How to do a corrected T&A
Step 1
From Timekeeper Main Menu, Click on the “Select” button
next to wording “Select Employee” 

Step 2
Click on the small circle next the employee’s name, then click “Correction” at the bottom of the screen.  

Step 3
Option 1:  If the previous pay period data is there (status will say 


“historical”), select the pay period and click Correction.  webTA
will automatically go to the T&A data screen where you can 
correct the T&A information.



Option 2:  If the pay period data is “missing”, select the pay 



period, Click Correction.  “Insert New Historial Record” screen 

pops up.  Read webTA message then click “Add Record”.  

See webTA screenshot below.
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Insert New Historical Record

	Top of Form

Pay Period: 21
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 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. 
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Step 4
Enter the T&A Profile information and the Leave Balances that 
were available in that pay period you are correcting.
Step 5
Go to T&A Data screen and enter corrected T&A data.  



ValidateT&A.  Supervisor Certifies corrected T&A.  Check later


to ensure record is picked up by NFC (record should say Built).
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