. The employee can still access webTA, but no T&A
is generated until you deselect the check box.

Retain Data - These options allow the timekeeper (or Master Timekeeper) to control how much
and what type of data is maintained from one pay period to the next. The options available include:

None - Deletes all payroll information at the beginning of each pay period.
All - Saves all payroll information.

TCs and Accounts - Deletes only the hours while retaining the transaction code (TC)
information and accounting.

Restore from Default - Copies the data from the employee’s default schedule to the T&A
forms at the beginning of the pay period. You must create a default schedule for the
employee for this function to work.

Exception Processing - Establishes that only exceptions to the employee’s default schedule
need to be entered. A default schedule must be entered for the employee before this
function can be used. Then you may enter the exceptions (leave used and premium pay) on
the T&A.

WebPT Except.Pr - Not currently available.
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Accounting

Accounting
Manual Account Entry EG

Stored Account {NFC) ES
Local Account (Local) Es
Account |Se|ect An Account =]

Figure 21: Accounting

Selecting the Manual Account Entry option allows the employee or timekeeper to choose the
accounting code individually for each transaction included on the T&A.

Selecting the Stored Account (NFC) option processes all transactions using the accounting stored
by NFC. The accounting is not set in the build file, and the accounting section on the T&A displays
"Using Stored Account" instead of showing the actual account. All T&A transactions use the same
accounting code.

Selecting the Local Account (Local) option allows the employee to use the same account number
within the application (not stored at NFC).

Selecting from the Account list applies the accounting to the T&A when Stored Account (NFC) or
Local Account (Local) has been selected.

Leave Parameters

Leave Parameters
Service Computation Date |Nw 05 2011 |

Override Lv Category r |4 hripp =]

Override Leave Ceiling M [240:00

Approved Leave
Recipient {VLTP)

Approved Leave
Recipient (ELTP)

Home Leave Accrual Rate |G IERd
Home Leave Start Date | |
Home Leave End Date | |

Figure 22: Leave Parameters

i [m]

i [m]
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Service Computation Date (SCD) is used to determine the employee’s annual leave earning
category. When this field is completed by the timekeeper (or Master Timekeeper), webTA
automatically adjusts the annual leave category when 3 and 15 years of service have been reached.

Note: The SCD will be adjusted through the Bi—Directional if any changes are required.

Override Lv Category is used to set the Annual Leave Category for the employee. By default, the
Annual Leave Category is calculated based upon the SCD and is not editable. The timekeeper (or
Master Timekeeper) may override the default Annual Leave Category by selecting the Override
Lv Category check box and then selecting the Annual Leave Category from the list.

Override Leave Ceiling is used to set an alternative leave ceiling for an employee. Selecting this
option overrides the automatic reset of the leave ceiling at the end of the calendar year, preserving
the override value.

Approved Leave Recipient (VLTP) indicates if, in the pay period, the employee is eligible for
donated leave as an approved Voluntary Leave Recipient.

Approved Leave Recipient (ELTP) indicates if, in the pay period, the employee is eligible for
donated leave as an approved Emergency Leave Recipient.

Home Leave Accrual Rate is used to set an alternative home leave accrual rate for an employee.
Selecting this option overrides the automatic reset of the accrual rate at the end of the calendar
year, preserving the override value.

Home Leave Start Date is the first date the employee is eligible for home leave.
Home Leave End Date is the last date the employee is eligible for home leave.

Click save to return to the Timekeeper Select Employee page.
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Entering and Editing T&A Data

WebTA supports two types of time entry which are as follows:

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: However, 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.

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 TCs 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 WOork Time TranSacCtion ..........cccovviiiiiiiieeiiiiee e 34
To Enter Time Worked for an EMPIOYEE........cccoviiiiiiiiiiiiiiee e 36
To Add a New Leave and Other Time Transaction ...........ccccocceeveiiiieniic e 39
To Edit a WOrk Time TranSacCtiON.........cccvoiiiiieiiiiie e 42
To Edit a Leave and Other TranSaction ..........cccccvvviiiiiiiiiiieeee e 45
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To Add a New Work Time Transaction

1.

Click select on the Timekeeper Main Menu page to select the employee for whom you
want to enter daily T&A information. The Timekeeper Select Employee page is displayed.

TRAINING

Help Logout

Timekeeper Select Employee

Result Page: First Prev 1 2

Imm

Employee, Mary EMPLOYEEM 09 - 2012 EMPLOYEES EMPLOYEES
O Employee, Nancy EMPLOYEEN 09 - 2012 EMPLOYEES EMPLOYEES
O Employee, Queen EMPLOYEEQ®*** 09 - 2012 EMPLOYEES EMPLOYEES
& No Data Employee, Terre EMPLOYEET 22 - 2011 EMPLOYEES EMPLOYEEP™***
O Employee, Yvonne EMPLOYEEY 09 - 2012 EMPLOYEES EMPLOYEES
O Employee, Zennia EMPLOYEEZ 09 - 2012 EMPLOYEES EMPLOYEES
Selected T&A
[ Edit T&A ] [ T&A Profile ] [Leave ] [ Set Pay Period ] [ Delete ] I Validate ] [ Summary ]
Selected Employee
[ Default Schedule ] [ Correction ] [ Local/Prior ] [ Locator Info ] [ Certified T&As ] [ Emp Profile ]

Figure 23: Timekeeper Select Employee Page

Leave Audit

[ Validate All ] [ Return ]

2. Select the applicable employee.

Result Page: First Prev 1 2
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3. Click Edit T&A. The employee’s T&A Data page is displayed.

TRAINING Help Logout
T&A Data

MName Terre Employea Pay Peried 22: Oct 23, 2011 to Mov 5, 2011

Time Card Type Regular Le=zve Year 2011

i i Oct i Mowv i
chonccount] 22 2% {27 i 28 ;29 30031 1 2 345
M v i T i F i 5 |wkt] S M T i w T i F i 5 |wk2Total
Work Time
Timz In
Time Qut
m [Me Werk Time transactions)
Leave and Other Time
Absence Start
Absence End
[New] [No Leave and Othar Time tranzactions)
Daily Total | [ [ [ [ |
Dollar Transactions Remarks: |
|Transact\cn|ﬁ.cccuntDescripticnchIIarAmt
[No Dollar Transactions)
Tutall

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

Figure 24: T&A Data Page (without work time activity)

4. Inthe Work Time section, click New. The New Work Time Activity page is displayed

TRAIMING Help Logout

New Work Time Activity

01 - Regular Base Pay hd
129MXC3QADPT (Mo Description) ¥

Figure 25: New Work Time Activity Page

5. Select a transaction type from the Transaction Code list.

6. Select the Account Data from the Account drop-down lists as applicable.
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Click save. The T&A Data page is displayed with the added work time activity.

[ Update ][ Save/Retumn ” Validate ” Cancel l

Figure 26: T&A Data Page (with work time activity)

TRAINING Help Logout
T&A Data
Mame Terre Employee Pay Periad 22: Oct 23, 2011 to Nov 5, 2011
Time Carc Type: Regular Lezve Year 2011
et . Mow
) 23 | 24 | 25 | 28 | 29 30§ 31§ 1 213 4
[Transaction EF’F). S&Eﬂcccunt < M T £ vkl 5 i om T T 3 wk 2|Total
Work Time
Time In
Tims Out
| at | [N | |129NXC3QDPT
m Fepmiarfee Pa‘,i ' E:Nc Description)
m Work Time Total ‘ | | | |
Leave and Other Time
Absence Start
Absence End
m (Mg Lezve and Other Time transactions)
Daily Tots! [ 1 [ T 1
Dollar Transactions ‘Remarks: |
|Transact\cn|,ﬁ.cccunt DescripticnchHar Amt]
(Mo Dollar Transactions)
Total |

Note: If you do not need to add/edit anything new in the Work Time section, proceed to enter work

hours.

To Enter Time Worked for an Employee

1. Select, or search for and select, the employee.
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2. Click select on the Timekeeper Main Menu page to select the employee for whom you
want to enter daily T&A information. The Timekeeper Select Employee page is displayed.

TRAINING

Help Logout

Timekeeper Select Employee

[ status| _Employee | user1d | Pay period | Timekeeper

Result Page: First Prev 1 2

O Employee, Mary EMPLOYEEM**** 09 - 2012 EMPLOYEES EMPLOYEES

O Employee, Nancy EMPLOYEEN™* 09 - 2012 EMPLOYEES EMPLOYEES

O Employee, Queen EMPLOYEEQ™®*** 09 - 2012 EMPLOYEES EMPLOYEES

® Employee, Terre EMPLOYEET**** 22 - 2011 EMPLOYEES EMPLOYEEP™***
O Employee, Yvonne EMPLOYEEY 09 - 2012 EMPLOYEES EMPLOYEES

O Employee, Zennia  EMPLOYEEZ** 09 - 2012 EMPLOYEES EMPLOYEES
Selected T&A

[ Edit T&A ] [ T&A Profile ] [Lea»‘e ] [ Set Pay Period ] [ Delete ] [ Validate l [ Summary ]

Selected Employee

[ Default Schedule ] [ Correction ] [ Local/Prior ] [ Locator Info ] [ Certified T&As ] [ Emp Profile ]

Leave Audit

[ Validate All ] [ Return l

Figure 27: Timekeeper Select Employee Page

3. Select the applicable employee.

Result Page: First Prev 1 2
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Click Edit T&A. The employee’s T&A Data page is displayed.

TRAINING Help Logout
T&A Data

Mame Terre Employee Pay Periad 22: Oct 23, 2011 to Nov 5, 2011

Time Carc Type Regular Lezve Year 2011

i [ | et i  Now i
) 23 | z4 | 235 23 30 i3 1}z2{32}4is
[Transaction EpB‘SB‘EMCCU"t S M T F ! 5 |[wkil] s i m T i w i T i F i & |wk2Total
Work Time
Time In
Time Cut
| Edt | _ | 1129NXC2QDET
B deeserpion) L 1 I O A I
[Tew] WorkTmeTotal | | ¢ ¢ ¢ F [ [ ¢ ¢ 0§ ¢ F 0§ | ]
Leave and Other Time
Absence Start
Absence End
m (Mg Lezve and Other Time transactions)
A2 N T S NS I N N I T N N B
Dollar Transactions ‘Remarks: |

|Transact\cn|,ﬁ.cccunt DescripticnchHar Amt]
(Mo Dollar Transactions)

Total |

[ Update ][ Save/Retumn ” Validate ” Cancel l

Figure 28: T&A Data Page (with work time activity)

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

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

e 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.

o The Remarks field is available for adding comment(s).
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5. Type the hours of Work Time.

TRAINING

Help Logout
T&A Data
MName Terre Employee Pay Peried 22: Oct 23, 2011 to Nov 5, 2011
Time Card Type Regular Leave Year: 2011
Oct i et i  Now i
23 | 24 | 25 | 26 L] 30 | 31 1 i 2 ¢ 3 {4 i 5
T ti iPfxiShdA t i i i H H H
rEnsaction Aecoun s i M T y s fwkrl s i m i T iwi T F 5 |wkeToal
Work Time
Time In
Time Cut
FemmerEmmal| | el EERIEET 18:00 |8:00 18:00 18:00 |8:00 |
| Del | e Dt Tt Dt | I T A R
[ New| WorkTimeTobal[  { ¢ ¢ ¢ ¢ ¢ [ [ T T T T T T [ ]
Leave and Other Time
Absence Start
Absence End
m Mg Lezve and Other Time transactions)
paiyTotal [+ 1 7 T ¢ ¢ [ [ ¢ ¢ T T T ¢ [ [ ]
Dollar Transactions ‘Remarks: |

[Transaction]account Description[Dollzr &mt]

(Mo Dollar Transactions)

Total [

[ Update ][ Save/Retun ” Validate ” Cancel l

Figure 29: T&A Data Page (with work activity and hours)
Daily hours are recorded as hours and minutes, in 15-minute increments.

You can either enter the number of hours, a colon, then the number of minutes, or you can
enter the time as decimal fraction. webTA will convert decimal hours to hours and minutes
and round entries to the nearest 15-minute increment. For example, webTA converts 3.5 to
3:30 and 3:12 to 3:15.

6. If necessary, repeat Step 5 for further work time or leave time transactions.

7. 1If you want to update the page to reflect your changes, but do not want to close the
employee’s T&A Data page, click Update.

If you want to save your work and return to the Timekeeper Select Employee page, click
Save/Return.

8. Click Return to return to the Timekeeper Main Menu page.

To Add a New Leave and Other Time Transaction

1. Select, or search for and select, the employee.
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2. Click select on the Timekeeper Main Menu page to select the employee for whom you
want to enter daily T&A information. The Timekeeper Select Employee page is displayed.

TRAINING

Help Logout

Timekeeper Select Employee

|| status| _Employee | __user1d | Pay Period [ Timekeeper|

O Employee, Mary EMPLOYEEM 09 - 2012
O Employee, Nancy EMPLOYEEN® * 09 - 2012
O Employee, Queen EMPLOYEEQ™™** 09 - 2012
® Employee, Terre EMPLOYEET™ 22 - 2011
O Employee, ¥Yvonne EMPLOYEEY® * 09 - 2012
O Employee, Zennia  EMPLOYEEZ® 09 - 2012
Selected T&A

Result Page: First Prev 1 2

EMPLOYEES
EMPLOYEES
EMPLOYEES
EMPLOYEES
EMPLOYEES
EMPLOYEES

EMPLOYEES
EMPLOYEES
EMPLOYEES
EMPLOYEEP****
EMPLOYEES
EMPLOYEES

[ Edit T&A ] [ T&A Profile ] [Lea»‘e ] [ Set Pay Period ] [ Delete ] [ Validate l [ Summary ]

Selected Employee

[ Default Schedule H Correction H Local/Prior H Locator Info H Certified T&As H Emp Profile ]

Leave Audit

[ Validate All ] [ Return l

Figure 30: Timekeeper Select Employee Page

3. Select the applicable employee.

Result Page: First Prev 1 2
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4. Click Edit T&A. The employee’s T&A Data page is displayed.

TRAINING Help Logout
T&A Data
MName Terre Employee Pay Peried 22: Oct 23, 2011 to Nov 5, 2011
Time Card Type Regular Leave Year: 2011
. . . Oct . . . — O.Ct . Now . .
23 {24 { 25} 26 | 27 | 28 | 29 30 | 31 1 2 3 i 45
u ti iPfxiShdA t i i i i i i i H H H
rEnsaction Aecoun s M T Wi CF s fwky s omiT v i T i F | 5 |wk2|Total
Work Time
Time In
Time Cut
FemmerEmmal| | el EERIEET 18:00 |8:00 18:00 18:00 |8:00 |
m 1| i[Ne Description) ' ' ' ' ' '
[ew] WorkTimeTotsl [ [ [ ¢ ¢+ © T [ [ © 7 ¢ T 7 7 ] ]
Leave and Other Time
Absence Start
Absence End
m Mg Lezve and Other Time transactions)
] N R N N R N R [ [ ]
Dollar Transactions ‘Remarks: |

[Transaction]account Description[Dollzr &mt]

(Mo Dollar Transactions)

Total [

[ Update ][ Save/Retun ” Validate ” Cancel l

Figure 31: T&A Data Page

5. In the Leave and Other Time section, click New. The New Leave and Other Time Activity

page is displayed.

TRAIMING Help Logout

New Leave and Other Time Activity

61 - Annual Leave v
129NXCILANN (Annual Leave) v
Select Event v

Cancel

Figure 32: New Leave and Other Time Activity Page

6. Select a transaction type from the Transaction Code list.

7. Select the Account Data from the Account drop-down list as applicable.
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8. Click save. The Leave and Other Time section of the employee’s T&A Data page changes
to reflect the modifications that were made.

TRAINING Help Logout
T&A Data

MName Terre Employee Pay Period 22 : Oct 23, 2011 to Nov 5, 2011

Time Card Type: Regular Lezve Year 2011

i i [ et i  Now i
S 23 24 27 |28 | 29 30 i3 1t 2:3 4.5
5 M T i F i s |wki[] 5 i M T i W iT F | S5 [Wk2|Total
Work Time
Time In
Tims Cut
EQ Rl e N I e O 18:00 |8:00 |8:00 |8:00 {8:00 | 20:00 ! 16:45 |8:00 |8:00 |4:15 | 27:00/67:00
[ Del | ||| |ReEm=etEm e e e e D el e
= Work Time Total | 5:00] 8:00] 8:00 | 8:00] 8:00] [40:00] 6:45] 8:00] 8:00 | 4:15] [27:00]67:00
Leave and Other Time
Abssnce Start
Abzence End
mAnnual e T R | I | o ls:00 12151 13:45 | 13:00(13:00
[ Del | |1 pAnnual Lesve S R T N e it T I
[New| Leave and Other Time Total | I [ T8:00] 1:15 | 3:45 [12:00[13:00
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]s0:00]
Dollar Transactions |Remarks: |
[Transaction]account Description[Dellzr Amt]
(Mo Drollzr Transactiens)
= Total|

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

Figure 33: T&A Data Page
9. Type the hours of Leave and Other Time.

10. Click save/Return to return to the Timekeeper Select Employee page. The Timekeeper
Select Employee page is displayed.

11. Click Return to return to the Timekeeper Main Menu page.

To Edit a Work Time Transaction

1. Select, or search for and select, the employee.

42



webTATimekeeper - Training Guide &4‘ "
| & ~

2. Click select on the Timekeeper Main Menu page to select the employee for whom you
want to enter daily T&A information. The Timekeeper Select Employee page is displayed
listing the employees for whom you are the timekeeper.

TRAIMING Help Logout

Timekeeper Select Employee

Result Page: First Prev 1 2

|| status| _Employee | __user1d | Pay Period [ Timekeeper|

O Employee, Mary EMPLOYEEM®*** 09 - 2012 EMPLOYEES EMPLOYEES

O Employee, Nancy EMPLOYEEN®*** 09 - 2012 EMPLOYEES EMPLOYEES

@ Employee, Queen EMPLOYEEQ 09 - 2012 EMPLOYEES EMPLOYEES

® Employee, Terre EMPLOYEET® 22 - 2011 EMPLOYEES EMPLOYEEP™***
& Employee, Yvonne EMPLOYEEY**** (09 - 2012 EMPLOYEES EMPLOYEES

@ Employee, Zennia EMPLOYEEZ**** (00 - 2012 EMPLOYEES EMPLOYEES
Selected T&A

[ Edit T&A ] [ T&A Profile ] [Lea»‘e ] [ Set Pay Period ] [ Delete ] [ Validate l [ Summary ]

Selected Employee
[ Default Schedule H Correction H Local/Prior H Locator Info H Certified T&As H Emp Profile ]

Leave Audit

[ Validate All ] [ Return l

Result Page: First Prev 1 2

Figure 34: Timekeeper Select Employee Page

3. Select the applicable employee.
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4. Click Edit T&A. The employee’s T&A Data page is displayed.

TRAINING Help Logout
T&A Data

Mame Terre Employee Pay Peried 22: Oct 23, 2011 to Mov 5, 2011

Time Card Type: Regular Leave Year: 2011

. Oct i i Qct i  MNow i
S 23 0 24 {25 26 27 ;28 ; 29 3003 12 :3 4.5
s M T W T i F wki| s M T N T F i 5 |wkz]|Total
Work Time
Time In
Time Cut
£t Rl e N s 18:00 |8:00 18:00 |8:00 |8:00 | 40:00 | l6:45 18:00 19:00 |4:15 | 27:00/67:00
[ el | {1 {[NeDescription) S e e e I e e
[New| Work Time Total [ 8:00 | 8:00 8:00 | 8:00 | 8:00 [40:00] 6:45 | 8:00 8:00 | 4:15 | [27:00]67:00
Leave and Other Time
Absence Start
Abzence End
annual Leave | | (129NXC3LANN | | | | | | '8:00 |1:15 | | 13145 | 13:00(13:00
[ Del | {0 (Al Leave I I A i o O T
[New | Leave and Other Time Total [ I [ T8:00 1:15] 3:45 | [13:00]13:00
Daily Total | $:00 | 8:00 S:00 8:00} 8:00} [40:00] i 8:00] 8:00}8:00 8:00] 8:00} [40:00]50:00]
Dollar Transactions |Rerr|arks: |
|Transacticn‘ﬂcccuntDescr\pt\cnchHarAmt
{No Dollar Transactions)
Tuta\l

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

Figure 35: T&A Data Page

5. Inthe Work Time section, click Edit next to the transaction you want to edit. The Edit Work
Time Activity page is displayed.

6. Make the applicable changes.

Edit Work Time Activity

Transaction Code |01 - 01-Reg Time-TeleWrk v
CON
EON

| 129NXC3IQADPT (Mo Description) v

Cancel

Figure 36: Edit Work Time Activity Page
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7. Click save. The application returns to the T&A Data page. The Work Time section of the
employee’s T&A Data page is updated to reflect the modifications that were made.

TRAINING Help Logout
T&A Data
MName Terre Employee Pay Peried 22: Oct 23, 2011 to Nov 5, 2011
Time Card Type: Regular Leave Vear 2011
Qct Qct MNow
23 | 24 25} 26 2 28 | 29 30 | 31 1 2 | 3 4
u ti iPfx (Sh A t i i i i H
rEnsactian {recoun s i M T i wiT | F s |wkt MiT wiT!F whk 2| Total
Work Time
Time In
Time Qut
EN 01-Reg Time-TeleWrk! I s L '2:00 |8:00 18:00 18:00 |8:00 | 40:00 l6:45 18:00 18:00 |4:15 | 27:00(67:00
| Dl || |roE=mmm e et Dt el et it B
[New] Work Time Total | {8:00 8:00} 8:00 8:00] 8:00] [40:00 T6:45] 8:00 8:00! 4:15 | [z7:00]67:00
Leave and Other Time
Abzence Start
Abssnce End
m Annuzl Leave |l e | | | | | H 18:00 11:15 | | 13:45 1 13:00(13:00
[ Del | i iAnnual Leave [ e T O il
[ New] Leave and Other Time Total | [ I 18:00] 1:15 345 [13:00[13:00
Daily Total | i 8:00] 8:00}8:00; 8:00] 8:00] [40:00] i8:008:008:00 8:00 8:00] [40:00]80:00]
Dollar Transactions Remarks: |

|Transact\on|Account DescriptionlDoHar Amt]

(Mo Dollar Transactions)

Total |

[ Update H Save/Return H Validate H Cancel ]

Figure 37: T&A Data Page (with work time activity change)

8. Click save/Return to return to the Timekeeper Select Employee page.

To Edit a Leave and Other Transaction

1. Select, or search for and select, the employee.
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2. Click select on the Timekeeper Main Menu page to select the employee for whom you
want to enter daily T&A information. The Timekeeper Select Employee page is displayed.

TRAINING

Help Logout

Timekeeper Select Employee

|| status| _Employee | __user1d | Pay Period [ Timekeeper|

O Employee, Mary EMPLOYEEM 09 - 2012
O Employee, Nancy EMPLOYEEN® * 09 - 2012
O Employee, Queen EMPLOYEEQ™™** 09 - 2012
® Employee, Terre EMPLOYEET™ 22 - 2011
O Employee, ¥Yvonne EMPLOYEEY® * 09 - 2012
O Employee, Zennia  EMPLOYEEZ® 09 - 2012
Selected T&A

Result Page: First Prev 1 2

EMPLOYEES
EMPLOYEES
EMPLOYEES
EMPLOYEES
EMPLOYEES
EMPLOYEES

EMPLOYEES
EMPLOYEES
EMPLOYEES
EMPLOYEEP****
EMPLOYEES
EMPLOYEES

[ Edit T&A ] [ T&A Profile ] [Lea»‘e ] [ Set Pay Period ] [ Delete ] [ Validate l [ Summary ]

Selected Employee

[ Default Schedule H Correction H Local/Prior H Locator Info H Certified T&As H Emp Profile ]

Leave Audit

[ Validate All ] [ Return l

Figure 38: Timekeeper Select Employee Page

3. Select the applicable employee.

Result Page: First Prev 1 2
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4. Click Edit T&A. The employee’s T&A Data page is displayed.

TRAINING

Help Logout
T&A Data
Hams Terre Employee Tay Period 23 : Oct 23, 2011 to Nov 5, 2011
Time Carg Type Regular Leave Year 2011
i . Oct i Oct  Mowv i
23 | 24 | 25 {26 27 | 28 | 29 30 | 31 1 2§ 3 45
T 5 DR iShe i H H H H H H H H
renszction fficcaunt s M Tiwi!T Fis|wet]simiT wiTiF s |wkz|Totl
Work Time
Time In
Time Cut
01-Reg Time-Telewrk] | | -22MXC3QDPT i8:00 |8:00 {2:00 {8:00 |8:00 | 20:00 | le:45 |2:00 {8:00 {4:15 | 27:00(67:00
| Del | { | i(NoDescription] CT T T I i
= Work Time Total | {8:00] 8:00{8:00] 8:00] 8:00] [20:00] {6:45] 8:001 8:00{ 4:15] [27:00[67:00
Leave and Other Time
Absence Start
Absence End
E0 nnuzl Leave | (s ! | I 1 ! '8:00 |1:15 | I lzwas 13:00(13:00
| Del L e e N N N O T O
[ New] Leave and Other Time Total | [ I 18:00! 1:15 {3451 [12:00]13:00
Daily Total | {8:00  8:00 8:00 8:00  8:00} [40:00] i8:001 8:00] 8:00 8:00} 8:00} [40:00[g0:00]
Dollar Transactions ‘Remarks: |
[Transaction]account Description[Dollzr 4mt]
(Mo Dollar Transactions)
= Total |

[ Update H Save/Return H Validate H Cancel ]

Figure 39: T&A Data Page

5. Inthe Leave and Other Time section, click Edit next to the transaction you want to edit. The
Edit Leave and Other Time Activity page is displayed.

TRAIMIMNG Help Logout

Edit Leave and Other Time Activity

O
ECE

| 129NXC3LSCK (Sick Leave) ~

Figure 40: Edit Leave and Other Time Activity Page

6. Select a transaction type from the Transaction Code list. Select the Account Data from the
drop-down list as applicable.

47



o0

webTATimekeeper - Training Guide

7. Click save. The application returns to the T&A Data page.The Leave and Other Time
section of the employee’s T&A Data page is updated to reflect the modifications that were

TRAINING
T&A Data
Mame Terre Employee Pay Peried 22 : Oct 23, 2011 to Mov 5, 2011
Time Card Type: Regular Leave Year: 2011
 Oct Oct  Now
23 0 24 | 25 0 26 ;27 | 28 @ 29 30 {310 1 2 3 4
Transaction

23 SFx EAccount

wki| s i m T wiT E i

Wk 2 | Total

|Transaction‘Account Descr\pt\onlDoIIar Amt|

{No Dollar Transacticns)

Tutall

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

Figure 41: T&A Data Page

8. Click save/Return to return to the Timekeeper Select Employee page. If you do not want to

save the T&A data, click Cancel.

Work Time
Time In
Time Out
£ | 01-Reg Time-Telewrk! s 18:00 18:00 18:00 18:00 |8:00 | 40:00 16:45 18:00 19:00 |4:15 | 27:00/67:00
= ||| |reE=mEm i et Dt vl N il i
[New] Work Time Total | T 5:00]8:00] 8:00! 8:00}8:00] [a0:00] 6:45 | 8:00 8:00 | 4:15 | [27:00]67:00
Leave and Other Time
Absence Start
Absence End
m Sick Leave e e 18:00 11:15 | 13:45 1 13:00{13:00
m 1Sick Leave | | | | |
[New | Leave and Other Time Total | I [ T8:00 1:15} 3:45 | [13:00]13:00
Daily Total | i 8:008:00]8:00 8:00}8:00] [a0:00] i 8:00] 8:00}8:00 8:00] 8:00] [40:00]50:00]
Dollar Transactions [Remarks: |
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Validating Records

Before data can be certified and transmitted to NFC for processing payroll, it must be validated.
The Validation feature gives the timekeeper (or Master Timekeeper) the ability to validate a given
employee’s T&A.

This section includes the following topics:

To Validate Individual Employee RECOIdS...........oovviiiiiiiiieiiic e 49
To Validate All Employees in ONE SESSION ......vevvvvieiiiiiiiee it 51

To Validate Individual Employee Records

1. Click select on the Timekeeper Main Menu page. The Timekeeper Select Employee page
is displayed.

TRAIMIMNG Help Logout

Timekeeper Select Employee

Result Page: 1 2 Mext Last 2

|| _status [ _Employee | _user1d | Pay Period |Timekeeper

O Employee, Harry EMPLOYEEH**** 08 - 2012 EMPLOYEES EMPLOYEEL™®***
@ Employee, Helen EMPLOYEEH**** 09 - 2012 EMPLOYEES EMPLOYEES

® Employee, Ione EMPLOYEEI**** 0g - 2012 EMFLOYEES EMPLOYEES

O Employee, Irene EMPLOYEEI 2012 EMPLOYEES EMPLOYEEM™***
O Employee, Jack EMPLOYEEJ** 2012 EMPLOYEES EMPLOYEES

@ Employee, Jill EMPLOYEEJ™*** 2012 EMPLOYEES EMPLOYEES

O Employee, Jill M. G. ASHARM®*** 09 - 2012 EMPLOYEES EMPLOYEEP****
O Employee, Kasey EMPLOYEEK * 2012 EMPLOYEES EMPLOYEES

O Employee, Kelly EMPLOYEEK™* 2012 EMPLOYEES EMPLOYEES

@ Employee, Lydia EMPLOYEEL**** 09 - 2012 EMPLOYEES EMPLOYEES
Selected T&A

[ Edit T&A ] [ T&A Profile ] [Leave ] [ Set Pay Period ] [ Delete ] [ Validate ] [ Summary ]

Selected Employee
[ Default Schedule H Carrection H Local/Priar H Locator Info H Certified T&As ][ Emp Profile l

Leave Audit

[ Validate All ] [ Return ]

Result Page: 1 2 MNext Last 2

Figure 42: Timekeeper Select Employee Page
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2. Select the applicable employee by clicking the appropriate radio button. Click Vvalidate.
During the validation process, if webTA finds an issue with the T&A data, then it will
generate two types of messages, either warnings or errors.

TRAIMNING

Help Logout

Validation Summary

useriD____|Name __|payPeriod

EMPLOYEE[**%* lone ERROR: [3024] - An account must be selected for the

Employee L8 automatically added leave/premium pay line Sick Leave
s JONE ERROR: [2024] - An account must be selected for the
EIFLDTES Employee i automatically added leave/premium pay line Federal Holiday
lone WARNING: [7001] - There is a payroll transaction for Sick Leave
EMPLOYEEL**** Employee 09 on 05/04/2012 with no corresponding approved request for §:00

hours.

Figure 43: Validation Summary Page

Note: Before a timekeeper can validate a T&A, all errors must be corrected. Warnings should be checked
before the timekeeper validates the T&A report.

If there are warnings, the Validation Summary page is displayed. Warnings are
triggered 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 after clicking Continue.

If the employee’s T&A has no warnings or errors messages, the Timekeeper Select
Employee page is displayed with Val by Tkp in the Status column. This means the
employee’s T&A is validated successfully.

Errors are identified in the Error Message column with the word "ERROR" in red.
Errors are generated when the system has enough information to determine that data
entered is incorrect. Errors occur for a number of reasons, most commonly when the
daily, weekly, or pay period tour of duty are not balanced or when unauthorized TCs
for the employee’s pay plan or tour are attempted to be used.

If there are any errors messages, webTA lists the errors on the Validation Summary
page, but does not validate the T&A. Correct all errors that appear on the Validation
Summary page. webTA cannot validate the T&A until all errors are corrected. Errors
are triggered 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. If there are any errors, you
must click Return and then you are returned to the T&A Data page. You must then
correct the errors. Once you have edited the T&A and you are ready to validate, click
Validate.
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To Validate All Employees in One Session

1. Click select on the Timekeeper Main Menu page. The Timekeeper Select Employee page
is displayed.

TRAIMIMNG Help Logout

Timekeeper Select Employee

Result Page: 1 2 Mext Last 2

|| status | _Employee | _Userid ] pay period [Timekeeper| Supervisor |

O Employee, Harry EMPLOYEEH**** 09 - 2012 EMPLOYEES EMPLOYEEL™™**
(@] Employee, Helen EMPLOYEEH™™** 09 - 2012 EMPLOYEES EMPLOYEES

O Employee, Ione EMPLOYEEI**** 09 - 2012 EMPLOYEES EMPLOYEES

O Employee, Irene EMPLOYEEI**** 09 - 2012 EMPLOYEES EMPLOYEEM™***
O Employee, Jack EMPLOYEEJ**** 09 - 2012 EMPLOYEES EMPLOYEES

O Employee, Jill EMPLOYEEI™™®** 09 - 2012 EMPLOYEES EMPLOYEES

O Employee, Jill M. G. ASHARM™ === - 2012 EMPLOYEES EMPLOYEEP™**

O Employee, Kasey ~ EMPLOYEE - 2012 EMPLOYEES EMPLOYEES

O Employee, Kelly EMPLOYEE - 2012 EMPLOYEES EMPLOYEES

O Employee, Lydia EMPLOYEEL™*** - 2012 EMPLOYEES EMPLOYEES

Selected T&A
[ Edit T&A ] [ T&A Profile ] [Leave ] [ Set Pay Period ] [ Delete ] [ Validate ] [ Summary ]

Selected Employee
[ Default Schedule H Carrection H Local/Priar H Locator Info H Certified T&As ][ Emp Profile l

Leave Audit

[ Validate All ] [ Return ]

Result Page: 1 2 MNext Last 2

Figure 44: Timekeeper Select Employee Page
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Click Validate All to validate all employee T&As on your list. During the validation process,
if webTA finds an issue with the T&A data, then it will generate two type of messages,
either warnings or errors.

TRAINING Help Logout

Validation Summary

Result Page: FirstPrev 1234567 89 10 11 12 Next Last 12

Useri>  IName_|payperiod|Frror Message

WARNING: [7001] - There is a payroll transaction for Sick Leave

EMPLOYEEI™*** e 09 on 05/04/2012 with no corresponding approved request for 8:00
Employee
hours.
EMPLOYEE]™*** Jack 09 WARNING: [4021] - Base time in pay exceeds 10 hours on APR-
Employee 23.
Jack WARNING: [7001] - There is a payroll transaction for Sick Leave
EMPLOYEE]®*** 09 on 05/04/2012 with no corresponding approved request for 8:00
Employee
hours.
WARNING: [2049] - Employee has holiday leave recorded an
EMPLOYEEH™*** Harry 09 either the first or last day of the pay period, and the one

Employee adjacent working day is recorded as unpaid leave. Please
confirm that paid time was taken on the other adjacent day.

EMPLOYEES Sue i ERROR: [4009] - Week 1 base paid hours, 48 , may not exceed
Employes 40 hours.
Sue ERROR: [4008] - Week 1 base time in pay + unpaid absence,
EMPLOYEES 09 48 , may not exceed 40 hours unless excess hours are less than
Employee -
or equal to unpaid absence.
EMPLOYEES Sue 7z ERROR: [4004] - Base time in pay 88 , may not exceed 80
Employee hours.

Sue ERROR: [4003] - Base time in pay + unpaid absence hours,
EMPLOYEES 09 88:00 may not exceed 80 hours unless excess hours are less

SIEDEE than or equal to unpaid absence.
xxwx ANdrea ERROR: [4020] - Base time in does not match the scheduled
EIPIDTES Employee i time of 8§ hours on MAY-11 .

Result Page: FirstPrev 1234567 89 10 11 12 Next Last 12

Figure 45: Validation Summary Page

Note: The Validation Summary page lists all errors and warnings on all T&As. All errors must be
corrected before you validate.

If all of your employees’ T&As have no warnings or errors messages, the Timekeeper Select
Employee page is displayed with Val by Tkp in the Status column for each of the employees. This
means the employees’ T&As are validated successfully.

If there are warnings, the Validation Summary page is displayed. Warnings are triggered
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 after clicking Continue.

If there are any errors messages, webTA lists the errors on the Validation Summary page,
but does not validate the T&A. Correct all errors that appear on the Validation Summary
page. webTA cannot validate the T&A until all errors are corrected. Errors are triggered
when there is a T&A validation failure, based on the validation rules. An error is indicated
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by the word "ERROR" in red, and includes a description of the problem that is preventing
your T&A from being validated. If there are any errors, you must click Return and then you
are returned to the T& A Data page. You must then correct the errors. Once you have edited
the T&A and you are ready to validate, click Vvalidate All.
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About Leave and Premium Pay Requests

You have several options for viewing leave and premium pay requests. You can view individual
requests on the current request page or you can view all requests in a calendar view. You may also
choose to limit your view to only your employees or only delegated employees.

This section includes the following topics:

To View Current Leave REQUESTS .........oviiiiiieeiiiee et 55
To View Leave Requests in a Calendar VIEW ..........cccccoviiieiiiiiennieee e 58
To View Current Premium Pay REQUESTS .........ceeviiiiiiiiiiieeiieee e 61
To View Premium Pay Requests in a Calendar VIieW..........c.ccccoevviveiiiieeeisiee e 64

To View Current Leave Requests

1. On the Timekeeper Main Menu page, click Leave/Prem Pay. The Leave/Prem Pay Request
Menu page is displayed.

TRAIMING Help Logout

Leave/Prem Pay Request Menu

(TR | eave Requests
Prerm. Pay Premium Pay Requests

Return |

Figure 46: Leave/Prem Pay Request Menu Page
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2. Click Leave. The Current Leave Requests page is displayed listing requests for all

3.

employees for whom you are the timekeeper.

TRAINING

Current Leave Requests

Change Employee Type [EILEEA]

Sl

Change Request Type [EURsENLIEEES

| |statusl+]|[Employee! +]

Help Logout

Request Typel+] From Datel¥l[To Datel+] [Total Hrsl+]

Pending Mancy Employee (EMPLOYEEM®***) Sick Leave N?;O?‘li_zzglll N?;Og‘li_zzglll 8:00
Pending Tara Employee (EMPLOYEET****)  Sick Leave N?Q\fggi_zggl,l D?zcoii—zzoﬁﬁl 16:00
Pending Vicki Employee (EMPLOYEEWV****)  Sick Leave O{Czt02181-2202%.1 O{Czt02181_2202§1 7:00
Pending [Jack Employee (EMPLOYEEJ™****) Sick Leave O{czt02li_2201§1 O{Cztozli—éoiéll g:00
Pending Gerry Employee (EMPLOYEEG™™™**) Annual Leave O{Cztozli_éoﬁl O{Cztozli_éoﬁl 8:00
Pending Oliver Employee (EMPLOYEED™ Sick Leave O{Cztoii_éoﬁl O{Cztozli_éoﬁl 4:00
Pending |Ione Employee (EMPLOYEEI®***) Sick Leave O{Cztozli_zzoﬁl O{cztOZIi_Zzoﬁll 8:00
Pending Kasey Employee (EMPLOYEEK™™®**) Sick Leave O{Cztozlg_éoﬁl O{cztozlti_%‘zol?l g:00
Pending Chuck Employee (EMPLOYEEC™***) |Annual Leave O{czt01131_2“2051 O{czt01131_2“2051 8:00
Pending |Helen Employee (EMPLOYEEH®***) |Sick Leave O{Cztolli_zzoél O{Cztolli_zzoél 8:00
Pending |Walter Employee (EMPLOYEEW****)/Sick Leave O{Cztglli_éoé.l O{Cztolli-éolill 8:00
Pending Jill M. Employee (ASHARM®***) Annual Leave O{cztoti?l_%‘z%%l O{cztoti?l_%‘z%%l 8:00
Pending |Ellen Employee (EMPLOYEEE****)  |Sick Leave O{cztoti?l_%‘z%él O{cztoti?l_%‘z%él 8:00

[ Calendar View H Return ]

Figure 47: Current Leave Requests Page

If you want to restrict the list to an employee type, select the applicable type from the
Change Employee Type drop-down list and click Update. The following options are
available under the Change Employee Type drop-down list.

e Show All - Lists leave requests for all employees for whom you are currently acting as
the timekeeper.

e Show My Employees - Lists leave requests for only those employees for whom you are
directly assigned.

e Show Delegated - Lists leave requests for only those employees who have been
delegated to you.
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4. 1If you want to see the details of an individual leave request, click View next to the
applicable employee to view that request. The View Leave Request page for the selected
request is displayed.

TRAINING Help Logout

View Leave Request
Request by: Chuck Employee (EMPLOYEEC****)

Request Information
Leave Type Annual Leave

Transaction Type EUGTEREENES

Submitted Date MNov 01 2011 6:38 AM

Hours Requested ERILGIT

October 2011
Sun | Mon Tue Wed Thu Fri = Sat

Sick Leave

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

Selected value: 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.

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
(200 chars max)

Figure 48: View Leave Request Page

5. Click Return to return to the Current Leave Requests page.
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To View Leave Requests in a Calendar View

1. On the Timekeeper Main Menu page, click Leave/Prem Pay. The Leave/Prem Pay Request
Menu page is displayed.

TRAIMIMNG Help Logout

Leave/Prem Pay Request Menu

Leave Requests
Premium Pay Requests

Figure 49: Leave/Prem Pay Request Menu Page

2. Click Leave. The Current Leave Requests page is displayed listing pending requests for all
employees for whom you are the timekeeper.

TRAIMNING Help Logout

Current Leave Requests

Change Employee Type [EIRE v
Change Request Type [ETAILOIEEES

| [Status!*]Employeel ] Request Typel ] From Datel¥][To Date!l*] [Total Hrsl*]
Pending Nancy Employee (EMPLOYEEN™***) Sick Leave AL O e 5:00

(2011-22) | (2011-22)
: . . N Nov 03 2011 |Dec 27 2011 -
Pending [Tara Employee (EMPLOYEET ) |Sick Leave (2011-22) (2011-26) 16:00

: Oct 28 2011 |Oct 28 2011
i (2011-22) | (2011-22) LHul

: Oct 21 2011 |Oct 21 2011
i (2011-21) | (2011-21) e
Oct 21 2011 |Oct 21 2011

Annual Leave (2011-21) (2011-21) 8:00

Pending Vicki Employee (EMPLOYEEW™*

Pending Jack Employee (EMPLOYEEJ®***)

Pending Gerry Employee (EMPLOYEEG™™**)

Sick Legve Oct 21 2011 Oct 21 2011 4:00

Pending |Oliver Employee (EMPLOYEEQ™***)

(2011-21) | (2011-21)
Pending lone Employee (EMPLOYEEI™***) Sick Leave O(czt0211_2“20$1 O(cztozli_%‘zolél §:00
Pending |Kasey Employee (EMPLOYEEK™****) Sick Leave O{czt021(i_2“20$1 O{cztozlti_%‘zolél g:00
Pending |Chuck Employee (EMPLOYEEC™™ Annual Leave O{czt01131_2201§1 O{czt01131_2201§1 g:00
Pending Helen Employee (EMPLOYEEH®***) Sick Leave O{cztolﬁéolal O{Cztolli—éoiéil g:00
Pending Walter Employee (EMPLOYEEW™***) Sick Leave O{cztolﬁéoél O{Cztolli_zzial g:00
Pending Jill M., Employee (ASHARM™ =) Annual Leave =S\ F AR e s g:00

(2011-20) | (2011-20)

= . . - N . i Oct 07 2011 |Oct 07 2011 .
Pending Ellen Employee (EMPLOYEEE 1 |sick Leave (2011-20) (2011-20) 8:00

[ Calendar View ][ Return ]

Figure 50: Current Leave Requests Page
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3. If you want to restrict the list to an employee type, select the applicable type from the
Change Employee Type drop-down list and click Update. The following options are
available under the Change Employee Type drop-down list.

Show All - Lists leave requests for all employees for whom you are currently acting as
the timekeeper.

Show My Employees - Lists leave requests for only those employees for whom you are
directly assigned.

Show Delegated - Lists leave requests for only those employees who have been
delegated to you.

4. If you want to restrict the list to request type, select the applicable type from the Change
Request Type drop-down list and click Update. The following options are available under
the Change Request Type drop-down list:

Show Pending - Lists leave requests that are in a pending status.

Show Approved - Lists leave requests that have been approved by an employee’s
supervisor.

Show Denied - Lists leave requests that have been denied by an employee’s supervisor.

Show All - Lists all leave requests for a timekeeper.

59



W webTATimekeeper - Training Guide
VA <5

5. To view all request(s) for a specific month, click Calendar View. The Leave Request

Calendar View page is displayed showing all current leave requests for the current month.

TRAIMING Help Logout

Leave Request Calendar View

Select view for [ISGWEES w

Change View
The calendar below shows only approved and pending leave requests, not leave that is actually taken.
Previous Month October 2011 Next Month
Sun Mon Tue Wed Thu Fri Sat
1

2 3 4 5 5] 7 8
P: ASHARN™® - 8:00
P: EMPLOYEEE** - 8:00

9 10 11 12 13 14 1t

Columbus
177 P: EMPLOYEEH™ - 8:00 P: EMPLOYEEC™ - 8:00
P: EMPLOYEEW**** - 8:00
16 17 18 19 20 21 22
A: EMPLOYEES - 4:00 § P: EMPLOYEEK***- &:00 | P: EMPLOYEEG*** - 8:00

P: EMPLOYEE*** - &:00
P: EMPLOYEEJ**** - 8:00
P: EMPLOYEEQ**** - 4:00

23 24 25 26 27 28 29
P: EMPLOYEEW**** - 7:00

30 31

A: Approved time, P: Pending time

Figure 51: Leave Request Calendar View Page

To view leave requests for other months, click Previous Month/Next Month at the top of the
calendar to display the applicable month. Each date on the calendar displays the status,
employee name, and the total time approved or pending for that date.

Note: Only Approved (A) and Pending (P) leave requests are displayed.

6. This page displays all leave requests that an employee has submitted that are pending or

approved. Clicking on a leave request on the calendar links you to the View Leave Request
page for the date that was selected. You can only view the leave request.

After viewing the calendar or individual leave request, click Return to return to the Current
Leave Requests page.
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To View Current Premium Pay Requests

1. On the Timekeeper Main Menu page, click Leave/Prem Pay. The Leave/Prem Pay Request
Menu page is displayed.

TRAIMING Help Logout

Leave/Prem Pay Request Menu

(TR | eave Requests
Prerm. Pay Premium Pay Requests

Return |

Figure 52: Leave Premium Pay Request Menu Page

2. Click prem Pay. The Current Premium Pay Requests page is displayed listing requests for
all employees for whom you are the timekeeper.

TRAINING Help Logout

Current Premium Pay Requests

Change Employee Type [ v
Change Request Type [EINUESENEHIENES

|___[Status-lEmployeel-] ______________[Request Typel'] ____[From Datel¥ITo Datel*] [Total Hrsl-]

Dimi Employee (EMPLOYEED™™**)  |Compensatory Time Earned N?zbogi-zzgl.l N?z\iogi-zzgl.l 1:00
Pending |Nancy Employee (EMPLOYEEN™***} |Compensatory Time Earned N?z\fogi-zzgl.l N?z\fogi-zzgl.l 4:00
Pending Dimi Employee (EMPLOYEED®***)  |Overtime N?;Ogi_zzglll N?;Ogi_zzglll 1:00
Pending Nancy Employee (EMPLOYEEN™*%*) Overtime N?Z\fogi,zzgl,l N?Z‘aotiiéglll 2:00
Dending Betty Employee (EMPLOYEEB****) Overtime N?g\fogi-zzgl.l N?;Ogi_zzglll 1:00
Pending Ione Employee (EMPLOYEEI™***) Cvertime N?g\fogi-zzgl.l N?g\fogi-zzgl.l 1:00

[ Calendar View ] [ Return ]

Figure 53: Current Premium Pay Requests Page

3. If you want to restrict the list to an employee type, select the applicable type from the
Change Employee Type drop-down list and click Update. The following options are
available under the Change Employee Type drop-down list.

e Show All - Lists Premium Pay requests for all employees for whom you are currently
acting as the timekeeper.

e Show My Employees - Lists Premium Pay requests for only those employees for whom
you are directly assigned.
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Show Delegated - Lists Premium Pay requests for only those employees who have been
delegated to you.

4. 1If you want to restrict the list to request type, select the applicable type from the Change
Request Type drop-down list and click Update. The following options are available under
the Change Request Type drop-down list.

Show Pending - Lists Premium Pay requests that are in a pending status.

Show Approved - Lists Premium Pay requests that have been approved by an
employee’s supervisor.

Show Denied - Lists Premium Pay requests that have been denied by an employee’s
supervisor.

Show All - Lists all Premium Pay requests for a timekeeper.
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5. If you want to see the details of an individual Premium Pay request, click View next to the
applicable employee to view that request. The View Premium Pay Request page for the
selected request is displayed.

TRAIMIMNG Help Logout

View Premium Pay Request
Request by: Dimi Employee (EMPLOYEED** **)

Request Information

Compensatory Time Earned
Comp Time Earned
BT Dl oV 01 2011 8:34 AM

1:00 hours

November 2011
Sun Mon Tue Wed Thu Fri Sat
1 2 3 4 5
Hour Hour: 1:00 Hour Hour Hour
Frem From: 2:20 pm Frem Frem Frem
To To: 4:30 pm To To To
6 7 8 9 10 11 12
Heur Hour: Hour Hour Hour Hour Hour
From From From From From From From
To To To To To To To
Veterans
Day
13 14 15 16 17 18 19
Heur Hour: Hour Hour Hour Hour Hour
From Froem From From From From From
To To To To To To To
20 21 22 23 24 25 26
Hour: Hour: Heur: Heur: Hour: Heur: Heur:
From Froem From From From From From
To To To To To To To
Thanksgiving
Day
27 28 29 30
Heur Hour: Hour Hour
From Frem From From
To To To To

Employee Remarks
(200 chars max)

training

Supervisor Remarks
(200 chars max)

Figure 54: View Premium Pay Request Page

6. Click Return to return to the Current Premium Pay Requests page.
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To View Premium Pay Requests in a Calendar View

1.

3.

On the Timekeeper Main Menu page, click Leave/Prem Pay. The Leave/Prem Pay Request
Menu page is displayed.

TRAINING Help Logout

Leave/Prem Pay Request Menu

[EEITM | eave Requests
HEGNEEVI Premium Pay Requests

Return |

Figure 55: Leave Premium Pay Request Menu Page

Click Prem. Pay. The Current Premium Pay Requests page is displayed listing pending
requests for all employees for whom you are the timekeeper.

TRAIMIMNG Help Logout

Current Premium Pay Requests

Change Employee Type [ERLE v
Change Request Type [EILUREIGHIEES

|___IStatusl“]|Employeel-] _____________[Request Typel‘] ___[From Datel¥l[To Datel*l [Total Hrs* ]
Pending Dimi Employee (EMPLOYEED™***)  |Compensatory Time Earned N?;Ogi_zzglll N?Q‘aoiiiéglll 1:00
Pending |Nancy Employee (EMPLOYEEN®***) |Compensatory Time Earned N?z\fogi—zzglil N?z\fogi—zzglil 4:00

Dimi Employee (EMPLOYEED****)  Overtime N?g\fogi-zzgl.l N?g\fogi-zzgl.l 1:00
Pending Mancy Employee (EMPLOYEEN™***) [Overtime N?zbogi-zzglil N?;ggi_zzgl.l 2:00
Pending Betty Employee (EMPLOYEEB****) |Overtime N?z\fogi-zzglil N?;ggi_zggl,l 1:00
Pending Ione Employee (EMPLOYEEI****)  |Overtime N?;O(;iéglll N?;Oi;iéglll 1:00

[ Calendar View ] [ Retumn ]

Figure 56: Current Premium Pay Requests Page

If you want to restrict the list to an employee type, select the applicable type from the
Change Employee Type drop-down list and click Update. The following options are
available under the Change Employee Type drop-down list.

e Show All - Lists Premium Pay requests for all employees for whom you are currently
acting as the timekeeper.

e Show My Employees - Lists Premium Pay requests for only those employees for whom
you are directly assigned.

e Show Delegated - Lists Premium Pay requests for only those employees who have been
delegated to you.
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4. To view all request(s) for a specific month, click Calendar View. The Premium Pay Request
Calendar View page is displayed showing all current premium pay requests for the current
month.

TRAIMNIMNG Help Logout

Premium Pay Request Calendar View

Select view for JISRMEES v

Change View
The calendar below shows only approved and pending premium pay requests, not premium pay that is actually
taken.
Previous Month November 2011 Next Month
Sun Mon Tue Wed Thu Fri Sat
1 2 3 4 5
P: EMPLOYEEB**** - 1:00 | P: EMPLOYEED®**-1:00 ; P: EMPLOYEES - 1:00 | P: ENPLOYEEE*** - &:00
P: EMPLOYEED™** - 1:00 | P: EMPLOYEEN**** - 4:00
P: EMPLOYEER***- 1:00
P: EMPLOYEEN®*** - 2:00
5 7 8 9 10 11 12
Veterans Day
P: EMPLOYEES®** - 10:00
13 14 15 16 17 18 19
P: EMPLOYEEW*** - 5:00
20 21 22 23 24 25 26
Thanksgiving
Day
27 28 29 30

A: Approved time, P: Pending time

Figure 57: Premium Pay Request Calendar View Page

To view requests for other months, click Previous Month/Next Month at the top of the
calendar to display the applicable month. Each date on the calendar displays the status,
employee name, and the total time approved or pending for that date.

Note: Only Approved (A) and Pending (P) requests are displayed.

5. This page displays all premium pay requests that employees have submitted that are
pending or approved. Clicking on a leave request on the calendar links you to the View
Leave Requests page for the date that was selected. You can only view the request.

6. After viewing the calendar or individual premium pay request, click Return to return to the
Current Premium Pay Requests page.
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About the Leave Audit Report

The Leave Audit Report is used by the timekeeper (or Master Timekeeper) to reconcile historical
leave records for a selected employee. The report displays a line for each pay period that has the
leave type selected for the report. Timekeepers (or Master Timekeepers) can select the type of
leave and the start and end data range for the report.

This section includes the following topics:

To View an Employee’s Leave Audit Report ...............cccoooiiiiiie 67

To View an Employee’s Leave Audit Report

1. Click select on the Timekeeper Main Menu page. The Timekeeper Select Employee page
is displayed.

TRAIMNING Help Logout

Timekeeper Select Employee

Result Page: First Prev 1 2

" staws | cmployee | User 1d | Pay Period | Timekeeper]

O Employee, Mary EMPLOYEEM**** Qg - 2012 EMPLOYEES EMPLOYEES
O Employee, Queen EMPLOYEEQ™®*** 09 - 2012 EMPLOYEES EMPLOYEES
O Employee, Randy  EMPLOYEER® 09 - 2012 EMPLOYEES EMPLOYEES
@ Employee, Rhonda EMPLOYEER® * 09 - 2012 EMPLOYEES EMPLOYEES
Y Employee, Sam EMPLOYEES 09 - 2012 EMPLOYEES EMPLOYEES
O Employee, Sue EMPLOYEES 14 - 2011 (P} EMPLOYEES EMPLOYEEZ
O Employee, Sue EMPLOYEES 18 - 2011 (LC) EMPLOYEES EMPLOYEEZ
@ Employee, Sue EMPLOYEES 10 - 2012 EMPLOYEES EMPLOYEEZ
O No Data Employee, Tara EMPLOYEET **** 12 - 2012 EMPLOYEES EMPLOYEES
O Wal by Tkp Employee, Terre EMPLOYEET 22 - 2011 EMPLOYEES  EMPLOYEEP****
O Employee, Zennia  EMPLOYEEZ** 09 - 2012 EMPLOYEES EMPLOYEES
Selected T&A

[ Edit T&A ] [ T&A Profile ] [Lea»‘e ] [ Set Pay Period ] I Delete ] [ Validate ] [ Summary ]

Selected Employee
[ Default Schedule H Correction H Local/Prior H Locator Info H Certified T&As H Emp Profile ]

Leave Audit

[ Validate All l [ Return ]

Result Page: First Prev 1 2

Figure 58: Timekeeper Select Employee Page

2. Select the applicable employee.
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3. Click Leave Audit. The Leave Audit Report page is displayed for the employee selected.

TRAIMIMNG Help Logout

Leave Audit Report

Pay Period Range

Leave Type Annual hd

Leave Audit (Annual) For Sue Employee (EMPLOYEES)

Manual
s et 45 oo i e s e st

To
2011+

From
2011 (% 1 &

21 &

- 2011 150:00 158:00 4:00 162:00, 1:00 161:00 181:00
20 - 2011 4:00 4:00 §:00, 0:00 8:00 32:00
19 - 2011 0:00 4:00 4:00 0:00 4:00 32:00

[ Download PDF ] [ Return ]

Figure 59: Leave Audit Report Page

4. 1If you want to modify the Pay Period Range, click the down arrow to select the applicable
From and To dates.

If you want to modify the Leave Type, click the down arrow to select the applicable leave
type.

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

6. If you want to save the Leave Audit Report results as 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 option of
saving or opening the file.

7. Click open. The Leave Audit Report is displayed as a .PDF.

Mame: Sue Employee (EMPLOYEES)

Leave Type:

Pay Period Range:

Annual

01 -2011 to 21 - 2011

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

21-2011 158:00 150:00 4:00 162:00 1:00 161:00 181:00
20 - 2011 4:00 0:00 4:00 8:00 0:00 8:00 32:00
19 - 2011 0:00 0:00 4:00 4:00 0:00 4:00 32:00

Figure 60: Leave Audit Report (.PDF)

8. Click X to close the page.
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Note: Use the information displayed on the Leave Audit Report to audit the leave record.

9. Click Return to return to the Timekeeper Select Employee page.
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About the Leave Data Page

With rare exception, you should only need to enter leave balance information on the Leave Data
page when adding a new employee. Exceptions include when a correction is performed, Military
Regular Leave is used, or an Annual Leave category changes. Once leave balances are entered, the
system maintains the data based on entries on the T&A Data screen.

This section includes the following topics:

To Modify an Employee’s Leave Balances..............c..cccoceiiiiiiiiiiiiiiicc e 71

To Modify an Employee’s Leave Balances

1. Click select on the Timekeeper Main Menu page. The Timekeeper Select Employee page
is displayed.

TRAIMNIMNG Help Logout

Timekeeper Select Employee

Result Page: 1 2 MNext Last 2

" status | Employee | User1d | pay Period |Timekeeper

) Mo Profile Employee, Andrea EMPLOYEEA®*** 01 - 2011 (LC) EMPLOYEES EMPLOYEES
* 02 - 2011 (LC) EMPLOYEES EMPLOYEES
& Employee, Andrea EMPLOYEEA™*** 12 - 2011 (P) EMPLOYEES EMPLOYEES

O No Profile Employee, Andrea EMPLOYEEA™®

O Val by Tkp Employee, Andrea EMPLOYEEA 2011 (LC) EMPLOYEES EMPLOYEES

O Employee, Andrea EMPLOYEEA™*** 2012 EMPLOYEES EMPLOYEES
O No Profile Employee, Autumn EMPLOYEEA 10 - 2012 EMPLOYEES EMPLOYEES
O Employee, Betty EMPLOYEEB™ *** 2012 EMPLOYEES EMPLOYEES
O Val by MstrTkp Employee, Chuck  EMPLOYEEC 2011 EMPLOYEES EMPLOYEES
O Employee, Cole EMPLOYEEC™* 2012 EMPLOYEES EMPLOYEES
O Val by Emp Employee, Gerry EMPLOYEEG™*** 21 - 2011 EMPLOYEES EMPLOYEES

Selected T&A
[ Edit T&A ] [ T&A Profile ] [Leave ] [ Set Pay Period ] [ Delete ] [ Validate ] [ Summary ]

Selected Employee
[ Default Schedule H Correction H Local/Prior H Locator Info H Certified T&As H Emp Profile ]

Leave Audit

I Validate All ] [ Return ]

Figure 61: Timekeeper Select Employee Page

2. Select the applicable employee.
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3. Click Leave. The Leave Data page is displayed.

TRAINING Help Logout
Leave Data
MName: Gerry Employee Pay Period: 21:0ct9, 2011 to Oct 22, 2011
Time Card Type: Regular Leave Year: 2011
Type of Leave Forward Accrued Available Used Balance
m 0:00 4 4:00 8:00 -4:00
_ 0:00 4 4:00 0:00 4:00
0:00 0:00 0:00 0:00 0:00
0:00 0:00 0:00 0:00 0:00
0:00 0:00 0:00 0:00 0:00
0:00 0:00 0:00 0:00 0:00
m 0:00 0:00 0:00 0:00 0:00
m 0:00 0:00 0:00 0:00 0:00
oo
oo
o0
oo
Suspension |0
oo
oo
oo
v
X
v
v
Leave Donations
| voluntary Program  [Hi 0:00  0:00
| Emergency Program [GHil 0:00  0:00

Cancel

Figure 62: Leave Data Page

The Leave Data page allows the timekeeper (or Master Timekeeper) to modify leave
balances for a pay period.

Note: In Pay Period 1, webTA does not allow modifications to the annual leave forward balance.

In rare exceptions, you only need to enter leave balance information on this page when
adding a new employee.

Note: Forward balances should be modified when a manual adjustment is required.
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Once leave balances forward are entered, webTA maintains the data based on entries on the
T&A Data page.

Part-time employees must have annual and sick leave unapplied balances entered to
properly calculate the annual and sick leave accruals.

The accrued values on the annual and sick leave fields are calculated by webTA. If

a 0 (zero) is displayed in the accrued column, this is an employee who is not entitled to an
annual or sick leave accrual because of employment status or excess non—pay hours. On
rare occasions, you may have to enter the annual and sick leave accruals. On such
occasions, you will have access to those fields on this page. The only time this occurs is
when there is a status change end or start in the middle of the pay period.

4. Click save to return to the Timekeeper Select Employee page.
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About Correcting T&A Reports

The Correction feature lets the timekeeper (or Master Timekeeper) correct T&A reports that are
less than 1 year old. If the original T&A was created using webTA, the timekeeper (or Master
Timekeeper) will be able to modify the record. Otherwise, they will have to enter the entire record
in webTA.

A local correction is for a previous pay period that is either missing or historic. A Prior Correction
is only for a previous pay period that is missing. During the Build process, local corrections are
built, but not transmitted. Prior Corrections, however, are built and transmitted.

The Delete feature allows the timekeeper (or Master Timekeeper) to delete an uncertified
corrected T&A. A corrected T&A is designated by (C) for a Corrected T&A, (LC) for a Local
Correction, or (P) for a Prior Correction.

Note: Once a T&A is certified, it cannot be deleted unless it is uncertified. Once a certified record is
included in a build, it cannot be deleted.

This section includes the following topics:

TO COIreCt @ T&A RECOIU ......eeiiiiiiiie ettt 76
To Create a Local Correction RECOI ..........cccoviiiiiieiiiiiiie e 82
To Create a Prior CorreCtion RECOIA ..........cccevviiiiiiiiiiiicciee e 87
To Delete a Corrected T&A RECOI .......cocuiiiiiiiiiiiie e 93
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To Correct a T&A Record

1. Click select on the Timekeeper Main Menu page. The Timekeeper Select Employee page
is displayed.

TRAINING

Help Logout

Timekeeper Select Employee

(@]

e |e|e e |6 |e e e ]e]|e]s s

Selected T&A

Employee,
Employee,
Employee,
Employee,
Employee,
Employee,
Employee,
Employee,
Employee,
Employee,
Employes,
Employee,
Employee,
Employee,

Employee,

Andrea
Andrea
Andrea
Autumn
Betty
Betty
Betty
Betty
Betty
Chuck
Cole
Dimi
Ellen
Ernest

Freddy

EMPLOYEEA™***
EMPLOYEEA™***
EMPLOYEEA™***
EMPLOYEEA

EMPLOYEEB ™™
EMPLOYEEB™****
EMPLOYEEB™***
EMPLOYEEB™***
EMPLOYEEB™***

EMPLOYEEC™***

EMPLOYEEE
EMPLOYEEE
EMPLOYEEF ****

12
16
17
10
12
13
14
15
16
201
09
12
09
10
09

- 2011 (P)
- 2011 (C)
- 2011 (LC)
- 2012

- 2012 (P)
- 2012

- 2012 (LC)
- 2012 (LC)
- 2012

- 2011

- 2012

- 2012

- 2012

- 2012

- 2012

Result Page: 1 2 3 Next Last 3

[ [status | Employee | Userid | Pay Period | Timekeeper] _Supervisor |

EMPLOYEES
EMPLOYEES
EMPLOYEES
EMPLOYEES
EMPLOYEES
EMPLOYEES
EMPLOYEES
EMPLOYEES
EMPLOYEES
EMPLOYEES
EMPLOYEES
EMPLOYEES
EMPLOYEES
EMPLOYEES
EMPLOYEES

EMPLOYEES
EMPLOYEES
EMPLOYEES
EMPLOYEES
EMPLOYEES
EMPLOYEES
EMPLOYEES
EMPLOYEES
EMPLOYEES
EMPLOYEES
EMPLOYEES
EMPLOYEES
EMPLOYEES
EMPLOYEES
EMPLOYEES

[ Edit T&A ] [ T&A Profile ] [Leave ] [ Set Pay Period ] [ Delete ] [ Validate ] [ Summary ]

Selected Employee

I Default Schedule

H Correction H Local/Prior H Locator Info H Certified T&As H Emp Profile ]

Leave Audit

[ Validate All ] [ Return ]

Figure 63: Timekeeper Select Employee Page

2. Select the applicable employee.

Result Page: 1 2 3 Next Last 3
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3. Click correction. The Employee Regular Corrections page is displayed listing the available
pay periods for the employee you selected.

TRAINING Help Logout

Employee Regular Corrections

Select pay period and leave year from selector for local corrections.
Select Pay Period: |l EE

Local Correction

Select from following table for Regular correction (limited to past 26 pay
periods).

Betty Employee (EMPLOYEEB**

- Pay Period|Date Range w

O 15 - 2012 Jul 15 - Jul 28 Correction
O 14 - 2012 Jul 01 - Jul 14 Caorrection
O 13 - 2012 Jun 17 - Jun 30 Historical
O 12 - 2012 Jun 03 - Jun 16 Correction

Correction Cancel

Figure 64: Employee Regular Correction Page

4. Select the pay period you want to correct. If you are doing a corrected T&A, the system
will display the last 25 pay periods.
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5. Click correction. The T&A Data page is displayed listing the Time Card Type as
Correction.

TRAINING

Help Logout

T&A Data

Name: Betty Employee Pay Period: 15 : Jul 15, 2012 to Jul 28, 2012
Time Card Type: Correction Leave Year: 2012
! 15 | 16 | 17 | 18 | 19 | 20 | 21 22 23 | 24 | 25 | 26 | 27 | 28
[FErEEE [P et s iwm T w i T i Fis |wkil]s ™M T iwiT  F | 5 |wk2|Total
Work Time
Time In
Time Out
Edit I 1 1 1 1 1 1 | 1 1 1 1 1
Regular Base Pay, | |L2oNXC3QDPT !8:00 |8:00 |8:00 |8:00 18:00 | 40:00 18:00 {8:00 18:00 |8:00 |8:00 | 40:00(80:00
| Del| | | |PemmeEs A e It et ST T T
Work Time Total | ig:00!8:00!8:00{8:00i8:00} [40:00] 9:00!8:008:008:00 8:00! [40:00[s0:00
Leave and Other Time
Absence Start
absence End
(Mo Leave and Other Time transactions)
Daily Total | {5:0018:00 8:00!8:00:8:00! [40:00] 8:008:008:008:008:00} [40:00[80:00]
Dollar Transactions |Remarks: | |
|Transa|:ti0n|m:cour|t DescriptionlDoIIar Amt
(Mo Dollar Transactions)
Total |

[ Update ” Save/Retumn ” Validate ” Cancel ]

Figure 65: T&A Data Page (Correction status)
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6. Modify the T&A with the correction(s). Click Update. The T&A Data page is displayed

with the correction(s).

TRAINING Help Logout
T&A Data
Mzme Betty Employee Fay Period 16 : Jul 29, 2012 to Aug 11, 2012
Time Card Type: Correction Lzave Year 2012
Jul Aug  Aug )
lee | 23 {30 | 3t o1 z |z 5 ER - 10|11
T ti Sheid £ | ; |
ransactian i s MoT wiT E wh 1 M T W E s | wkz|Tetal
Work Time
Time In
Time Cut
En Regular Base Pay, | 122MXC3QDPT | | | | l8:00 | 8:00 |8:00 |8:00 |8:00 |8:00 |8:00 | 40:00[48:00
[ Del| { | (Documentation I R NS N e I i e N
EQ TerrlerEamn M| || (ol PAEETTE '2:00 18:00 |8:00 |8:00 | | 32:00 | | | | | | 32:00]
[ Del| { | [Training I I et e S N I
= Work Time Total | 18:001 8:00 | 8:00 ! 8:00 8:00 [40:00] {8:00 8:00 | 8:00 8:00: 8:00 | [40:00[z0:00
Leave and Other Time
Absence Start
Absence End
m (Mo Leawve 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[z0:00]
Dollar Transactions |Remarks:

[Transactien[2ccount Description[Dellar 2mf

[Me Dellar Transzctions)

Total |

Figure 66: T&A Data Page (after correction applied)

[ Update ” Save/Return ” Validate ” Cancel ]
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7. Click Save/Return to return to the Timekeeper Select Employee page. The Timekeeper
Select Employee page is displayed with the Pay Period that you corrected with a (C) in the
Pay Period Column.

TRAIMNING Help Logout

Timekeeper Select Employee

Result Page: 1 2 3 MNext Last 3

[ status | _Employee | _user1d | Pay Period | Timekeeper|

O Employee, Andrea EMPLOYEEA™™®** 12 - 2011 (P) EMPLOYEES EMPLOYEES
O Employee, Andrea * 16 - 2011 (C) EMPLOYEES EMPLOYEES
> Employee, Andrea 17 - 2011 (LC) EMPLOYEES EMPLOYEES
O Employee, Andrea EMPLOYEEA™* 10 - 2012 EMPLOYEES EMPLOYEES
O Employee, Autumn EMPLOYEEA 10 - 2012 EMPLOYEES EMPLOYEES
O Employee, Betty EMPLOYEEB®*** 12 - 2012 (P) EMPLOYEES EMPLOYEES
O Employee, Betty EMPLOYEEE™* 13 - 2012 EMPLOYEES EMPLOYEES
O Employee, Betty EMPLOYEEB ™" 14 - 2012 (LC) EMPLOYEES EMPLOYEES
O Employee, Betty EMPLOYEEB** 15 - 2012 (LC) EMPLOYEES EMPLOYEES
® Employee, Betty EMPLOYEEB**** 16 - 2012 (C) EMPLOYEES EMPLOYEES
O Employee, Chuck EMPLOYEEC™*** 21 - 2011 EMPLOYEES EMPLOYEES
O Employee, Cole EMPLOYEEC™®*** (09 - 2012 EMPLOYEES EMPLOYEES
O Employee, Dimi EMPLOYEED ™~ 12 - 2012 EMPLOYEES EMPLOYEES
O Employee, Ellen EMPLOYEEE**** (09 - 2012 EMPLOYEES EMPLOYEES
O Employee, Ernest  EMPLOYEEE™*** 10 - 2012 EMPLOYEES EMPLOYEES
O Employee, Freddy EMPLOYEEF™®*** 09 - 2012 EMPLOYEES EMPLOYEES
Selected T&A

[ Edit T&A ] [ T&A Profile ] [Leave ] [ Set Pay Period ] I Delete ] [ Validate ] [ Summary ]

Selected Employee
I Default Schedule H Correction H Local/Prior H Locator Info H Certified T&As H Emp Profile ]

Leave Audit

[ Validate All ] [ Return ]

Result Page: 1 2 3 Next Last 3

Figure 67: Timekeeper Select Employee Page (correction status (C))
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8. Click Validate. The Timekeeper Select Employee page is displayed with the updated

status.

TRAIMNING

Help Logout

Timekeeper Select Employee

Result Page: 1 2 3 Next Last 3

|| status | _Employee | _user1d | Pay Period |Timekeeper

O Employee, Andrea EMPLOYEEA®™*** 12 - 2011 (P} EMPLOYEES EMPLOYEES
O Employee, Andrea EMPLOYEEA®™*** 16 - 2011 (C) EMPLOYEES EMPLOYEES
O Employee, Andrea EMPLOYEEA™ 17 - 2011 {LC) EMPLOYEES EMPLOYEES
O Employee, Andrea EMPLOYEEA®*** 10 - 2012 EMPLOYEES EMPLOYEES
O Employee, Autumn EMPLOYEEA 10 - 2012 EMPLOYEES  EMPLOYEES
O Employee, Betty EMPLOYEEB™ 12 - 2012 (P} EMPLOYEES EMPLOYEES
O Employee, Betty EMPLOYEEB**** 13 - 2012 EMPLOYEES  EMPLOYEES
O Employee, Betty EMPLOYEEB**** 14 - 2012 (LC) EMPLOYEES EMPLOYEES
O Employee, Betty EMPLOYEEB**** 15 - 2012 (LC) EMPLOYEES EMPLOYEES
® Wal by Tkp Employee, Betty EMPLOYEEB™**** 16 - 2012 (C) EMPLOYEES EMPLOYEES
O Employee, Chuck  EMPLOYEEC™*** 21 - 2011 EMPLOYEES  EMPLOYEES
O Employee, Cole EMPLOYEEC™®*** 09 - 2012 EMPLOYEES  EMPLOYEES
O Employee, Dimi EMPLOYEED™®*** 12 - 2012 EMPLOYEES  EMPLOYEES
O Employee, Ellen EMPLOYEEE**** 09 - 2012 EMPLOYEES EMPLOYEES
O Employee, Ernest EMPLOYEEE™*** 10 - 2012 EMPLOYEES  EMPLOYEES
O Employee, Freddy EMPLOYEEF™®*** (09 - 2012 EMPLOYEES  EMPLOYEES
Selected T&A

[ Edit T&A ] [ T&A Profile ] [Leave ] [ Set Pay Period ] I Delete ] [ Validate ] [ Summary ]
Selected Employee
I Default Schedule ] [ Correction ] [ Local/Prior ] [ Locator Info ] [ Certified T&As ] I Emp Profile ]

Leave Audit

[ Validate All ] [ Return ]

Result Page: 1 2 3 Next Last 3

Figure 68: Timekeeper Select Employee Page (Val by Tkp status)
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To Create a Local Correction Record

1. Click select on the Timekeeper Main Menu page. The Timekeeper Select Employee page
is displayed.

TRAINING Help Logout

Timekeeper Select Employee

Pay S

O No Profile Employee, Autumn EMPLOYEEA 10 - 2012 EMPLOYEES EMPLOYEES
® Employee, Betty EMPLOYEEB**** 13 - 2012 EMPLOYEES EMPLOYEES
Selected T&A

[ Edit T&A ” T&A Profile ” Leave ” Set Pay Period H Delete ” Validate ” Summary ]

Selected Employee

[ Default Schedule ][ Correction ][ Local/Prior ][ Locator Info H Certified T&As ]
[ Emp Profile ][ Leave Audit ]

[ Vaidate Al || Return |

Figure 69: Timekeeper Select Employee Page

2. Select the applicable employee.

3. Click Local/Prior. The Employee Local/Prior Corrections page is displayed.

TRAINING Help Logout

Emplo%yee Local/Prior
Corrections

Select pay period and leave year from selector for prior T&A.
Betty Employee (EMPLOYEEB****)

[ Create Local T&A ][ Create Prior T&A H Cancel ]

Figure 70: Employee Local/Prior Corrections Page
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4. Select the year and the pay period. Click Create Local T&A. The Insert New Historical
Record page is displayed.

TRAINING Help Logout

Insert New Historical
Record

Pay Period: 14
Leave Year: 2012

You are creating a correction for a missed pay period or before
this person was added to webTA. Historical data may not be
available. You must manually verify that employee profile and
leave balance information is properly completed. Therefore you
will be directed the 'T&A Profile' Page before being allowed to
edit TRA data.

Click 'Add Record' to create the correction record.

[ Add Record ” Cancel ]

Figure 71: Insert New Historial Record Page
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5. Click Add Record. The T&A Profile page is displayed to enter the Contact Point

information.

TRAINING Help Logout
Name: Betty Employee Pay Period: 14 :Jul 1, 2012 to Jul 14, 2012

Time Card Type: Correction Leave Year: 2012

Status Change
Status Change Type |[LIEIES

Status Change Day |{{LIG v

Work Schedule

Pay Plan General Schedule (reg) ¥
Tour of Duty Full Time v
Duty Hours

[=5)
[=}

PG O ETO T T [T | Regular 8-hour Days v

Contact Point

Agency OCFO

State LA »

Town 1690
10

Timekeeper
New Contact Point
Overtime/Standby Status

RSO/Salary Cap MNone -
Standby Hrs/Week 1

Standby Hrs/Week 2

Standby/AUO %

Miscellaneous

Oath Of Office

Final Report
[ OnHold  |m

Retain Data None
Accounting

Manual Account Entry [O]
Stored Account (NFC) [e]
Local Account (Local) [e]

Account

01

LSS

Leave Parameters
Service Computation Date |LpAR0iN] |
Override Lv Category a

Override Leave Ceiling A

Approved Leave
Redipient (VLTP)

Approved Leave
Redpient (ELTP)

Home Leave Accrual Rate |LUIEREES
Home Leave Start Date =
Home Leave End Date =

=
[=]

=
o

| DualT&A |[Save|| Cancel |

Figure 72: T&A Profile Page
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Check New Contact Point box. Verify SCD. Click Save. The Timekeeper Select Employee
page is displayed with (LC) indicated in the Pay Period Column.

TRAINING

Help Logout

Timekeeper Select Employee

|| Status | _Employee Pay Period |Timekeeper|Supervisor

© No Profile Employee, Autumn EMPLOYEEA 10 - 2012 EMPLOYEES EMPLOYEES
* Employee, Betty = EMPLOYEEB**** 13 - 2012 EMPLOYEES EMPLOYEES
® Employee, Betty ~EMPLOYEEB**** 14 - 2012 (LC) EMPLOYEES EMPLOYEES
Selected T&A

| Edit T&A |[ T&AProfile || Leave ||

Set Pay Period

]I Delete ][ Validate ][ Summary I

Selected Employee

[ Default Schedule

H Correction ][ Local/Prior H Locator Info H

Certified T&As |

[ Emp Profile ][ Leave Audit ]

| Validate Al || Return |

Figure 73: Timekeeper Select Employee Page

6. Click Edit T&A. The T&A Data page is displayed.

TRAINING Help Logout
Name: Betty Employee Pay Period: 14 :Jul 1, 2012 to Jul 14, 2012
Time Card Type: Correction Leave Year: 2012
1l ]
} 1 2 z | a4 5 6 | 7 g | o }10} 13 | 14
Transaction épréstéAccount s M T W T F i s |wki| s i m i T T F S |wk 2|Total
Work Time
Time In
Time Out
[New] (Mo Work Time transactions)
Leave and Other Time
Absence Start
Absence End
Edit . : lautolLeave
m FEzEEl HOIIdaI”E EAuto-generated leave [change account) ESS ZERT BT
[New] Leave and Other Time Total | 18:00] [8:00] [ [e:00
Daily Total | [EX [2:00] [ [&:00]
Dollar Transactions Remarks: |

|Transa|:ti0n|A|:|:ount Des:riptionlDoIIar Amit]

(Mo Dellar Transactions)

New|

Total |

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

Figure 74: T&A Data Page (before local correction)
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7. In the Work Time Section on the T&A Data page, click New to add the
transaction/accounting code. The New Work Time Activity page is displayed.

TRAINING

New Work Time Activity

Transaction Code | v
O

ECE.
IS 2 <cQ00T (Reguiar Base Pay ) v |

Figure 75: New Work Time Activity Page

Help Logout

8. Select a transaction type from the Transaction Code list. Select the Account Data from the
Account drop-down list.

9. Click save. The T&A Data page is displayed with the Transaction Code/Accounting.

TRAINING Help Logout
T&A Data
Name: Betty Employee Pay Period: 14 :Jul 1, 2012 to Jul 14, 2012
Time Card Type: Correction Leave Year: 2012
! 1 2 2 4| 5| 6 7 g 9 {10 11} 12 | 13 | 14
[P e s M i T iw ! T F s |wki|]s imiT wiT:Fi 5 |wkz2Total
Work Time
Time In
Time Cut
Edit R | 1 1 1 1 1 1 1 | 1 1 1
 Edit Temder Boon Tmy| | | EEREET '8:00 |8:00 | 'B:00 |B:00 | 32:00 \8:00 \8:00 '8:00 |8:00 |8:00 | 40:00(72:00
| Del| | |[FemlerEestny [t e IR bt it CUETTET T
[New] Work Time Total | 8:0018:00] T8:0018:00] [32:00] {8:00{8:00]8:00]8:00]8:00] [40:00]72:00
Leave and Other Time
Absence Start
Absence End
Edit : I I1Z9NXC3LHOL 1 1 1 1 1 1 1 H | H H H
m Federal Holiday E E EFederaI Holiday i E ES:DD E E E 8:00 E E i E E E 8:00
[New] Leave and Other Time Total | Tg:00] [e:00] [ [si00
Daily Total | 5:008:00 8:008:008:00 [40:00] 18:00i8:00 8:00 8:00:8:00; [40:00]50:00]
Dollar Transactions |Remarks: | |
|Transa|:ti0n|A|:|:ount Des:riptionlDoIIar Amt]
(Mo Dollar Transactions)
New| Tntall

I Update H Save/Return ” Validate ” Cancel ]

Figure 76: T&A Data Page (after local correction)

10. Enter the hours under the appropriate date in the Work Time section on the T&A.
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11. Click Update.

12. Click Vvalidate. The Status field on the Timekeeper Select Employee page is updated to
display VAL by Tkp.

TRAINING Help Logout

Timekeeper Select Employee
lmm

Employee, Autumn EMPLOYEEA 10 - 2012 EMPLOYEES EMPLOYEES
@ Employee, Betty EMPLOYEEB**** 13 - 2012 EMPLOYEES EMPLOYEES
@ Val by Tkp Employee, Betty ~EMPLOYEEB**** 14 - 2012 (LC) EMPLOYEES EMPLOYEES

Selected T&RA
[ Edit T&A ] [ T&A Profile ] [ Leave ] [ Set Pay Period ] [ Delete ] [ Validate ][ Summary ]

Selected Employee
[ Default Schedule ][ Correction ][ Local/Prior ][ Locator Info ][ Certified T&As ]
[ Emp Profile H Leave Audit ]

[ Validate Al || Return |

Figure 77: Timekeeper Select Employee Page (after status change)

To Create a Prior Correction Record

1. Click select on the Timekeeper Main Menu page. The Timekeeper Select Employee page
is displayed.

TRAINING Help Logout

Timekeeper Select Employee
|| Status | __Employee | _User Id__| Pay Period [Timekeeper|Supervisor|

O No Profile Employee, Autumn EMPLOYEEA 10 - 2012 EMPLOYEES EMPLOYEES
@ Employee, Betty EMPLOYEEB**** 13 - 2012 EMPLOYEES EMPLOYEES
® Employee, Betty EMPLOYEEB**** 14 - 2012 (LC) EMPLOYEES EMPLOYEES
Selected T&A

[ Edit T&A ] [ T&A Profile ][ Leave ][ Set Pay Period ] [ Delete ][ Validate ] [ Summary ]

Selected Employee
[ Default Schedule ][ Caorrection ][ Local/Prior ][ Locator Info ][ Certified T&As ]
[ Emp Profile H Leave Audit ]

[ Validate Al || Return |

Figure 78: Timekeeper Select Employee Page
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2. Select the applicable employee.

3. Click Local/Prior. The Employee Local/Prior Corrections page is displayed.

\ﬁ'RAINING Help Logout

Employee Local/Prior
Corrections

Select pay period and leave year from selector for prior T&A.
Betty Employee (EMPLOYEEB™)

Select Pay Period: 2012 v v
[ Create Local T&A ][ Create Prior T&A ]I Cancel ]

Figure 79: Employee Local/Prior Corrections Page

4. Select the year and the pay period. Click Create Prior T&A. The Insert New Historical
Record page is displayed.

TRAINII\%'& Help Logout

Insert New Historical
Record

Pay Period: 12
Leave Year: 2012

You are creating a correction for a missed pay period or before
this person was added to webTA. Historical data may not be
available. You must manually verify that employee profile and
leave balance information is properly completed. Therefore you
will be directed the "T&A Profile’ Page before being allowed to
edit T&A data.

Click "Add Record' to create the correction record.

[ Add Record ][ Cancel ]

Figure 80: Insert New Historical Record Page
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5. Click Add Record. The T&A Profile page is displayed to complete the Contact Point
Information.
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TRAINING Help Logout
Name: Betty Employee Pay Period: 12 :Jun 3, 2012 to Jun 16, 2012
Time Card Type: Correction Leave Year: 2012

Status Change
Status Change Type [LLIEIRS

Status Change Day |G v

Work Schedule

Pay Plan General Schedule (reg) v
Tour of Duty Full Time v
Duty Hours

o
(=]

Alternative Schedule |BEMIEEEIEENS v

Contact Point

[Agency  [ags
T .
IR -
Timckeeper [

| New Contact Point |

New Contact Point
Overtime/Standby Status
RSO /Salary Cap Mone v

Standby Hrs/Week 1
Standby Hrs/Week 2
Standby/AUOQO %
Miscellaneous

Oath Of Office

Final Report

[OnHold =

Retain Data None

(S

Accounting

Manual Account Entry [{©]
Stored Account (NFC) [e]
Local Account (Local) [e]

Leave Parameters
Service Computation Date [NpeRik] |

Override Lv Category ]
Override Leave Ceiling O
qurp\red Leave No
Redpient (VLTP)

Approved Leave No

Redpient (ELTP)
Home Leave Accrual Rate [[EIESEES

Home Leave Start Date =
Home Leave End Date =

[ Dual T&A ] [Sa\.re ” Cancel ]

Figure 81: T&A Profile Page
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6. Check New Contact Point box. Verify SCD. Click Save. The Timekeeper Select Employee
page is displayed with (P) indicated in the pay period column.

TRAINING Help Logout

Timekeeper Select Employee
T 7 O T T Ty

Employee, Autumn EMPLOYEEA 10 - 2012 EMPLOYEES EMPLOYEES
@ No Data Employee, Betty EMPLOYEEB**** 12 - 2012 (P) EMPLOYEES EMPLOYEES
(0] Employee, Betty EMPLOYEEB**** 13 - 2012 EMPLOYEES EMPLOYEES

O Val by Tkp Employee, Betty EMPLOYEEB**** 14 - 2012 (LC) EMPLOYEES  EMPLOYEES

Selected TRA
[ Edit T&A ] [ T&A Profile ] [ Leave ] [ Set Pay Period ] [ Delete ] [ Validate ][ Summary ]

Selected Employee
[ Default Schedule ” Correction ” Local/Prior ” Locator Info ” Certified T&As ]
[ Emp Profile ][ Leave Audit ]

| Validate Al || Return |

Figure 82: Timekeeper Select Employee Page

7. Click Edit T&A. The T&A Data page displayed.

TRAINING Help Logout
T&A Data
Name: Betty Employee Pay Period: 12 : Jun 3, 2012 to Jun 16, 2012
Time Card Type: Correction Leave Year: 2012
. Jun . — . . . Jun . . .

. 3 4 5 1 s 7 g |3 10 11§12} 13 | 14 [ 15 | 16
[Pl s s e s MiT iw T Fis w1 s im 7T wiT | F s |wkezltotal
Work Time

Time In
Time Qut
| 1129NXC2QDPT
m FizzulEr Eees Pa"’i EDocumentation

New Work Time Total | [ [ [ [

Leave and Other Time
Absence Start
Absence End

Mew (No Leave and Other Time transactions)

DailyTotal ¢+ 1 [ ¢+ ¢ [ [ ¢ ¢ ¢ ¢ i T [ T ]

Dollar Transactions |Remarks: | |
|Transa|:ti0n|A|:|:our|t Des:riptionlDoIIar Amt
(Mo Dollar Transactions)

[New] Total |

[ Update ” Save/Return ” Validate ” Cancel ]

Figure 83: T&A Data Page
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8. Enter Transaction Code(s), Account(s), and Employee Work Time. Click Update.

9. Click validate. The Timekeeper Select Employee page is displayed with the updated status.

TRAINING Help Logout

Timekeeper Select Employee
lmm

Employee, Autumn EMPLOYEEA 10 - 2012 EMPLOYEES EMPLOYEES
@ Val by Tkp Employee, Betty EMPLOYEEB**** 12 - 2012 (P) EMPLOYEES EMPLOYEES
@ Employee, Betty EMPLOYEEB**** 13 - 2012 EMPLOYEES EMPLOYEES

O Val by Tkp Employee, Betty EMPLOYEEB**** 14 - 2012 (LC) EMPLOYEES EMPLOYEES

Selected T&A
[ Edit T&A l [ T&A Profile ] [ Leave ] [ Set Pay Period ] [ Delete ] [ Validate ” Summary ]

Selected Employee
[ Default Schedule H Correction ][ Local/Prior ][ Locator Info ][ Certified T&As ]
[ Emp Profile ” Leave Audit ]

[ Validate Al || Return |

Figure 84: Timekeeper Select Employee Page (after status change)

10. Click Return to return to the Timekeeper Main Menu page.
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To Delete a Corrected T&A Record

1.

Click select on the Timekeeper Main Menu page. The Timekeeper Select Employee page
is displayed with a corrected T&A.

TRAINING Help Logout

Timekeeper Select Employee
|| status | _Employee | _Userid | Pay Period [Timekeeper| Supervisor |

O No Profile Employee, Autumn EMPLOYEEA 10 - 2012 EMPLOYEES EMPLOYEES
O Val by Tkp Employee, Betty EMPLOYEEB**** 12 - 2012 (P) EMPLOYEES EMPLOYEES
O Val by Tkp Employee, Betty ~EMPLOYEEB**** 14 - 2012 (LC) EMPLOYEES EMPLOYEES

O Employee, Betty EMPLOYEEB**** 15 - 2012 EMPLOYEES EMPLOYEES

® No Profile Employee, Bonnie EMPLOYEEB**** 20 - 2011 (C) EMPLOYEES EMPLOYEEC****
O Employee, Bonnie EMPLOYEEB**** 09 - 2012 EMPLOYEES EMPLOYEEC***=*
Selected T&A

[ Edit T&A ] [ T&A Profile ] [ Leave ] [ Set Pay Period ] I Delete ” Validate ] [ Summary ]

Selected Employee
[ Default Schedule ][ Correction ][ Local/Prior ][ Locator Info H Certified T&As ]
[ Emp Profile ][ Leave Audit ]

| Validate Al || Return |

Figure 85: Timekeeper Select Employee Page (before change)

2. Select the corrected T&A record from the Timekeeper Select Employee page.
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3. Click Delete. The Timekeeper Select Employee page is displayed without the corrected
T&A record.

TRAINING Help Logout

Timekeeper Select Employee
|| Status | _Employee | _User1d__| Pay Period [Timekeeper| Supervisor |

® No Profile Employee, Autumn EMPLOYEEA 10 - 2012 EMPLOYEES EMPLOYEES
O Val by Tkp Employee, Betty ~EMPLOYEEB**** 12 - 2012 (P) EMPLOYEES EMPLOYEES
O Val by Tkp Employee, Betty ~EMPLOYEEB**** 14 - 2012 (LC) EMPLOYEES EMPLOYEES

O Employee, Betty EMPLOYEEB**** 15 - 2012 EMPLOYEES EMPLOYEES
@ Employee, Bonnie EMPLOYEEB**** 09 - 2012 EMPLOYEES EMPLOYEEC**#**
Selected T&A

[ Edit T&A ] [ T&A Profile ] [ Leave ] [ Set Pay Period ] [ Delete ] [ Validate ] [ Summary ]

Selected Employee
[ Default Schedule ][ Correction ][ Local/Prior ][ Locator Info ][ Certified T&As ]
[ Emp Profile ][ Leave Audit ]

[ Validate Al || Return |

Figure 86: Timekeeper Select Employee Page (after change)

4. Click Return to return to the Timekeeper Main Menu page.
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Splitting a T&A

When an employee’s T&A Profile changes in the middle of the pay period, such as when an
employee changes contact points, work schedules, or overtime status, then a "split T&A" may be

needed to update their profile to reflect the changes.

Note: An employee who starts in the middle of a pay period or who leaves in the middle of a pay period

would not have a split T&A, but will have a status change.

This section includes the following topics:

To Complete a Split T&A for an EMpIOYee .........cccvvvevieeiiiiiiiiicee e

To Complete a Split T&A for an Employee

1. Click Select on the Timekeeper Main Menu page. The Timekeeper Select Employee page

is displayed.

TRAINING

Help Logout

Timekeeper Select Employee

| Status | __Employee | _UserId | Pay Period [Timekeeper| Supervisor

) Mo Profile Employee, Autumn EMPLOYEEA 10 - 2012 EMPLOYEES
O Val by Tkp Employee, Betty EMPLOYEEB**** 12 - 2012 (P) EMPLOYEES
O Val by Tkp Employee, Betty EMPLOYEEB**** 14 - 2012 (LC) EMPLOYEES

® Employee, Betty EMPLOYEEB**** 15 - 2012 EMPLOYEES
@ Employee, Bonnie EMPLOYEEB**** 09 - 2012 EMPLOYEES
Selected T&A

EMPLOYEES
EMPLOYEES
EMPLOYEES
EMPLOYEES
EMPLOYEEC****

[ Edit T&A ] [ T&A Profile ] [ Leave ] [ Set Pay Period ] I Delete ” Validate ] [ Summary ]

Selected Employee

[ Default Schedule ][ Correction ][ Local/Prior ][ Locator Info H Certified T&As ]

[ Emp Profile ][ Leave Audit ]

[ Validate All || Return |

Figure 87: Timekeeper Select Employee Page

2. Select the applicable employee.
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3. Click T&A Profile. The employee’s T&A Profile page is displayed.

TRAINING Help Logout
Name: Betty Employee Pay Period: 15 : Jul 15, 2012 to Jul 28, 2012
Time Card Type: Regular Leave Year: 2012

Status Change
Status Change Type |QLIEES

Status Change Day |48 v
Work Schedule
Pay Plan General Schedule (reg) %

Tour of Duty Full Time v
Duty Hours

[+
=1

Alternative Schedule |EEER:SIEeENE v

Contact Point
Agency OCFO

v

%

Town 1690

o=
==

Timekeeper
New Contact Point
Overtime/Standby Status

RSO/Salary Cap Mone -

Standby Hrs/Week 1
Standby Hrs/Week 2
Standby/AUO %

Miscellaneous
Oath Of Office
Final Report

a
O
O
Mone

Retain Data

Accounting
Manual Account Entry
Stored Account (NFC)
Local Account (Local)
Account

00 ®

Leave Parameters
Service Computation Date |[ela@ARi] |
Override Lv Category

H

Override Leave Ceiling

H

Approved Leave
Redpient (VLTP)

Approved Leave

=
(=]

=
o

Redpient (ELTP)
Home Leave Accrual Rate |[iLLCREES

Home Leave Start Date |
Home Leave End Date |

[ Dual T&A ][Save][ Cancel ]

Figure 88: T&A Profile Page
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4. Click Dual T&A. The T&A Profile page splits.

TRAINING Help Logout
Name: Betty Employee Pay Period: 15 : Jul 15, 2012 to Jul 28, 2012
Time Card Type: Regular Leave Year: 2012

Status Change

Starting Day Of New Status |43 v

Ending Status Data
Work Schedule
Pay Plan
Tour of Duty Full Time v
Duty Hours 80

General Schedule (reg) e

Alternative Sched Regular 8-hour Days -

Contact Point
Agency OCFO

Town 1690

ekeeper
New Contact Point
Overtime/Standby Status

RSO /Salary Cap None v
Standby Hrs/Week 1

Standby Hrs/Week 2

Standby/AUO %

Miscellaneous

Oath Of Office ||

Final Report ]
@l

Retain Data Mone -

Accounting
Manual Account Entry]| ®

Stored Account (NFC) [el

=}
=]
>
a
a
=]
=
=
-
a
o

O

Account

Leave Parameters

Service Computation Date |[ol$3llili] |

Override Lv Category ]
Override L eave Ceiling IF1

Approved Leave
Redpient (VLTP)

Approved Leave

No

No

Redpient (ELTP)

Starting Status Data
Work Schedule

General Schedule (reg) ~
Tour of Duty |FURILE v
o

Scheglulf:]ve Reqgular 8-hour Days v

Contact Point
Agency OCFO

EE -
TR

1

V|

1
o
New Contact Point

Overtime/Standby Status

RSO /Salary Cap |[{LIS ~

Standby
Hrs/Week 1

Standby
Hrs/Week 2

Standby/AUO %

Home Leave Accrual Rate [IEICEEES
Home Leave Start Date |
Home Leave End Date ]

[ Unspiit T&A ][ Cancel
Figure 89: T&A Profile Page

5. Select the applicable Starting Day of New Status in the Status Change box.

6. In the Starting Status Data section, select the new status information, as appropriate.
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7. If you want to return to the original T&A Profile view, click Unsplit. Otherwise, click Save.

You will be returned to the Timekeeper Select Employee page.

Note: If you click Unsplit T&A before you click Save, any changes you have made to the split T&A Profile

page, including status change information, are lost.

8.

To see that the split T&A has been applied, click Summary. The T&A Summary page will

be displayed.

TRAINING

Name:

Betty E

mployee

Time Card Type:Regular

Status: Not Vali

idated

Pay Period:
Leave Year:

15 : Jul 15,
2012

2012 to Jul 28, 2012

Time In Pay: 80:00

Other Time: 0:00

Dollar Transactions: $0.00

Days In Pay: 10

Transaction PFx f'x ccount iz 4l S
Work Time
Time In
Time Out
Regular Base Pay, | |L2IMWXCSQDPT | 1 gi5igigig! |40 | !sl!s!sisls! |40 |e0
' ' \Documentation R T S T I T T T
Work Time Total [ [ 8! 8i8] | 40 | feisisis! [an][so
Leave and Other Time
Absence Start | | | |
AbsenceEndl [ | | I P |
(Mo Leave and Other Time transactions)
Daily Total | [40] [40] a0

T&A Profile Ststus End|Status Start| |Leave Data|Fud] Acr AvailiUs=d Bal

New Status First Day Week2: Sun Annual -- i4:00i4:00; -- i4:00
Pay Plan General Schedule (reg) EEk = HOTHRGD] = HEIE
Tour of Duty Full Time Leave Year Projection
Duty Hours 80 Maximum Available Annual 52:00
Work Week Maximum Available Sick 52:00
Alternative Schedule Regular 8-hour Days Use or Lose Leave _
Agency QOCFO
State LA
Towm 1590
Unit 10
Timekeeper o1
New Contact Point [Yes
Retain Data |N0ne
Account Data Code |Manua| Entry
Service Computation Date|Oct 21 2010
Annuzal Leave Category |4 hr/pp
Personal Leave Ceiling 240:00
Status History
Timestamp Status Name Messags
Aug 22 2012 12:05 PM|Pay period sat Employee, Sue (EMPLOYEES)|Pay period changed from 13 to 15.
Aug 21 2012 02:46 AM|Pay period set Employee, Sue [EMPLOYEES)|Pay period changed from 15 to 13.
Aug 20 2012 10:15 AM|Pay period sat Employee, Sue (EMPLOYEES)|Pay period changed from 16 to 15.
Aug 20 2012 10:14 AM|Pay period sat Employee, Sua (EMPLOYEES)|Pay period changed from 13 to 16.
Aug 20 2012 07:14 AM|Validation Reset By Edit Employee, Sue (EMPLOYEES)
Aug 17 2012 02:41 PM|Certification Rejected Employee, Sue (EMPLOYEES)|ss
Aug 15 2012 02:10 PM|Supervisor Certified Employee, Sue (EMPLOYEES)
[Aug 15 2012 02:09 PM|Timekeeper Validated Employee, Sue (EMPLOYEES)
Aug 15 2012 02:08 PM|Timekeeper Validated Employee, Sue (EMPLOYEES)
Jul 09 2012 01:57 PM |Pay period set Employee, Sue (EMPLOYEES)|Pay period changed from 09 to 13.
May 18 2012 06:27 AM|Pay period set Employee, Sue (EMPLOYEES)|Pay period changed from 21 to 09.
Oct 21 2011 12:49 PM |Service Computation date adjusted|Employee, Sue (EMPLOYEES)|SCD changed to 21-0CT-10
Oct 21 2011 11:58 AM |New Record Created Employee, Sue (EMPLOYEES)|Created new record for pay period 21.

Figure 90: T&A Summary Page

Note: The Starting Day of New Status is displayed in the T&A Profile section on the T&A Summary

page to indicate a split T&A.
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9. Click Return to return to the Timekeeper Select Employee page.
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Modifying Your Timekeeper Profile

Your Timekeeper profile contains the values contained in your master record. These values
become the default values for new employees for whom you are the timekeeper. To change these
values, modify your timekeeper profile. (The value for Agency is not editable.)

This section includes the following topics:

To Modify Your Timekeeper Profile............ccccoiiiiiiiiiciec e 101

To Modify Your Timekeeper Profile

1. On the Timekeeper Main Menu page, click TKP Profile. The Edit Timekeeper Profile page
is displayed.

TRAINING Help Logout

Edit Timekeeper Profile

This information is used to populate an employee's master record
when they are assigned to you.

Timekeeper USERID: EMPLOYEES
Timekeeper Profile

[ Agency  [SS

EZTE -
Coe (o
[Crimcrecoe T

Savel Cancel |

Figure 91: Edit Timekeeper Profile Page

2. Modify your profile by selecting the appropriate State from the State drop-down list and
typing new values in the fields, as applicable.

3. Click save to return to the Timekeeper Main Menu.
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Delegating Your webTA Timekeeper Role

Timekeepers typically designate in case of their absence. (You are not required to create delegates,
but it is recommended to assign at least one). As a timekeeper, you may delegate your webTA
timekeeper role to as many alternates as desired. The delegates you designate have the same rights
to administer webTA records as the timekeeper.

Delegated authority remains in effect until you remove the user ID from the list of delegates.
If you have more than one privilege in webTA (such as being a timekeeper and supervisor), you

must separately delegate each role. The Main Menu page from which you access the Delegate
function determines the role you delegate.

This section includes the following topics:

To Assign Your Timekeeper Role to a Delegate .........ccccooveiiiiiiiiee e 103
TO REMOVE DEIEGALES ......ooiiiiiiiiiiiie et e e snaee e 104

To Assign Your Timekeeper Role to a Delegate

1. On the Timekeeper Main Menu page, click Delegate. The Delegate Timekeeper Role page
is displayed.

TRAIMING Help Logout

Delegate Timekeeper Role

Timekeeper delegates for USERID: Employees

Current Delegates

Dell EMPLOYEET**** - Employee, Terre

ﬂl I Search |

Undelegate All | Returnl

Figure 92: Delegate Timekeeper Role Page

2. Enter the employee’s user ID in the text box, or search for and select the employee.

103



&4‘ f webTATimekeeper - Training Guide
S ~

3. Click Add. webTA assigns the delegate. The delegate’s name and user ID are displayed on
the Current Delegates' list.

TRAINING Help Logout

Delegate Timekeeper Role

Timekeeper delegates for USERID: EmployeeS

Current Delegates
EMPLOYEEP**** _ Employee, Peter
EMPLOYEET**** - Employee, Terre

[ Undelegate All ][ Return ]

Figure 93: Delegate Timekeeper Role Page

4. Click Return to return to the Timekeeper Main Menu page.

To Remove Delegates

1. Click Delegate on the Timekeeper Main Menu page. The Delegate Timekeeper Role page is
displayed.

TRAINING Help Logout

Delegate Timekeeper Role

Timekeeper delegates for USERID: Employees

Current Delegates

Dell EMPLOYEET**** - Employee, Terre

ﬂl I Search |

Undelegate All | Returnl

Figure 94: Delegate Timekeeper Role Page

2. If you want to remove one delegate in the list, click DEL next to the delegate you want to
remove.

If you want to remove all delegates, click Undelegate All.

3. Click Return to return to the Timekeeper Main Menu page.
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Taking Over the Timekeeper Role for an Employee

If an employee is not already within your current Timekeeper Profile, you can reassign the person
to yourself using the Take Over as Employee’s Timekeeper function.

When you take over an employee, his/her Contact Point Information is changed in your
Timekeeper Profile.

When you reassign an employee, an informational task is generated to inform the employee’s
previous timekeeper and the Administrator of the employee’s reassignment.

This section includes the following topics:

To Take Over the TimeKeeper ROIE ..........occvviiiiiii i 105

To Take Over the Timekeeper Role

1.

On the Timekeeper Main Menu page, click Take Over. The Take Over as Employee’s
Timekeeper page is displayed.

TRAINING Help Logout

Take Over as Employee's
Timekeeper

Pressing 'Take Over' below will reassign this employee to you. A
task will be sent to the old timekeeper and the administrators
notifying them of this change.

Employee to take over

Employee User ID |] Search |
Take Over | Cancel |

Figure 95: Take Over as Employee's Timekeeper Page

2. Enter the employee’s user ID or search for and select the employee.
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3. Click search. The Search for Employee page is displayed.

TRAIMING Help Logout

Search for Employee

Employee's Last Name |Emp|oyee
Employee's First Name |A|

Employee's SSN f

Al
T&A Type Al |

Search | Cancel |

Figure 96: Search for Employee Page

4. To search by employee name, type the last name in the Employee's Last Name field and
type the first name in the Employee's First Name field. You may also search by SSN by
typing the SSN in the Employee's SSN field.

5. Click search. The Take Over as Employee’s Timekeeper page is displayed.

TRAINING Help Logout

Take Over as Employee's
Timekeeper

Pressing ‘Take Over’ below will reassign this employee to
you. A task will be sent to the old timekeeper and the
administrators notifying them of this change.

Employee to take over

SIS 8 Dl EMPLOYEEAS333

[ Take Over ][ Cancel ]

Figure 97: Take Over as Employee's Timekeeper Page

6. Click Take Over.

Note: webTA ssigns you as a timekeeper for the employee and returns you to the Timekeeper Main
Menu page.
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About the Set Employee Pay Period Page

The Set Employee Pay Period page is used to change an employee’s current pay period in
situations where an employee might not have entered time for a previous pay period, or his/her
time was not validated, certified, and built for a previous pay period. The Set Pay Period function
allows the timekeeper to change the employee’s pay period to correct these situations.

This section includes the following topics:

To Set an Employee’s Pay Period ..............ccccoooiiiiiiiiiiiiii e 107

To Set an Employee’s Pay Period

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

TRAINING Help Logout

Timekeeper Select Employee
st L rrvlorce L User 4l boy period [linckecperl Superiieor )

Employee, Autumn EMPLOYEEA 10 - 2012 EMPLOYEES EMPLOYEES
O Val by Tkp Employee, Betty EMPLOYEEB***% 12 - 2012 (P) EMPLOYEES EMPLOYEES
O Val by Tkp Employee, Betty EMPLOYEEB**** 14 - 2012 (LC) EMPLOYEES EMPLOYEES

@ Employee, Betty EMPLOYEEB**** {5 - 2012 EMPLOYEES EMPLOYEES
® Employee, Bonnie EMPLOYEEB**** 09 - 2012 EMPLOYEES EMPLOYEEC****
Selected T&A

[ Edit T&A ] [ T&A Profile ] [ Leave ] [ Set Pay Period ” Delete l [ Validate ] [ Summary ]

Selected Employee
[ Default Schedule ][ Correction H Local/Prior ][ Locator Info ][ Certified T&As ]
[ Emp Profile ][ Leave Audit ]

[ Validate Al || Return |

Figure 98: Timekeeper Select Employee Page

2. Select the applicable employee.
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3. Click Sset Pay Period. The Set Employee Pay Period page is displayed.

TRAINING Help Logout

Set Employee Pay Period

Betty Employee (EMPLOYEEB™****)

|_|Pay Period

O 17 - 2012 Aug 12 - Aug 25
® 16 - 2012 Jul 29 - Aug 11
O 15 - 2012 Jul 15 - Jul 28

Figure 99: Set Employee Pay Period Page

The list of pay periods is determined by the employee’s last certified T&A.

o If the employee’s last certified T&A was the previous pay period, then there are no
choices.

o If the employee’s last certified pay period was several pay periods before the current
pay period, all of the pay periods between the previously recorded and current pay
period are listed.

o Ifthe employee has never had a certified T&A, all pay periods for that calendar year are
available.

e I[fthe employee’s current T&A has leave transfer time used, the pay periods may not be
modified.

4. Select the applicable pay period from the Set Employee Pay Period page.

5. Click select. Click Return to return to the Timekeeper Main Menu page.
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Enter a Final T&A

A Final T&A is processed when an employee is separating from Federal service.

This section includes the following topics:

To Enter a Final T&A for a Separating Employee ...........cccccoviiiiiiiiciiieec e 109

To Enter a Final T&A for a Separating Employee

1.

Click search on the Timekeeper Main Menu page. The Search for Employee page is
displayed.

TRAINING Help Logout

Search for Employee

Employee's Last Name |Emp|oyee
Employee's First Name |Al

Employee's 8SN [

T&A Type All |
Pay Period All -

Search | Cancel |

Figure 100: Search for Employee Page

To search by employee name, type the last name in the Employee’s Last Name field and
type the first name in the Employee’s First Name field. You may also search by SSN by
typing the SSN in the Employee’s SSN field.

To search by T&A Type, click the down arrow in the T&A Type field. T&A Type allows
you to search results to records meeting these criteria:

e Corrections - Corrected T&As.

e Unvalidated - Records which have not been validated by either the employee or the
timekeeper.

e Validated - Records which have been validated by the employee or the timekeeper, but
have not been certified by the supervisor.

e C(Certified - Records which have been both validated and certified.
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e No Profile - Records when no T&A profile data has been stored. Records must have
T&A profile data saved before time can be entered.

e Older - Records not in the current or previous pay period.

3. Click search. The Search Results page is displayed listing the employees who met the
search criteria.

TRAINING Help Logout

Search Results

Search Criteria: First Name like a AND Last name like employee

Pay -
[ cmviyee | erta | 22, [rimekeve sy

O Employee, Andrea EMPLOYEEA**** 10 - 2012 EMPLOYEES EMPLOYEES
® Employee, Autumn EMPLOYEEA 10- 2012 EMPLOYEES EMPLOYEES
Selected T&A

[ Edit T&A ] [ T&A Profile ] [ Leave ] [ Set Pay Period ] [ Delete ] [ Validate ] [ Summary ]

Selected Employee
[ Default Schedule ][ Correction H Local/Prior ][ Locator Info ][ Certified T&As ]
[ Emp Profile ” Leave Audit ]

[ Validate Al || Return |

Figure 101: Search Results Page

4. Select the applicable employee.
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5. Click T&A Profile. The T&A Profile page is displayed.

TRAINING Help Logout
Name: Autumn Employee Pay Period: 10 : May 6, 2012 to May 19, 2012
Time Card Type:  Regular Leave Year: 2012

Status Change

Status Change Type [JSiRS

Status Change Day |JIEE @RS

Work Schedule

Pay Plan General Schedule (req)

Tour of Duty Full Time v
Duty Hours

o
=}

Alternative Schedule |REEERNEENS v

Contact Point

[Agency oo
ET - -
TR <
[Timckecper 3

Overtime/Standby Status
RSO/Salary Cap Mone v

Standby Hrs/Week 1
Standby Hrs/Week 2
Standby/AUO %

Miscellaneous
Qath Of Office
Final Report

zlDEO

Retain Data

Accounting
Manual Account Entry
Stored Account (NFC)
Local Account (Local) )

00 ®

Leave Parameters

Service Computation Date |[JEVREPIGM] |
Override Lv Category

[

Override Leave Ceiling

7

Approved Leave
Redpient (VLTP)
Approved Leave
Redpient (ELTP)

Home Leave Accrual Rate |[ITEES
Home Leave Start Date =

=

=
[s]

=
[s]

Home Leave End Date

[ Dual T&A ] [Save ] [ Cancel ]

Figure 102: T&A Profile Page
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6. Select the Status Change Type to display End. Select the Status Change Day to reflect the
employee’s last day in pay status.

Under Miscellaneous, check the Final Report box if this is the last T& A report that is being
sent for this employee. After the transmission record is created for this employee, webTA
makes this employee inactive.

7. Click save. The Search Results page is displayed.

TRAINING Help Logout

Search Results

Search Criteria: First Name like a AND Last name like employee

Pay -

O Employee, Andrea EMPLOYEEA**** 10 - 2012 EMPLOYEES EMPLOYEES
® Employee, Autumn EMPLOYEEA 10 - 2012 EMPLOYEES EMPLOYEES
Selected T&RA

[ Edit T&A ] [ T&A Profile ] [ Leave ] [ Set Pay Period ] [ Delete ] [ Validate ] [ Summary ]

Selected Employee
[ Default Schedule ” Correction H Local/Prior ” Locator Info ” Certified T&As ]
[ Emp Profile ][ Leave Audit ]

[ Validate All || Return |

Figure 103: Search Results Page

8. Click validate to validate the Final T&A.
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About the T&A Summary Page

The T&A summary page is displayed when you select an employee from the Select Employee
page then click Summary.

This section includes the following topics:

To View an Employee’s T&A Summary Page.............ccoooieeiiiiiiiiniiic e 113

To View an Employee’s T&A Summary Page

1. Click select on the Timekeeper Main Menu page. The Timekeeper Select Employee page
is displayed.

TRAINING Help Logout

Timekeeper Select Employee
T 7 O P T ey

Employee, Andrea EMPLOYEEA**** 10 - 2012 EMPLOYEES EMPLOYEES
O Employee, Autumn EMPLOYEEA 10 - 2012 EMPLOYEES EMPLOYEES
O Val by Tkp Employee, Betty ~EMPLOYEEB**** 12 - 2012 (P) EMPLOYEES EMPLOYEES
O Val by Tkp Employee, Betty ~EMPLOYEEB**** 14 - 2012 (LC) EMPLOYEES EMPLOYEES
® Val by Tkp Employee, Betty ~EMPLOYEEB**** 15 - 2012 EMPLOYEES EMPLOYEES

Selected T&A
[ Edit T&A ] [ T&A Profile ] [ Leave ] [ Set Pay Period ] l Delete I [ Validate ][ Summary ]

Selected Employee
[ Default Schedule ][ Correction ][ Local/Prior ][ Locator Info H Certified T&As l
[ Emp Profile ][ Leave Audit ]

| Validate Al || Return |

Figure 104: Timekeeper Select Employee Page

2. Select the applicable employee.
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3. Click Summary. The T&A Summary page is displayed.

TRAINING Help Logout
Mama: Betty Employee Pay Period: 15 : Jul 15, 2012 to Jul 28, 2012
Time Card Type:Regular Leave Year: 2012
Status: Validated
Time In Pay: 80:00 Other Time: 0:00 Daollar Transactions: $0.00 Days In Pay: 10
Transaction EPFxE \"xE ccount iz 4l T
Work Time
Time In
Time Out
i1 1129NXC3QDPT
fizgler oz | Prrmeneien =2 | L
Work Time Total | [40] 80
Leave and Other Time
Absence Start | |
Absence End | i |
(Mo Leave and Other Time transactions)
Daily Total | T8l [40] fsisisisisi |40 so0]
T&A Profile Status End|Status Start| [Leave Data|Fd. AccriAvailiused: Bal
New Status First Day Week2: Sun Annual -- i4:00i4:00; -- i4:00
Pay Plan General Schedule (reg) sEs = EETURERY| = Keil
Tour of Duty Full Time Leave Year Projection
Duty Hours 20 Maximum Available Annual 52:00
Work Week Maximum Available Sick 52:00
Alternative Schedule Regular §-hour Days ey pemy p— __
Agency OCFO
State LA
Towm 1590
Unit 10
Timekesper 01
New Contact Point [Yes
Retain Data [none
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 MName Message
(Aug 22 2012 01:09 PM|Timekeeper Validated Employee, Sue (EMPLOYEES)
Aug 22 2012 12:26 PM|Validation Reset By Edit Employee, Sue (EMPLOYEES)
[Aug 22 2012 12:26 PM|Validation Overridden Employee, Sue (EMPLOYEES)
Aug 22 2012 12:26 PM|MasterTimekeeper Validated Employee, Sue (EMPLOYEES)
[Aug 22 2012 12:05 PM|Pay period sat Employee, Sue (EMPLOYEES)|Pay period changed from 13 to 15.
Aug 21 2012 08:46 AM|Pay period sat Employee, Sue (EMPLOYEES)|Pay period changed from 15 to 13.
[Aug 20 2012 10:15 AM|Pay period set Employee, Sue (EMPLOYEES)|Pay period changed from 16 to 15.
Aug 20 2012 10:14 AM|Pay period sat Employee, Sue (EMPLOYEES)|Pay period changed from 13 to 16.
Aug 20 2012 07:14 AM|validation Reset By Edit Employes, Sus (EMPLOYEES)
Aug 17 2012 02:41 PM|Certification Rejected Employee, Sue (EMPLOYEES)|ss
Aug 15 2012 02:10 PM|Supervisor Certified Employee, Sue (EMPLOYEES)
[Aug 15 2012 02:09 PM|Timekeeper Validated Employee, Sue (EMPLOYEES)
Aug 15 2012 03:08 PM|Timekeaper Validated Employee, Sue (EMPLOYEES)
Jul 09 2012 01:57 PM |Pay period set Employee, Sue (EMPLOYEES)|Pay period changed from 09 to 13.
May 18 2012 06:27 AM|Pay period set Employee, Sue (EMPLOYEES)|Pay period changed from 21 to 09.
Oct 21 2011 12:49 PM |Service Computation date adjusted|Employee, Sue (EMPLOYEES)|SCD changed to 21-0CT-10
Oct 21 2011 11:58 AM |New Record Created Employee, Sue (EMPLOYEES)|Created new record for pay period 21.

Validated By : Sue Employee
Validation Date : Aug 22 2012 1:09 PM

Figure 105: T&A Summary Page

The T&A Summary page is a read-only view of the employee’s T&A. The page includes
these sections:

e The employee overview at the top of the page contains employee profile information.
The section contains such information as the employee’s name, the T&A Type, the
T&A Status, the pay period, and the leave year.
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e The T&A data area displays a read-only version of transactions. The transactions are
grouped by Work Time and Leave and Other Time.

e Leave Requests and Premium Pay Requests list all requested leave, leave donations,
and premium pay requests for the pay period, along with the status.

e T&A Profile displays the employee’s T&A Profile for the current pay period.
e Leave Data displays the employee’s leave balances for the current pay period.

e Leave Year Projection displays the employee’s annual and sick leave projections as of
the current pay period. The section also contains the employee’s use or lose leave as of
the current pay period.

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

4. Click Return to return to the Timekeeper Select Employee page.
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About the Default Schedule Page

The Default Schedule page allows the timekeeper to create or modify a default schedule for a
selected employee. The default schedule is used by employees whose T&A data changes little
from one pay period to the next. To activate the Default Schedule function for an employee, that
employee’s T&A Profile Retain Data field must be set to either Restore from Default or Exception
Processing.

webTA supports two types of default schedule processing:

Restore from Default - The line of time entered into the default schedule is automatically entered
into the employee’s T&A when the new pay period begins. Moving forward, the T&A data
behaves normally. If the employee works a normal schedule with no changes, then no changes
need to be made to the T&A. If the employee’s time differs for a given pay period, then the
employee must make the necessary changes on the Edit T& A Data page. The T&A Summary page
reflects what appears on the edit screen.

Exception Processing - The rows of time entered into the default schedule are automatically
included on the employee’s T&A unless the employee replaces it with entries on the Edit T&A
Data page. For example, if a given day contains 8 hours in the Default Schedule, but the employee
charges 4 hours to Annual Leave, only the Annual Leave line must be entered in the Edit T&A
Data page. On the T&A summary page, however, you will see the Annual Leave line (with 4
hours) and the Default Schedule line appropriately reduced to 4 hours. The Default Schedule lines
never appear on the Edit T&A Data page, only the exceptions to the Default Schedule.

This section includes the following topics:

To Set an Employee’s Default Schedule..................ccccoooiiiiiiiini e 118

117



w webTATimekeeper - Training Guide
C —

To Set an Employee’s Default Schedule

1. Click select on the Timekeeper Main Menu page. The Timekeeper Select Employee page
is displayed.

TRAINING Help Logout

Timekeeper Select Employee
sl L rnplorce L user 4 Loy berid Hinckecperupervisor

Employee, Andrea EMPLOYEEA®*** 10 - 2012 EMPLOYEES EMPLOYEES
o] Employee, Autumn EMPLOYEEA 10 - 2012 EMPLOYEES EMPLOYEES
© Val by Tkp Employee, Betty EMPLOYEEB**** 12 - 2012 (P) EMPLOYEES EMPLOYEES
O Val by Tkp Employee, Betty EMPLOYEEB**** 14 - 2012 (LC) EMPLOYEES  EMPLOYEES
® Val by Tkp Employee, Betty EMPLOYEEB***%* 15 - 2012 EMPLOYEES EMPLOYEES

Selected TRA
[ Edit T&A ] [ T&A Profile ] [ Leave ] [ Set Pay Period ] I Delete l [ Validate ” Summary ]

Selected Employee
[ Default Schedule ][ Correction ][ Local/Prior ][ Locator Info H Certified T&As ]
[ Emp Profile ][ Leave Audit ]

| Validate Al || Return |

Figure 106: Timekeeper Select Employee Page

2. Select the applicable employee.
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3. Click T&A Profile. The T&A Profile Page is displayed.

TRAINING Help Logout
Name: Betty Employee Pay Period: 15 : Jul 15, 2012 to Jul 28, 2012
Time Card Type: Regular Leave Year: 2012

Status Change
Status Change Type |ELIEIE

Status Change Day |[JlE S0

Work Schedule

Pay Plan General Schedule (reg) %
Tour of Duty Full Time v
Duty Hours

[os)
=}

P\ o B TR T (T S Regular 8-hour Days v
Contact Point
[Agency  [oleg
ETI. -
o |
o

New Contact Point

Overtime/Standby Status

RSO /Salary Cap Mone v
Standby Hrs/Week 1

Standby Hrs/Week 2

Standby/AUO %

Miscellaneous
Oath Of Office

T

Retain Data Restore from Default |+

I
an
]
1]
i
e
=

Accounting
Manual Account Entry
Stored Account (NFC)
Local Account (Local) [e

O 0@

Account

Leave Parameters
Service Computation Date |[{elagaleli}i =l
Override Lv Category

[

Override Leave Ceiling

O

Approved Leave
Redpient (VLTP)

Approved Leave
Redpient (ELTP)

Home Leave Accrual Rate |[IEIERERS
Home Leave Start Date ==
Home Leave End Date =

=
o

=
o

[ Dual T&A ] [Save ] [ Cancel ]

Figure 107: T&A Profile Page (default)
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In the Retain Data field (in the Miscellaneous box), click the down arrow to select
Exception Processing or Restore From Default.

Restore from Default - Copies the data from the employee’s default schedule to the T&A
forms at the beginning of the pay period. You must create a default schedule for the
employee for these functions to work. This option is good when a person charges time to
the same accounts each week on the same days except for leave and premium time. You or
the employee may then make changes necessary for the new pay period.

Exception Processing - With exception processing, only the exceptions to the employee’s
default schedule need to be entered. A default schedule must be entered for the employee
before this function can be used. Then you may enter the exceptions (leave used and
premium pay) on the T&A screens. The system will reduce the number of hours recorded
in the default schedule by the number of hours of base pay entered as exceptions. This
option requires the least data entry from one pay period to the next, but is only useful for
employees who can benefit from a default schedule.

Click save. The Timekeeper Select Employee page is displayed.

TRAINING Help Logout

Timekeeper Select Employee
lmm

Employee, Autumn EMPLOYEEA 10 - 2012 EMPLOYEES EMPLOYEES
O Val by Tkp Employee, Betty EMPLOYEEB**** 12 - 2012 (P) EMPLOYEES EMPLOYEES
O Val by Tkp Employee, Betty EMPLOYEEB**** 14 - 2012 (LC) EMPLOYEES  EMPLOYEES

O Employee, Betty EMPLOYEEB**** 15 - 2012 (C) EMPLOYEES EMPLOYEES

® Employee, Betty EMPLOYEEB**** 18 - 2012 EMPLOYEES EMPLOYEES

O Employee, Bonnie EMPLOYEEB**** (09 - 2012 EMPLOYEES EMPLOYEEC****
Selected TRA

[ Edit T&A ” T&A Profile H Leave ” Set Pay Period ” Delete H Validate ” Summary ]

Selected Employee
[ Default Schedule ][ Correction ][ Local/Prior ][ Locator Info H Certified T&As ]
[ Emp Profile ][ Leave Audit ]

[ Validate Al || Retumn |

Figure 108: Timekeeper Select Employee Page
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6. Click Default Schedule. The T&A Data Default Schedule page is displayed.

TRAINING Help Logout

T&A Data : Default Schedule

Name: Betty Employee Pay Period: 18 : Aug 26, 2012 to Sep 8, 2012
Time Card Type: Regular Leave Year: 2012
. . Aug . . Sep | | . .  S=p . .
26 | 27 | 28 | 29 | 30 | 31 1 2 {3 { 4 5 {86 78
T ction: Pac S A t | | | | | | | | | | |
ranssctienFashafecountl g i om P T iw L T 1 F 5 Wki| 5 | M | T i W | T { F i 5 |Wk2Total
Work Time
Time In
Time Cut
[New] (Mo Work Time transactions)
DaibyTotal| [ ¢ ¢ 1 ¢ ¢ [ [ i ¢ i ¢ 7 7 [ [ ]

[ Update H Save/Return H Cancel ]

Figure 109: T&A Data: Default Schedule Page (blank)

7. Click New in the Work Time section. The New Work Time Activity page is displayed.

TRAINING Help Logout

New Work Time Activity

|D1 - Regular Base Pay j
Corer
o[
|129Nx03@DDJ (Mo Description) = |

M Cancel |

Figure 110: New Work Time Activity Page

8. Select the applicable Transaction Code from the Transaction Code list.

9. Select the Account Data from the Account drop-down list.
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10. Click save. The Default Schedule is displayed.

TRAINING Help Logout

T&A Data : Default Schedule

Name: Betty Employee Pay Period: 18 : Aug 26, 2012 to Sep 8, 2012
Time Card Type: Regular Leave Year: 2012
. Aug Sep | | . . , Sep . .
26 | 27 | 28 | 29 1 2 i 3 4 58 78
T cti iPxiSxiA t i i i i H H H
rensacion (b Areaun 5 MiT i w CF s jwki s imi T iwi T F i 5 |wkzTotal
Work Time
Time In
Time Out
Edit \ 1 128NXC3IQDOT 1 1 1 1 1 1
m Regular Base Pa',ri E EREQUlEI’ Base Pay E E E E E E
Work Time Total | [ [ H H H H H [ [
Daiytotal| ¢ ¢ ¢ ¢ [ [ i ¢ ¢ i @0 [ [ |

[ Update ” Save/Return ” Cancel ]

Figure 111: T&A Data Default Schedule Page (TC and Account)

11. Enter the desired hours on the default schedule. The Default Schedule is displayed with the

hours you entered. Click Update to verify that the T&A has the overall correct number of
hours for each day and the pay period.

TRAINING Help Logout

T&A Data : Default Schedule

Name: Betty Employee Pay Period: 18 : Aug 26, 2012 to Sep 8, 2012
Time Card Type: Regular Leave Year: 2012
Aug Sep Sep
— N — 26 | 27 {28 | 29 | 30 | 31 1 213 : 4! 567 8
S i M i T i W T F S |wki| 8 i M | T i W { T i F S |wk 2| Total
Work Time
Time In
Time Out
Edit I 1 1 1 1 1 1 1 1 1 1 1 |
B Regular Base pay, | 1L29NXC3QDDT |8:00 |8:00 18:00 |8:00 i8:00 ! 40:00 i8:00 |8:00 {8:00 |8:00 |8:00 | 40:00|80:00
| Del | { | (Regular Base Pay U T T T
New| Work Time Total | {2:00!8:00!8:0018:00 8:00! [40:00] i2:008:008:00i8:00i8:00 [40:00[20:00
Daily Total | {8:0018:00 8:00:8:00:8:00; [40:00] {5:008:00 8:008:00:8:00 [40:00]50:00]

I Update H Save/Return ” Cancel ]

Figure 112: T&A Data Default Schedule Page (complete)

12. Click save/Return to return to the Timekeeper Select Employee page.
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About Locator Info
The Locator Info feature allows timekeepers (or Master Timekeepers) to maintain contact

information for employees. The information on the Locator Info page is work information.
Personal Information such as home address and phone number are not tracked by webTA.

This section includes the following topics:

To Open an Employee’s Locator Info Page..............ccccoooeiiiiiiiiiiiii e 123

To Open an Employee’s Locator Info Page

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

TRAIMING Help Logout

Timekeeper Select Employee

" status | Employee | Userid | Pay period |Timekecper| Supervisor |

O Val by MstrTkp Employee, Andrea EMPLOYEEA™™*** 10 - 2012 EMPLOYEES EMPLOYEES
) No Profile Employee, Autumn EMPLOYEEA 10 - 2012 EMPLOYEES EMPLOYEES
O Employee, Betty EMPLOYEEB®*** 09 - 2012 EMPLOYEES EMPLOYEES

(O Val by MstrTkp Employee, Chuck  EMPLOYEEC* 21- 2011 EMPLOYEES EMPLOYEES

O Employee, Cole EMPLOYEEC™**** 09 - 2012 EMPLOYEES EMPLOYEES
Selected T&A

[ Edit T&A ] [ T&A Profile ] [ Leave ] [ Set Pay Period ] [ Delete ] [ Validate ] [ Summary ]

Selected Employee
[ Default Schedule H Carrection H Local/Priar H Locator Info H Certified T&As H Emp Profile l

Leave Audit

[ Validate All ] [ Return ]

Figure 113: Timekeeper Select Employee Page

2. Select the applicable employee.
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3. Click Locator Info. The Locator Info page is displayed.

TRAINING Help Logout

Locator Info

Office Contact Information for Cole Employee
Building
Street Address 1
Street Address 2
Room Number

Mail Stop/ Routing Code

Mane hd
Zip Code
Country
Army Post Office( APO)
Office Phone
Cell Phone
Email/ Internet

Figure 114: Locator Info Page

Note: webTA does not require that locator information be maintained, but if your Agency is configured
to distribute webTA tasks via email, the email address must be entered. If the email/Internet box is
blank for an employee, tasks are delivered to webTA’s task list only.

4. Click save to return to the Timekeeper Select Employee page.
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About the Certified T&As Page

The Certified T&A feature allows timekeepers (or Master Timekeepers) to view certified T&As
for the selected employee. Timekeepers have the option to restrict the range of records viewed by
selecting the To and From pay periods.

This section includes the following topics:

To View a Certified T&A Summary for an Employee ..........ccocovveviiiiiiiiec e 125

To View a Certified T&A Summary for an Employee

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

TRAINING Help Logout

Timekeeper Select Employee
lmm

Employee, Andrea EMPLOYEEA**%% 10 - 2012 EMPLOYEES EMPLOYEES
o Employee, Autumn EMPLOYEEA 10 - 2012 EMPLOYEES EMPLOYEES
O Val by Tkp Employee, Betty ~EMPLOYEEB*#%% 12 - 2012 (P) EMPLOYEES EMPLOYEES
O Val by Tkp Employee, Betty ~EMPLOYEEB*#%* 14 - 2012 (LC) EMPLOYEES EMPLOYEES
@ Employee, Betty EMPLOYEEB**** 15 - 2012 EMPLOYEES EMPLOYEES

Selected TRA
[ Edit T&A ] [ T&A Profile ] [ Leave ] I Set Pay Period ] [ Delete ] [ Validate ] [ Summary ]

Selected Employee
[ Default Schedule ” Caorrection ” Local/Prior ” Locator Info ” Certified T&As ]
[ Emp Profile ][ Leave Audit ]

[ Validate All || Return |

Figure 115: Timekeeper Select Employee Page

2. Select the applicable employee on the Timekeeper Select Employee page.
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3. Click certified T&As. The Certified T&A Summaries page for the selected employee is
displayed.

TRAINING Help Logout

Certified T&A Summaries

MNow viewing from Leave Year 2005, Pay Period 1 to Leave Year 2012, Pay

Period 27.
|2005 =] [1 =] |2012 =] |27 =]
Update |

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

Yiew Cettified Surnmary | Return |

Figure 116: Certified T&A Summaries Page

The Certified T&A Summaries page displays all of the certified T&As for an employee.
This page displays the pay period, dates of the pay period, who certified the T&A, and the
date that it was certified. If a T&A is a corrected T&A, a (C), (LC), or (P) will be displayed
to the right of the pay period.

4. If you want to limit the range of records displayed, select the appropriate From and To pay
period dates and click Update.

5. Select the pay period for the summary you want to view.
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6. Click View Certified Summary. The employee’s Certified T&A Summary page is displayed
for the pay period selected.

Name: Andrea Employee Pay Period: 21 : Oct 9, 2011 to Oct 22, 2011
Time Card Type: Regular Leave Year: 2011
Time In Pay: 80:00 COther Time: 0:00 Dollar Transactions: $0.00 Days In Pay: 10
T cti
ransaction wk 1 Wk 2[Total
Work Time
Time In
Time Out
{1 100201030000 1 1 lgigiaiagig!
RegularBase Payl | (no Dascription) : S S A S T | =
Work Time Total | [32] is Tais! [a0 [72
Leave and Other Time
Absence Start
Absence End
" i1 100201030000 P N L B
FederalHolidsy | | i(no Description) 1 O | 8
Leave and Other Time Total | 8] [ 8 ] T 1 = [ =
Daily Total [ 5 8 [40] [s 8] [40[s0]
Leave Transfer Donations
. Donated Hrs
| Transaction {Account (Description)
|Donated Annual Leavei00201030000 ( ) 1:00
Total 1:00
TRA Profile Leave Data | Fwd |Accr Avail Used Bal
Pay Plan General Schedule (reg)| (|* Annual Fwd adjusted 50:00 hours.
Tour of Duty Full Time Annual 0i1:00i53:00
Duty Hours 80 Sick =
BN ==t Other [ ig:00]
Alternative Schedule Regular 8-hour Days
Leave Transfer Donations
Agency NEA 0 ‘ T T T
State A Voluntary Program| -- | 11:00; 1:00
Town 1690 Leave Year Projection
Unit 10 Maximum Available Annual 73:00
Timekseper 01 Maximum Available Sick 24:00
New Contact Point S == =7 L=z === =
Retain Data |N0ne
Account Data Code |Manua\ Entry
Service Computation Date|Oct 21 2010
Annual Leave Category |4 hr/pp
Parsonal Leave Ceiling 240:00

Supervisor

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

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

Certified By : Sue Employee
Certification Date : Oct 25 2011 1:19 PM

The complete TRA status history is displayed below; it may contain events that happened since the certification shown above took place.

Status History
Timestamp Status Name Message
Dec 14 2011 06:18 AM|Correction Deleted Employee, Sue (EMPLOYEES)
Dec 14 2011 06:17 AM|Historical Correction Record Employee, Sue (EMPLOYEES)
Nowv 08 2011 12:47 PM|Correction Deleted Employee, Sue (EMPLOYEES)
Now 08 2011 12:47 PM|Validation Reset By Edit Employee, Sue (EMPLOYEES)
Now 08 2011 12:23 PM|Timekeeper Validated Employee, Sue (EMPLOYEES)
Now 08 2011 12:21 PM|Historical Correction Record Employee, Sue (EMPLOYEES)
Oct 25 2011 01:15 PM [Built SYSTEM Built in Build ID 17.
===>|0ct 25 2011 01:19 PM |MasterSupervisor Certified Employee, Sue (EMPLOYEES)
Oct 25 2011 01:19 PM [Timekeeper Validated Employee, Sue (EMPLOYEES)
Oct 25 2011 01:12 PM |Leave adjusted Employee, Peter (EMPLOYEEP****)|Annual Forward adjusted 50:00 hours.
Oct 21 2011 12:39 PM [Service Computation date adjusted|Employee, Sue (EMPLOYEES) SCD changed to 21-0CT-10
Oct 21 2011 11:57 AM [New Record Created Employee, Sue (EMPLOYEES) Created new record for pay period 21.

Figure 117: Certified T&A Summary Page

The employee’s Certified T&A Summary page is displayed with the employee’s name and
current status at the top.
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At the bottom of the Certified T&A Summary page, the certification statement and a
history of actions pertaining to the record are displayed.

7. Click X to close the Certified T&A Summary page.

8. Click Return to return to the Timekeeper Select Employee page.
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About webTA Reports

webTA has the capability of generating many different types of reports useful to timekeepers by
gathering, codifying, and summarizing schedule, T&A, employee, and Agency information in
individual webTA pages or as downloadable.

The following webTA reports are available to timekeepers:

Status - This report outlines the current state of T&As for an Agency for a specified pay
period range. Timekeepers may generate this report only for employees assigned or
delegated to them. The Agency Status Report generates a line for each timekeeper in
webTA that includes incompletely processed records for pay periods that have ended. If
there are no records in the report, all records have been fully processed. The report shows,
by the timekeeper’s organization and according to the pay period range chosen, the totals
of T& As that are pending, on hold, affirmed, certified, and built. Timekeepers may set a
pay period range and whether or not to exclude delegates (that is, to include only
employees assigned directly to them for this report) when setting up the report parameters.

Def Schedule - This report lists all the employees for a timekeeper who are using default
schedules. The default schedule report includes the employee’s name, user ID, tour of duty,
and alternative schedule type followed by the accounts and daily hours for the pay period
by account, and the total hours for the entire pay period.

T&A Summaries - This report reproduces T&A summaries for selected employees in
Adobe .PDF format. The report can be viewed immediately or saved to your hard drive or
other storage media.

Note: The Adobe Reader application must be installed on your computer for you to view this report.

Final T&As - The Final T&As report lists the names, user IDs, timekeeper’s IDs,
supervisor’s IDs, organizations, and pay periods of employees with finalized T&As who
are assigned to the timekeeper. Results are restricted to employees assigned to you. If you
do not have your organization set in your employee profile, then the report will be empty.
Similarly only those employees who have their organizations set in their employee profiles
will be displayed in the report.

New Emps - This report lists the first and last names of new employees assigned to you,
and their user IDs, timekeeper’s and supervisor’s user IDs, pay periods, and organizations.
Employees remain new until one of their T&As is included in a build.

Uncertified T&As - This report lists T&As, for employees assigned to you, that are
uncertified. The report shows the names of the employees, their user IDs, their
timekeeper’s and supervisor’s user ID, organization, and the pay period for the uncertified
T&A. Each uncertified T&A appears on a separate line on the report.

Unvalidated T&As - This report lists T&As for employees assigned to you that have not
been validated. The report shows the names of the employees, their user IDs, their
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timekeeper’s and supervisor’s user ID and organization, and the pay period for the
uncertified T&A.

e Bi-Dir Leave Change - This report list the leave balance changes that were overwritten in
webTA for those employees whose leave balances in webTA were changed. The report
shows the names, the SSN, the leave type, the webTA Balance, NFC’s Balance, and the
Difference between webTA and NFC’s balance.

e Bi-Dir Profile Audit Report - This report displays the T&A Profile changes that were made
as a result of the Bi-Directional Interface. The report shows the names, the SSN, the
Organization, and a Message indicating what changes were made.

This section includes the following topics:

To Generate the View Agency Status REPOIt.........coocvvveviiiieeiiieeeeiiiee e 131
To Generate a Default Schedule REPOrt..........cccviiiiiiiiiiiie e 133
To Generate a T&A SUMMANES REPOIT ....couviiiiiiiieiiiiiieeeee et 134
To Generate the Final Timecards RePOIt .........cocovviiiiiieiiiiee e 136
To Generate a New EmMpPIOYee REPOIT.......cocuviiiiiiiiiiiiie e 137
To Generate an Uncertified Timecards RepOrt ........cccccevviiieiiiiieeenniee e 139
To Generate the Unvalidated Timecards RepOIt ........cccovveveiviieeeiiiiee e 140
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To Generate the View Agency Status Report

1. On the Timekeeper Main Menu page, click Reports. The Timekeeper Reports Menu page is
displayed.

TRAIMING Help Logout

Timekeeper Reports Menu

Return |

Figure 118: Timekeeper Reports Menu Page (BiDir Leave Discrep)

TRAINING Help Logout

Timekeeper Reports Menu

Return |

Figure 119: Timekeeper Reports Menu Page (Bi-Dir Leave Changes)

131



éi‘-$‘9 webTATimekeeper - Training Guide
C —

2. Click status. The Agency Status Report Criteria page is displayed.

TRAIMING Help Logout

Agency Status Report Criteria

o el [ From To
ay Perlod Range 202 = =] famz =] |11

Exclude Delegate [Jml

Continue | Returnl

Figure 120: Agency Status Report Criteria Page

3. Select the From and To pay period range from the drop-down box.
4. If you want to exclude delegate data from the report, click the Exclude Delegate check box.

5. Click continue. The Agency Status Report page is displayed.

TRAIMING Help  Logout

Agency Status Report

Pay Period Range: 11 - 2012 TO 11 - 2012
Employee Status: Active
Include delegates

- Timekeeper's - - . . Total Total TR A |Total TR A|Total T&A (Total T& A |Total T&A
Fay Period ME 1P €09 | pctive Emp. On Hold Certified

2012-11 DCFS EMPLOYEES OCFO QCFO LA 1690 10 01 2 a a 2 2 2

Download Retum
Figure 121: Agency Status Report Page
6. Click bownload. 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 option of saving or opening the file.

If you want to save the report in Microsoft Excel .XLS format, click Download, then click
Save in the File Download dialog box, then save the report to your hard drive or other
storage media.

7. Click Return to return to the Timekeeper Reports Menu page.
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To Generate a Default Schedule Report

1. On the Timekeeper Main Menu page, click Reports. The Timekeeper Reports Menu page is
displayed.

TRAIMING Help Logout

Timekeeper Reports Menu

Return |

Figure 122: Timekeeper Reports Menu Page (BiDir Leave Changes)

2. Click Def. Schedule. The Default Schedule Report page is displayed.

TRAIMIMNG Help  Logout

Default Schedule Report

Employee, Jill [ EMPLOVEEJ**** |Full Time Regular S-hour Days 00200700000 webta
Employes, Cole EMPLOVEEC**** Full Time Regular 8-hour Days 00204410000

§:00 8:00 8:00 8:00 800 200|800 8:00 800 800 |20:00
Emnployee, Peter EMPLOVEER**** Full Time Regular 8-hour Days 00204930000

00 8:00 &:00/&:00 5:00 200 £:00 &:00 00 &:00 20:00

Retum
Figure 123: Default Schedule Report Page

3. Click Return to return to the Timekeeper Reports Menu page.
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To Generate a T&A Summaries Report

1. On the Timekeeper Main Menu page, click Reports The Timekeeper Reports Menu page is
displayed.

TRAINING Help Logout

Timekeeper Reports Menu

Return |

Figure 124: Timekeeper Reports Menu Page (BiDir Leave Changes)

2. Click T&A Summaries. The T&A Summaries (PDF) page is displayed.

TRAINING Help Logout

T&A Summaries (PDF)

From To

Pay Period Range [0 =] [r = Jooize] 7]

Enter up to 10 UserlDs, 1 per lina,

e

Employee UserIDs

Search |

T&A Type Al

Continue | Returnl

Figure 125: T&A Summaries (PDF) Page
3. Select the From and To pay period range from the drop-down box.

4. Click the down arrow to select the T&A type. Include the employees that you want reports
for either by typing their user IDs in the Employee UserIDs field or by searching for and
selecting them.
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Note: You cannot include more than 10 employees in the report.

TRAINING Help Logout

T&A Summaries (PDF)

From To

Pay Period Range l__l2505 = |—1 5 I—szj l__l27 =

Enter up to 10 UserlDs. 1 per line.

Employes,
Enployes,
Employee,
Employee UserIDs [EodiyelH

T&A Type All
Continue | Returnl

Figure 126: T&A Summaries (PDF) Page (with Employee UserIDs)

5. Click Continue. 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 option of saving or opening the file.

6. Click X to close the page. The T&A Summaries (PDF) page is displayed.

TRAINING Help Logout

T&A Summaries (PDF)

From To

Pay Period Range lm m lm lﬂ

Enter up to 10 UserlDs. 1 per line.

Employes,
Employes,
Employes,
Employee UserIDs [EodiyelH

Search |
T&A Type All hd
Continue | Return |

Figure 127: T&A Summaries (PDF) Page (with Employee UserIDs)

7. Click Return to return to the Timekeeper Reports Menu page. The Timekeeper Reports
Menu page will be displayed.
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To Generate the Final Timecards Report

1. On the Timekeeper Main Menu page, click Reports. The Timekeeper Reports Menu page is
displayed.

TRAINING Help Logout

Timekeeper Reports Menu

Return |

Figure 128: Timekeeper Reports Menu Page (BiDir Leave Changes)

2. Click Final T&As. The Final Timecard Report Parameters page is displayed.

TRAIMING Help Logout

Final Timecard Report Parameters

s el (5 From To
ay Perlod Range j20s = |1 =] [emiz=] 27 =

Continue | Returnl

Figure 129: Final Timecard Report Parameters Page

3. Select the From and To pay period range from the drop-down box.
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4. Click continue. The Final Timecard Report page is displayed listing the employees with
finalized time cards for the range of pay periods you selected.

TRAIMING Help  Logout

Final Timecard Report

Employee Name Employee User Id Timekeeper User Id pervisor User Id Organizati Pay Period
Employes, Peter EMPLOYEER**¥% EMPLOYEES EMPLOYEES OCFO 212011
Employes, Peter EMPLOYEER**¥% EMPLOYEES EMPLOYEES OCFO 222011
Employes, Peter EMPLOYEER**¥% EMPLOYEES EMPLOYEES OCFO 23 2011

Download Retum

Figure 130: Final Timecard Report Page

Note: The Final Timecard Report is not available until the T&As are picked up by the Build file.

5. Click Download. 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 option of saving or opening the file.

6. Click Return to return to the Timekeeper Reports Menu page.

To Generate a New Employee Report

1. On the Timekeeper Main Menu page, click Reports. The Timekeeper Reports Menu page is
displayed.

TRAINING Help Logout

Timekeeper Reports Menu

Return |

Figure 131: Timekeeper Reports Menu Page (BiDir Leave Changes)
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2. Click New Emps. The New Employee Report Parameters page is displayed.

TRAIMING Help Logout

New Employee Report Parameters

pav Period R From To
ay Perlod Range [2005 =] |1 =] |am27] |27 <]

Continue | Returnl

Figure 132: New Employee Report Parameters Page

3. Select the From and To pay period range from the drop-down box.

4. Click continue. webTA generates the report. The New Employee Report is displayed.

TRAIMING Help  Logout

New Employee Report

Employee Name Employee User Id Timekeeper User Id Supervisor User Id DOrganizati Pay Period
Employee, Sue EMPLOYEES EMPLOVEES EMPLOVYEEZ¥*¥% QCFO 14 2011
Employes, Lola EMPLOYEEL¥*¥% EMPLOVYEES EMPLOYEES QCFO 222011

Download Retum

Figure 133: New Employee Report Page

5. Click Download. 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 option of saving or opening the file.

6. Click Return to return to the Timekeeper Reports Menu page.
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To Generate an Uncertified Timecards Report

1. On the Timekeeper Main Menu page, click Reports. The Timekeeper Reports Menu page is
displayed.

TRAIMING Help Logout

Timekeeper Reports Menu

Return |

Figure 134: Timekeeper Reports Menu Page (BiDir Leave Changes)

2. Click uncertified T&As. The Uncertified Timecard Report is displayed.

TRAINING Help Logout

Uncertified Timecard Report

Timekeeper User = Supervisor User Employee Employee User . Pay
Id Id Name Id Crugnization Period
EMPLOYEES EMPLOYEES employee, test | TESTE OCFo 1z 2012

Dawnload | Returnl

Figure 135: Uncertified Timecard Report Page

3. Click Download. 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 option of saving or opening the file.

4. Click Return to return to the Timekeeper Reports Menu page.
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To Generate the Unvalidated Timecards Report

1. On the Timekeeper Main Menu page, click Reports. The Timekeeper Reports Menu page is
displayed.

TRAINING Help Logout

Timekeeper Reports Menu

Return |

Figure 136: Timekeeper Reports Menu Page (BiDir Leave Changes)

2. Click unvalidated T&As. The Unvalidated Timecard Report page is displayed.

TRAIMNING Help Logout

Unvalidated Timecard Report

Timekeeper Supervisor Employee Employee Pay

Organization

User Id User Id Name User Id Period
EMPLOYEES |EMPLOYEES 2TPI9¥e8: |eare OCFO L2
test 2012

Download Return |

Figure 137: Unvalidated Timecard Report Page

3. Click Download. 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 option of saving or opening the file.

4. Click Return to return to the Timekeeper Reports Menu page.
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About NFC Bi-Directional Leave Changes Report

Leave balances that are updated via the bi-weekly interface will be available in the T&A status
history provided on the individual T&A Summary page in webTA. The update will include a
message that indicates the leave balance update was taken from the NFC data.

This section includes the following topics:

To Generate the Bi-Directional Leave Changes Report ...........cccoccvveiiiieeiniieenns 141

To Generate the Bi-Directional Leave Changes Report

1. On the Timekeeper Main Menu page, click Reports. The Timekeeper Reports Menu page is
displayed.

TRAINING Help Logout

Timekeeper Reports Menu

Return |

Figure 138: Timekeeper Reports Menu Page (BiDir Leave Changes)
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2. Click BiDir Leave Changes. The NFC BiDir Leave Changes Report for OCFO page is
displayed.

TRAINING Help Logout

NFC BiDir Leave Changes Report for
OCFO

Name Leave Type webTA Balance NFC Balance Difference

There are no results,

Download | Returnl

Figure 139: NFC BiDir Leave Changes Report for OCFO Page

3. To open the report in Micro Excel, click Download, and then click Open on the File
Download Dialog box.

OR

To download the report in Microsoft Excel .XLS format, click Download, then click Save
on the File Download dialog box, then save the report to your hard drive or other media.

4. Click Return to return to the Timekeeper Reports Menu page.
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About NFC Bi-Directional Profile Audit Report

After the completion of the Bi-weekly Examination Analysis and Reporting System (BEAR), the
profile data which consists of pay plan, tour of duty, duty hours, and SCD dates will be loaded into
webTA.

This section includes the following topics:

To Generate the NFC Bi-Directional Profile Audit Report...........ccccovviveeiniieens 143

To Generate the NFC Bi-Directional Profile Audit Report

1. On the Timekeeper Main Menu page, click Reports. The Timekeeper Reports Menu page is
displayed.

TRAINING Help Logout

Timekeeper Reports Menu

Return |

Figure 140: Timekeeper Reports Menu Page (BiDir Leave Changes)
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2. Click BiDir Profile Audit. The NFC Bi-Directional Profile Audit Report page is displayed.

TRAIMING Help Logout
NFC Bi-Directional Profile Audit
Report

Name Crganization Message

There are no results matching this criteria.

Download | R’eturnl

Figure 141: NFC Bi-Directional Profile Audit Report Page

Note: You may not see any data on the NFC Bi-Directional Profile Audit Report page unless there is a
change in the employee’s pay plan, tour of duty, duty hours, or SCD date.

3. Click Download to download the report.
OR
Click Return to return to the Timekeeper Reports Menu.
The Timekeeper Reports Menu will be displayed.

4. Click Return to return to the Timekeeper 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 ..uuuuuiiiiiiiiiiiiiiiiiirirerreeseeresreerererrerrererrrrrere e r..........—.——————————. 146
To Clear Tasks from the TASK LISt ..........uvuvuiiiriiiiiiiiiiiiririiirirererererrrersrrre.—.. 147
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To View the Task List

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

TRAINING

Help Logout

Task List

Result Page: 1234567 89 10 Next Last 26

|| ___[From __[Date/Time [Type |

escription
Betty Employee has

Aug 22 2012
o - SEE 1:09 PM WA validated a timesheet.
?59521%2“?12 NOTIFY —hnz:; EJ;E:EE(; VE;I Zﬁgiﬁe
. EMPLOYEEA****,
Aug 22 2012 Betty Employee has
Cl
= SSUEN 12:26 PM NOTIFY  \alidated a timesheet.
Aug 22 2012 Betty Employee has
Cl
o SSUEN 11:59 AM WLy validated a timesheet.
Aug 22 2012 Betty Employee has
Cl
o SEUEN 11:40 AM WL validated a timesheet.
Aug 22 2012 Betty Employee has
Cl
o SEUEN 9:04 AM WL validated a timesheet.
Timekeeper EMPLOYEES
il SYSTEM .;\15142;'\%012 NOTIFY  has taken over employee
. EMPLOYEEB****,
Q‘.’E 42;5012 NOTIFY ;Ian; Et:E:EEor vEg Zﬁgﬁe
. EMPLOYEEA.
Your employees have been
29332;1\;012 REASSIGN reassigned to timekeeper
) EMPLOYEET****,
Aug 20 2012 Autumn Employee has
2:41 PM WAy validated a timesheet.
Timekeeper EMPLOYEES
O SYSTEM Al_Jg 202012 \NoTIFY  has taken over employee
2L B EMPLOYEEA****
Employee Sue Employee
has delegated the
Aug 20 2012 Timekeeper role to
U BNIALOEES 10:49 AM oML employee - Peter
Employee
(EMPLOYEEP**%%),
Employee Sue Employee
has delegated the
Aug 20 2012 Timekeeper role to
o APLEEES 10:48 AM RO employee - Terre
Employee
(EMPLOYEET#*##%),
Timekeeper EMPLOYEES
'i\gglzgo,qﬁnz NOTIFY  has taken over employee
. EMPLOYEEB****
Aug 20 2012 Betty Employee has
Cl
a STEEY 8:01 AM Lgnry validated a timesheet.
Aug 20 2012 Betty Employee has
Cl
a STEUEY 7:26 AM Lgnry validated a timesheet.
Timekeeper EMPLOYEES
';‘,‘099225012 NOTIFY  has taken over employee
) EMPLOYEEA.
Timekeeper EMPLOYEES
';939225012 NOTIFY  has taken over employee
. EMPLOYEEB****
Your employees have been
a EMPLOYEES ';939225012 REASSIGN reassigned to timekeeper
. EMPLOYEET****,
Timekeeper EMPLOYEES
il SYSTEM ';“,‘0982'2;012 NOTIFY  has taken over employee
) EMPLOYEEA.
[ Clear Selected H Clear All ” Clear This Page H Return ]

Result Page: 123456 7 8 9 10 Next Last 26

Figure 142: Task List Page

Click Return to exit the Task List page.
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To Clear Tasks from the Task List

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

TRAINING Help Logout

Task List

Result Page: 1 234567 89 10 Next Last 26

[_|___[From __IDate/Time [Type _|Description ______|

Aug 22 2012 Betty Employee has

Cl

o ST 1:09 PM o= validated a timesheet.
Timekeeper EMPLOYEES

F] SYSTEM ?595212PZDI(IJ12 NOTIFY  has taken over employee

EMPLOYEEA****,
o (el svotem 49222012 oy St Erpleyec s
o (ol svotem 9222012 oy St Enseyec s
(el svotem 9222012 oy Sep Enplyec s,
o (ol svotem  §9222012 oy St Enpeyec s

Aug 21 2012 Timekeeper EMPLOYEES
| SYSTEM 3-44 AM NOTIFY has taken over employee
. EMPLOYEEBR****,
Timekeeper EMPLOYEES
| SYSTEM 39342;N?012 NOTIFY  has taken over employee
: EMPLOYEEA.

Your employees have been

O EMPLOYEES 29332}\;012 REASSIGN reassigned to timekeeper
. EMPLOYEET****,
Aug 20 2012 Autumn Employee has
Cl
U EIETTEN 2:41 PM =y validated a timesheet.

Timekeeper EMPLOYEES
Aug 20 2012
al SYSTEM 3:01 PM NOTIFY E:ﬂspta[}l(:&g\*rir*imp\ﬂyee

Employee Sue Employee
has delegated the

Aug 20 2012 Timekeeper role to

Cl

o EVHUDTHEES 10:49 AM NIy employee - Peter
Employee
(EMPLOYEEP****),

Employee Sue Employee
has delegated the
Aug 20 2012 Timekeeper role to
Cl

o ENEUOEES 10:48 AM ROy employee - Terre
Employee
(EMPLOYEET****),
Timekeeper EMPLOYEES

al SYSTEM ?391280}:\2'\?12 NOTIFY  has taken over employee

EMPLOYEEB****,
Aug 20 2012 Betty Employee has
Gl
o ST 8:01 AM NI validated a timesheet.
Aug 20 2012 Betty Employee has
Cl
o SUETIEN 7:26 AM o=y validated a timesheet.

Aug 20 2012 Timekeeper EMPLOYEES
F] SYSTEM 7,39 AM NOTIFY  has taken over employee
: EMPLOYEEA.

Timekeeper EMPLOYEES
Aug 20 2012
al SYSTEM 7.00 AM NOTIFY E:ﬂspta[}l(:&g\*rir*imp\ﬂyee

Your employees have been
REASSIGN reassigned to timekeeper
EMPLOYEET****,

Timekeeper EMPLOYEES
Aug 20 2012
| SYSTEM 7.08 AM NOTIFY  has taken over employee
EMPLOYEEA.

Aug 20 2012

a EMPLOYEES 50 a1

[ Clear Selected ][ Clear All ][ Clear This Page ][ Return ]
Result Page: 1234567 89 10 Next Last 26

Figure 143: Task List Page
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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.

3. Click Return to return to the Timekeeper Main Menu page.
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Master Timekeeper

The Master Timekeeper Main Menu page provides access to all T&A-related information for the
Master Timekeeper role.

Although a regular Timekeeper’s access to employee records is restricted to employees who are
assigned to the specific Timekeeper, Master Timekeepers may enter and validate T&A data on
behalf of employees, review an employee’s previously certified T&A data, and manage an
employee’s Employee Profile.

Additionally, a Master Timekeeper can perform some functions that a regular timekeeper cannot
perform. These specific functions are described below:

Override Validation allows Master Timekeepers the ability to override the error(s) and
validate the T&A. The supervisor can then certify the T&A report. If the employee is
already certified, the validation override will display a message prohibiting the operation.

Master Timekeepers can reassign employees to another organization or within the

Department.
The Master Timekeeper Main Menu page is the first page displayed after a Master Timekeeper
logs in to webTA.
TRAINING Help Logout

Master Timekeeper Main Menu

Search | Search For Employee
Add | Add Employee
Reparts | webTA Reports

User Functions

Change Passward | YWiew Tasks (427) |
Employee Timekeeper | llaster Tirmekeeper: | Supervisor
Master Supervisar | HRE Adrnin | Adrnin |

Figure 144: Master Timekeeper Main Menu Page

This section includes the following topics:

To Override a Validation ...........oocuuiiiiiiiiiee e 150
To Reassign an EMPIOYEE ...t 153
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To Override a Validation

1.

Search, or select for and search, for the employee. The Search for Employee page is
displayed.

TRAINING Help Logout

Search for Employee

Employee's Last Name [[SnhEs

Employee's First Name ||3]
Employee's SSN

's A
T&A Type All v
Pay Period Al v

Figure 145: Search for Employee Page

To search by employee name, type the last name in the Employee’s Last Name field and
type the first name in the Employee’s First Name field. You may also search by SSN by
typing the SSN in the Employee’s SSN field.

To search by T&A Type, click the down arrow in the T&A Type field. T&A Type allows
you to search results to records meeting these criteria:

e Corrections - Corrected T&AS.

e Unvalidated - Records which have not been validated by either the employee or the
timekeeper.

e Validated - Records which have been validated by the employee or the timekeeper, but
have not been certified by the supervisor.

e Certified - Records which have been both validated and certified.

e No Profile - Records when no T&A profile data has been stored. Records must have
T&A profile data saved before time can be entered.

e Older - Records not in the current or previous pay period.
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3. Click search. The Search Results page is displayed listing the employees who met the
search criteria.

TRAINING Help Logout

Search Results

Search Criteria: First Name like B AND Last name like Employee

|| status | _Employee | _Userld | Pay Period | Timekeeper | Supervisor |

O Val by Tkp Employee, Betty EMPLOYEEB**** 12 - 2012 (P) EMPLOYEES EMPLOYEES
O Val by Tkp Employee, Betty EMPLOYEEB**** 14 - 2012 (LC) EMPLOYEES EMPLOYEES
o Employee, Betty EMPLOYEEB**** 15 - 2012 EMPLOYEES EMPLOYEES
o} Employee, Bonnie EMPLOYEEB**** 09 - 2012 EMPLOYEET**%* EMPLOYEEC****
Selected T&A
| EditT&A |[ T&AProfile || Leave |[ SetPayPeriod || Delete || Validate || Override Val
Summary

Selected Employee
[ Default Schedule ” Correction ” Local/Prior ” Locator Info H Certified T&As
[ Emp Profile ” Leave Audit ]

Figure 146: Search Results Page

Note: Once search results are returned, you may perform T&A and other activities for the list of
returned employees.

If the Master Timekeeper is a delegate for more than one timekeeper, or if they are both an actual
timekeeper and another timekeeper’s delegate, they can configure the search to only display employees
assigned to a particular timekeeper.

4. Select the applicable employee.

5. Click override Val. The Validation Summary page is displayed for the employee.

TRAINING Help Logout

Validation Summary
UserlD ____IName _[PayPeriod|Error Message

ERROR: [3017] - Account 00204410000 may not
09 be used because the account structureis not
available to the employee this pay period.

Bonnie

EMPLOYEEB****
Employee

[ Override Validation H Return ]

Figure 147: Validation Summary Page

151



w webTATimekeeper - Training Guide
C —

6. Click Override Validation. The Search Results page is displayed with the updated status.

TRAINING Help Logout

Search Results

Search Criteria: First Name like B AND Last name like Employee

|| status | Employee | _Userld | PayPeriod | Timekeeper | Supervisor |

O Val by Tkp Employee, Betty EMPLOYEEB**** 12 - 2012 (P) EMPLOYEES EMPLOYEES

O Val by Tkp Employee, Betty EMPLOYEEB**** 14 - 2012 (LC) EMPLOYEES EMPLOYEES

@] Employee, Betty EMPLOYEEB**** 15 - 2012 EMPLOYEES EMPLOYEES

@ Val Override Employee, Bonnie EMPLOYEEB**** 09 - 2012 EMPLOYEET**** EMPLOYEEC****

Selected TRA

| Edit T&A || T8AProfile |[ Leave |[ SetPayPeriod || Delete || Validate || Override Val

Summary

Selected Employee

Default Schedule ][ Caorrection ] [ Local/Prior ] [ Locator Info ] [ Certified T&As ][ Emp Profile

Leave Audit

Figure 148: Search Results Page

7. Click Return to return to the Master Timekeeper Main Menu page.

Note: Master Timekeepers can also reassign an employee within the Department.
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To Reassign an Employee

1.

Search, or select for and search, for the employee. The Search for Employee page is
displayed.

TRAINING Help Logout

Search for Employee

Employee's Last Name [EohWEs
Employee's First Name
Employee's SSN

v

T&A Type All
Pay Period All v

Figure 149: Search for Employee Page

To search by employee name, type the last name in the Employee’s Last Name field and
type the first name in the Employee’s First Name field. You may also search by SSN by
typing the SSN in the Employee’s SSN field.

To search by T&A Type, click the down arrow in the T&A Type field. T&A Type allows
you to search results to records meeting the following criteria:

e Corrections - Corrected T&As.

e Unvalidated - Records which have not been validated by either the employee or the
timekeeper.

e Validated - Records which have been validated by the employee or the timekeeper, but
have not been certified by the supervisor.

e C(Certified - Records which have been both validated and certified.

e No Profile - Records when no T&A profile data has been stored. Records must have
T&A profile data saved before time can be entered.

e Older - Records not in the current or previous pay period.
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3. Click search. The Search Results page is displayed listing the employees who met the
search criteria.

TRAINING Help Logout

Search Results

Search Criteria: First Name like j AND Last name like employee

o] tomores | o |28, | tmetrer | serv
@®
O
O

Employee, Jack EMPLOYEEJ***#* 09 - 2012 EMPLOYEES EMPLOYEES
Employee, Jill EMPLOYEEJ**** 09 - 2012 EMPLOYEET**** EMPLOYEES
Employee, Jill M. G. ASHARM**** 09 - 2012 EMPLOYEET**** EMPLOYEEP****

Selected T&A
[ Edit T8A |[ T&AProfile || Leave || SetPayPeriod || Delete || Validate || Override Val
Summary
Selected Employee
[ Default Schedule ][ Correction ][ Local/Prior ][ Locator Info ][ Certified T&AS
[ Emp Profile ][ Leave Audit ]

Figure 150: Search for Results Page

4. Select the applicable employee.
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5. Click on Emp Profile. The Employee Profile page is displayed.

TRAINING Help Logout

Employee Profile

Please note that this data pertains only to employee access for the
Time & Attendance system, not to other personnel records.

EMPLOYEEJ™*

First Name Jack

Middle Name
or Initial (Optional)

| Userd |
| FirstName |
B
:

First Pay Period O Current ® Previous
Active Employee

Figure 151: Employee Profile Page (before transferring)

Note: * The E Auth Internal ID field will not appear on the page for non-USDA Agencies.
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6. Click search in the Organization field. The Select Organization page is displayed.

TRAINING Help Logout

Select Organization

Select | | Cancel

Figure 152: Select Organization Page

7. Select the organization that the employee is transferring to.
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8. Click select. The Employee Profile page is displayed showing the agency that the
employee is transferring to in the organization field.

TRAINING Help Logout

Employee Profile

Please note that this data pertains only to employee access for the
Time & Attendance system, not to other personnel records.

e Name
or Initial (Optional)

E Auth Internal ID .

Supervisor's User ID  |[=¥izNoNg==
Timekeeper's User ID  |[=Ko)y==y ik

First Pay Period O Current @ Previous
Active Employee

Figure 153: Employee Profile Page (after transferring)

Note: * This E Auth Internal ID field will not appear on the page for non-USDA Agencies.
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9. Click save. The Search Results page is displayed with no records in webTA.

TRAINING Help Logout

Search Results

Search Criteria: First Name like j AND Last name like employee

Pay

Employee, Jil EMPLOYEEJ**** 09 - 2012 EMPLOYEET**** EMPLOYEES

O Employee, Jil M. G. ASHARM**** 09 - 2012 EMPLOYEET**** EMPLOYEEP****
Selected T&A

[ Edit T8A |[ T&AProfile |[ Leave || SetPayPeriod || Delete || Validate || Override Val

Summary
Selected Employee
[ Default Schedule ][ Correction ][ Local/Prior ][ Locator Info ][ Certified T&As
[ Emp Profile ][ Leave Audit ]

Figure 154: Search Results Page

Note: The reason the Search Results page is empty is because the employee was transferred to another
Agency.

10. Click Return to return to the Master Timekeeper Main Menu page.
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