Know More Do More

FARM SERVICE AGENCY

Kronos webTA
Timekeeper Reference Guide

Revision A
Version 3.8

£4KRONOS




The information in this document is subject to change without notice and should not be construed as a commitment by
Kronos Incorporated. Kronos Incorporated assumes no responsibility for any errors that may appear in this manual. This
document or any part thereof may not be reproduced in any form without the written permission of Kronos Incorporated.
Copyright, Kronos Incorporated or a related company, 2006. All rights reserved.

Altitude, Cambridge Clock, CardSaver, Datakeeper, Datakeeper Central, eForce, Gatekeeper, Gatekeeper Central,
Imagekeeper, Jobkeeper Central, Keep.Trac, Kronos, Kronos Touch ID, the Kronos logo, My Genies, PeoplePlanner,
PeoplePlanner & Design, Schedule Manager & Design, ShopTrac, ShopTrac Pro, StarComm, StarPort, StarSaver,
StarTimer, TeleTime, Timekeeper, Timekeeper Central, TimeMaker, Visionware, Workforce Accruals, Workforce Central,
Workforce Decisions, Workforce Express, Workforce Genie, and Workforce TeleTime are registered trademarks of
Kronos Incorporated or a related company. Altitude Dream, Altitude Pairing, Altitude PBS, Comm.Mgr, CommLink,
DKC/Datalink, FasTrack, HR and Payroll Answerforce, HyperFind, Improving the Performance of People and Business,
Kronos 4500, Kronos 4500 Touch ID, Kronos e-Central, KronosWorks, KVC On Demand, Labor Plus, Momentum,
Momentum Essentials, Momentum Online, Schedule Assistant, Smart Scheduler, Smart View, StartLabor, Start Quality,
Start WIP, Starter Series, Timekeeper Decisions, Timekeeper Web, VisionPlus, Winstar Elite, WIP Plus, Workforce
Activities, Workforce Attendance, Workforce Connect, Workforce Employee, Workforce HR, Workforce Leave, Workforce
Manager, Workforce MobileTime, Workforce Payroll, Workforce Record Manager, Workforce Recruiter, Workforce
Scheduler, Workforce Scheduler with Optimization, Workforce Smart Scheduler, Workforce Tax Filing, webTA, Workforce
Timekeeper, and Workforce View are trademarks of Kronos Incorporated or a related company.

IBM, eServer, and iSeries are trademarks of International Business Machines Corporation. All other product and company
names mentioned are for identification purposes only, and may be trademarks of their respective owners.

When using and applying the information generated by Kronos products, customers should ensure that they comply with
the applicable requirements of federal and state law, such as the Fair Labor Standards Act. Nothing in this Guide shall be
construed as an assurance or guaranty that Kronos products comply with any such laws.

These training materials are provided with the understanding that Kronos is not engaged in the business of rendering
reader-specific legal, accounting, or regulatory compliance advice. If legal, accounting or other regulatory compliance
consulting services are required, the services of an attorney, certified public accountant or other qualified professional,
with full knowledge of your organization’s particular operations, circumstances and policies, should be sought. Examples
provided in these materials are for general educational purposes only. Readers are encouraged to consult with
appropriate professional advisors concerning their individual circumstances before making decisions affecting their
business operations.

Published by Kronos Incorporated
297 Billerica Road, Chelmsford, Massachusetts 01824-4119
Phone: 978-250-9800, Fax: 978-367-5900
Kronos Incorporated Global Support: 1-800-394-HELP (1-800-394-4357)

Document Revision Product Version Release Date
A webTA version 3.8 September 2008




Table of Contents

o Xo LU T = RN F= A2 To T 4 o o I UREPRR 1
WEDTA OVEIVIEW ...ttt ettt st e et e skt e s e e e a e e e R e e s et e et e san et e me e e nnn e e ere e e nn e e e nnneennnees 3
LI =T CT=T o =T GO =T o] PP 4
LOGOING INTO WEDTA ettt e e e et e e e st bt e e e s bb et e e e abbe e e e s aabe e e e sbbeeeessabeeeeeaa 5
Reviewing the TimeKeeper MaiN IMENU...........uiii ittt e et e e sbae e e e s nereeeeae 6
USING WEDTA HEID oottt e bt e e e hb et e e s sab et e e e sabe e e e sbbe e e e s anbeeee e e 8
SEtHNG UP 8 DEIEGALE. ...ceiie ettt e ettt et e e e e e e bbbt e e e e e e e s e anbbbbeea e e e e nnnbeneaaaeeas 9
Selecting an EMPIOYEE ..ottt e e e e et e e e e e e e e e e bbb e e e e e e anb e aeaaaa s 10
Searching for 8N EMPIOYEE..... ... ittt e e e e et e e e e e e e s nb bt e et e e e e e eanbbaneaaaaens 12
Reviewing the EMPIOYEE TabIE.........cuiiiieiie e r e e r e e e e e s s rannraee e e e e e eanes 13
(oo To [T aTo U 1o IRTLY=] o} AN PRSP 16
MOAUIE 2 EItING TE&A DALA......uuuieiiieeiiiiiiiiieee e e e e et e et e e e s e e re et e e e s e e s tbeaeesaeeesessantareeeeeeesassseeeeeaeesesnnns 17
USING the T&A DaAta PaAge ......uvviiiiie i it e e s s s e et e e e e e s st e e e e e e e s e ssnb e e e e aeeessananeeeeaeeseannns 19
Adding a New TranSaCtioN COUE ........cuiiiieiiiiiiiiiiiie e e e ssee e e e e e e e st e e e e e e s s sssbearereaeesesannsraneeeeeesannnrenes 20
Entering Hours in the T&A Data SCIEEN ........uuiii ittt ettt e e e s aneee s 22
ENLEriNG LEAVE HOUIS ...ttt sttt e et e e s s bt e e e s bt e e nnbb e e e e s nnneees 23
Entering Dollar Transactions fOr MIlEAGE ..........ciiiuiiiiiiiiii e 25
ValidatiNG TEA DALA... ...ttt oottt e e e e e e s b bbbt ee e e e e e s s bbb beeeeaaeeesannbeeeaaeeesannnreees 26
Viewing and Printing the T&A SUMMEIY .........uuiiiiiiiaeie ittt e et e e e e e e e e s snbbaaeeeaa e e e e annees 28
Entering a Corrected T&A Record that EXIStS in WEDTA ... 29
Entering a Corrected T&A Record that does not ExXist IN WEDTA ......ccvviiiieie e 31
Module 3 Add @ NEW EMPIOYEE.....cc ettt ettt e e e e s e s bbbt e e e e e e e e e snnbaea e e e e aanns 34
Create a NeW EMPIOYEE Profil........coo it e e et re e e e e e e s s nraaeeaae s 36
Completing @ T&A Profil ... e e e s e e e e s s s st e e e e en e aaeen 38
=T[4 o [ IoTo= (o) gl 1910 6. =1 1 o] o 1S SRR 44
Module 4 Review Leave INFOrMALION ........ocuiiiiiiiiec e 45
Viewing the Leave AUAIt REPOI..........eii ittt ettt e e st e e e ebbe e e e e aees 47
Modifying an Employee’s Leave BalanCe ...........oouuiiiiiiiiiiiiii et 48
Module 5 Perform TimeEKEEPEI TASKS ....uuiiiiiiii i e e e r e e e e e s e rene e e e e e nnnes 49
Taking Over as an EmploYee’s TIMEKEEPET ........ooo i 51
GeNErating WEDTA REPOIS. ... . ittt e e et e et e e e s e st b b e e e ea e e e e e anbbabeeeaaaeeesabbneeaaaaans 52
WIBWING TASKS ..ttvtieeeieeiiiiiiteeie et e e e s e ettt e e e e e e s s et taeeeeeeeessate e teeeeaaesesassteteeeeaaeassasssesaeeeaeesasssbanneeaeessannsnrenns 54
Setting an EMPIOYEE’S Pay PEIOU. ..........c..uuiiiiiie ittt e e e e e s s e e e e e e e e e snneeeaaee s 55

Reviewing Previously Certified T&A RECOIUS ........uuiiiiiiiiiiiiiiieiiee s e e e e e e s st e e e e e e s s srnraaeeeeaeeeesnes 56






webTA Timekeeper Reference Guide

Module 1 Navigation






|3

FARM SEAVICE AGENCY

webTA Timekeeper Reference Guide

webTA Overview

Instructor Discuss the benefits of using webTA. Walk through the payroll process.

webTA benefits

webTA provides tools and real-time data to help you manage your employees’ time and attendance
information. It helps you carefully track worked and leave hours to ensure your employees are
compensated appropriately. Farm and Foreign Agricultural Services (FFAS) will realize many benefits
from using webTA. Below is a list of a few of those benefits:

e Eliminates the re-keying of data which minimizes errors and saves time.
o webTA provides T&A data validation up-front before time is processed for payroll.
o webTA will be implemented in phases. By the last phase, the process will be easier and better.
e Provides real-time access to employee T&A data.
e The system is accessible from anywhere, at home or during travel.
Processing employee time for payroll
The payroll process identifies a series of tasks that show how employee T&A data is entered and

processed for payroll. webTA automates this process to ensure your payroll is processed accurately
and timely.

The following illustration shows the process for managing time data.

® Timekeepers enter employee time and attendance information
for the pay period.

Timekeepers print the T&A Summary for each employee. The
employee reviews the hours and initials by their name by noon on
the Monday of pay week.

Timekeepers validate each employee’s timesheet by close of
business on the Monday of pay week.

Supervisors review and certify T&A data by the close of
business the Tuesday of pay week.

a® g2

T&A data is sent to NFC.

i |
m

Paychecks are issued by NFC.

CINGRICRICRES,
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Timekeeper Checklist

Purpose As a webTA Timekeeper, you have certain tasks you must complete on a
weekly, pay period, and as needed basis.

Instructor Tell participants they can use the checklist to complete tasks during the initial
rollout and during each pay period.

Complete Task Description

The first time you log into webTA you must confirm the following:

] You have access to all your employees. Check the employee table in webTA.
] Create your permanent backup using the delegate feature of webTA.
] Your employees leave balances are correct. Compare the leave balances from

Starweb to the leave balances on the Leave Audit report of webTA. If the
balances do not match, follow your current leave audit procedures.

] Enter the employee’s email address in the Locator Information workspace.

] Add the accounts you are going to use in the employee’s timesheets to your
Account Table.

] Each employee has the correct accounting code. Check accounting code in the
employee’s timesheet. Refer to 98-FI.

Every pay period you must complete the following:
Enter all worked and leave time in each employee’s timesheet.
Print T&A Summaries for each employee to sign.

Validate employee T&A records.

Oood

Perform any Timekeeper tasks for the pay period.
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Logging into webTA

Purpose
auth and password.

Example
for the pay period.

Instructor

Access the webTA application. All employees access webTA using their e-

You need to access webTA to review and edit your employees’ T&A records

The instructions below are for accessing the live environment. Logging into the

training database is different. Log in as Carolyn Frost User ID: cfrost. Students
log in as frostlc through frost20c. Password: webta (all lower case).

Steps

0 From the HR Time & Attendance

webpage, click the designated webTA
link.

USDA N United States Department of Agriculture
="z

Farm Service Agency

Search FSA

r
FSA HRD -

© Advanced Search
© Search Tips

Browse by Subject

+ Employee Benelils

» Leave Administration

+ Workplace and Servicas
© Salary and Wages

+ New Employee
Orientation

b Training
b Manager Resources
v Policias

+ Employee and Labor
Relations

© Human Capital
Management

¢ Employee Recognition and

Performance Management

FFAS HUMAN RESOURCES

;Home; About HR | Careers | HR Offices : Web Applications | Forms : Help | Contact Us

Wou are here: HR Home [ Leave Administration / Time and Attendance

Leave Administration

Related Topics

Time and Attendance

Leave
Work Schedules
@ Time and Attendance

Labor Day Holiday

Al Tea's MUST be processed by the COB, Tuesday September
Sth due to ths Labor Day Holiday. All timekespers are urged to
process TiA's on by COB, Friday, August 29th,

Leave Error Check List for Timekeepers
* Mave this from Warkplace
thitp://wmw fsa.usda gov/Internet/FSA_Fils/timecheck pdf)
® Leave Audit Form AD-717
http:/#i2i nfc.usda gow/Farms/ 7172 pdf

Media Help

To view POF files you must
have Adobe Acrobat Reader
installed on your computer.

Ta view Flash files you must
have Macromedia Flash
Player installed on your
computer.

webTA Implementation

FFAS is scheduled to implement webTa pay periad 21.
Timekeepers will still be entering the employee's time and
attendance during the initial rall-out.

Employees, Timekespers or Supervisors need to update their
timekeeper and supervisar information for the initial download
into the webTa database.

webTA Resources
» Timekseper's Guide -
hittp 1/ www . usda.gov/da/webTA/Kronos_31-
7_Timekeeper.pdf
Supervisor's Guide -

http //wwi usda.gov/dadwebTAMKronos_31-
7_Supervisor.pdf

Sandbox - https:/fwebta.kronosfederal.com/webts-
usda-demo/ 1D and Password are "admin’

July 16th webTA Briefing to FSA/AD's
hittp:/fintranet fsa.usda.gov/fsatraining/ under "Other" on the
left-hand side of the page.

NFC website https:/www nfeusds govs
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Reviewing the Timekeeper Main Menu

Purpose The Timekeeper Main Menu provides access to the various functions a
Timekeeper can perform within the webTA application. After you log into
webTA the Timekeeper Main Menu is the first screen you view.

Example You want to access an employee’s T&A record to enter their hours for the
current pay period.

Instructor Discuss the buttons on the Main Menu.

Description

Timekeeper Main Menu

=11l Select Employee
=:EM Search For Employee
ﬂ Add Employee
A ICE Edit Timekeeper Profile
IELCRVTETER Take Over as Employee's Timekeeper
EGLITNEREE Account Table

LeawvedPram Pay Leave and Premium Pay Requests

GENGLER webTA Reports

User Functions

Delegate | Change Password | YWiew Tasks (3) |
Button Description
Select This function permits you to add, edit, and verify information about the employees
assigned to you.
Search This function allows you to query the system for employees matching your search terms.
New Add a new employee to the webTA database including assigning a timekeeper and

supervisor, and entering basic information about the employee such as name.

~continued on the next page~
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Button Description
Tkp Profile This feature is not currently being used by FFAS.
Take Over If an employee is moved to you from elsewhere in the department you can take over the

timekeeping responsibilities for that employee.
Accounts Maintain a table of accounts that you may use when editing employee timesheets.
Leave/Prem Pay This feature is not currently being used by FFAS.

Reports Provides access to different webTA reports.

User Function Buttons

Button Description

Delegate Delegate your timekeeping responsibilities to another Timekeeper. This employee will be
able to perform actions on your behalf.

Change Password  This feature does not apply and does not display in FFAS’s live environment.

View Tasks Displays all the webTA tasks you have in your Task List.
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Using webTA Help

Purpose webTA has a context sensitive help system to provide information about any field
contained in webTA. You can access the help application from any screen. The
type of help information that displays on the screen depends on the screen from
which you access help.

Example You cannot remember the meaning of some of the fields contained on the T&A
Data page. You search for a brief description of the fields.

Instructor Click the Help link on the Main Menu. Click a content link.

(1] From any screen, click the Help
link. Help Logout

Timekeeper Main Menu é

(2] Click the appropriate help link in

the Contents column. Timekeeper Module
Contents Main Menu
Introduction The main menu options for Timekeeper access

Gatting Started includes options to:

Select Employee

@ Main Menu
colect Emp|0>@ This function permits you to add, edit, and verify

information about the employees assigned to you.
Search For Employee

4dd Employee Search For Employee

Edit Timekeeper Profile

Take Over This function allows you to query the system for
account Table users matching your search terms.

Leave Requests

webTa Reports Add Employee

Add a new employee to the webT4A database including

Delegate assigning User 1D, password, timekeeper and
Change Password supervisor, and entering basic information about the
Wiew Tasks employee such as name and which modules they may

dcCcess,
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Setting up a Delegate

Purpose

The Delegate feature allows a Timekeeper to delegate his responsibilities to

another Timekeeper, creating a backup. The first time you access webTA you
need to create your backup. When the backup logs into webTA, he sees both his
employees and yours.

Example

Instructor

log in after yours (e.g. student 01 delegates to 02, etc.).

Steps

(1) From the Timekeeper Main
Menu, click the Delegate button.

(2] Type the E-Authentication of the
delegate in the field.

© Click the Add button.

NOTE: If the e-authentication
number of the Timekeeper is
unknown, click the Search button to
search by the Timekeeper’s last or
first name.

You need to create your permanent backup by setting up a delegate in webTA.

Click the Delegate button under User Functions. Delegate to the student using the

Timekeeper Main Menu

er Functions
Delegate | Change Password |

i

View Tasks 3) |

Delegate Timekeeper Role

Timekeeper delegates for USERID: cfrost

Current Delegates

Mo delegates for this role.

[ Undelegate All l [ Return ]
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Selecting an Employee

Purpose The Select employee tool allows you to select an employee from a list of all the
employees assigned to you. From the Timekeeper Select Employee screen you can
perform various tasks on any of the employees listed.

Example You need to make edits to an employee’s T&A record. The employee must be
selected prior to accessing the data.

Instructor Click the Select button to display the list of employees.

0 Click the Select button on the
Timekeeper Main Menu. Timekeeper Main Menu

O . rET—

Leave/Prem Pay | Leave and Premium Pay Requests

Select
Search

N

i1t

Tkp Profile
Take Ower

Accounts

ik

CEELLEE] webTA Reports

i

User Functions
Delegate | Change Password | “iew Tasks (3) |
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® Click the radio button preceding

the employee’s name. Timekeeper Select Employee
-
9 Choose the appropriate function ACOSTA, JOAN JACOSTA 18 - 2008 CFROST RFENMELL
from the Selected T&A or Selected (‘—ﬁ ANDERSON, MARK MANDERSON 18 - 2008 CFROST RFENNELL
Employee buttons. o ANDREWS, JACOB JANDREWS 18 - 2008 CFROST RFENNELL
e BLUE, JANICE JBLUE 18 - 2008 CFROST RFENNELL
o FARGO, JULIE JFARGO 18 - 2008 CFROST RFENNELL
o FENMELL, ROBERT RFENMELL 18 - 2008 CFROST ADMIN
(e HOWARD, TINA THOWARD 18 - 2008 CFROST RFENNELL
o JONES, ROBERT RIONES 18 - 2008 CFROST RFENNELL
o KLEIN, REBECCA RKLEIN 18 - 2008 CFROST RFENNELL
o SHEEN, JUSTIN JSHEEN 18 - 2008 CFROST RFENNELL
e SMITH, KATE KSMITH 18 - 2008 CFROST RFENNELL
o SPEMNCER, JEREMY JSPENCER. 18 - 2008 CFROST RFENNELL
e YALDEZ, ANTHONY  AVALDEZ 18 - 2008 CFROST RFENNELL

Selected TaA
EdilT&Al T&A Profile | Lea\rel Set Pay Period | De\etel Va\idatel Summary |

Selected Employes
Default Schedule | Currectiunl Locator Info | Certified T&As | Emp Profile | Leave Audit |

Walidate All | Returnl

11
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Purpose

Example

Instructor

Steps

(1) From the Timekeeper Main Menu,
click the Search button. Timekeeper Main Menu

(2] Type the employee’s last name in
the Employee’s Last Name field.

NOTE: It is also possible to search
using the employee’s first name. The L

webTA system can also find an

employee if only the first few letters are
EE

entered.

9 Click Search.

NOTE: Timekeepers can only view the

employees in their assigned set of e\Seamh [ Gance

employees. They cannot search the full

Searching for an Employee

The Search for employee tool allows you to search for a specific employee by first
or last name, T&A type or pay period. Searching is quicker than using the Select
tool if you have multiple screens of employees to scroll through.

A Timekeeper needs to review an employee’s T&A record. She has 50 employees
assigned to her, so searching for the employee by last name is quicker than sorting
through her list of employees.

Search for all employees with the last name beginning with the letter L. Emphasize
to Timekeepers that they can only view the employees assigned to them.

s
0.

User Functions
Delegate | Change Password | View Tasks (3) |

Search for Employee

Employee's First Name |

Search Organization | vl

T&A Type [l |
Pay Period IAII vl

population of employees.

12
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Reviewing the Employee Table

Purpose Provides access to employee data for review and or edit purposes. Also lists
the status of employee records.

Example You want to confirm that an employee’s record was validated.

Instructor Use the information below to describe the contents of the Employee Table.
Emphasize the importance of the Status column. Emphasize that FFAS is not
using the Default Schedule feature at this time.

B 7Y T T T T T
ACOSTA, JOAN JACOSTA 18 - 2008 CFROST RFENNELL

© ANDERSON, MARK MANDERSON 18 - 2008 CFROST RFENNELL
( ANDREWS, JACOB JANDREWS 18 - 2008 CFROST RFENNELL
( BLUE, JANICE JBLUE 18 - 2008 CFROST RFENNELL
( FARGO, JULIE IFARGO 18 - 2008 CFROST RFENNELL
© FENNELL, ROBERT RFENNELL 18 - 2008 CFROST ADMIN
C HOWARD, TINA THOWARD 18 - 2008 CFROST RFENMELL
C JONES, ROBERT RIONES 18 - 2008 CFROST RFENNELL
( KLEIN, REBECCA RELEIN 18 - 2008 CFROST RFENNELL
© SHEEN, JUSTIN JSHEEN 18 - 2008 CFROST RFENNELL
- SMITH, KATE KSMITH 18 - 2008 CFROST RFENNELL
( SPENCER, JEREMY JSPENCER 18 - 2008 CFROST RFENNELL
( WALDEZ, ANTHONY AVALDEZ 18 - 2008 CFROST RFENNELL

Employee Table

The Employee Table displays when the Search or Select buttons are used from the main
menu.

Field Description

Status The status column holds the following flags, when appropriate.
No Profile - The T&A profile is not complete.
No Data - The T&A record is currently empty.
Tkp. Validated - The employee’s timekeeper has validated this record.
Certified - This record has been certified by the employee’s supervisor.
Employee The employee name.
User ID The E-Auth number for the employee.

~continued on the next page~
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Field Description
Pay Period The pay period number to which the employee is currently assigned.
Timekeeper The employee’s assigned Timekeeper.
Supervisor The employee’s assigned Supervisor.

Located at the bottom of the Employee Table are two rows of buttons used to view and edit
employee data.

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

Selected Employee
Default Schedule | Currectinnl Locatar Info | Certified T&As | Emp Profile | Leave Audit |

validate Al | Retun |

Selected T&A Buttons

Button Description

Edit T&A Modify T&A transactions for the selected employee.

T&A Profile Modify the T&A Profile for the employee for this pay record.

Leave View leave data for the employee for this pay record.

Set Pay Period Pay period for any employee can be set to any period that is between the last built pay
period and current.

Delete Deletes a corrected T&A record before it is sent to NFC. Corrections are designated by
“(C)” to the right of the Pay Period.

Validate Validates the currently selected T&A.

Summary The summary shows an employee’s T&A data, T&A profile, and leave data and is the page

the supervisor views during certification.

14
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Selected Employee Buttons

Button
Default Schedule
Correction
Locator Info
Certified T&As
Employee Profile

Leave Audit

Function Buttons
Button

Validate All

Return

Description
This feature is not currently being used by FFAS.
Create a corrected record for a previous pay period (up to one year).
Modify the contact information for the selected employee including email address.
View certified T&As for the selected employee.
Change a person’s name, Timekeeper, or Supervisor.

A Leave Audit Report can be generated to reconcile historical leave records for a selected
employee.

Description
Performs validation for all employees to which you are assigned.

Returns to the Timekeeper Main Menu.

15
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Logging out of webTA

Purpose Log out of the webTA application.

Example You have finished editing your employee’s T&A record and want to close the webTA
application.

Instructor Demonstrate how to log out of webTA. Emphasize the importance of using the Logout
link.

Steps

O Fom any screen, click the Logout
||nk Help Lggout

Timekeeper Main Menu

® Click the X' in the top right portion
. 23 webT4: Login: com.threeis.webta.P110login - Microsoft Internet Explarer =10l
of the window. Fle Edt Vew Fowiiss Took Heb |

Qe - ) - %] 2] Vb‘/VWSearch 5/'7 Faverites f3| S R S

| Address [&] hetps: [ fwebta.kronosfederal.comjwebts-demosrvlst/com threeis. webta, HOOOwelcome: B

webTA Login

Welcome.

Please enter your User ID and Password for the Time & Attendance system:

oo |
[ R

(password is case-sensitive)

E4KRONOS

16
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Module 2 Editing T&A
Data
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Using the T&A Data Page

Purpose To record hours in a T&A record.
Example You need to record hours in an employee’s T&A record so the time information
can be sent to the National Finance Center (NFC) for payroll processing.
Instructor Use the contents of the screen shot to describe the fields on the T&A Data
page. Not all fields are populated in the training database at this point.
T&A Data
Mame: JOAN ACOSTA Pay Periodt 18 : Aug 31, 2008 to Sep 13, 2008
e s iadiialtis i fualotai s bW ieiy el
Work Time
m Reqular Base Da-,li 3 5010500?'0‘99123000001 EB:DD ES:UD EB:DD ES:DD 3 22:00 ES:DD EB:DD ES:DD EB:DD ES:DD 3 40:00|72:00
[EN | SommodtviOperatians A S S T A D N N R

Work Tine Total | 18:00 ! 6:00 ! 8:00 ! 8:00 | [32:00] T8:00 [ 8:00 1 5:00 | 8:00 | 5:00 | [40:00[72:00

Leave and Other Time

Federal Holiday |

| EUIUEUUSA?ElZSUUUUUl

2:00

| iCammadity Operations 3i00

Leave and Other Time Total | HEN

[&:00] : : : : ] | [ [z00

I]ailvTotall $ 800 8000 800 8:00 800 ;800 0 5:00 800 5;00 800

[40:00] [40:00[g0:00]

tansactionidccount Description| Wki | WkZ

|Remarks: |

(Mo Dallar Tranzactions)

Dollar Transactions Crollar Armount!
T H

Total |

Update Save/Return | Va\idatel Cancell

Field
Header

Work Time

Leave and Other Time

Dollars Transactions

Edit, Del, New buttons

Date columns

Total column

Total rows

Update, Save/Return,
Validate, Cancel

Description
The header displays the employee’s name and specific pay period data.

The Work Time table is used to enter worked hours. These hours can be allocated to
different transaction codes and/or accounts.

The Leave and Other Time table is used to enter leave time. Leave time must be
manually entered in the T&A record.

The Dollars Transactions field allows you to enter dollar amounts for mileage
reimbursement.

These buttons allow you to add, edit and delete transactions in either your work or leave
and other time tables.

The date fields are divided into 2 weeks (one bi-weekly pay period). You enter your
hours in each date field for the corresponding transaction code and account.

The bi-weekly total displays in the Total column at the end of the row.

There are three total rows, Work Time Total, Leave and Other Time Total, and Daily
Total. Each row displays totals for each day within the pay period for the corresponding
type of time.

There are four buttons at the bottom of the workspace that allow you to update and save
your T&A record, validate your record, or cancel your changes.
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Adding a New Transaction Code

Purpose

Example

You need to allocate hours to the Regular Base Pay transaction code. This

Allocate hours to a transaction code that does not already display in the timesheet.

transaction code does not currently display in the employee’s timesheet. You must
add the code to the timesheet before allocating hours to it.

Instructor

Steps

(1) From the Timekeeper Main Menu,
click the Select button.

(2] Click the radio button preceding

the employee’s name. Click the Edit
T&A button.

9 Click the New button in the Work
Time table.

(4] Click the drop-down arrow in the
Transaction Code field and select a
transaction code.

NOTE: Prefixes and suffixes are
automatically populated when the
correct transaction code is selected.

(5) Click the drop-down arrow in the
Account field and select an account.

@ Click Save.

Access an employee’s timesheet. Use the example above for this exercise. Add 8
hours of Regular Base Pay for the Monday of week 1. Discuss the format for hours.

Selected T&AX
Edit T, | T&A Profile | Leavel Set Pay Period | Deletel \/al\datel Surnmary |

Selected Employee

Default Schedule | Caorrection | Locatar Info | Certified T8As | Ernp Prafile | Leave Audit |
“alidate All Return |
Sap Sap

B R t14:15:15:1?:13519:2n 21122123/24,25,26127
FAnEECTen, T T A s M T W T Frs Wkt M T IW T Fs

Wk 2| Total

Work Time

(Mo Wark Time transactions)

New Work Time Activity

D
EC.

I (o cecosoe 123000001 (Commodity Operations)
«Savel Canceal |

05
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(7] Type the number of hours for the

appropriate dates on the row Work Time

containing the new transaction code. e

ECl:-mml:-ditl,' Cperations

Feqular Base Pay
|

| Ng:io0

Work Time Total |

@ Click Save/Return.

Updatel oave/Return | ‘v’alidatel Cancell

NOTE: The Update button saves the
changes but remains on the T&A Data

page.

Tip

Hours can be entered in HH:mm (hours and
minutes) or HH:hh (hours and hundredths). For
example you can enter 4:15 or 4.25 for four hours
and fifteen minutes. webTA converts the hours to
HH:mm format to the nearest fifteen minute
increment (15, 30 or 45).
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Entering Hours in the T&A Data Screen

Purpose If the transaction already displays in the timesheet, a Timekeeper can add the
amount of hours for each day in the date fields.

Example The Regular Base Pay transaction code already displays in the employee’s
timesheet. She worked 8 hours of regular base pay on Tuesday through Friday of
week 1.

Instructor Use the same employee’s timesheet. Use the example above to populate the
timesheet. Enter 8 hours of Regular Base Pay for Tuesday through Friday of week 1.

Steps I

O From the Timekeeper Main Menu,

click the Select button. Selected TaA
EdltT&Al T&A Profile | Leavel Set Pay Period | DE\Etel Valldalel Summary |

Selected Employee

@ Click the radio button preceding

h | Cl k h Ed Default Schedule | Caorrection | Locator Infa | Certified TRAs | Ernp Profile | Leave Audit |

the employee’s name. Click the Edit

T&A bUtton' Walidate All | Return

© Type the number of hours you

worked for the appropriate dates within R S L

the Work Tlme table Transaction inHiSinAccount g ! M ! - ! m ! T ! - ! g
Work Time

0 Click S /Ret Reqular Base Pay! Engﬂfﬁ”oo‘ﬂ?t’zggpﬁ:gfffo1 '5:00 |5:00 |8:00 |8:00 |

Ick Save/Return. = : : : ' : : :

ey Work Time Total ] ] 2:00 | S:00 | 8:00
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Entering Leave Hours

Purpose Allocate hours to a leave transaction code that does not already display in the
timesheet.

Example The Supervisor has approved the OPM71 or SF71 form for an employee to take 16
hours of Annual leave for Thursday and Friday. Enter the leave hours in the
employee’s timesheet.

Instructor Use the example above for this exercise. Add 8 hours of annual leave for the

Thursday and Friday of week 2.
Steps
O From the Timekeeper Main Menu,
click the Select button. Selected Tea

Edit T&A T&A Profile | Leavel Set Pay Period | Deletel Validate | Surnmary |
@ Click the radio button preceding Selected Employ e : : :
the emp|oyee's name C||Ck the Ed|t Default Schedule | Caorrection | Locatar Info | Certified T8As | Ernp Prafile | Leave Audit |
e B, Validate Al | Retum |
9 Click the New button in the Leave
and Other Time table. Leave and Other Time
Daily Total
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O Click the drop-down arrow in the
Transaction Code field and select a
leave code.

(5) Click the drop-down arrow in the
Account field and select an account.

@ Click Save.

(7] Type the number of hours for the
appropriate dates in the Leave and
Other Time table.

@ Click Save/Return.

New Leave and Other Time Activity

|35 - Union Contract Negotiation

O
EC

O

IR o ceoosacs 23000001 (Commadity Operations) ]

G-Savel Cancel |

, , , Sep | , ,
21;22;23;24;25;26;2?

§ M T w7 ¢t F b5 Wk 2 Total
T T T e
T T T T T T Tanwo
C0 1 eoo soo |
I S I A
N N S S S SR B ET:YT)

Business Practice

Employees must submit either the OPM71 or SF71
form to their Supervisor for approval before the
hours are entered into webTA. Premium pay
requests and credit hours must be approved in
advance.
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Entering Dollar Transactions for Mileage

Purpose Dollar transactions are entered for those employees who receive reimbursement for
mileage. These transactions are entered using the Dollar Transactions table at the
bottom of the T&A Data page.

Example You need to enter $25 in the Dollar Transactions table for mileage reimbursement
for an employee.

Instructor Enter $25 in the employee’s timesheet.
Steps
(1) From the Timekeeper Main Menu,
click the Select button. Selected TaA
Edit T&A T&A Profile | Leavel Set Pay Period | Deletel “alidate | Summary |
@ Click the radio button preceding Selected Employ2e : : :
the employee’s name C||Ck the Ed|t Default Schedule | Correction | Locator Info | Cerified T&As | Emp Profile | Leave Audit |
T&A bution. Validate All_| Retum |
9 Click the New button in the Dollar
Transactions table. Dollar Transactions Dollar Amount
Trans ion!.ﬁ.ccount Dezcription| Wkl | Wk2
(Mo Collar Transactions)
Total | :
(4] Click the drop-down arrow in the
Transaction Code field and select a . ..
leave code. New Dollar Transaction Activity
| 17 - Travel Reimbursement ﬁ
© ciick the drop-down arrow in the I | coos 96125000001 (Commadiy Operations) E |
Account field and select an account.
&Savel Cancel |

® click save.

0 Enter the number of dollars in the

Dollar Amount field for the appropriate Dollar Transactions Dollar Amount
week. Transaction : Account Description Wkl k2
E3 _ \0106002A9E1 23000001 ‘
Tl Travel Relmbursement-c dity & ES.DDﬂ
. e 1Commodity Cperations !
O click save/Return. .
Total !
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Validating T&A Data

Purpose The validation process applies a rigorous set of edit checks against the data entered
on a T&A record. This process ensures that all the data entered into T&A records is
accurate. The Validation Summary screen displays all errors and warnings. Errors are
generated when webTA has enough information to determine the T&A data is
incorrect. Warning messages are generated when the possibility of an error exists. All
errors MUST be corrected and warnings reviewed before the T&A record will
successfully validate. Validation must be done before a Supervisor can certify the
record for processing by NFC.

Example You have completed all entries on an employee’s timesheet for this pay period. You
must ensure the T&A record is free from errors and prepare the record for certification
by the Supervisor.

Instructor Before you validate the employee’s timesheet add 8 hours of regular base pay for
Monday through Thursday of week 2. You should receive an error for week 2 base
pay being 48. Delete 8 hours of regular base pay on Thursday of week 2 to correct to

error.
Business Practice
£ All timesheets must be printed and signed by the
. employee before you can validate the records.

Employees must sign their timesheet by noon on the
Monday of pay week. All timesheets must be validated
by Timekeepers by the close of business on the Monday
of pay week.

(1) From the Timekeeper Main Menu,

click the Select button. Selectad T
EditT&Al T&A Profile | Leavel Set Pay Period | Deletel Vahdatel Summary |

@ Click the radio button preceding Selected Employee : : :

th | , Cl k th Default Schedule | Carrection | Locatar Info | Certified TaAs | Ernp Praofile | Leave Audit |
€ employee's hame. CliC e

Validate button.

“alidate All Return |
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© Review all warnings and errors. If
errors exist, the T&A record must be
corrected. Click the Return button.

O Based on the validation messages,
update the T&A record as necessary.

9 After the T&A record is corrected,
click the Validate button on the T&A
Data screen.

@ Click OK on the confirmation
dialog box.

NOTE: Val by Tkp displays in the
Status column of the employee table.

Validation Summary

108K ERROR: [4002] - Base time in pay + unpaid absence hours, 82:00 may
JACOSTA 19 not exceed 80 hours unless excess hours are less than or equal to
ACOSTA
unpaid absence.

JACOSTA oy 19 ERROR: [4004] - Base time in pay 88 , may not excesd 80 hours,
ACOSTA
JO&N ERROR: [4008] - Week 2 base time in pay + unpaid absence, 48 , may
JACOSTA 19 not exceed 40 hours unless excess hours are less than or equal to
ACOSTA
unpaid ahsence.
J0AN ERROR: [4009] - Week 2 base paid hours, 48 , may not exceed 40
JASOSTA YeogTa  1® hours.
J0AN ERROR: [4020] - Base time in does not match the scheduled time of &
LAcosTa ACOSTA 19 hours on SEP-25 .
1ACOSTA JoaN 19 ERROR: [4019] - Base time in pay + unpaid absence exceeds 8 and
ACOSTA excess hours are not less than or equal to unpaid absence on SEP-25
J0AN A .
JACOSTA ACOSTA 19 WARNING: [4021] - Base time in pay exceeds 10 hours on SEP-25 .
1ACOSTA J0AN 19 WARNING: [7001] - There is a payrall transaction for advanced annual

ACOSTA leave with no corresponding roved leave request.

- 1 1 1 SEP 1 1 1

21 1 22 1 23 | 24 | 25 | 26 | 27

g 'm0 T W T F 5 | WkZ2| Total
n 18100 18:00 18:00 is:nn’i Z4:00[64:00
i 'S:00 0 &:00 0 F:00 E E |24:00/64:00

Microsoft Internet Explorer E]

L] "_.. TA records walidated successFully.
[ ]
6
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Viewing and Printing the T&A Summary

Purpose To view the summary the Supervisor reviews prior to certifying the T&A record.
Example You want to review an employee’s T&A Summary for this pay period.

Instructor Use the same employee as before. Access the T&A Summary. Discuss the contents
of the summary.

Steps

O From the Timekeeper Main Menu,

click the Select button. Selected Taa
Ed\lT&Al Té&A Profile | Leavel Set Pay Period | De\etel \/alidatel Summary |

@ Click the radio button preceding Selected Employee : : :

th | s Cl k th Default Schedule | Correction | Locator Infao | Certified T&As | Ermp Profile | Leave Audit |
e employee's name. CliC e

Summary button.

Walidate All | Return

9 Review the contents of the T&A

Mame: JOAN ACOSTA Pay Period: 19 : Sep 14, 2008 to Sep 27, 2008
S mmar Time Card TypeiRegular Leave Vaar: 2008
u ary. Stotusr Valdated
Time In Pay: 80:00 Cther Time: 0:00 Dollar Transactions: $25.00 Days In Pay: 10
(e I T
T N o — 14/1s1617i18/18 20 2122/23 24125126127
ransection  Fninjhccou SIMITIWIT FIS|wkaSiMIT W T F:9 [wk2[Total
® click Return —
. i1 ID10600ZAIBIZTIZIAE o inipigig ! Paigigl o0
RegularBaselPayt I e iaat A count ‘ e CH I ISHE |“°‘ i I I T ‘2“|5“|
‘ WorkTime Total | s gi!gig 8. |40 | sisis| . | |24 |64
Leave and Other Time
pmeitonm {FSA Test Account ‘ L | ‘ I G ‘ 80 | 80
‘ Leave and Other Time Total [ | | @ & | | [ [T 7T 77 Tater [16]18
DailyTotal [ '8 @'8:68 8 |40 8.8 8 &:6: |40]80
Dollar Transactions Dollar Amount,
Transaction | Account (Description) | Wk1 | Wk2
'0106003A38123123458, H
| o |
[Travel Reimbursementlo 2207505 &2 25.00 |
Total 25.00 ¢
Tach Profile [Status End[status stan|| [Leave DatalFudiaceriavalll Used | Bal
New Status First Day  |Week1: Man # Aduance Annusl Leave is used,
Annual -+ 4:00/4:0016:001-12;
Pay Plan General Schedule (reg) || S0 4:00,4:00,16:00;-12:00
Tour of Duty Full Time Sick [-- #0000 - 400
Dty Hours 20 Leave Year Projection
Work Week M-F 8-52 Maximum v ailsble Annual 16:00
Altarnative Schadule Regulsr 8-hour Daps Marimum Available Sick 3200
aganey Fer Use or Lose Leave
State oe
Town 000+
Unit 01
Timekeeper o1 45
Mew Gontact Point ves
Retain Data [T¢s and Accounts
Account Data Code [Manual Entry
Service Computation Date|Jep 17 2008
Annusl Lesus Catagory |4 hripp

Status History

Timestamp [status [Name [meszage

Sep 18 2008 12:59 PM|Timekeaper Yalidated|Administrator, The (ADMIM)|

Sep 17 2008 04:50 PM|Hew Record Created |Administrator, The (ADMIN)|Created new recard for pay period L3,

validated By : The Administrator
Validation Date : Sep 16 2008 12:59 PM

Return
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Entering a Corrected T&A Record that Exists in webTA

Purpose The correction process is used to adjust entries made to T&A records that have
been accepted by NFC. This can be for T&A records submitted for prior pay periods
up to one year.

Example A Supervisor has notified you that an employee’s time was incorrect for a prior pay
period. A correction needs to be made to the employee’s T&A record.

Instructor Use the example above for this exercise. Use Joan Acosta for this example. Change
the Friday of week 1 from regular base pay to sick leave in pay period 18.

Steps

O Fromthe Timekeeper Main Menu,

click the Select button. Selected T
EditT&Al T&A Profile | Leavel Set Pay Period | Deletel \/alidatel Sumrnary |

. . . Selected Employee q
hg CIICll( the I’adIO buttg? F:(re:]:e(“ng Default Schedule | Cuorrection Locatar Info | Certified T&AS | Ernp Profile | Leave Audit |
the employee’s name. Click the
Correction button. el | R |

(3) Click the radio button preceding -
the pay period you need to correct. Employee CorreCtlonS

Click the Correction button.
Select from following table for Regular correction (limited to past 26 pay
periodsy,

NOTE: If the Status column says
Missing, the record does not exist in JOAN ACOSTA ([JACOSTA)

webTA. @ Pay Period|Date Range

158 - 2008  Aug 31 - Sep 13 Historical
& 17 - 2008 Aug 17 - Aug 20 Missing
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O Make any necessary edits using
the T&A Data page.

9 Click the Save/Return button.

NOTE: The edited pay period displays
in the Timekeeper Select Employee

T&A Data
Mame: JOAN ACOSTA Pay Period:
Time Card Type: Correction Leave Yean
Aug i S?p
I [ 8L 1 2z {3 405 |6
ranzaction : H: H: cCoun 5 : M : T i W i T i F : g
Work Time E
 Ecit | 1 I0106003A98123000001 1 H | | ]
ool Regular Base Dal,li ECommoditl,' Speredions ES.DD ES.DD ES.DD ES.DD E
Work Time Total | 1800 800 | 800 | 800

Timekeeper Select Employee

screen with a (C) in the Pay Period
column. All corrected records must be s
validated and certified.

T status | employee bay period
Ic

ACOSTA, J0AN JACOSTA 16 - 2008 (C)

ACOSTA, JOAN JACOSTA 19 - 2008

«imekeeper | Supervisor

CFROST RFENMELL

CFROST RFENMELL

Business Practice
Do a corrected T&A for all leave updates, even if itis
just a leave adjustment.
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Entering a Corrected T&A Record that does not Exist in webTA

Purpose If a correction is necessary on a pay period that does not exist in webTA, you must
manually create the T&A Record.

Example A Supervisor has notified you that an employee’s time was incorrect for a prior pay
period, which was prior to your webTA go live date. A record must be created when
the data does not exist in webTA.

Instructor Use the example above for this exercise. Add 8 hours of regular base pay on
Monday through Friday for both week 1 and 2 in pay period 17. Use the screens as a

guideline for creating the T&A Profile.

Steps

(1] From the Timekeeper Main
Menu, click the Select button.

@ Ciick the radio button preceding
the employee’s name. Click the
Correction button.

© Click the radio button preceding
the pay period you need to correct.

The Status column displays Missing.

Click the Correction button.

Selected TaA
Edit T&A | Té&A Profile | Leavel Set Pay Period | De\elel Walidate | Summary |

Selected Employes
Default Schedule | Cnrrectinnl Locatar Info | Certified T&As | Emp Profile | Leave Audit |

Validate All | Return

Employee Corrections

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

JOAN ACOSTA (JACOSTA)

- Pay Period|Date Range

Q 18 - 2008 Aug 31 - Sep 13 Historical
17 - 2008  Aug 17 - Aug 30 Missing




webTA Timekeeper Reference Guide

O click Add Record.

NOTE: When the record does not
exist in webTA you must recreate the
T&A Profile for the employee.

(5) Complete the employee’s T&A
Profile.

@ Click Save.

NOTE: webTA returns to the Search
Results screen. ‘No Data’ displays in
the Status column for the record.

Insert New Historical Record

Pay Period: 17
Leave Year: 2008

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

Click 'Add Record' tg ireate the correction record.
Add Record | Cancel |

T&A Profile

Narne: JOAN ACOSTA Pay Period: 18 : Aug 31, 2008 to Sep 13, 2008
Time Card Type: Correction Leave Year: 2008

Status Change

Status Change Type |Nune 'I
Status Change Day |Nune 'l

Work Schedule

|Genera| Schedule (reg) j
(ouynowrs [

[worcwes |
|Regu|ar8—h0urDays j

Contact Point

(o[
o [
Cimeeeper [

New Contact Point |l
Overtime/standby Status

E
[ty irs/veok 2 [N
Counany/iuo v I

Cual T&A?‘Savel Cancel |
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9 Select the record and click the
Edit T&A button.

@ Enter the hours into the T&A
record.

@ Click Save/Return.

NOTE: The edited pay period displays
in the Search Results screen with a
(C) in the Pay Period column. All
corrected records must be validated
and certified.

Timekeeper Select Employee
| status | __Employee | User1d | Pay Period | Timekeeper | Supervisor |

Mo Data ACOSTA, JOAN JACOSTA 17 - 2008 (C)  CFROST RFEMNNELL
ol ACOST A, JOAN JACOSTA 19 - 2008 CFROST RFENNELL
Aug
[ " ipf iSf EA . 17 | 18 | 18 | 20 21 ¢ 23 | 23
ransaction : H: H: cooun = : M : T : W : T : F : o
Work Time

| | i i i i i i

i 0106003435123000001 i | | | H H

|Regu|ar Base Pal,li E ECommodity Epersdons 58.00 58.00 58.00 58.00 58.00 El

Work Time Total | j j 1 1 | | [

Business Practice
Do a corrected T&A for all leave updates, even if it is
just a leave adjustment.
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Create a New Employee Profile

Purpose The first step when adding a new employee to the webTA system is to create an
Employee Profile. The Employee Profile defines the basic information about the
employee such as, user name, and first and last name. After this step is complete,
a Timekeeper must complete the new employee’s T&A Profile.

Example A Timekeeper has a new employee joining his agency. The employee’s record must
be added so her time can be recorded.

Instructor Add a new employee profile. Use the information in the screen shots as a guideline
for this exercise. FFAS the will not see the User ID or Passwords field in their live
environment.

O From the Timekeeper Main Menu,

click the New button. Timekeeper Main Menu

Select
Search
My

Tkp Profile
Take Cver

Accounts

R

Account Table

Take Over as Employee's Timekeeper
Leave/Frem Pay | Leave and Premium Pay Requests

!

GELLEE webTA Reports

User Functions
Delegate | Change Password | “iewr Tasks (3) |
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(2) Populate the First Name, Middle
Name or Initial and Last Name fields.

NOTE: The Middle Name or Initial field is
optional.

© Populate the Social Security,
Supervisor’s E-Auth, Timekeeper’s E-
Auth and Organization fields.

NOTE: A search button is provided in the
Supervisor’'s E-Auth, Timekeeper’s E-
Auth and Organization fields if any of
these fields are unknown.

9 Click the Current or Previous radio
button in the First Pay Period area.

(5) Check the Active Employee
checkbox in the Active Status.

@ Click Save.

EEITT

Middle Name I
or Initial {Optional)

oo |

Social Security Number | \e

Supervisor's User 1D |ADMIN
Timekeeper's User ID |ADMIN

{rganization

First Pay Period ¥ Current © Previous

Active Status ¥  Active Employes

w Cancel |

Search

E
Search |
=

Search

Business Practice

The User ID and Password fields do NOT display in
FFAS'’s live environment.

Business Practice

Any new employees added to Starweb after
9/5/2008 must be manually entered in webTA,
including any employees that were not included in
the webTA Profile Application by 9/5/2008.

Tip
Use the information contained in the SF52 form
when adding new employees.
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Purpose

Example

Instructor

Steps

(1) From the Timekeeper Main Menu,
click the Select button. Selected Tas
Edit T&A | T&A Profile Leavel Set Pay Period | Deletel “alidate | Surnmary |

® Ciick the radio button preceding
the employee’s name. Click the T&A
Profile button.

Completing a T&A Profile

After an Employee Profile is created, a T&A Profile must be completed for the
employee. The T&A Profile defines the employee’s basic payroll information. Only
Timekeepers can update this data, and it must be completed before the employee’s
record can be processed by NFC.

A Timekeeper has just finished adding a new hire’s Employee Profile. Now, the T&A
Profile must be completed in order for the employee’s T&A data to transmit to NFC.

Complete the new employee’s T&A Profile. Use the information in the screen shots
as a guideline for this exercise. Use the table included in this task to describe the
fields on the T&A Profile page. Emphasize that the On Hold feature is used for
intermittent employees.

Selected Employee
Default Schedule | Correctmnl Locatar Info | Certified TRAS | Ernp Profile | LeaveAudltl

Walidate All Return

NOTE: When an employee does not
have a completed T&A Record, ‘No
Profile’ displays in the Status column of
the Timekeeper Select Employee

screen.
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© Enter the employee’s information
in the designated fields.

See the following table for a
description of each field.

9 After all edits have been made to
the T&A Profile, click the Save button.

T&A Profile

Mame: JOAN AGOSTA

Correction

Pay Period:
Time Card Type:

Leave Year:

18 : Aug 31, 2008 to Sep 13, 2008
2008

Status Change

Status Change Type |IRMEIN
Status Change Day Mane -

work Schedule

|Genera| Schedule (reg) j
[y rows [

[orkwee |
| Regular 8-hour Days j

GContact Point
KD

o
[ [

New Contact Point [N

Overtime/Standby Status

oty irs/viec 1 [J
Cotanchy s/ wee > [J
[oonatvrrvo o [J

Dual TEA | Save‘ﬂancell
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Status Change

Status Change Type

Used when an employee’s status changes in the middle
of a pay period. Available options include: None, End or
Start.

Status Change Day

Used when an employee is either starting or ending in
the middle of a pay period. Specifies the date of the
change.

Work Schedule
Pay Plan

Indicates the appropriate pay plan for the employee.
Some options are: General Schedule (reg) and CO-
County Office.

Tour of Duty

Indicates the appropriate Tour of Duty for the employee.

Some Tour of Duty categories are Full Time, Part Time
and Intermittent.

Duty Hours

This field is required for all employees except
Intermittent employees. It represents the number of

hours an employee is scheduled to work in a pay period.

Work Week

Description of the employees scheduled workweek,
including days and start and stop times (example: M-F
8am-5pm).

Alternative Schedule
An alternate schedule for full and part time employees.

40

Status Change

Status Change Type INDHE "l

Status Change Day INDHE

E

Work Schedule

Pay Plan |Genera| Schedule {reg)

Tour of Duty [Full Time
Duty Hours oo
work Week |M-F 85

=

[

Alternative Schedule |Regu|ar8-hnur Days

[
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Contact Point
Agency
The employee’s agency.

State
The state abbreviation of the employee’s duty station.

Town

A four-digit code representing the city or town of the
employee’s duty station.

Unit
A two-digit number representing the contact point within
the town.

Timekeeper
A two-digit code assigned to a Timekeeper.

New Contact Point

The New Contact Point field should be checked when
there is a change to any of the employee’s contact point
data. This step notifies NFC that changes to the payroll
file are required.

Overtime/Standby Status
RSO/Salary Cap

This field notifies NFC that this employee will regularly
exceed scheduled overtime or the bi-weekly salary cap.
The setting for this field should be None for most
employees.

Standby Hrs/ Week 1

The number of standby hours approved for week 1 of a
pay period.

Standby Hrs/ Week 2

The number of standby hours approved for week 2 of a
pay period.

Standby/ AUO %

The percentage of AUO pay that the employee is entitled
to receive. Enter 99 to stop AUO pay.
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Miscellaneous
Oath of Office

Check this box if the employee is hew to the agency to
indicate that this is the first T&A report for the employee.

Final Report

Check this box if this is the last T&A report for the
employee.

On Hold

Check this box when an employee is on an extended
LWORP or is an intermittent employee. The system does
not transfer any T&A records to NFC if this box is
checked.

Retain Data

This field is used to indicate how information is saved
and processed from one pay period to the next.

Accounting
Accounting Data Code

Determines how accounting codes are used in webTA.
Options are: Manual Account Entry, Stored Account
(NFC), and Stored Account (Local). If either of the stored
account options are selected an account must be
defined in the Account field.

Stored Account (NFC)

Stores and uses the specified account at NFC for all time
in pay and dollar transactions.

Stored Account (Local)

Stores and uses the specified account locally for all time
in pay and dollar transactions.

42

Miscellaneous

ath Of Office N
Final Report r
on Hold r

Retain Data |TCs and Accounts v

Accounting

Manual Account Entry [
Stored Account {(NFC) K
Local Account (Local) Eg
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Leave Parameters
Service Computation Date
The service computation date of the employee. This

date determines the employee’s Annual Leave Category.

Override Leave Category

This field is used to set the Annual Leave Category for the
employee. By default the Annual Leave Category is calculated
based upon the Service Computation Date and is not editable.

Override Leave Ceiling
Checked to override the employee’s leave ceiling.

Approved Leave Recipient (VLTP)

This field is set to Yes for employees in the Voluntary
Leave Transfer Program.

Approved Leave Recipient (ELTP)

This field is set to Yes for employees in the Emergency
Leave Transfer Program.

Home Leave Accrual Rate

There are three rates for employees eligible to earn home
leave: 15 days per year, 10 days per year, or 5 days per yeatr.

Home Leave Start Date
The date the employee starts accruing home leave.

Home Leave End Date
The date the employee stops accruing home leave.
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Home Leave Accrual Rate

Home Leave Start Date

.

Home Leave End Date
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Editing Locator Information

Purpose To update demographic information within webTA.

Example You want to enter an employee’s email address so they receive webTA generated
tasks in their Outlook Inbox.

Instructor Add the new employee’s email address in the Locator Information. Use the screen
shots as a guideline for this exercise.

Steps

O From the Timekeeper Main Menu,
click the Select button.

® Click the radio button preceding
the employee’s name. Click the
Locator Info button.

© Enter the employee’s email
address in the designated field.

9 Click Save.

Selected TaA

Edit T2A | TeA il | Leaw |

Set Pay Period | Deletel Val\dalel Summary |

Selected Employee

Default Schedule | Cnrreclinnl Locatar Infa | Cerified T&As | Emp Prafile | Leave Audit |
Validate All Return |

Locator Info

Office Contact Information for JOAN ACOSTA

ouang |

Street Address 1 |

Street Address 2 |

Room Number |

Mail Stop,/Routing Code ||

ETE

ET

ooy |

office Phone |

Extension |

oo |
|

Pager
Email /Internet 3

Ijacosta@usda.gov

.

&Save | Cancel |
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Viewing the Leave Audit Report

Purpose The Leave Audit report allows you to review an employee’s leave balances. The
report includes any accrued, available, used and current balance information. You
can download the report to a PDF file for printing.

Example You want to see an employee’s annual leave balance for this pay period. You
download the Leave Audit report to a PDF file and print the report.

Instructor Use Joan Acosta for this exercise. Do not print the report.

Steps

0 From the Timekeeper Main Menu,

click the Select button.

® Ciick the radio button preceding
the employee’s name. Click the Leave
Audit button.

9 Review the current annual leave
balance.

(4 W you want to view a different date
range, change the data in the Pay
Period Range field.

(5) If you want to view a different
leave type, select the new type from
the Leave Type drop-down list.

NOTE: If you change the Pay Period
Range or Leave Type fields, you must
click the Update button. Each pay
period displays on a new row of the
Leave Audit table.

(6 To print the Leave Audit screen
click Download PDF.

Selected TeA
EdnT&Al T&A Profile | Leavel Set Pay Period | Deletel Validatel Summary |

Selected Employee
Default Schedule | Cnrrectinnl Locatar Info | Certified TRAs | Erp Profile | Leave Audit |

Walidate All Return

Leave Audit Report

Pay Period R, from A
R Ll (Rl J2o08 =] [t |QDDEJ IBv

Leave Type [ Annual L'@
Update

Leave Audit (Annual) For JOAN ACOSTA (JACOSTA)

Pay Period T Forward (Accrued |Available |U'sed |Balance |Max. Available
Adjustment

18 - 2008 4:00 0:00 36:00

& Download PDF | Relurnl
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Modifying an Employee’s Leave Balance

Purpose Timekeepers can view information on the accrued time earned by employees.
On rare occasion, a Timekeeper may need to update the leave balances for an
employee. Exceptions include when a correction is performed on a record
where historical information does not exist in webTA, or if a balance is
changed at NFC and must be updated in webTA.

Example An employee is new to your agency, but has been a federal employee at
another agency for several years. Therefore, the employee’s accrued leave
time transfers with her to the new agency. You must update the leave balance
for this employee to reflect the carryover.

Instructor Use the example above for this exercise. Do not print the report.

e

O From the Timekeeper Main Menu,

click the Select button. Selected T4
Edit T&A | T&A Profile Leavel Set Pay Period | Delelel “Walidate | Summary |
e ) ) . Selected Employee
CI'Ck the radlo bUtton pl’ecedlng Default Schedule | Correction | Locatar Info | Certified T&As | Ermp Praofile | Leave Audit |
the employee’s name and click the
Leave button. Validate All_| Retum

(3) To update a leave balance, enter
the amount of hours in the Forward

field that corresponds to the type of Leave Data
leave you are Upda“ng- Narme: JOAN ACOSTA Pay Period: 19 : Sep 14, 2008 to Sep 27, 2008
Tirme Card Type: Regular Leave Year 2008

Type of Leave orward Accrued Available Used Balance

50:00 4 4:00 16:00  -12:00

W 4 400 000 400
W 0:00 000 0:00 00D
W 0:00 0:00 000 0:00
W 0:00 000 0:00 00D
W 0:00 0:00 000 0:00
DDD 0:00 0:00 moo oo
DEII] 0:00 0:00 0:00 0:00
Festoredama |
Frcrar -

9 Click Save.

°+Sa'-.fe] [ Cancel ]
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Taking Over as an Employee’s Timekeeper

Purpose The Take Over feature allows a Timekeeper to permanently take over as an
employee’s Timekeeper. When a Timekeeper takes over the responsibility of an
employee’s timekeeping duties, a task is sent to the previous Timekeeper.

Example An existing employee within the agency is moving to a new Timekeeper. The
Timekeeper receiving the employee performs the takeover.

Instructor Demonstrate the process for reassigning an employee. Do not complete the process.

(1) From the Timekeeper Main
Menu, click the Take Over button. Timekeeper Main Menu

Add Employee

Leave/Prem Pay | Leave and Premium Pay Requests

webTA Reports

Select
Search
Ml

Tkp Profile

& Take Ower

Accounts

AT

i

Reports

User Functions

Delegate | Change Passwaord | “iew Tasks (3) |
(2] Type the employee’s E-Auth in
the Employee User ID field. Take Over as Employee's
© Click the Take Over button. TI m6keeper

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 /o

Employee User ID

Take Over ] [ Cancel ]
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Generating webTA Reports

Purpose webTA contains a variety of reports to assist you in your timekeeping tasks. Some
reports can be exported to Microsoft Excel and some can be downloaded to Adobe
Acrobat Reader for printing. All reports are accessed from the Reports button on
the main menu.

Example You want to identify any employees’ T&A records that are not certified.

Instructor Use the example above for this exercise. View the Uncertified T&AS report.

O From the Timekeeper Main Menu,

click the Reports button. Timekeeper Main Menu

Select Employee
Search For Employee

Select
Search

WER

Add Employee

Tkp Profile

Leave/Frem Pay | Leave and Premium Pay Requests

o‘Repuﬂs webTA Reports

User Functions
Delegate | Change Password | “iewr Tasks (3) |

Take Cwer

AT

Accounts

!
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® cClick the button preceding the
report.

© Review the contents of the report.

O Click the Download button to
export the report information to
Microsoft Excel.

or

Click the Download PDF button to
export the report to an Adobe Acrobat
Reader (PDF) file for printing.

or

Click the Return button to return to the
previous page.

Timekeeper Reports Menu

s |
Unvalidated TAs |

Return |

Uncertified Timecard Report

Timekeeper Supervisor Employee Employee PR Pay
User Id User Id Name User Id Sioan 22y Period
ADMIN ADMIN AdmInStrator, oy 18 2008

The

Dawnload M
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Purpose

Viewing Tasks

Your task list shows webTA generated messages. The From column shows the

source of the message, Date/Time column shows when the task was sent, Type
identifies what class of message and the Description is the text of the message.

Example

Instructor
Steps

You want to check your task list for any messages that may require your action.

Use the example above for this exercise.

O Fromthe Timekeeper Main
Menu, click the View Tasks button.

® Review the contents of your
Task List.

NOTE: When you have finished with
the message, click the Clear button
next to the message. To delete all of
the tasks, click on the Clear All
button. You should not clear
messages until you have taken the
appropriate action required by the
message.

Timekeeper Main Menu

o
M Add Employee

Q

View Tasks (3) |

User Functions

Delegate | Change Passward |

Task List
[ | [From [pate/Time [type [Description

Employee CAROLYM FROST has
delegated the Timekeesper role to
employee - ROBERT FEMMELL
{RFEMMELLY,

Sep 19 2002

I~ Clear | CFROST c 25 PM

NOTIFY

Clear Selected Clear All | Clear This Fage | Returnl
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Setting an Employee’s Pay Period

Purpose The Set Pay Period page is used to change an employee’s pay period in situations
where the pay period data was not entered and finalized. The list of available pay
periods is determined by the employee’s last certified record.

¢ If the last certified record was the previous pay period, there are no
available records.

o If the last certified record was several pay periods ago, all the pay periods
between the last certified one and the current pay period are available.

e |f there has never been a certified record, all pay periods are available.

Example An employee is an intermittent employee. He has not worked since pay period 10
but is now currently working again. You need to change his pay period so you can
enter hours for the current pay period.

Instructor Use the example above for this exercise.

Steps

(1) From the Timekeeper Main Menu,

click the Select button. Selected Téa
EditT&Al Ta&A Profile | Leavel Set Pay Period | Delelel Validatel Summary |

. . . Selected Employee
he CIICT the radlo buttgrl\ T(reSEdSIng Default Schedule | Carrection | Locator Info | Certified T&As | Ermp Profile | Leave Audit |
the employee’s name. Click the Set
Pay Period button.

Walidate All | Retuml

(3] Click the radio button preceding
the pay period.

Set Employee Pay Period

9 Click the Select button at the
bottom of the screen. JUSTIN SHEEN {1SHEEM)

Pav Period|Date Range

NOTE: The employee’s pay period is 19 - 2008 Sep 14 - Sep 27
changed. The new pay period displays 18 -2008 Aug 21 - Sep 13
in the Employee Table.
17 - 2008  Aug 17 - Aug 30
15 - 2002 Aug 03 - Aug 165
" 15 - 2008  Jul 20 - Aug 02
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Reviewing Previously Certified T&A Records

Purpose To review a T&A record for a historic date.

Example You want to see how many hours an employee charged to a specific account for
pay period 2.

Instructor Use the example above for this exercise.

Steps

(1) From the Timekeeper Main Menu,

click the Select button. Selected Te
EditT&Al TaA Profile | Leavel Set Pay Period | Deletel Vahdatel Surnmary |

@ Click the radio button preceding selected Empinyee
the employee’s name C||Ck the Default Schedule | Caorrection | Locator Infa | Cedified T8As | Emp Profile | Leave Audit |
Certified T&As button.

“alidate All Return |

9 View the contents of the T&A

Mame: JOAN ACOSTA Pay Periad: 19 : Sep 14, 2008 to Sep 27, 2008
Summary Time Card Type:Reqular Leave Yean 2008
. Status: Yalidated
Time In Pay: 80:00 Other Time: 0:00 Dollar Transactions: $25.00 Days In Pay: 10
ransaction s Account [nensnrisi fazizs| ‘
i SIM TIW!T!F!S|Wk1[SiM T !W T:F: % |Wk2Total

Work Time

g Boeo Bog| ‘01060031&98123123456‘

[FSA Test Account edticHiHiEl el ‘“0‘ jeliielislie ‘2“‘5“

Work Tme Total [ 15185 8i5! |40 iglois | | | |24 64

Leave and Other Time

|0106003A38123123456
o toom [F5A Test Account ‘ ‘ ‘ ‘ is ‘ is
Leave and Other Time Total [ | | | | 1 | | [ [1e ] 18
Daily Total [ '818:8 .8:8: |40 [a0 ] =0
Dollar Transactions Dallar Amount]
T 4 | Account (Descripti Wkl w2
010E003A98123123456
|
Travel Raimbursament 00 P00 700 25.00
Total 25.00 ¢
[T&a profile [status End[status start]| [Leave Data|Fudiaccriavaill Used | eal
| Mew Status First Day  |Wesk1: Mon * Aduance Annual Leave iz used.
I
A |
Pay Plan General Schedule (reg) | [
Tour of Duty Full Time Lk [ i4woieio0] —~ | 400
[Duty Hours B0 Leave Year Projection
Work Week M-F 2-53 Masimurn Available Annusl 16:00
Alternative Scheduls Regular 8-hour Days Manimum Available Sick 22100
g == Use or Loss Leave -
State Dc
Toun 0004
Unit o1
Timekeeper o1 45
[Mew Contact Poin: ves
[Retain Data [Tcs and Accounts
Data Code [Manual Entry
Servics Computation Date[Sep 17 2008
Annual Leave Category |4 herpp

Status History
[Timestame [status [Mame [Message
|Sep 18 2008 12:59 PM[Timekeeper Validated[Administratar, The (ADMIN)|

[52F 17 2008 04150 PM|New Record Crasted |Administrator, The (ADMIN|Crasted new record far pay pariod 19,

Yalidated By : The administrator
Yalidation Date : Sep 18 2008 12:59 PM

Return
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