How to Donate Leave in webTA
Step 1
Enter URL  -  https://wtausda.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
From Employee Main Menu, Click on the “Leave/Prem Pay” 


Button next to wording “Leave and Premium Pay Requests” 
Step 7
Click the “Donation” button next to the wording “Leave Donation”
Step 8
Click “New Donation”
Step 9
Select “Search” next to the working “Leave Account.  A list of recipients will appear. 
Step10
Click “Select” next to a recipient’s name.
Step 11
Enter your position title, Grade and Step (optional)
Step 12
Enter the number of hours you wish to donate.
Step 13
Account will usually say “NFC stored account”, otherwise select your accounting code.

Step 14
Select type of leave being donated; i.e. Donated Annual leave or Donated Restored Annual leave; ignore other option.

Step 15
Remarks (optional)

Step 16
Click “Save”

Step 17
Wait for approval.  Once donation has been approved, hours will 



automatically be subtracted from donor’s account and added to

recipient’s account. (Donation will show on T&A and webTA will

 notify of approval.) 

