 SEQ CHAPTER \h \r 1
Completing T&A’s For Employees With Number of Days                 Worked Limitations and Intermittent Employees

1. 
In the webTA T&A Profile screen, select one of the following: FT Temp < 90 days, FT Temp >= 90 days, PT Temp < 90 days, PT Temp >= 90 days or Intermittent
2. 
Prepare the T&A as normal in the Edit T&A Screen except you will need to go into the Remarks section (near bottom of T&A) and show the total number of days the employee has worked.  Subtract that number from the maximum number of allowable days. 
i.e. 180 days – 10 days worked = 170 days remaining.
3. 
Count as one day in pay status any day for which pay is received, regardless of the number of hours worked.  Paid leave days and holidays also count as days worked.  Credit hours worked on non-work day will be counted as a day worked.
4. 
Extreme care must be exercised to ensure employees do not exceed their appointment limitations.  Employee will only be paid if there is at least 1 day left on appointment at start of pay period. 

