webTA Questions

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 

1. What is webTA and how does it work?

WebTA is a web-based T&A program that the Department purchased to replace the current Time and attendance system.  WebTA allows employees and/or timekeepers to enter time and leave data and to submit leave and premium pay requests through the webTA system.  Managers electronically certify T&A’s and may approve leave requests online.  The approved records are then transmitted to NFC salary processing.

NOTE:  REE will begin with timekeeper entry in PP 23.  Employee Entry will be rolled out Area by Area sometime after the beginning of the New Year, 2009.  The Timekeeper role will remain in place even after Employee Entry begins.

2. Why are we changing to this system?  

The change was mandated by the Department.  We chose from 5 different systems of which STAR web was one.  We selected the system that could best meet the requirements across all of REE.  WebTA provides an online, easy-to-use process with numerous capabilities for efficiently managing timekeeping tasks.  The system also provides a paperless, automated workflow and robust accounting (i.e. project cost accounting used by NASS) and reporting functionalities (i.e. leave audits, employee schedules, leave requests, premium pay).
3. Are the User ID and passwords case sensitive?

Yes, all user ID’s and passwords are case sensitive and REE will access the system using their e-euthentication ID’s and passwords.  Passwords cannot be changed within webTA.  Passwords can be reset by the helpdesk.  
Helpdesk@ars.usda.gov or 1-866-802-4877

NOTE:  Employees should ensure that their email address in their e-auth account is up-to-date.  (E-auth email is different from AgLearn email.)

4. I have logged into webTA and noticed multiple buttons and the bottom of the screen—what do they represent?
The buttons represent different roles within webTA.  Roles include employee, timekeeper (TK), Master TK, Supervisor, Master Supervisor, HR Administrator and Project Manager.  Your access will depend on your job function.  You can have more than one role in webTA.  The buttons that do not apply to you will be grayed out.  

5. Will submission timeline for T&A’s remain the same?  

Yes.  T&A’s should be certified by COB Tuesday.

6. Can I take a phone call or short break while logged into webTA?

WebTA has a security setting that will time the user out after approx 10 of non-use.
7. What reports/summaries are available in webTA for supervisors?

Leave audits, default schedules, certified T&A’s, leave and premium pay requests.  Leave audits can be generated by the webTA system by employee, pay period, and type of leave.
8. Can past certified T&A’s be viewed and printed?

WebTA maintains a history of all records previously certified and submitted through webTA.  These records are available to the Employee, Timekeeper and/or Supervisor as long as the employee is an active employee.  To view a previously certified record, click on the button labeled “Certified T&A’s” for the selected employee, select the pay period you wish to print by clicking on the radio button to the left of the pay period, scroll down to the bottom of the screen and click on “View Certified Record.”  If you wish to print the record, right click your mouse while in the view-only pop-up box, and select the print command.  If the browser you are using doesn’t have a print option when you right click your mouse, you can print by depressing the Control key at the same time you depress the letter P key (CTRL-P).

Any previously certified record printed this way will have “Validated” listed as the status, even though it is actually the certified record.  In order to have the record status listed as “Certified” the record must be printed (via the Summary screen) after it is certified by the supervisor but before it is sent to the NFC.

9. Is there a way to print the certified timesheets all at once like we currently do?  Printing them individually is going to be time consuming, but since the employee is not doing the input they will need a copy of what was submitted on their behalf.

There is no way to print all T&A’s at one time.  NOTE:  Employees will have access to webTA from initial rollout as long as they are e-authenticated.  They will be able to see (and print) their T&A data.  Our records will be in the webTA system for the required 6 year period.  

10. What if my timekeeper or my supervisor is out of the office when timesheets are due?  Will I still be paid?

WebTa is designed to allow every timekeeper and supervisor one or more delegates.  Delegates have all the necessary access to perform the functions of the person who delegated duties to them.  (Master TK, Master Supervisor and HR Admin roles will be Area Personnel Assistants/and or Administrative Officers and the Pay and Leave Staff.)  
NOTES: The role of Timekeeper or Supervisor must be assigned in an Employee’s Profile in webTA (by the HR Administrator) before the DELEGATE function in webTA can be performed.

Delegates cannot “re-delegate” their authority.  
Master TK can:

Add a new employee, validate T&A’s, update an employee’s profile, i.e. change an employee’s timekeeper/supervisor

Master Supv can:

View/Certify/De-certify T&A’s.  Supervisors cannot certify their own T&A.

HR Administrator can:

Delegate roles.
11. How many delegates should a timekeeper or supervisor have?

At least one delegate should be named at all times but there is no limit to how many can be named.  Keep in mind, however, that delegates will receive all system-generated emails for the group of employees involved.  The Pay and Leave Staff will send out instructions to set up a separate folder for webTA emails.  Timekeepers cannot be delegates for supervisors ---cannot certify T&A’s.
12. Can employees be moved across Agencies in webTA?

Yes.
13. Can a record be changed after it is certified?

Once a record is certified, neither the employee nor the timekeeper can edit the record without the involvement of the supervisor.  If changes are required to a certified record that has not yet been sent to the NFC, the supervisor can de-certify the record, and then the employee or timekeeper can make changes.  Once the changes are entered, the record will need to be revalidated by the employee or timekeeper and recertified by the supervisor.

If revisions are needed to a certified record that has already been submitted to NFC, a corrected record will need to be created and validated by the timekeeper, and certified by the supervisor, in the next pay period.  
14. Can a supervisor create or edit an employee’s T&A?

No, a supervisor does not have the required access to edit the Time & Attendance records directly.  Supervisors requesting changes will need to direct the employee or timekeeper, depending on which role enters the data, to make the required changes.

15. Can a T&A record be deleted?

No, a regular Time & Attendance record cannot be deleted.  However, edits can be made to the current record any time prior to the certified record being sent to the NFC for processing.  If the record has been certified but not yet sent to the NFC, the supervisor must de-certify the record before changes can be entered.

Uncertified Corrected T&A’s can be deleted by the Timekeeper.

16. How does webTA know how many hours of annual leave to accrue each pay period?

The Service Computation Date (SCD) is maintained in the T&A Profile screen for each employee so that the system can calculate the appropriate annual leave accruals each pay period.  Additionally, webTA will change the annual leave accrual rate from four hours/pay period to six hours/pay period and from six hours/pay period to eight hours/pay period in the first full pay period following the employee’s third and fifteenth anniversary, respectively. There is an override function if the SCD is not known or if for example an employee becomes an SES, ST or SL, their leave cat can be changed to 8.

NOTE:  The annual leave accrual rate does not change unless the SCD is entered and the T&A Profile is saved.  

17. Who will do the initial input of account codes?

NFC will do the initial upload based on what’s currently in the database.  

18. Will it be possible to link employees to specific codes so that they don’t mistakenly select a wrong account code?
Timekeepers are responsible for accessing the webTA Account Table and entering accounting codes that will be available to their employees.  
Timekeepers will also have to make the selection in the T&A profile regarding which “retained data” option their employee will use: none (delete all info at the beginning of PP), all-save all payroll information, TC’s and accounts (retain only TC info accounting), restore from default, or exception processing to clear exceptions from the payroll forms.  We recommend timekeepers set up default schedules for their employees.

19. How will we know the information has been received by NFC?  In the current system we can see the status next to the employee’s name; how will this be shown in the new system?

You can view a summary of the certified T&A’s.  The system will indicate that the record has been “Built” with a time and date stamp.

20. Will a leave request be required for ALL leave used, regardless of amount?  We currently only require them for 3 or more days.

You will be able to continue with your Area’s practices, i.e. leave slip required for 3 days or more, or for every hour used, etc.).  The webTA system will generate a “warning” message that a leave slip is not in the system but the timekeeper can click through that message and proceed with the T&A.

21. What type of training is going to be available for the timekeepers?
Tutorial, Guides and the “sandbox” are available on the Department’s web site, http://www.da.usda.gov/webTA/  and webcasts offered by the Pay and Leave Staff.  References/instructions also available on the Pay and leave website.  http://www.afm.ars.usda.gov/hrd/payleave/index.htm 
22. Are we going to be entering time using Positive Pay in which the employee or timekeeper has to enter the number of hours they work each day or Exception Based Pay in which the employee or timekeeper enters just the hours used outside of their normal schedule?  
On page 28 of the timekeeper manual, it explains the difference between having the T&A header set to Restore from Default, and Exception processing.  Restore from Default automatically populates the T&A with the default schedule hours, and the employee or timekeeper must edit T&A to make changes.  If the T&A header is set to Exception processing (also works from the default schedule), the T&A edit screen will be blank and only exceptions such as leave taken or other time worked are recorded.  On the T&A summary page, it will show the exceptions and regular time adjusted by the amount of leave taken.  But the T&A edit screen itself will not show any of the default hours. 
23. Will there still be a master schedule and T&A file for employees?

Yes. File should be used for master schedules, doctor’s note, jury duty notices, etc.

24.   Is there a place for “in and out” times in webTA?
No. Hard copy master schedule should be maintained with in and out times.  (Supervisors can opt to have employees sign in and out, use spreadsheet noting in and out times, etc.)  
25. Is there a mechanism in place for employees that are on annual leave for an extended period or for employees who for any reason cannot use a computer?  
Employees will continue to be able to submit paper timesheets even after we move to Employee Entry.  If out for an extended period, they can submit the paper timesheets before they go on leave. 
26. Are future Pay Periods available?

No.  The most current pay period is available, as well as previous pay periods.
27. In STAR-Web, we would usually select '(8) Variable Week in 80' for Alternative Work Schedule', to enable an employee to earn Credit/Comp time, would that not be the same type of case in webTA?
In webTA ALL employees will be under the “Maxiflex” schedule in the T&A Profile…unless they are intermittent, in that case, select None.
28. What would the 'RSO/Salary Cap' under Overtime/Standby Status be, if an employee did work Overtime?  

That field does not apply to REE currently and is not used by our timekeepers (there are rare exceptions) and will not be used in webTA.  
29. What's an example of an authorization to exceed their bi-weekly salary cap?
Employees stationed oversees and receiving extra pay which causes them to exceed the cap, i.e. stationed in location designated for differentials, i.e., danger pay. 
30. What's 'Standby / AUO %'?  (N/A to REE) – explanation in webTA under T&A profile. (employees may be entitled to premium pay for standby duty.  Hours must be requested and approved by a personnel action. ) 
31. For what circumstance, would an employee be 'On Hold' under Miscellaneous section of T&A Profile?   

For verification, certification & build processes, in which the T&A system would ignore their record.  For example, when an employee is intermittent or on extended LWOP.  
The employee can still access the webTA system but not T&A is generated until you deselect the check box.

32. The Timekeeper still must wait until the HR Asst. at HQ enters any forwarding balance from the employee's prev. agency into NFC, and receive e-mail notification of it, before they attempt to enter it into the Employee's Leave Data, is that correct?
Yes.
33. If the Timekeeper does not delegate another Timekeeper to perform his normal timekeeping tasks, will that mean that his T&A will not get processed?

There are two solutions:  The Master timekeeper can enter and validate the T&A for the timekeeper; (can also add new employees, update Employee Profiles, and change an employee’s timekeeper/supervisor) OR the HR Administrator can delegate the timekeeper role to another timekeeper.

34. What/how would a task for 'Reassignment' be generated in webTA, would it be linked to the NFC system?
The receiving timekeeper would do a “Take Over” of the T&A.  An email will be generated to the losing timekeeper notifying them of the change.  Timekeepers should do a search before adding a new employee where appropriate. Only original Timekeepers can Take Over an employee’s T&A (i.e. Delegates cannot perform the Take Over.)
35. What's the difference between the 'Update' and the 'Save/Return' buttons?

Update – updates the T&A without closing the page and allow you to do further work with the T&A.

Save and return- saves the data and exits that T&A.

36. Do Employees and or Timekeepers receive emails when T&As have been validated/certified?
Yes.  The system generated emails also go into a Task List in webTA notifying the employee, timekeeper or supervisor of tasks that need to be addressed, i.e. leave requests, delegations changes, etc. 

37. When will STAR Web go offline?
Not for a long while.  There is no end date yet.

38. Does webTA deliver reminder messages if T&As have not been certified?
No.  Task lists need to be checked.  Timekeepers need to remind supervisors
39. Can employees use MAC computers?  

Yes, since it is Web based, as long as they can access the web, they can get in.  There should not be any issues with configuration.

40. Are PPs available in the TKs screen automatically (i.e. no more rollover to current PP) and only for current PP (not a PP ahead)?
The current Pay Period (not future PPs)will automatically become available.  There is no longer a Rollover function.  Once a record has been built by NFC the next PP becomes available.
41. How are day limitations handled in WebTA?

There is no day count tracking in the WebTa system.  However, one agency said that there is a place in the build report that shows days worked.  

42. When will blackberry capability be available?   
The Department has not purchased this capability in this version.  No word on having this feature in the future.
43. Can a supervisor see an employee’s T&A daily?  i.e., after the data has been saved by the employee?  Does the T&A also have to be validated each day in order to save the data?

The supervisor can view the employee’s T&A daily.  T&A cannot be certified until it has been validated by the timekeeper.  T&A does not have to be validated to save data—employee (or timekeeper) can click “save/return” to save data without validating T&A.

44. Is there any way to drop separated employees from the TKs list?

Yes, the Timekeeper can go into the Employee Profile and change (click) on the “active button” to deactivate record.  To bring a record back, search for the employee and reactivate their T&A.
45. Will a timekeeper be allowed to add a description to an already established accounting code?  
All codes automatically uploaded by NFC will not be accessible for adding description.  There will not be any “literals” loaded by NFC.   Any accounts added by the Timekeeper to the Account Table can have a description associated with that account.
46. Will COLA’s be handled differently in webTA?

No, it will be handled the same as it is in STAR web.  Once the code has been entered once, NFC will recognize the entitlement.

47. Can an Employee’s Profile be modified once it’s been created in webTA, i.e. SSN has to be corrected?
Yes existing Profile can be changed and SSN can be modified.  Timekeeper should not creative new record for employee.
48. Will holidays automatically populate an employee’s T&A?

Yes.

49. Are leave donations automated?
Yes. Once we move to employee entry, employees will be able to submit leave donations by going to the “Leave/Premium Pay Request” section and clicking on “donation”.
