U.S. DEPARTMENT OF AGRICULTURE
REE, HRD, PAY & LEAVE STAFF

PRESENTS
WEBTA






AND POLICY TRAINING
(Time and Attendance System)



(Other related Pay and Leave topics)






AGENDA

DAY 1 – TUESDAY 

8:30 am
WELCOME, OPENING REMARKS 
A) INTRODUCTION TO PAY AND LEAVE

B) TWO DAY OUTLOOK

C) NFC – WHO ARE THEY?

9:00 am
TIMEKEEPING – MISCELLANEOUS

A) TIMEKEEPING RESPONSIBILITIES. New Employees, Corrections, Final T&A’s, Leave audits, Policy help. 
B) THE NEW EMPLOYEE PROCESS – How it all works together--SF-52, SF-50, REE-331 (master schedule), Leave and Earnings Statement, EPP, SF-1150, E-AUTH, e-OPF, Leave cat, ceilings. 

C) TYPES OF APPOINTMENTS—Students, Intermittents, L/As, PT, FT, etc..  Schedule changes, earning leave, leave categories, extensions, LWOP, terminations. 
D)
THE SEPARATION PROCESS – final T&A’s, AD581s, leave

audits
E)
RESOURCES – The AFM website!
10:00 am
BREAK
10:15 am
INTRODUCTION TO THE FACE OF WEBTA
A) DEMONSTRATION OF WEBTA.  WebTA Roles, Setting up new 
employees, Employee Profile, T&A Profile, Editing T&A’s, 

Common Transaction Codes, Requesting Leave, Leave Audits, Validating and Certifying T&A’s, Corrected T&A’s, Moving employees, Time off awards, Intermittents, Extended LWOP, Default Schedules, Inactivating employees setting up Delegates, 

Accounting, Advancing leave.
DAY 1 – TUESDAY- cont’d 

B) WEBTA TIPS and how to avoid common errors  

C) BIDIRECTIONAL FEED—Changes in webTA.
12:00 pm
LUNCH

1:00 pm
FOLLOW UP QUESTIONS ON TIMEKEEPING/WEBTA
1:30 pm
COMPENSATORY TIME FOR TRAVEL (Comp Travel)
2:00 pm
COMP TRAVEL EXERCISES

2:30 pm
BREAK

2:45 pm
COMP TRAVEL EXERCISES/REVIEW

3:15PM
HOW TO ENTER COMP TRAVEL INTO WEBTA

3:30PM
QUESTIONS? – 1ST DAY REVIEW

4:00 pm
DISMISSED
DAY 2 – WEDNESDAY
8:30 am
POWERPOINT POLICY PRESENTATION
10:00 am
BREAK
10:15am
POLICY-- FOLLOW UP QUESTIONS

10:45 am
LEAVE AUDIT PROCEDURES
11:30 am
QUIZ/CERTIFICATES
12:00 pm
DISMISSED
