USDA Employee webTA Leave Donations

Slide 1 - Learning Objectives

Leave Donation

Learning Objectives

In this lesson, you will learn about:
- Donating Leave to a Leave Transfer Program

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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Employee Main Menu

Time
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Leave Requests
Premium Pay Requests
Dollar Transaction Requests
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Inbox [8] | Settings | Help | Log Out
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Schedule
Schedule Assignment
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Messages
Send Message To Timekeeper

Send Message To Supenisor

Leave Transfer Program

Leave Donations
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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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Employee Main Menu =

LTP Donations

v LTP Account Name Account Type Leave Type Amount Pay Period Status  Delete

No results
Add Donation

e Select the Add Donation button

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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“WEBTA gz

Inbox [18] | Settings | Help | Log Out

Employee Main Menu = LTF Donations =

Add LTP Donation

Items maned with an asterish® are required.

* LTP Account: None Selected [ET R i IMIr - nai

* Position:
* Grade:
* Step:
* Leave Type: Annual Leave
* Amount:

* Pay Period: 12-2015:Jun14,2D15-Jun2?,2D15*E|
Account:
Donation Limit Waiver: [
Remarks:
Status: Unsaved
* Restoration Preference: |Restore to Current Leave Year [+

Unused Leave can be donated to another recipient after it is restored.

Save | Cancel

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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“"WEBTA" gz

Inbox [18] | Settings | Help | Log Out

Employee Main Menu = LTF Donations =

Add LTP Donation
Items maned with an asterish® are required.

¥ LTP Account: Mone Selected | Search LTP Account

* Position:
* Grade:
* Step:
* Leave Type: Annual Leave
* Amount:

* Pay Period: 12-2015:Jun14,2D15-Jun2?,2D15*E|
Account:
Donation Limit Waiver: [
Remarks:
Status: Unsaved
* Restoration Preference: |Restore to Current Leave Year [+

Unused Leave can be donated to another recipient after it is restored.

Save | Cancel

Slide notes
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“WEBTA" gz

Employee Main Menu = LTP Donations = LTP Donation =

LTP Account Selection

Inbox [18] | Settings | Help | Log Out

Select || Sanitized-1283 '\_,"’oluntary Leave Transfer

HName: Type: ~ Employee: Agency: _ PO 8
i N [=]] | | [ ]
LTP Accounts
Dut Balance Staternent of
i Type bl PREENEY el Locat?don Meeded Condition
Select || 2015 VTP “oluntary Leave Transfer
Prograrm
Select | APHIS Account Voluntary Leave Transfer \\cep APHIS 4838 40:00
Prograrm
Mew One to Yiew with Voluntary Leave Transfer  LM100037, ;
Select Help Desk Program FIN100037 X OCFO 4815 20:00 test
Select || Sanitized-1055 Yoluntary Leave Transfer  ADMINISTRATOR, FSis 4815 aa00
Pragram THE
Select || Sanitized-1079 Leave Bank Program
Select || Sanitized-1199 Leave Bank Program
Select | Sanitized-1205 Yoluntary Leave Transfer
Program
Select || Sanitized-1216 Leave Bank Program
L. Yoluntary Leave Transfer  LM107491, .
Select || Sanitized-1246 Program FMIO74591 % QCFO 195700
Select || Sanitized-1259 “oluntary Leave Transfer
Program
Select || Sanitized-1263 “oluntary Leave Transfer
Prograrm
salct || Sanitized-1267 Yoluntary Leave Transfer
Pragram
Select || Sanitized-1279 “oluntary Leave Transfer
Pragram

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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.:I ™
° WE BTA 'wm Inbox [18] | Settings | Help | Log Out
Employee Main Menu = LTP Donations = LTP Donation =
LTP Account Selection
Name: Type: Employee: Agency: POI: o
| LAl =] I I |
LTP Accounts
Duty Balance Staternent of
i Type bl PREENEY el Location Meeded Condition
“oluntary Leave Transfer
ST Prograrm
Select || APHIS Account AoliiaryLoarelliahelor yempom APHIS 4538 40:00
Prograrm
Mew One to Yiew with Voluntary Leave Transfer  LM100037, ;
Select Help Desk Program FIN100037 X OCFO 4815 20:00 test
Select || Sanitized-1055 Yoluntary Leave Transfer  ADMINISTRATOR, FSis 4815 aa00
Pragram THE
Select || Sanitized-1079 Leave Bank Program
Select || Sanitized-1199 Leave Bank Program
Select | Sanitized-1205 Yoluntary Leave Transfer
Program
Select | Sanitized-1216 Leave Bank Program
L. Yoluntary Leave Transfer  LM107491, .
Select || Sanitized-1246 Program FMIO74591 % QCFO 195700
Select || Sanitized-1259 “oluntary Leave Transfer
Program
Select || Sanitized-1263 “oluntary Leave Transfer
Prograrm
salct || Sanitized-1267 Yoluntary Leave Transfer
Pragram
Select || Sanitized-1279 '\jfoluntary Leave Transfer
rograrm
Select || Sanitized-1263 '\_,"’oluntary Leave Transfer o

Slide notes
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“WEBTA" gz

Inbox [18] | Settings | Help | Log Out

Employee Main Menu = LTF Donations =

Add LTP Donation

Items maned with an asterish® are required.

* LTP Account: 2015 VLTP [ iRl aa

* Position:
* Grade:
* Step:
* Leave Type: Annual Leave
* Amount:

* Pay Period: | 12- 2015 Jun 14, 2015 - Jun 27,2015 * |Z|

Account: Search Account

Donation Limit Waiver: [
Remarks:

Status: Unsaved
Total Hours Needed: 0:00

* Restoration Preference: |Restore to Current Leave Year [+

Unused Leave can be donated to another recipient after it is restored.

| Save | | Cancel

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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“"WEBTA gz

Inbox [18] | Settings | Help | Log Out

Employee Main Menu = LTF Donations =

Add LTP Donation

Items maned with an asterish® are required.

* LTP Account: 2015 VLTP [ iRl aa

* Position: | |
* Grade:
* Step:
* Leave Type: Annual Leave
* Amount:

* Pay Period: | 12- 2015 Jun 14, 2015 - Jun 27,2015 * |Z|

Account: Search Account

Donation Limit Waiver: [
Remarks:

Status: Unsaved
Total Hours Needed: 0:00

* Restoration Preference: |Restore to Current Leave Year [+

Unused Leave can be donated to another recipient after it is restored.

Save | | Cancel

Slide notes

Page 12 of 43

©Kronos, Incorporated



USDA Employee webTA Leave Donations

Slide 13 - Slide 13

“"WEBTA" gz

Inbox [18] | Settings | Help | Log Out

Employee Main Menu = LTF Donations =

Add LTP Donation

Items maned with an asterish® are required.

* LTP Account: 2015 VLTP [ iRl aa

* Position: |Ana|yst| |

* Grade:
* Step:

* Leave Type: Annual Leave
* Amount:

* Pay Period: | 12- 2015 Jun 14, 2015 - Jun 27,2015 * |Z|

Account: Search Account

Donation Limit Waiver: [
Remarks:

Status: Unsaved
Total Hours Needed: 0:00

* Restoration Preference: |Restore to Current Leave Year [+

Unused Leave can be donated to another recipient after it is restored.

Save | | Cancel

Slide notes
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“"WEBTA" gz

Inbox [18] | Settings | Help | Log Out

Employee Main Menu = LTF Donations =

Add LTP Donation

Items maned with an asterish® are required.

* LTP Account: 2015 VLTP [ iRl aa

* Position: |Ana|yst |

* Grade: D

* Step:
* Leave Type: Annual Leave [BEr Nt f 10
* Amount:

* Pay Period: | 12- 2015 Jun 14, 2015 - Jun 27,2015 * |Z|

Account: Search Account

Donation Limit Waiver: [
Remarks:

Status: Unsaved
Total Hours Needed: 0:00

* Restoration Preference: |Restore to Current Leave Year [+

Unused Leave can be donated to another recipient after it is restored.

Save | | Cancel

Slide notes
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“"WEBTA" gz

Inbox [18] | Settings | Help | Log Out

Employee Main Menu = LTF Donations =

Add LTP Donation

Items maned with an asterish® are required.

* LTP Account: 2015 VLTP [ iRl aa

* Position: | Analyst

* Grade:

* Step:
* Leave Type: Annual Leave [BEr Nt f 10
* Amount:

* Pay Period: | 12- 2015 Jun 14, 2015 - Jun 27,2015 * |Z|

Account: Search Account

Donation Limit Waiver: [
Remarks:

Status: Unsaved
Total Hours Needed: 0:00

* Restoration Preference: |Restore to Current Leave Year [+

Unused Leave can be donated to another recipient after it is restored.

Save | | Cancel

Slide notes
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“"WEBTA" gz

Inbox [18] | Settings | Help | Log Out

Employee Main Menu = LTF Donations =

Add LTP Donation

Items maned with an asterish® are required.

* LTP Account: 2015 VLTP [ iRl aa

* Position: | Analyst

* Grade:
* Leave Type: Annual Leave [BEr Nt f 10

* Amount:
* Pay Period: | 12- 2015 Jun 14, 2015 - Jun 27,2015 * |Z|

Account: Search Account

Donation Limit Waiver: [
Remarks:

Status: Unsaved
Total Hours Needed: 0:00

* Restoration Preference: |Restore to Current Leave Year [+

Unused Leave can be donated to another recipient after it is restored.

Save | | Cancel

Slide notes
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“"WEBTA" gz

Inbox [18] | Settings | Help | Log Out

Employee Main Menu = LTF Donations =

Add LTP Donation
Items marked with an asterisi are required.
* LTP Account: 2015 VLTP [ iRl aa
* Position: | Analyst

* Grade: |11

*sep:
* Leave Type: Annual Leave [BEr Nt f 10

* Amount:
* Pay Period: | 12- 2015 Jun 14, 2015 - Jun 27,2015 * |Z|

Donation Limit Waiver: [
Remarks:

Status: Unsaved
Total Hours Needed: 0:00

* Restoration Preference: |Restore to Current Leave Year [+

Unused Leave can be donated to another recipient after it is restored.

Save | | Cancel

Slide notes
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“WEBTA g

Inbox [18] | Settings | Help | Log Out

Employee Main Menu = LTF Donations =

Add LTP Donation
tems marked with an asterise ars required.
* LTP Account: 2015 VLTP [ iRl aa
* Position: | Analyst

* Grade: |11

* Leave Type: Annual Leave [BEr Nt f 10

* Amount:
* Pay Period: | 12- 2015 Jun 14, 2015 - Jun 27,2015 * |Z|

Donation Limit Waiver: [
Remarks:

Status: Unsaved
Total Hours Needed: 0:00

* Restoration Preference: |Restore to Current Leave Year [+

Unused Leave can be donated to another recipient after it is restored.

| Save | | Cancel

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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“"WEBTA" gz

Inbox [18] | Settings | Help | Log Out

Employee Main Menu = LTF Donations =

Add LTP Donation
Items marked with an asterisi are required.
* LTP Account: 2015 VLTP [ iRl aa
* Position: | Analyst

* Grade: |11

*sep:
* Leave Type: Annual Leave | Search Leave Type

* Amount:
* Pay Period: | 12- 2015 Jun 14, 2015 - Jun 27,2015 * |Z|

Donation Limit Waiver: [
Remarks:

Status: Unsaved
Total Hours Needed: 0:00

* Restoration Preference: |Restore to Current Leave Year [+

Unused Leave can be donated to another recipient after it is restored.

Save | | Cancel

Slide notes

Page 19 of 43

©Kronos, Incorporated



USDA Employee webTA Leave Donations

Slide 20 - Slide 20

Employee Main Menu = LTF Donations =

Leave Balances for DAVIS, BEN

Balances for pay period: | 12- 2015 Jun 14, 2015 - Jun 27, 2015 |Z| Select Pay Period
Accrual Leave Balances

Leave Type Forward Adj Forward Accrued Used Expired Adjustments Capped Balance EQY Balance EQY Use or Lose
Annual Leave 3200 3200 4:00 0:00 000 000 000 36:00  92:00 0:00
Restored Annual Leave  0:00 0:00 0:00 0:00 0:00 000 0:00 000 0:00 0:00

Tracking Leave Balances

Leave Type Forward Used Used To Date

Cancel

.:I ™
* WEBTA ﬁmﬁ Inbox [18] | Settings | Help | Log Out

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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.:I ™
* WEBTA ﬁmﬁ Inbox [18] | Settings | Help | Log Out

Employee Main Menu = LTF Donations =

Leave Balances for DAVIS, BEN

Balances for pay period: | 12- 2015 Jun 14, 2015 - Jun 27, 2015 |Z| Select Pay Period
Accrual Leave Balances

Leave Type Forward Adj Forward Accrued Used Expired Adjustments Capped Balance EQY Balance EQY Use or Lose
3200 3200 400 000 0:00 000 0:00 3600 9200 0:00
Restored Annual Leave | 0:00 0:00 0:00 0:00 0:00 000 000 000 0:00 0:00

Tracking Leave Balances

Leave Type Forward Used Used To Date

Cancel

Slide notes
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“WEBTA gz

Inbox [18] | Settings | Help | Log Out

Employee Main Menu = LTF Donations =

Add LTP Donation

Items maned with an asterish® are required.

* LTP Account: 2015 VLTP [ iRl aa

* Position: | Analyst

* Grade: |11
* Step: |4
* Leave Type: Annual Leave
* Amount:

* Pay Period: 12-2015:Jun14,2D15-Jun2?,2D15*|Z|
Account:
Donation Limit Waiver: [
Remarks:
Status: Unsaved
Total Hours Needed: 0:00
* Restoration Preference: |Restore to Current Leave Year [+

Unused Leave can be donated to another recipient after it is restored.

| Save | | Cancel

Slide notes

Next, we will enter 8 hours in the amount field. Select next to continue.
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“"WEBTA" gz

Inbox [18] | Settings | Help | Log Out

Employee Main Menu = LTF Donations =

Add LTP Donation
Items mated with an asterishe are required.
*LTP Account: 2015 VTP R niai e D o
* Position: | Analyst
* Grade: |11
* Step: |4
* Leave Type: Annual Leave
* Amount: D

* Pay Period: | 12- 2015 Jun 14, 2015 - Jun 27, 2015 * |Z|
Account:
Donation Limit Waiver: [
Remarks:

Status: Unsaved
Total Hours Needed: 0:00

* Restoration Preference: |Restore to Current Leave Year [+

Unused Leave can be donated to another recipient after it is restored.

Save | | Cancel

Slide notes
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“WEBTA g

Inbox [18] | Settings | Help | Log Out

Employee Main Menu = LTF Donations =

Add LTP Donation

Items maned with an asterish® are required.

* LTP Account: 2015 VLTP [ iRl aa

* Position: | Analyst

* Grade: |11
* Step: |4
* Leave Type: Annual Leave
* Amount:

* Pay Period: | 12- 2015 Jun 14, 2015 - Jun 27,2015 * |Z|

Account: Search Account

Donation Limit Waiver: [
Remarks:

Status: Unsaved
Total Hours Needed: 0:00

* Restoration Preference: |Restore to Current Leave Year [+

Unused Leave can be donated to another recipient after it is restored.

| Save | | Cancel

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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“"WEBTA gz

Inbox [18] | Settings | Help | Log Out

Employee Main Menu = LTF Donations =

Add LTP Donation

Items mated with an asterishe are required.
¥ LTP Account: 2015 VLTP [ ENE R
* Position: | Analyst
* Grade: |11
* Step: |4
* Leave Type: Annual Leave
* Amount:

* Pay Period: | 12 - 2015 : Jun 14, 2015 - Jun 27, 2015 * |~ ||

Account: Search Account

Donation Limit Waiver: [
Remarks:

Status: Unsaved
Total Hours Needed: 0:00

* Restoration Preference: |Restore to Current Leave Year [+

Unused Leave can be donated to another recipient after it is restored.

| Save | | Cancel

Slide notes
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Add LTP Donation

Save | | Cancel

* Position:

* Grade:

* Step:

* Leave Type:

* Amount:

* Pay Period:
Account:

Donation Limit Waiver:
Remarks:

Status:

Total Hours Needed:

* Hestoration Preference:

“"WEBTA gz

Employee Main Menu = LTF Donations =

Items maned with an asterish® are required.

¥ LTP Account: 2015 VLR

Analyst
"
4

Inbox [18] | Settings | Help | Log Out

Search LTP Account

EULNEIRCEVEN  Search Leave Type

&:00

12- 2015 ¢ Jun 14,2015 - Jun 27, 2015 :l

13- 2015
14 - 2015
15- 2015
16 - 2015
17 - 2015
18- 2015
19- 2015
20- 2015

Unused Leave can be donate 21 - 2015

22-2015
23- 2015
24 - 2015
25 - 2015
26 - 2015
01 - 2016
02 - 2016
03 - 2016
04 - 2016
05 - 2016

cJun 14, 5

cJun 28, 2015 - Jul 11, 2015
SJul 12, 2015 - Jul 25, 2015
Jul 26, 2015 - Aug 08, 2015
cAug 09, 2015 - Aug 22, 2015
Aug 23,2015 - Sep 05, 2015
. Sep 0B, 2015 - Sep 19, 2015
: Sep 20,2015 - Oct 03, 2015
: Oct 04, 2015 - Oct 17, 2015
: Oct 18, 2015 - Oct 31, 2015
: Nov 01, 2015 - Mov 14, 2015
: Nov 15, 2015 - Mov 28, 2015
Nov 29, 2015 - Dec 12,2015 |
: Dec 13,2015 - Dec 26, 2015
. Dec 27,2015 - Jan 09, 2016
:Jan 10, 2016 - Jan 23, 2016
:Jan 24, 2016 - Feb 0B, 2016
: Feb 07, 2016 - Feb 20, 2016
: Feb 21,2016 - Mar 05, 2016

: Mar 06, 2016 - Mar 18,2016 ~

) - Jun -

Slide notes

In this example, we will keep the selected Pay Period. Select next to continue.
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“WEBTA" gz

Inbox [18] | Settings | Help | Log Out

Employee Main Menu = LTF Donations =

Add LTP Donation

Items maned with an asterish® are required.

* LTP Account: 2015 VLTP [ iRl aa
* Position: | Analyst
* Grade: |11

* Step: |4

* Leave Type: Annual Leave [BEr Nt f 10

* Amount: |5:.00

* Pay Period: |12- 2015 Jun 14, 2015 - Jun 27, 2015 * :l

015 : Jun 14, 5 - Jun -
13- 2015 : Jun 28, 2015 - Jul 11, 2014
Donation Limit Waiver: |14 - 2015 : Jul 12, 2015 - Jul 25, 2015
Remarks: |15 - 2015 Jul 26, 2015 - Aug 08, 2015

16 - 2015 : Aug 09, 2015 - Aug 22, 2015

Status: |17 - 2015 : Aug 23, 2015 - Sep 05, 2015

Total Hours Needed: | 18- 2015 : Sep 0B, 2015 - Sep 19, 2015

B nestEistiGePretersiice: 19- 2015 Sep 20, 2015 - Oct 03, 2015

©|20- 2015 Oct 04, 2015 - Oct 17, 2015

Unused Leave can be donatec 21 - 2015 Oct 18, 2015 - Oct 31, 20158

222015 : Nov 01, 2015 - Mov 14, 2015

23 - 2015 : Nov 15, 2015 - Nov 28, 2015

Save | | Cancel | o4 2015: Nov 29, 2015 - Dec 12,2015

25- 2015 : Dec 13, 2015 - Dec 26, 2015

26 - 2015 : Dec 27, 2015 - Jan 09, 2016

01 - 2016 : Jan 10, 2016 - Jan 23, 2016

02 - 2016 : Jan 24, 2016 - Feb 0B, 2016

03 - 2016 : Feb 07, 2016 - Feb 20, 2016

04 - 2016 : Feb 21, 2016 - Mar 05, 2016

05 - 2016 : Mar 0B, 2016 - Mar 19,2016 ~

Account:

Slide notes
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LL L ™
* WEBTA ﬁmﬁ Inbox [18] | Settings | Help | Log Out

Employee Main Menu = LTF Donations =

Add LTP Donation
Items marked with an asterisi are required.
*LTP Account: 2015 VTP R niai e D o
* Position: | Analyst
* Grade: |11
* Step: |4
* Leave Type: Annual Leave
* Amount: 500

* Pay Period: | 12- 2015 Jun 14, 2015 - Jun 27,2015 * |Z|

Account: Search Account

Donation Limit Waiver: [
Remarks:

Status: Unsaved
Total Hours Needed: 0:00

* Restoration Preference: |Restore to Current Leave Year [+

Unused Leave can be donated to another recipient after it is restored.

| Save | | Cancel

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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“"WEBTA" gz

Inbox [18] | Settings | Help | Log Out

Employee Main Menu = LTF Donations =

Add LTP Donation
Items mated with an asterishe are required.
*LTP Account: 2015 VTP R niai e D o
* Position: | Analyst
* Grade: |11
* Step: |4
* Leave Type: Annual Leave
* Amount: 500

* Pay Period: | 12- 2015 Jun 14, 2015 - Jun 27,2015 * |Z|
Account:
Donation Limit Waiver: [
Remarks:

Status: Unsaved
Total Hours Needed: 0:00

* Restoration Preference: |Restore to Current Leave Year [+

Unused Leave can be donated to another recipient after it is restored.

Save | | Cancel

Slide notes
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“"WEBTA gz

Inbox [18] | Settings | Help | Log Out

Employee Main Menu = LTP Donations = LTP Donation =

Select Account

Budget Period: Fund:

SE_NRCS123456780 | Test DescriptionD

1-1 of 1 Records 1 View

| Cancel |

| Account: Shorthand Code:
| I | Select |IENIEY
WBS: Functional Area: Treasury Sy
| I I
[Search |
Account Description

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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“WEBTA" gz

Employee Main Menu = LTP Donations = LTP Donation =

Select Account

Inbox [18] | Settings | Help | Log Out

| Account: Shorthand Code: Budget Period: Fund: Cost Center:

| I | Select |INIED RN I

WBS: Functional Area: Treasury Symbol: Acc ting Stati Description:
| I I []] I
[Search |
Account Description

SE_NRCS123456780 | Test DescriptionD :

1-1 of 1 Records 1 View
| Cancel |

Slide notes
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.:I ™
* WEBTA ﬁmﬁ Inbox [18] | Settings | Help | Log Out

Employee Main Menu = LTF Donations =

Add LTP Donation
Items marked with an asterisi are required.
*LTP Account: 2015 VTP R niai e D o
* Position: | Analyst
* Grade: |11
* Step: |4
* Leave Type: Annual Leave
* Amount: 500

* Pay Period: | 12- 2015 Jun 14, 2015 - Jun 27,2015 * |Z|
Account: SE_NRCS12345678D (Test DescriptionD)
Donation Limit Waiver: [
Remarks:

Status: Unsaved
Total Hours Needed: 0:00

* Restoration Preference: |Restore to Current Leave Year [+

Unused Leave can be donated to another recipient after it is restored.

| Save | | Cancel

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 33 - Slide 33

Employee Main Menu = LTP

Add LTP Donation

ltems marked with an asteride are

*LTP Account:

* Restoration Preference

Save | | Cancel

“"WEBTA gz

* Position:

* Grade:

* Step:

* Leave Type:

* Amount:

* Pay Period:
Account:

Donation Limit Waiver:
Remarks:

Status:

Total Hours Needed:

Inbox [18] | Settings | Help | Log Out

Donations =

required.

MP.NERNRIEE Search LTP Account

Analyst

"

4

Annual Leave
§:00

12- 2015 @ Jun 14,2015 - Jun 27, 2015 |Z|

SE_MNRCS123456780 (Test DescriptiorD)
L]

Unsaved
0:00

: | Restore to Current Leave Year |« |

Unused Leave can be donated to another recipient after it is restored.

Slide notes
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Slide 34 - Slide 34

[ 1 1] ™
* WEBTA ﬁmﬁ Inbox [18] | Settings | Help | Log Out

Employee Main Menu = LTF Donations =

Add LTP Donation
Items mated with an asterishe are required.
*LTP Account: 2015 VTP R niai e D o
* Position: | Analyst
* Grade: |11
* Step: |4
* Leave Type: Annual Leave
* Amount: 500

* Pay Period: | 12- 2015 Jun 14, 2015 - Jun 27,2015 * |Z|

Account: SE_NRCS12345678D (Test DescriptionD)
Donation Limit Waiver: [
Remarks:
Status: Unsaved
Total Hours Needed: 0:00

* Restoration Preference: |Restore to Current Leave Year :l

Unused Laave can be donatec M ERENSNE ) N ar
Restore to Mext Leave

| Save | | Cancel

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 35 - Slide 35

“"WEBTA gz

Inbox [18] | Settings | Help | Log Out

Employee Main Menu = LTF Donations =

Add LTP Donation
Items mated with an asterishe are required.
¥ LTP Account: 2015 VLTP [ ENE R
* Position: | Analyst
* Grade: |11
* Step: |4
* Leave Type: Annual Leave
* Amount: 500

* Pay Period: | 12- 2015 Jun 14, 2015 - Jun 27,2015 * |Z|

Account: SE_NRCS12345678D (Test DescriptionD)

Donation Limit Waiver: [
Remarks:

Status: Unsaved
Total Hours Needed: 0:00

* Restoration Preference: |Restore to Current Leave Year :l

Unused Leave can be donatec

| Save | | Cancel

Slide notes
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Slide 36 - Slide 36

[ 1 1] ™
* WEBTA ﬁmﬁ Inbox [18] | Settings | Help | Log Out

Employee Main Menu = LTF Donations =

Add LTP Donation
Items mated with an asterishe are required.
*LTP Account: 2015 VTP R niai e D o
* Position: | Analyst
* Grade: |11
* Step: |4
* Leave Type: Annual Leave
* Amount: 500

* Pay Period: | 12- 2015 Jun 14, 2015 - Jun 27,2015 * |Z|
Account: SE_NRCS12345678D (Test DescriptionD)
Donation Limit Waiver: [
Remarks:
Status: Unsaved
Total Hours Needed: 0:00
* Restoration Preference: |Restore to Current Leave Year [+

Unused Leave can be donated to another recipient after it is restored.

| Save | | Cancel

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 37 - Slide 37

Add LTP Donation

| Cancel

“"WEBTA" gz

Employee Main Menu = LTF Donations =

* Position:

* Grade:

* Step:

* Leave Type:
* Amount:

* Pay Period:

Account:

Donation Limit Waiver:
Remarks:

Status:

Total Hours Needed:

* Hestoration Preference:

Inbox [18] | Settings | Help | Log Out

Items maned with an asterish® are required.

*LTP Account:

EIGERURISN Search LTP Account

Analyst

"

4

Annual Leave
§:00

12- 2015 @ Jun 14,2015 - Jun 27, 2015 |Z|

SE_MNRCS123456780 (Test DescriptiorD)
L]

Unsaved
0:00

Restore to Current Leave Year [+ |

Unused Leave can be donated to another recipient after it is restored.

Slide notes
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Slide 38 - Slide 38

.:I ™
* WEBTA ﬁmﬁ Inbox [19] | Settings | Help | Log Out

Employee Main Menu = LTF Donations =

Edit LTP Donation

| §Donatiun has heen saved and submitted for approval.

Items= maned with an asterise are required

*LTP Account: 2015 VUTH RN LR

* Position: |Analyst
* Grade: |11
* Step: |4

* Leave Type: Annual Leave [k fa N RG0 e 10

* Amount: |3:00

* Pay Period: |12- 2015 Jun 14, 2015 - Jun 27,2015 * |Z|
Account: SE_NRCS123456780 (Test DescriptionD)
Donation Limit Waiver: []
Remarks:
Status: Submitted
Total Hours Needed: 0:00
* Restoration Preference: | Restore to Current Leave YearE

Unused Leave can be donated to another recipient after it is restored.

Save Delete Cancel |

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 39 - Slide 39

Edit LTP Donation

“"WEBTA gz

Employee Main Menu >>

Inbox [19] | Settings | Help | Log Out

| §Donatiun has heen saved and submitted for approval.

Save | | Delete | |

* Position:

* Grade:

* Step:

* Leave Type:
* Amount:

* Pay Period:

Account:

Donation Limit Waiver:
Remarks:

Status:

Total Hours Needed:

¥ Restoration Preference:

Items= maned with an asterise are required

* LTP Account:

PIERNNIEE Search LTP Account

Analyst

"

4

Annual Leave
g.00

12-2015: Jun 14,2015 - Jun 27, 2015 ™ |Z|

SE_NRC512345678D (Test DescriptionD)
O

Submitted
0:00
Restore to Current Leave YearE

Unused Leave can be donated to another recipient after it is restored.

Cancel

Slide notes
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Slide 40 - Slide 40

.:I ™
* WEBTA ﬁmﬁ Inbox [19] | Settings | Help | Log Out

Employee Main Menu =

LTP Donations

LTP Donations
LTP Account Account Leave

v e e e Amount Pay Period Status  Delete
2018 VLTP WLTR Annual Leave | 8.0 2015-12: 06/14£2015 - OB/A27/2015 Submitted
1-1 oi 1 Records 1 wiew [25] [50] [100]
_ Add Donation

Cancel

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 41 - Slide 41

.:I ™
* WEBTA Emﬁl Inbox [19] | Settings | Help | Log Out

Employee Main Menu =

LTP Donations

LTP Donations
LTP Account Account Leave

v e e e Amount Pay Period Status  Delete
2015 WLTP YLTP Annual Leave | 8.0 2015-12: 0BA14/2015 - 06/27/2015 Submitted
1-1 oi 1 Records 1 wiew [25] [50] [100]

Add Donation

Cancel |

Slide notes
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Slide 42 - Slide 42

Time
Timeshest
Timesheet Sumrmary
Processed Timesheets
Leave Requests
Prermium Pay Regquests
Dollar Transaction Regquests
Leave Balances

Schedule

Reports

Telework Requests

Telewark Agreements

COF Events

“WEBTA" gz

Inbox [19] | Settings | Help | Log Out

Employee Main Menu

Repaorts

Telework

Continuation of Pay (COF)

Accounting

Accounts

Schedule
Schedule Assignment
Shifts

Schedule Ternplates

Messages
Send Message To Timekeeper

Send Message To Superisor

Leave Transfer Program

Leave Donations

Emergency Contacts

My Contacts

Slide notes
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Slide 43 - Finish

Select the Finish button.

Slide notes
You have completed this lesson. To continue, select the Finish button.
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