TIME OFF AWARDS WEB TA ENTRY

Log into Web TA

Click Timekeeper

Click Search for employee

Type Employee’s SSN   Click Search @ bottom of screen

Click Leave to change forward balance;  Or click leave audit to check if award was previously entered

Print Screen

Add time off award hours to balance already there, type in the new total

Click save @ bottom of screen

Click leave 

Print screen

Click save or cancel

Click return

Enter new SSN

All request that are received from the agency wanting to add an award that has not been entered.  First check IRIS 143 to view all time off awards issued to the EE, then check Web TA leave audit for all Time Off Awards that have been entered to determine if the EE is due the action.

Update Pay Tech only on individual cases that were not on the focus report issued each PP.

