Timekeeper T&A Entry and Validation Process
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
Click on the “Timekeeper” button if not already grayed out

Step 7
From Timekeeper Main Menu, 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 you want to enter, then click “Edit T&A” at the bottom of the screen.  (If you have set up a default schedule, that schedule will populate the T&A.)
NOTE:
If a default schedule does not populate the T&A and you would like to set one up, see instructions on the pay and leave website on “How to set up a default schedule”.


http://www.afm.ars.usda.gov/hrd/payleave/webta.htm
Step 9
Enter the time for the current pay period.
  T&A is separated into “Work Time” and “Leave and Other 
Time”.  Any hours worked or earned will go under “Work Time”.  Any leave hours used will go under “Leave and Other Time”.  If leave slips have been submitted through webTA, once approved, they will automatically populate the T&A.  Holidays also automatically populate T&A’s.
 ***See listing of transaction codes to be used in webTA at the end of these instructions****

Step 10
If you need to add a new work time code or leave code, click on the “NEW” button, select the appropriate code from the drop down menu and the appropriate accounting code. Click Save.  Transactions on the T&A can also be edited or deleted.
The “Dollar Transactions” field will not be used.

Step 11
Enter the time for the current pay period.  Review the data.  To save the data as you enter it without exiting the T&A, scroll to the bottom of the T&A and click “Update”.  Click “Save/Return” if you want to save and exit the T&A---and validate later. 

Step 12
OR Click on “Validate” if you want to validate the T&A after you’ve entered the data.  Note: changes can still be made to a Validated T&A.

Step 13
Message block may pop up. Review warning/error messages to

make sure T&A is correct and then Click “Continue”.  

There are two kinds of messages in webTA—Warning Messages and Error Messages.  Warning messages are items in the T&A that should be reviewed before Validating; Error messages are items that MUST be fixed before you can proceed with the T&A.  

Step 14
Recommendation:  Ask supervisor to wait until s/he receives an email from the timekeeper indicating all T&A’s are ready to be certified.

NOTES:
Once the T&A has been certified by the supervisor, s/he will have

to “decertify” the T&A in order for the timekeeper to make

changes.

Employee cannot have more than one leave slip for a single day

for the same leave type. 
Transaction Codes to be used in webTA:

Any hours worked or earned will go under “Work Time” 

01 – Regular Base Pay  - Wage Grade Employees will need to add a suffix code in the next box down, code 1, 2 or 3-see your timekeeper with questions.


19 – Over 8 Overtime – used for PT employees who work OT


21 – Over 40 Overtime – used for FT employees who work OT


29 – Credit hours Earned


31- Holiday Worked – (No shift entered for Wage Grades)


32- Comp time Earned – Regular Compensatory Time Earned

32- Comp Time/Travel Earned – Travel Compensatory Time
Any leave hours used will go under “Leave and Other Time”.  If leave slips have been submitted through webTA, once approved, they will automatically populate the T&A.  

50 – Credit hours used


61 – Annual Leave



62 – Sick Leave



62 – Family Friendly Sick Lv



62 – Sick Leave Used FMLA



64 – Comp Time Used



64 – Comp Time/Travel Used



66 – Federal Holiday



66 -  Admin/Excused Absence



71 - LWOP
