webTA tips for timekeepers
Entering new employees:
Do not need e-auth ID number in employee profile to complete T&A.  Employee usually gets e-authorization within two pay periods after starting.

Ensure SSN is correct when entering new employee!

Do not check leave category or leave ceiling override fields. SCD must be set correctly in T&A profile.  Selecting the correct pay plan, TOD and SCD will determine if employee will accrue leave and their leave category.

Leave accruals – first and last pay periods – if employee should not accrue, remove accruals in Leave Account.  Check T&A Summary!

Enter new employees in correct pay period when possible – at beginning of pay period.  Otherwise you  may have to “set pay period” to correct.  (For new employee, on employee profile, click “current” if you are entering the data within the same pay period of their EOD or “previous” if you are entering the data after the end of the pay period of their EOD; this will prevent incorrect pay period on T&A).
Stored accounting – can be used in the first pay period when you’re entering a new employee.  If employee’s accounting is changing, will need to use manual accounting option for one pay period and then store accounting.

When reactivating employees:


Remove annual leave balance


Remove credit leave balance


Check accounting code and contact point number for accuracy.  If entering new contact point

then check the “new contact point” block.


Uncheck the “final T&A” block

Employee moving from one unit to another
After timekeeper does a “takeover” of the T&A, timekeeper should review all Profile information, i.e. change contact point and then check “new contact point box” and change accounting by choosing manual accounting for one pay period then stored accounting.  (New accounting code will have to be added to the employee’s profile first by going to the Account Table in the main menu.)  Change supervisor and org code, etc.
General information:

Get in the habit of checking T&A summary - TK’s, employees, supervisors.

Recredits from LTP – don’t change leave balances if they are suddenly off by 1 or .50 hr, etc.   Check to see if leave was recredited (called “restored”) in webTA.  Might have happened in a previous pay period and employee didn’t notice.  Check T&A Summary!
Corrected T&A’s will update current leave balances—do not adjust manually.  
Use the “remarks” section of the Edit T&A screen!  Indicate why you are making changes to balances or doing a corrected T&A, etc.

If supervisor can’t certify T&A, the T&A has not been validated (check summary, it may say “validation reset by edit”).  Employee or Timekeeper must re-validate.

It is the timekeeper’s responsibility to check their employee listing by COB Tuesday and continue to follow up to ensure that T&A’s have been certified by supervisor and built by NFC.

Separating Employees:

Follow instructions on website for doing final T&A.  

Leave accruals – first and last pay periods – if employee should not accrue, remove accruals in Leave Account.  Check T&A Summary!

Final T&A - employee drops from timekeeper’s listing. Print audit after final T&A certified.  HR Admin has to reactivate employee. 
 Audits:

Wait for latest T&A to be built then fax audit with timekeeper contact information and supervisor’s signature/date.  Select pay period range for audit, type of leave being audited, then download to pdf.

