WebTA Quarters Instructions:

Timekeeper Main Menu – Part One
Step 1

Click “Select” next to wording “Select Employee”
Step 2

Click on T&A Profile

Step 3  
Scroll down to the “Retain Data” field

T&A Profile

	Miscellaneous  

	  Oath Of Office  

	
	  Final Report  
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	  On Hold  
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	  Retain Data  
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TC’s and Accounts



	
	In the Retain Data Field, Select: TCs and Accounts. T&A can have all commonly used Transaction Codes(TCs) and accounts—employee will only enter # of hours each pay period.

	
	CLICK “SAVE”


Timekeeper Main Menu – Part Two
Step 1

Click “Select” next to wording “Select Employee”

Step 2
Click on the small circle next to the employee’s name, then click “Edit T&A” 

Step 3
Under “Work Time” section, Click “New”. 

Select Transaction Code 91- Quarters Deduction from drop down menu.
Step 4

Accounting code should be stored; if not select an account from the dropdown menu, 
i.e. 9891112989.   Click Save.
Step 5

Do not put any hours for quarters deduction; they are not needed.  
See email message below where errors occurred using Quarters Deduction.  

DO NOT USE DOLLAR TRANSACTION FIELD!
****************************************************************************************

From: Ponte, Terri 
Sent: Monday, August 24, 2009 3:02 PM
To: ARS-Area Personnel Assistants-All; 'Jackson, Elizabeth'; White, Kathi; Fortson, Irene; 'Madden, Denise'; Dallara, Maria; Dyson, Carolyn; Labega, Adrienne; Boco, Stacey; 'Gore, Sue'
Cc: OHare, Laura; Harvey, Monetta; Nykiel, Ted; ARS-Area Budget Fiscal Officers-All; Boyd, Michelyn
Subject: Quarters Instructions for WebTA - PLEASE FORWARD TO TIMEKEEPERS

We are still receiving complaints that Quarters Deductions are being taken twice.  It is the same problems that I addressed in a previous email.  The data in the Dollar Transaction Box at the bottom of the T&A must be deleted!  If the accounting code for quarters deductions is still showing in that box, and the employee also has a line on the Work Time section for Quarters Deduction, it causes a double deduction.   Quarters Deductions should only appear in the Work Time section.  

___________________________________________________________________________ 

Due to several instances of Quarters Deductions being deducted twice on recent T&As, I have updated the instructions for Quarters Deductions in WebTA.  

On the employee’s T&A, under Work Time, click on “NEW”, and select code 91 Quarters Deductions.  

Select the correct accounting code for the Quarters Deduction.  Click “Save”.  

Do not input any hours for quarters deductions.  They are not needed.

Do not use the Dollars Transaction Box for quarters deductions.  

Delete all data from the Dollar Transaction Box from the T&A. 

Thanks.  

Terri Ponte
HR Specialist (Compensation)
Pay, Leave and Records Staff
301-504-1474
301-504-1493
*terri.ponte@ars.usda.gov
http://www.afm.ars.usda.gov/hrd/payleave/index.htm
 

_1298873404.unknown

_1298873405.unknown

_1298873400.unknown

