webTA tips and information:

Override EmpowHR Supervisor Assignment: 
Timekeeper, Master Timekeeper and HR Administrator can Check box to override.  Override field is located in Employee Profile under Settings
Only Master Timekeeper and HR Administrator can change Supervisor’s name located in Employee Profile
Supervisor must be coded as 2 or 4 in EmpowHR
HR Admin should run Override Report to monitor.  
To change Supervisor in EmpowHR contact BSC

Flags:
Only HR Admin role can check boxes for Military leave, negative annual or sick leave balances, negative religious comp.  Flags are located in Timesheet Profile
Notify HR Admin when flag should be unchecked? 
Home leave does not require flag but does required Home Leave Computation date, home leave category and home leave end date.  P&P 402.6 has information on home leave or contact Michelyn Boyd with questions.
FMLA – does not require flag but like Home Leave does require start date. Select FMLA or FMLA Military and Start Date.  All roles can invoke FMLA: employee, timekeeper, supervisor, HR Admin.
Timekeepers cannot add new employees. Only HR Admin role can add in emergency, remember new employees are uploaded via the bidirectional feed after BSC processes personnel action.  BSC must process personnel action or employee will not be paid even if employee manually added.  Submit actions early!!
Takeover- see instructions; Final T&A’s – see instructions

Retain data: located in Timesheet Details Field
Select Employee, Click Timesheet Profile or Employee Profile, then Timesheet Details, Change Retain Data Type to: Entries Only – No Time

Timekeeper Delegates will rollover – we think…

26 pay periods of T&A data will rollover

Michelyn will have access to old data for emergencies; eventually all T&A Summary data will be moved to Insight (no timeframe yet)

Telework codes: 
01-RegTime – Telework- Routine (for all Core telework)
01-RegTime – Telework – Situational (for all Situational/Ad Hoc telework)

Master Schedule or Telework agreement can be submitted after PP 21 implementation.

PP 21 week 1 and week 2 can be updated next week. Link emailed by November 1st.  T&A’s should be done by November 2nd

Remind employees now:
Go to Axon for reference sheets and instructions, PDF aglearn trainings
[bookmark: _GoBack]Questions from employees should be directed to you as Timekeepers/AO’s/HR Liaisons (webTA HR Administrators); then you can contact Pay and Leave Staff if you don’t know the answer.

Timekeeper role
Takeover new employees
Can override empowHR supervisor in webTA
Add Permanent or Temporary Schedules for Employees
Can Submit Dollar Transactions / Leave requests for employees
Can Document the start of FMLA

Master Timekeeper role
Add Permanent or Temporary Schedules for Employees
Can Change Supervisor and Timekeeper assignments
Can override empowHR supervisor in webTA
Can Document the start of FMLA

HR Admin Role
Can add new employees
Can override empowHR supervisor in webTA
Can Change Supervisor and Timekeeper assignments
Can Document the start of FMLA
Can check Flags in Employee Profile: Military, advanced leave, religious comp, set Home Leave start date
