Entering New Employee: Two Parts: Enter New Employee Detail and T&A Profile 

NOTE:  Employee should be added the first week of the pay period that they report to duty*
Part One:

Step 1
Enter URL – https://wta.nfc.usda.gov/usda/ 

Step 2
Click on the “Log in” button

Step 3
Click on the “Continue” button

Step 4
Enter E-Auth User ID and Password

Step 5
Click on the “Log in” button

Step 6
Click on the “Timekeeper” button if not already grayed out

Step 7
From Timekeeper Main Menu, Click on the “New” button next 


to wording “Add Employee” 

Employee Profile

Step 8 
∙From Employee Profile Page, enter employee’s user ID: last 



name, first initial, last 4 of SSN in reverse, i.e. BunnyB4321



∙Enter First name, Last name, SSN

∙E Auth Internal ID**--email your Area Office for Employee’s E 

Auth Internal ID number

∙Supervisor’s/Timkeeper’s User ID - Click “Search” and select 

appropriate Supervisor and Timekeeper 

∙Organization - Click “Search” and select Organization

∙*First Pay Period – Select “Current”   If you’re adding the

 employee in the first or second week of the pay period that they 

reported to duty.  OR:
 Select “Previous”   If entering new employee after the
 pay period has ended, i.e.  Monday or Tuesday of the
 week when T&A’s are being processed.
∙Active Status – remains checked (NOTE: for separated 

employees, timekeeper would “uncheck” that block and 

employee would be removed from the active list in webTA. 

Step 9
Click “Save”
Part Two:

Step 10
From Timekeeper Main Menu, click “Select” next to wording 



“Select Employee”

Step 11
Click on the small circle next to new employee’s name, then click “T&A Profile” at the bottom of the screen.  
T&A Profile – New Employee

	Status Change  

	  Status Change Type  
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Start



	  Status Change Day  
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Week 1: Sun




	
	Select START from the dropdown menu for new employee (should match personnel action)
Status Change Day – Select the employee’s
start day from the dropdown menu  



	Work Schedule  
  Pay Plan  
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General Schedule (reg)


  Tour of Duty  
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Full Time


  Duty Hours  
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80


  Work Week  
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Mon. - Fri.


  Alternative Schedule  
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Maxiflex



	
Select Pay Plan from the drop down menu, i.e. GS, WG, ST, etc.


Tour of Duty – Select FT, PT, Intermittent, < 90 days, etc.


Duty Hours – enter tour of duty hours per pay period, i.e. 80

Work Week – enter i.e., Mon – Fri, 7:00 – 3:30

Alternative Schedule – ENTER MAXIFLEX FOR ALL FT or PT EMPLOYEES 

For Intermittents, enter NONE


	Contact Point  
  Agency  
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ARS


  State  

[image: image9.wmf]

MD


  Town  
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0305


  Unit  
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04


  Timekeeper  
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01


  New Contact Point  
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	Select Agency/State from drop down menu

Town, Unit, Timekeeper will mirror your current contact point information.  Hint: Copy from currently established employee’s profile.

	Overtime/Standby Status  
  RSO/Salary Cap  
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None


  Standby Hrs/Week 1  
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  Standby Hrs/Week 2  
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  Standby/AUO %  
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	NOT APPLICABLE FOR REE

	Miscellaneous  
  Oath Of Office  
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  Final Report  
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  On Hold  

[image: image20.wmf]
  Retain Data  
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0

TCs and Accounts

	For New Employee, Select “Oath of Office”

And 

TC’s and Accounts (enables timekeeper to enter the commonly used TC codes once and they will auto populate T&A each PP.)

	 Accounting  
  Manual Account Entry  

[image: image22.wmf]
  Stored Account (NFC)  
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  Local Account (Local)  
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  Account  
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1



	Select Manual Account Entry (or Local Account if you’ve set up accounting codes in the Account Table of webTA).  After 2 PP’s change to Stored Account

	Leave Parameters  
  Service Computation Date  
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Jul 16 1989



 HYPERLINK "javascript:openCalendar('../servlet/com.threeis.webta.util.WebtaCalendarDialog','serviceCompDate')" 

  Override Lv Category  
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8


  Override Leave Ceiling  
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true


  Approved Leave
 Recipient (VLTP)  

No 

  Approved Leave
 Recipient (ELTP)  

No 

  Home Leave Accrual Rate  
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None


  Home Leave Start Date  
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 HYPERLINK "javascript:openCalendar('../servlet/com.threeis.webta.util.WebtaCalendarDialog','homeLvStartDate')" 

  Home Leave End Date  
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 HYPERLINK "javascript:openCalendar('../servlet/com.threeis.webta.util.WebtaCalendarDialog','homeLvEndDate')" 


	Select SCD from calendar or enter manually in box. NOTE: Lv Cat will not automatically change if SCD not entered.

Do not select Override Leave Category or Leave Ceiling unless instructed to do so by HR.

Exception: If not sure of SCD, leave blank and enter Lv Category in “Override Lv Category” box.  You can enter SCD later and uncheck Override Lv Category). 


	
	CLICK “SAVE”
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