
How to Avoid T&A Errors 


(Timekeeper Checklist-Revised 04/13/11)

A)
Miscellaneous, but Very Important Leave Error Pitfalls
1. Be aware of annual leave accrual rate changes at the 3 and 15 year service milestones.  The accruals change the next full pay period following the pay period in which the milestone date occurs, (only exception to this is if the milestone date is the first Sunday of the pay period.)  These changes will occur automatically with the bi-directional function.  If you have questions about the SCD, contact your location administrative office or the Pay and Leave Section, HRD.  DO NOT check the override for Leave Category or Leave Ceiling as this will cause errors. 
2. Corrected T&A’s.  Do corrected T&A’s when there is a difference in pay, e.g., when time was charged to non-pay LWOP instead of paid annual leave, etc. or if there are discrepancies in what was originally entered in the T&A.  WebTA will automatically update the employee’s current leave balances.  (NOTE: Corrected T&A’s occasionally may not process in the same pay period in which they are transmitted.  If the employee needs to use the leave right away, it is best to do a leave audit and forward to your Area office or the Pay and Leave staff for TINQ’ing (instant update to the NFC database).
3. Leave Transfer donations are automatically taken from the donor once approved by HRD and automatically added by webTA to the recipients leave.  Recredit of unused donated leave (called “Restored” in webTA) is automatically added back into the donor’s leave ending balance.  Check the T&A Summary!
4. Please submit SF-52's (Personnel Actions) in a timely manner for changes in tours of duty (more than three pay periods), extended LWOP, resignations, etc.)  Do not change the tour of duty on your T&A profile until the SF-52 has been processed.
5. For Wage Grade employees, every transaction code (except LWOP, AWOL and Suspension) must have a suffix code.
B)       Enter on Duty (EOD) Pitfalls
1. In the T&A Profile, under Status change Type: select Start for new employees. Under Status Change Day: select starting day.  Examples:  If the EOD is the first day of the pay period use Week 1, Sunday, if it is the Monday of the second week, use Week 2, Monday.  The EOD should always be the same as the EOD on the 52.  Also check “oath of office” box for new employees.
2. When determining leave accruals for the first pay period:  Determine if the new employee is in employed status (not necessarily working) for their entire tour of duty.  If they are employed for their entire tour of duty, they accrue leave for that pay period.  If they were not in pay status for the entire pay period (e.g., 80 hours of LWOP or AWOP, etc.) they would not accrue leave that pay period.  Examples are as follows:

A full-time or part-time employee’s EOD is the beginning of a pay period, but employee does not begin work until the second week.  Leave would not be accrued.  LWOP would be accrued for the hours not worked the first week of the pay period. 
A full-time or part-time employee’s EOD is the Monday of the second week, no leave would be accrued.

A full-time or part-time employee’s EOD is after their tour of duty begins in that pay period.  The employee would not accrue leave.  This would even be the case if they worked the full number of hours in their tour of duty (like working on a non tour of duty day, or working extra hours for part-timers to make up the hours).

If it is determined that the employee should not accrue leave their first pay period, timekeeper must go to the leave account and remove the annual and sick leave accruals and Save.  Accruals will automatically resume in the next pay period.

3.         Code all employees “Maxiflex” for the Alternative Schedule in the T&A Profile, so NFC will recognize credit leave earned and used.  If not coded as Maxiflex, the option to earn or use credit hours will not be available.  
4          Use the correct social security number for the employees.  SSN is entered in the  

            Employee Profile.  Corrections to SSN’s can only be made by Area

            Personnel Assistants or the Pay and Leave Staff.  User ID’s are last name, first 

            initial, last four of SSN in reverse.  Changes to Last Name and User ID’s can be

            done by timekeeper, once the SF52 for Name Change has been processed.
5.         Use correct accounting code.  Every new employee must have accounting code

            added as a separate step in the Accounting Table – see instructions on the Pay and

            Leave website.  For new employees, use “stored accounting” option. 
            If the employee will be paid from multiple accounting codes, they must be entered
on each line, each pay period.  Make sure you have selected “Manual               Accounting” in the Accounting section of the T&A Profile.

6.
For limited day (L/A) and intermittent appointments timekeepers should select in T&A Profile screen,  FT or PT Temp < 90 days, FT or PT Temp >= 90 days, or Intermittent.  Timekeeper should check SF-52 or HRD Personnel Assistant to find out if it is a limited day appointment.  The bi-directional feed changes the T&A profile from both of these to just part time or just full time.  The > or < is wiped out. 
7.         Prior Job Leave Balances – Prior leave balances should not be entered into webTA.  Once HR receives the 1150 (has the leave balances from prior service) the employee’s leave balances will automatically be uploaded into webTA.  
8.         Check temporary appointments to see if their “Not-to-Exceed date” is less than 

            90 calendar days.  If less than 90 days, the employee will only earn sick leave, not 

annual leave.  Any temporary appointment over 90 days accrues leave without restriction.  NFC will adjust leave so it will stay in balance even though the bi-dir changes the schedule on the profile.  If a less than 90 day appointment is extended, leave must be credited from the beginning of the appointment.  This requires an audit to be sent to have the leave balance TINQed.  
9.         Intermittent employees do not accrue leave.  Any hours worked beyond 8 in a   day must be paid as overtime.
C)         Final T&A Pitfalls
1.  
Make sure a termination SF-52, Notification of Personnel Action, has been submitted to Headquarters (HRD) in time to be sent to NFC before the action is to take place. 

3.  In the T&A Profile, under Status change Type: select End. Under Status Change Day: select end day.  Examples:  If an employee resigns on Friday of the first week, use Week 1, Friday, if they resign on the Friday of the second week, use Week 2, Friday.  The end date should always be the same as the end date on the 52.  Also check “final report” on the T&A Profile.  DO NOT change the schedule in the employee’s final pay period.  There is no reason to change the schedule on the T&A profile if the final T&A is completed correctly.
2.  An AD-581 (Lump Sum Payment Form) needs to be done on all separating employees.  If there is a leave discrepancy, a leave audit needs to be done also.  (If an AD-581 is not processed, the person cannot be taken off the active employee roster.)

D)
Compensatory Time Pitfalls

1.
Correctly code Compensatory time (Regular Compensatory time - Code 32 to 

             earn, Code 64 to use).  Do not code it as religious if it is not religious. (Religious   



 comp – to earn 32-comp earned/religious, to use 60-comp used/religious).  You  cannot be advanced regular comp time.  You can be advanced religious comp time and then repay it.  Repayment should be made within 3 pay periods.

2.
Make sure employees use compensatory time within 26 pay periods from   

which it is earned.  NFC drops the comp hours after 26 PPs (see T&A Summary page).  An AD-581 Lump Sum Form must be submitted to HRD so that the employee will receive payment at the overtime rate (based on the salary rate at the time it was earned) for the unused comp time hours.   

3. Compensatory Time Off for Travel – Correctly code the time earned

 (32 – comp time/travel earned) and used (64 – comp time/travel used).  Leave earned must be used within 26 pay periods.  If it is not used, it will be dropped by NFC and forfeited.  (See T&A Summary page). 

E)        Part-time Employee Pitfalls 

1.   Bring part-time carryover hours forward when a student goes from part-time to full-time and then back to part-time.  These hours are tracked in the Employee Leave Account.   (NFC carries the part-time carryover hours, if they are not re-entered in webTA, there will be errors in leave accruals.)

2.   Make sure part-time tour of duty matches hours worked.  (If tour of duty is 40 hours per pay period, then the T&A must show at least 40 hours -- including hours worked and leave or LWOP.)  When changing hours (for more than 3 PPs), an SF-52 must be completed and sent to HRD, the Tour of Duty hours will automatically be changed in the T&A Profile once the action has been processed by HR.       
3.         Since part-time employees earn leave based on number of hours worked,     

            LWOP/AWOL does not affect their leave accruals as it does for full time 
            employees.
F)          Advanced Leave Pitfalls

1. Advancing more leave than is legal will cause an error.  For annual leave, only the amount that will be earned in the remainder of a leave year can be advanced.  For example, an employee in the 4 hour annual leave category in pay period 14 can only have a balance of 48 hours of advanced leave, since that is all he/she can accrue through the remainder of the leave year to get back to zero balance.  See Advanced Annual Leave Chart at the following web site:  http://www.afm.ars.usda.gov/hrd/payleave/advanced.htm 
            If you advance more than is available, it will be charged to LWOP, and this will    

            cause a leave and pay error.  

2. No more than 30 days (240 hours) of Sick Leave can be advanced at any time.

G)        LWOP and AWOL Pitfalls

1. 80 hours of LWOP or AWOL --  when a full-time employee reaches 80 hours of leave without pay (LWOP) or increments of 80 (e.g., 160, 240, 320, etc.) in a pay period, they do not accrue annual or sick leave for that pay period.

H)        The Bidirectional Feed & Leave Audits
What is the bidirectional feed?  Essentially what this means is that the data in the NFC system will overwrite the WebTA system data each pay period with regard to leave balances, Service Computation Dates, pay plans, schedules, etc.  Overwrite changes will be documented on the employee’s T&A Summary page.        
Below are some of the common leave errors that employees & timekeepers should look for before sending in a leave audit.  More often than not, the NFC updates are correct.  

1)   If regular comp time has expired it will drop from the T&A, it must be paid out.  The timekeeper will need to initiate the AD-581 to get the employee paid for those hours. 

2)   If comp travel expired, it will also be automatically removed and is forfeited, the same is true for a time-off award.  

3)   If an employee did try to use comp time, comp travel, or a time-off award that had expired, it was taken from annual leave (or the employee could have been given LWOP).  

4)
Credit hours may be earned and used in the same pay period; however they cannot be used before they are earned. For example, they may be earned at the beginning of a day and used later in the same day.  If an employee tries to use credit hours before they have been earned, the hours will be taken from their annual leave and the earned credit hours will become available in the next pay period.

5)   Changes in schedules (more than 3 pay periods) must be documented on an SF-52 and submitted to HR.  Once the 52 has been processed the schedule will automatically update in webTA.  

6)   SCD’s changes in webTA indicate the employee had previous service, a break in service or more than 6 mos of LWOP.  

7)   Was there sick leave from a previous appointment in webTA that was not added back in by HR?  If so, contact HR Assistant.  

8)   Did the employee try to earn too much comp time (over the biweekly pay limit)--NFC would reduce the amount earned.   Usually affects GS 14’s and GS 15’s.  Check Biweekly pay limit chart on Pay and Leave website.  E&L statements will indicate this in the box at the bottom of the statement.
9)
Employees, Timekeepers and supervisors should be looking at T&A Summaries!!  
Leave Audits: Download to PDF and print audit from webTA (usually only need current year) and fax to Area office or Pay and Leave Staff.  Audit should include timekeeper contact information and supervisor’s signature and date. Timekeepers can also include any remarks that would be helpful in the review of the leave audit(s)

I)        Reactivating Employees in webTA 
Remember to change the employee’s accounting code and contact point number, remove all leave balances from previous appointment. 
***************************************************************

Go to the Account Table and assign the new accounting code to the employee.  
Click on the T&A Profile, change the Contact Point number and check the “new contact point” box; then scroll down to the Accounting block and select the “Stored Account” option and the new accounting code from the drop down menu.  (If using multiple accounting codes select “Manual Account Entry”.)  
Remove all leave balances from the leave account, click Save.
I)        Taking Over Employees in webTA
Remember to change the employee’s accounting code and contact point number. 
***************************************************************

Go to the Account Table and assign the new accounting code to the employee.  
Click on the T&A Profile , change the Contact Point number and check the “new contact point” box; then scroll down to the Accounting block and select the “Stored Account” option and the new accounting code from the drop down menu.  (If using multiple accounting codes select “Manual Account Entry”.)  
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