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Slide 1 - Learning Objectives 

 
Slide notes 
Welcome to the webTA for Employees training course.  In this lesson, you will learn about donating 
leave to a Leave Transfer Program. Select next to continue. 
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Slide notes 
webTA allows you to donate leave to Leave Transfer programs as well as monitor the status of your 
donations. The Leave Donation feature can be viewed by selecting the link from the Employee Main 
Menu. Select next to continue.  
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Slide notes 
Any leave donation requests that you submitted previously will be listed in this table. This employee 
does not have any donations at this time. Select the Add Donation button to create a new donation.  
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Slide notes 
The first step is to locate the Transfer program to which you would like to donate by selecting the 
Search button. Select next to continue. 
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Slide notes 
A list of available programs is displayed. This is a list of the employees eligible to receive donated 
leave. The list of available Leave Transfer Programs shown here does not reflect the list you will see in 
the actual system in order to protect employee confidentiality. You will see a list with Employee names 
and actual Donation Accounts when you donate in the new system.  
Select the program by clicking the select button. In this example, we will select the first account from the 
list. Select next to continue. 
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Slide notes 
Next, complete the form with your job information, and then select Search button to select the type of 
leave you will be donating. In this example, we are going to enter position, grade and step information. 
Select next to continue. 
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Slide notes 
Next, select the type of Leave you wish to donate. Annual Leave displays by default, but let's take a 
look at the other options by clicking the Search Leave Type button. Select next to continue.  
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Slide notes 
Here, we see a list of available Leave Types. In this example, we are going to select Annual Leave. 
Select next to continue.  
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Slide notes 
Next, we will enter 8 hours in the amount field. Select next to continue. 
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Slide notes 
You also have the option to designate the Pay Period you wish to donate from by selecting it from the 
Pay Period dropdown. Select next to continue.  
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Slide notes 
In this example, we will keep the selected Pay Period. Select next to continue.  
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Slide notes 
Next, you must select the Account from which you wish to donate. Let's do that by selecting the Search 
Account button. Select next to continue.  
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Slide notes 
Once again, we only see a limited number of accounts. You will see your actual assigned accounts in 
the new system. In this example, we will select the available Account. Select next to continue.  
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Slide notes 
You also have the ability to waive the donation limit by selecting the Donation Limit Waiver checkbox. If 
this box is selected, you must enter a comment in the remarks field explaining why you are waiving the 
limit. You can also designate your Restoration Preference. Let's take a look at that now. Select next to 
continue.  
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Slide notes 
If the hours you donate are not used, you have the option of having them restored to the Current or 
Next Leave Year. In this example, we will select the Current Leave Year. Select next to continue. 
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Slide notes 
Once all the information has been entered, click the Save button to complete the Donation. Let;s do that 
now. Select the next button.  
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Slide notes 
Note the message indicating that the request has been saved and submitted for approval. The VLTP 
administrator will receive notification of your donation, and can approve or deny your request.  
Upon approval or denial, you will receive notification in your webTA inbox about the status of your 
donation. You can also track the status by viewing your LTP Donations page. In this example, we will 
return to the LTP Donations page by selecting it from the breadcrumb trail. Select next to continue. 
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Slide notes 
And then we will return to the Main Menu by selecting the Employee tab. Select next to continue.  
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Slide notes 
You have completed this lesson. To continue, select the Finish button.   
 

 


