USCG
Coding Remote Work
in webTA

Human Resources Directorate



Objective

Understand how to code remote work in webTA for

» General Schedule (GS) Employee
» With Default Schedule (pages 3 — 8)
» Without a Default Schedule (pages 9 — 12)
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Coding of Remote Work on the Timecard

Employees using a set Default Schedule

« On the Employee Main menu page, click Default Schedule

FProduction {webTA 3.8.35) Help Logout

Employee Main Menu

QTR0 1 cove ond promium Pay Requests |
View Previously Certified T&A Summaries

webTA Reporis
EWLEEE Al Send Task to Your Timekeeper
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Coding of Remote Work on the Timecard

* On the Default Schedule page, Click New
Production {webTa 3.8.33)
T&A Data : Default Schedule
Name: Lioe, Jana P=y Pericd: 21:0ct 9, 2022 to Oct 22, 2022
Time Card Type: Regular Lezve Year: 2022
. :Dﬂ: . Oct
Transaction!PfxiSfxiAccount 2::‘10111213141} Wk 1 wh 2 |Tatal
Work Time
‘ m (Mo work Time transactions) |
paiyTotal T T T T [ [T ] |

Update || Save/Return || Cancel
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Coding of Remote Work on the Timecard

At the Transaction Code box, click the arrow, then scroll
down and click Remote Work Regular Time. Save

Production {webTA 3.8.35) Help Logout

New Work Time Activity

LI L te R Sl | 01 - Remote Work Regular Time v|
51 - Separate Maintenance Allowance Taxable =«
41 - LEAP AVAILABLE

m 26 - OT 08 w NDiff Cov19 waiv FEMA
01 - ARPA Emergency Pd Lv
01 - ARPA Emergency Pd Lv Shft 1 |
01 - ARPA Emergency Pd Lv Shft 2
01 - ARPA Emergency Pd Lv Shft 3
= 11 - ARPA Emergency Pd Lv Night Dif
?‘ KRONOS ‘ 01 - Remote Work Regular Time
04 - Rm Wk Sunday Differential
05 - Rm Wk Sun Diff with Night Diff
11 - Rm Wk Night Differential
19 - Rm Wk OT Ovrd hrs On Any Day
21 - Rm Wk OT w40 Hrs Work
25 - Rm Wk OTv40 wiNight Diff
31 - Rm Wk Holiday Worked
32 - Rm Wk Comp Time Wk Religious
32 - Rm Wk Comp Time Worked
35 - Rm Wk Union Contract Neg

Coding Remote Work in webTA




Coding of Remote Work on the Timecard

 Add work schedule hours and click Save

Help Logout

Produczion [webTa 3.5.35)

T&A Data : Default Schedule

Mama: Doe Jane Pay Parisg: 21 : Det 9, 023 to Ot 22, 2022
Time Card Type: Regulas Lasve Vear: 2022
C o leeden 5 10 1 12 | 13 14 15 16 | 17 B | 19 | 2 22
e i i 5 M T woioT F 5 |wki| s W T | w T F 5 |wk2| Toal
Work Time
- ((NFC | i
B0 cemote work ! 'Stored | BepD | 8:00 | 800 | 0D | 8:00 4000 8:00 | 8:00 | B:00 | B:00 © B8:00 | 40:00(80:00
m Fagular Tima | Y t] | 1
| Hew] Wark Time Total | {omDd | 800§ Bi00 | DD | 8:00 | E| W00 B0 | Bi00 | @00 | 800 |40:00] 8000
Daily Total | | Ex00 | 8:00 | B:00 | E:D0 : 8:00 [a0:00] [ 8:00 | B:00 | En00 | 8:00 | B:00 | [a0:00] 20=00]

| Update || Save/Return || Cancel |
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Coding of Remote Work on the Timecard

« On the Employee Main menu page, click T&A Data

Froduction {webTA 3.8.35) Help Logout

Employee Main Menu

-
S vicw oA sy
QESEEERA «cove onc promium vy Roquests
RELEATR vicw Proviousty Certifiod TaA Summaris |
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Coding of Remote Work on the Timecard

« Finished: Review the hours on your timecard to ensure everything
is correct, then save until it is time to validate.

* Remote Work-Regular Time will auto-populate on all future
timecards.

Production (webTA 3.8.35)

Help Logout

T&A Data
Hame: ToE, Jane Fay Period: 21 : Oct 9, 2022 to Oct 22, 2022
Time Card Type: Regular Lezve Yaar: 2022
Oct Oct
. s ! ow | o1 i 12 ! 13 | 14 ! 15 FE-T A T T - D - S )
|T'““53°“°r e s s s owm v b w i F s wkrl s w7 b w i Tl s wka| ol
Work Time
IEDremore work Regular MFE ] @00 oS00 | 800 | B0 | 800 40:00) g:00 | ®mo0 | 800 | 800 | 8:00 40:00(20:00
m'ﬁme Account)
| Mew, Weork Time Total | | B0 [ B:00 | Bi00 | B:00 | 800 | [40:00] | BiD0 | Bi00 | B:00 | 800 | B:00 [0:00]80:00
Leave and Other Time
m (Mo Leave and Other Time transactions) |
Daily Total | | B0 ! B:00 ; B:0D | B:00 | B:00 ¢ [a0:00] | B:00 ; B:D0 ; B:00 | B:00  B:00 ¢ [20:00]B0:00]
Dollar Transactions Remarl:5|
[Transaction[Account Description]Dollar Ame]
{No Dellar Transactions)
= Total|

Update || Save/Return || Validate || Cancel
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Coding of Remote Work on the Timecard

Employees without a set Default Schedule

« On the Employee Main menu page, click T&A Data

Production (webTA 3.8.35) Help Logout

Employee Main Menu

=
EEEE N Lcove ona premium Py Requests |
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Coding of Remote Work on the Timecard

« Under Work Time: Click New

Froduction (webTa 3.8.33)

Help  Logout
T&A Data
Wama: Dioe Jane Fay Parec! 21 :Oct 9, 2022 to Oct 22, 2022
Tene Card Typai| FRegular Leawd Vaar 2022

Oz

9 [10caaiziazadlis 16li7}1Bj % 20i21i22
gt D s 1= ==
Transsction: M5 ,.,.:.!,.r‘.S_M TWi T FiS|wWklSIMIT W T F: & wk2Tom

Work Time
|E Mo Wwork Tima [rarEaoions |

Leave and Other Time

| Hew] (Mo Lesve and Other Time transacions) |
Daily Tokal T | ]

Dollar Transactions |Remarks

Traniackion| Accsurd Description|Dellar Aant)

[No Dollsr Trarsactions)

m= Total

Update || Save/Rewm || Validate | Cancel
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Coding of Remote Work on the Timecard

e At the Transaction Code box, click the arrow, then scroll down and
click Remote Work code needed. Save
* Repeat for each Remote Code necessary

Production (webTA 3.8.35) Help Logout

New Work Time Activity

| 01 - Remote Work Regular Time V|
- Separate Maintenance Allowance Taxable =
- LEAP AVAILABLE
41 - LEAP WORKED
- OT 08 w NDiff Cov19 waiv FEMA
-ARPA Emergency Pd Lv
01 - ARPA Emergency Pd Lv Shft 1 |
01 - ARPA Emergency Pd Lv Shft 2
01 - ARPA Emergency Pd Lv Shft 3
11 - ARPA Emergency Pd Lv Night Dif
¢ KRONOS
04 - Rm Wk Sunday Differential
05 - Rm Wk Sun Diff with Night Diff
11 - Rm Wk Night Differential
19 - Rm Wk OT Ovr8 hrs On Any Day
q 21 - Rm Wk OT v40 Hrs Work
25 - Rm Wk OTwv40 w/Night Diff

31 - Rm Wk Holiday Worked
32 - Rm Wk Comp Time Wk Religious

Al
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Coding of Remote Work on the Timecard

» Scheduled hours must be placed on the timecard each pay period,
 Employee should save the timecard and ensure the hours are
correct before validating.

Praduction [webTA 3.8.35]

ame: Doe, [ane - By Beroo 21 : Oct 0, 2022 to Oct 22, 2022
Tira Card Type: Regular Laave Year 2022
Sranus: Mot Validated
Teme In Bay: D00 Cther Time: 0:00 Dollar Transacions: $0.00 .
o o Qe Oct |
. e ics. ] 910 11j12{13714{15 16{17i18{19j20j21;22
Tranzactien _P-}. s.&zﬂ.:::..r.: SIMITWITIFIS|wklSiMITiWiTIFis|wk2|Toral
Work Time
Remate Work Regular Time; i B:8:8;:8:8; 20 BB 888, 40 | B0
Rrm Wi OT w40 Hrs Work | [NFC Stored Account) EXN i 3 i I 4| 7
Fm Wk Comp Time Worked: | [ j2:i1; 3 : ; : 3
Work Time Total | ' 8/11 8109 [45] '8 g2 8!8; | 44|50

Leave and Other Time
(Mo Leave and Other Time transactions)

Daily Total | Bi11 810 9; [45| 8 sji2e .8 |42 |90]
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