Supervisory Step by Step T&A Approval Process
Step 1
Enter URL – Something like 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 “Supervisor” button if not already grayed out

Step 7
Click on the “Select” button next to wording “Select Employee” 

Step 8
Click on the small circle next to an employee’s name whose T&A has been validated

Step 9
Click on the “View/Certify” button

Step 10
Review the T&A information for the pay period and scroll to the bottom of the page and either click on the button “Certify” to approve the T&A 
Or click on the button “Reject/Decertify” to disapprove the T&A and enter reason for the rejection 
Note:  
The “Certify All” button can be used as a quicker way to review and certify all the T&As without going back and selecting each employee one at a time.  You will still see each T&A and certify each T&A individually.
