Employees WebTA Instructions:

1. Ensure that e-auth ID and password are working.
2. Have TK’s set up commonly used Transaction codes.

3. Go into WebTA daily to input time (or keep track manually until input is practical)
4. Click Update or Save/Return to save data.  Do not validate T&A until ready to submit to timekeeper.
5. Submit leave slips through the WebTA system. Employees cannot have more than one leave slip in a single day with the same leave type.  i.e. submitting a request for annual leave from 7-8am on 12/22 and then a separate leave slip for 12/22 from 1-3:30pm.  The leave time would be requested via one leave slip in WebTA.  The T&A will not validate otherwise. 
6. Validate and Affirm T&A at the end of the pay period.
7. Employees do not need to print hard copies of T&A’s.  Records will be maintained in WebTA.  Employees can view copies of their current and previous T&A’s at any time in WebTA by selecting “certified T&A’s” from their menu.
The WebTA Website is - https://wtausda.nfc.usda.gov/usda/ 
Employee step by step How-To’s and the link to the Department’s on-line tutorial are on the AFM-Pay and Leave website www.afm.ars.usda.gov/hrd/payleave/webta.htm   
