April 18th – webTA forum Q&A’s
Q. what T&A training resources are available to ARS employees/supervisors.
A.  Aglearn, Pay and Leave website with links to our own webTA page.  Individual webcasts for timekeepers / supervisors are done.
http://www.afm.ars.usda.gov/hrd/payleave/index.htm
Q. Is it ARS policy that, in addition to entering time in WebTA, employees must also keep track of their time on the Excel spreadsheet.  I was told, by one of our Location staff when I was first hired, that I had to use it and it wasn’t an option. Some at our location do not use it and I thought this would be a good time to get clarification on what ARS policy is regarding its use.
A.  It is not an ARS policy.  webTA is meant to be a paperless system and has taken the place of our paper timesheets.  Time should be entered daily in webTA and saved, then validated at the end of the pay period.  That being said, some locations have continued to use the paper timesheets so you’ll have to find out what your locations policy is. Also, some temporary employees are not e-authenticated so do not have access.  
Q. My question is how can the web T&A system hold the codes used on a regular basis each pay period?  Meaning the 01 regular work hours; 61 annual leave; & 62 Sick leave, etc.
A. Go to the T&A Profile, under the Miscellaneous section, change Retain Data field to “TCs and Accounts”
Q. what is credit time; who is eligible; how to document, etc. .  
A.  Flexible Work Schedule P&P covers credit time.  All employees are eligible except for intermittent and SES.  It is employee initiated (not required), supervisor approved, in excess of regular work schedule, voluntary, recorded on T&A as code 29 earned and code 50 used.  It is usually verbally requested and approved or may have a pre-standing approval for certain number of hours; it is a feature of FWS and NOT a form of premium pay.  It cannot be earned on a Holiday during tour of duty hours (while receiving Admin leave).  It does not expire, cannot go over 24 hours is carried over from one pay period to next and one year to the next.  (PT employees can only carryover ¼ of their TOD hours from one pay period to the next, i.e. 40 hour TOD, can only carry 10 hrs credit.)  Cannot be used before it is earned, does not convert to comp time EVER.  Paid out at hourly rate when employee separates or leaves agency or moves to a position that is ineligible.
Q. If someone took hours off on Monday (the first day of the pay period) and worked for extra (credit) hours on the following days, over all is 80 hours in one pay period.  Is that Ok?  Can those credit hours count for this pay period? 
A. Employees are responsible for fulfilling their scheduled hours, with work or leave time, each day.  If your master schedule says 8 hours on that day, you must account for 8 hours on that day.  That is why we have schedules.  FWS allow flexibility to work more hours one day, and use the extra hours another day to fill in your work hours for the day.  That is what credit time is for., however it must be earned BEFORE it is used.  It can be earned on one day, and used on a subsequent day in the same pay period.
Q. We have very fair system to record our leave on web TA if we work less than necessary. However, there is no way to record overwork if you have accumulated already 24 credit hours. For example, I have already 24 credit hours accumulated, but when I try to record my correct entrance and leave time which is more than 8 working hours (9 hours) web TA does not allow me validate, so I have to put earlier time than actual leave. According to policy we should correctly record our entrance and leave time, even we work more than required.
A. WebTa does not prohibit entering start and stop times that are earlier or later than scheduled time.  The only prohibition is entering more work time for the pay period (greater than 80 hours) or more credit time than will equal maximum of 24 at end of pay period. 
Q. How to explain and know when the actual “pay date” changes.  There was one pay period when ~for instance~  if one usually got their check on Saturday, received it on that Monday.    I couldn’t explain it or can tell when it will happen again.   I believe it will happen maybe (3) times this year.
A. NFC states that EFT day is Monday the week following PAYE week (or Tuesday if Monday is a Federal Holiday).  Many employees will see their pay deposited on Saturday and some Monday.  It depends on their banking institution.  Employees should not count on their pay being there before COB Monday for direct deposit.  And official pay day is Thursday.
Q. My question deals with the new adding an employee with the updated WebTA/NFC process.  A new employee was added in PP6.  I was unable to retrieve her information.  What would you suggest in the future?    
A.  Search by last name only, or partial last, first or by SSN.
If an employee is added via bi-directional, and the employee record cannot be found, please contact Pay and Leave if you are unable to Takeover the record.  We can usually find and assign the employee record.  Do not add if you get a message saying the employee exists.  Could be inactive record.  Could be some other error.  Please contact us.
Q. Is it possible to display the expiration date of "Time off Awards" on the WebTA summary, because sometimes employees are not properly informed that "Time off Awards" expire? Especially important for new employees.

A.  No.  We’ve made the request to the webTA helpdesk but it’s not an option, not at this time.  It’s a good idea for the timekeeper to give the employee our information sheet on time off awards when they receive the award, along with a copy of the award form itself.  Encourage them to use the award first since there’s no money value and it cannot be restored once lost.

Q. I was hoping we could discuss the steps it takes to get an employee into WebTA 
A.  If employee was previously employed with REE, moving from another lab within REE or some agencies within USDA ask your Area contact or the pay and leave staff to reactivate the T&A so that the T&A can be taken over and appropriate changes can be made to their T&A Profile and leave account.  New accounting should be added in the account table, accounting should be changed to “manual”  for two pay periods and then changed back to “stored”.
Timekeepers don’t have to add new employees anymore, they are uploaded automatically.  Timekeepers then” takeover” and make the appropriate changes to the profile.
Q. Could you go over the process of leave donation – specifically why it takes so long to process donations.   When I’ve done a donation in the past through webTA it sits there pending for a long, long time and then the person doesn’t need it or has maxed out what they can receive.  Is leave donation automated at all or does it sit in webTA until someone gets to it?  Is it better to not use webTA for leave donation?   
A. Donations are normally processed in the pay period they are donated.  If a recipient has received all of the leave they need (maxed), some donations may remain “pending” because we expect that the recipient will be extended and will need additional hours. If a donor wishes, they can delete their donation and donate at another time.
Q.  I am a backup timekeeper and have never performed a leave audit.  I would like a review of completing a leave audit.
A. Leave audits can be pulled directly from the WebTA system.  We do not want manual leave audits in most cases (if you think you need to do one, call us).  Since the bi-directional, NFC adjusts the leave balances every pay period except for the final one.  If the final pay period is off, it will result in a leave error.  For separating employees, we only want the final T&A summary page.  If an employee’s record (SCD date, leave earning status) changes and an audit is needed to correct balances, use the WebTA audit and annotate what the issue is.  Pay and Leave usually make these types of adjustments.
Q.  Where should we start leave audit, beginning of the leave year, 6 mos back, etc.?
Usually PP 01 of the current leave year is sufficient.  If it’s early in the leave year, then you should include the prior leave year also.  We don’t want audits back to 2008, please.
To print in webTA:  Select Leave Audit, select the time rage you would like to print (usually current year or at most, previous year also, i.e. 2013 and 2012, select the type of leave, click update, then download to pdf, right click to print, close pdf and repeat for each type of leave.  
For full instructions on how to print webTA audits , see P&L website:  http://www.afm.ars.usda.gov/hrd/payleave/index.htm#timeandattend
Note:  sometimes, with students, their part-time unapplied carryover hours are off from what NFC has.  This can cause their balances to change by 1 hour or so every or every other pay period.  If this is happening, send the pay and leave staff and email with the t&A summary page noting this and we will update NFC.
If a T&A is changing every pay period, there’s an issue!  You shouldn’t have to keep making adjustments.  Contact Pay and Leave!
Q.  How to code Family Friendly Sick leave (FFSL) in WebTA (which codes to use). 
A.  62 SICK LEAVE  /  SICK LEAVE FOR SELF
62  62 FAMILY FRIENDLY SICK LV (GENERAL, ROUTINE CARE) / LIMIT 104 EACH LEAVE YEAR
62  62 FFLA-FFSL EXTENDED (SERIOUS CONDITION) / LIMIT 480 EACH LEAVE (INCL. 104 FOR GENERAL CARE)
WebTA does not track it correctly and they may see a validation error as a result if they are using FFSL Serious.  If this happens, contact the Pay & Leave Staff and we can override the error.
Q. Administrative Leave-Can Admin Leave be granted for employees participating in USDA sponsored programs (i.e., EAP)
Length of Counseling 
(Coded as regular time) Employees can use up to six 1-hour EAP visits without having to use their leave. However, if the counseling is during work time, the employee must obtain the approval of the supervisor prior to going for their appointment. EAP referrals to other resources is the responsibility of the employee. Since those resources may incur a cost, employees can coordinate any further treatment with their Federal Employees Group Health Insurance, who may cover some of the costs, depending upon the carrier.
3.2.3 Officially Sponsored Functions and Programs (see P&P 402.4)
An employee may be granted an excused absence to participate in programs and functions sponsored by the Department, or a Department agency if participation is in the government’s interest. Under certain circumstances, an employee may be excused when the function is sponsored by another Federal government agency such as OPM, etc. These situations should be determined on a case-by-case basis. 
The amount of excused absence that supervisors may grant on such occasions will vary depending on the supervisors' organizational relationship with the employees involved: 
Hours Permitted to Excuse Granted By 
Up to 2 Immediate Supervisors 
2 to 4 Division Directors 
4 to 9 Agency Head
Q.  If someone is on travel and doing work in another country for several days (or sometimes several weeks), can they earn credit time if they work over their 8 (or 9) hour days? This would be doing work they need to finish before they leave and to get as much done on their trip as possible.   
A. Yes, with supervisory approval.
Q. This is not time while they are in actual travel. What about if they travel within the U.S. and have to work over their 8 or 9 hour days? 
A. If they are working they can earn credit time with supervisory approval.  If they are traveling outside of their normal TOD hours then it would be comp travel.
Q. If an employee is traveling to another country over a holiday and therefore working on the holiday, do they get either credit time or over time? This is travel to another country where our holiday is not celebrated and they must work with the collaborators  and get as much completed as possible while they are in that country.  Or do they lose that holiday because they are in another country? This is not while they are in actual travel status. 
A. If the employee is required (directed by the supervisor) to work on a federal holiday during hours that correspond to their regular TOD hours, the employee would earn holiday premium pay (code 31) for the number of hours they worked.   (If the work is not required but the employee is just choosing to work on the holiday on his or her own initiative, they would earn nothing extra; the time would be coded as regular time.   
If they work outside of their TOD hours on a federal holiday, they can earn credit hours if they are choosing to work but it’s not required.  If they work outside of their TOD hours on a federal holiday and the work is required (directed by the supervisor) then the employee would earn regular comp time or overtime (supervisor decides which they earn if the employee is exempt (usually GS 11 or 12 and higher but not always, check PD or SF-52 to confirm if the employee is exempt or non-exempt).
Employees cannot earn credit time on a holiday for anytime worked during their TOD hours.  They can earn credit time only for time worked outside of their TOD hours on a holiday (with supervisory approval).
Q. What about if they are traveling within the U.S. over a holiday? Do they get credit time or over time for working on a holiday (or any other compensation)?
See response above.
Q. Can employees earn credit time (or receive other compensation) if they must work some hours on a holiday? The weekend workers get paid time and a half for holidays so if employees need to come in for an ongoing experiment, do they also get that? Sometimes the employees only want credit time for the time they actually worked but it is time they must come in since no one else is here.  
A. Employees cannot earn credit time on a holiday for any time worked during their TOD hours.  They can earn credit time only for time worked outside of their TOD hours on a holiday (with supervisory approval).
If the employee is required (directed by the supervisor) to work on a federal holiday during hours that correspond to their regular TOD hours, the employee (exempt or non-exempt) would earn holiday premium pay (code 31) for the number of hours they worked.   (If the work is not required but the employee is just choosing to work on the holiday on his or her own initiative, they would earn nothing extra; the time would be coded as regular time.   
If they work outside of their TOD hours on a federal holiday and the work is required (directed by the supervisor) then the employee would earn regular comp time or overtime (supervisor decides which they earn if the employee is exempt (usually GS 11 or 12 and higher but not always, check PD or SF-52 to confirm if the employee is exempt or non-exempt).  Non-Exempt employees have the choice between overtime and comp time if they are required to work outside of their TOD hours on a holiday.



