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Access

You must be an NRCS employee with an eAuthentication account to access WebTCAS.

1.

Using Internet Explorer, go to the WebTCAS site
http://webtcas.nrcs.usda.gov/webtcas

Click Login.

Login using your eAuthentication ID and password, Employee Main Menu will
display.

System notes display on login page.

Browser Setup

WebTCAS is an internal application. It is designed to run using Internet Explorer.

To set browser General options

1.
2.

3
4.
5

6.

Click Tools.

Click Internet Options.

Select the General tab.

Click Settings (Temporary Internet Files).

'‘Check for newer versions of stored pages' should be set to one of the following:
e« Automatically
e Every visit to page

Click OK.

To set browser JavaScript and Cookies options

1.

2.
3.
4

Click Tools.

Click Internet Options.

Select the Security tab.

Enable JavaScript.
e Click Internet icon on Security tab
e Click Custom Level button.
e Scroll to Scripting>Active Scripting

¢ Click the radio button preceding Enable, if not already checked
e Click OK

Allow cookies from this website.
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Click Trusted Sites icon on Security tab
Click Sites button

Type in site address

Click Add

Click OK

6. Click OK to close Internet Options dialog.

To adjust browser print options

1. Set Internet Options to print background color (if desired)

Click Tools on the browser menu bar
Click Internet Options

Click Advanced button

Scroll to Printing

Click radio button preceding 'Print background colors and image’, if it is
not already checked

2. Set File/Print settings

Click File on the browser menu bar
Click Page Setup on the drop-down menu

Adjust Orientation and Margin settings as appropriate for the page
you want to print

e Print narrow pages on Portrait; wide on Landscape

e Use narrow margins to obtain more width for printing
Click Printer to change printer selection and preferences

e Select printer from list

e Click Preference button to access preference choices

e Make changes

e Click OK to close Page Setup Printer dialog

e Click OK to close Page Setup main dialog

Print Documentation

How to print Help topics

The online help system contains the most extensive information on using the WebTCAS
application. Any help topic can be printed.

1. Right-click on the page that is open in the right frame of the browser window.
2. Select Print.

Most of the application pages and help are designed for vertical (portrait)
printing and should not require special adjustments, such as setting the
printer for landscape printing. However, you can adjust the browsers for
landscape printing, if necessary.

(You can also print the comprehensive WebTCAS Help document that
contains most of the help topics.)
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How to view and print document files

Several documents are available from within the help system or from the WebTCAS
home page. Some Quick Reference guides have replaced by up-to-date help pages.
The Getting Started documents have been updated to provide new users and users in
new roles with handy overviews. (Users can also elect to print help topics not addressed
in the Getting Started documents.)

1. Click on the document name.
2. Right-click.

3. Select Print.

The documents below require either Microsoft Power Point or Adobe
Acrobat Reader.

General WebTCAS
. ebTCAS Introduction
. [BlwebTcAs Overview

o [lwebTCAS Help (comprehensive document of all help content)

e WebTCAS Program Descriptions (provides links to current and archive
program documents)

Employees
. mGettinq Started for Employees using WebTCAS

« POl coordinators List (identifies current POI Coordinators for all
locations)

Timekeepers
. L*JGettinq Started for Timekeepers using WebTCAS

Supervisors

o [dGetting Started for Supervisors using WebTCAS
Personnel Office Identifier (POI) Coordinators

« [dGetting Started for POI Coordinators using WebTCAS

WebTCAS Support

General WebTCAS Support

Support for WebTCAS is through a network of POI (Personnel Office Identifier)
Coordinators. Every State, Region, NHQ and Center/Institute has a designated POI
Coordinator.

All problems, questions and concerns related to WebTCAS should first be directed to
your assigned timekeeper or POl Coordinator. The POI Coordinator will then contact the
Helpdesk or WebTCAS Application Project Manager for any needed assistance.
The current POI Coordinator list can be found on the WebTCAS Home page.

e From the Login page, click on WebTCAS Home.
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e Under Quick Access, click on POI Coordinators List.

Broken Links

Due to the dynamic nature of the internet, links listed on WebTCAS may sometimes stop
working. In some cases the stoppage is temporary, and the link may begin working
again if tried later. If a problem persists, contact WebTCAS through your POI
Coordinator.

Log In Problems

If you are having problems logging into WebTCAS and other applications using your
eAuthentication account, visit the eAuthentication Help Page for assistance. You can
also contact the eAuthentication Help Desk at eAuthHelpDesk@usda.gov.
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Getting Started for Employees

Logging In

Using Internet Explorer, go to the WebTCAS site
http://webtcas.nrcs.usda.gov/webtcas

Click Login.

Login using your eAuthentication ID and
password, Employee Main Menu will display.

System notes display on login page.

WebTCASHome |  Help | Comtectus

Welcome to the NRCS Web Based Total Cost Accounting System
(WebTCAS)

| Login
» Pay Perlod 1 timesheats (an 08, 2006 . Jan 21, 2006) are
kTN available.
[T =N =T p—

BULD! 200601 26 106745 MST [wabbeas-20.76.5 4es] [ Domaint]

Using the Main Menu

Access options on main menu bar below banner
or from leftside menu (customized by your
WebTCAS user type).

System notes also display on main menu page.

Click Help or New to WebTCAS to access
online help and documentation.

USDA Urited States Deparment of Agrcsinss SNRCS, S -
S 'Natural Resources Conservation Service WebT m

Help | Logouw

Sexmion will gxper e in 3 minutos if not sctve

Employes Options
Bl Temeshest Cv 2008 PEOY (Draft)

Junes, Bob B - Main Menu

- bobjones@usda gov 1111234567
Frint o View Triestered

gt Profie Timekeeper. Smith, Jane E

Tk Backups: Johngon, Joan  Hames, Elizabeth R

“Vierer Mater Record

Enmyiyes Sumesey Firport

Py Period 1 (dan 08, 2006 - Jan 21, 2005) Today's Date: Febr 02, 2006

[ WeBTCAS System llstes |
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Setting Up Your Profile

The first time you use WebTCAS and before you do
anything else, set up your user profile. After that, you
only need to go to this screen to change your timesheet

set up.

o Click Update Profile on your Main Menu.

¢ Check your email address and phone number. If
this data is missing or incorrect, you must add or
correct the information using iCAMS /HRIS
(https://licams.usda.gov/).

e The My Default Page After Login is initially set to

your Main Menu.

If you prefer to start at your

Timesheet, click the down arrow and click
Timesheet.

e Check/Change Your Established Work Schedule

Review the Type of work schedule,
From/To hours, and Lunch in “Current
Work Schedule” section.

If you need to make changes, do so in the
“New Standard Work Schedule” section.

The “Copy Monday” button is very useful
for changing scheduled hours. First,
select your tour type. Then, type your
new Hours, From and To times and
Lunch minutes in the cells under the first
Monday. Finally, click Copy Monday to
copy those hours to the rest of the cells.

o Identify defaults for a new timesheet

Click the down arrow in the “County” box,
and click a county name.

Click the down arrow in the “Program”
box, and click a program code.

Click the down arrow in the “Activity” box,
and click an associated activity code.

Click the down arrow in the “Modifier”
box, and click an associated modifier if
applicable.

General Processing Information

Legin Filin My Extrn Hours A

gV - -
phovhinl, e Musin Menu Mo Detsl

Identify Timesheet Categories for a New Timeshest

Timesheet Categories for County Proge am Actity Modiies

| Cusrerly Selected Categories |
ey (U5 CTAGENAL - s bigd - NA DR -BAKER a0
OF-BAKER  » uscm{.um-cnv- gl - N, O - MALKELR
Con U5 LTAGENAL - Croey v - M, O - UNIDH
USEI:‘P-I:nuvIM NAOR - BAXER
~ Sebact Voo — h USEQIP - Crury
Acthty UIS-E0IP - Crry i - HA O - UIMION
USEQP - Crar ALY

24 LIS EGIP GEWE - Cnarw gl - NAD‘] BAKER
Modifier LIS E0IP-GEWE - Crsr bmpd - NA O - MALWEUR
WS E0IP-GSWE - Crsrv gl - NADH UNIDH b

Timaabest Categorion for Extra Hour s

w USLTAGERAL - Cnare kgl - M& O - BAKER

Current Sebections For Extra Hours

ot Eamed - US-LTAGENAL - Cnore bl - NA DR -RAKER
USEGIF - Crur I - A DR BAXER

168 et
1exdt Eamed - LIS-E0IP - Crare Impl - NA DR - MALHELIR

Sick Leave et i amed - LIS-E00P - Crun I - KA OF - UNII]N
1ol aerotd - U5 E0IF - Cri regi - NA DR WAL ~

Credt Used
e Leave - Federsl Hobdsy

ing Options | d by Timekeeper}

[Piease check sl that spgiy:
G Lige - Bamedits Al Progeanis (AN Poston Locaton Ares Cftos)

Supeninor perifcation requned betore iranmisson o WG

=JAdd only those program and activity
codes you use regularly. You can add an
occasionally-used code directly to the
timesheet for a specific pay period. If you find
you add the same code frequently, change
your defaults here.

= “No Default”, means you will have to
enter all extra hours on your timesheet. If you
regularly need to split extra hours between 2
or more categories, choose “No Default”.

=3 Program/Activity Codes, Leave/Extra
Hours, and Scheduled Tour changes go into
effect the next time you create a new
timesheet. All other changes take effect
immediately.
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e Click Add. (The program activity code
will appear in the box below Delete and
Add.)

¢ Repeat these steps as often as needed to
add multiple program/activity codes to
your timesheet.

e Click the down arrow in the “Categories
for Leave” box, and select the code you
want.

e Click Add. (Your choice will appear in
the box below Delete and Add.)

o Repeat these steps to add additional
leave codes to your timesheet.

e Likewise, complete the “Categories for
Extra Hours” box to add extra hours
codes to your timesheet.

e If you are on the Flexitour work schedule,
you can choose your Extra Hours default
using the down arrow in the “Fill-in my
Extra Hours as” box. Then, click the
category under which you are most likely
to record Credit Time worked.

e Click Save Profile on the toolbar to save Profile
changes and return to the Main Menu
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Editing Your Timesheet

Rstuanto MenMens | Losve Batsncs | NHote | Seve Oran | Sebmata T

Jomes, Bob B {000099) - Timesheet Vasrier )
[Pt Aty Moitos Courty [ Scrt | M | Fatl | Wi | thie ] F15 |6k [ 18] WIE | Tat? | Wid | Tid | P20 [sasi] PP

o Click Edit Timesheet (for the pay period being
processed) ricom e

US4 TAGEMBL Crsrs gl
R MALWELR

S TA-CENPL. Crorw gl S
o Lion

WS AP Croars bngs ik
CF BaHER:
LSO e gl A,

R MALMELR
UIS-EOM Crars g b,
o Lion

ww |7

e Record hours worked in
Program/Activity/Modifier/County.

S B Crary bt

CF WALLOWA,

S TP G G P
w

e For each day, type in the number of hours | E2z———:
spent working on the various program
activities listed. If you need to add a

code, click the in the section heading.
A window will appear from which you can e
select the code. . - T

Ctter Lewve - Fedrs Hobday 0 i
—

e Lewve (188.15) am

U5 LOHP GG Crary iopl
DR WALLOWR.

S SH0H Prog Mgt & St A,
CH . BARER
SR Crers b Pt

O MALHELR

| | |
| | |
| | |
| | |
| | |
| | |
| | |
| | | I
| | |
| | |
| | |
| | |
| | |
| | |

IR Coary it
R LWOH

Lewws Used Eabanes) nsms W [ TusD [wid | Bnaz | F13 [Sarne [Sunis| Mak | Tui? [ wis | Thia | P (s || ee

Leave Closk Hou s

[orse | |

e Record leave taken and clock hours in the Leave — P

Sections.

e On the days you took leave, type the
number of hours used in the appropriate
leave category. Right below that, also
enter the From/To clock hours. If you
need to add a category, or more From/To

lines, click the in the appropriate
section heading. A window will appear
from which you can select the category.

Your leave balance as of the beginning of the pay period | [smes==—— | :
is shown in parentheses for the common leave T
categories. [Example: Annual (262.00)].

[oroe [rrs0

Sunt | WS [ fus [wen | Bniz | #03 [Satd s ts] Mos | Tut? [ wis [Thid | P20 |san
s | o0 | om | em | em | e | =
from ~ | 0700 | 790 | G700 | 0740 | 0700 |

When entering clock hours you can take some shortcuts. | [ ={riaiaslaRian e fo SEasietiattan =

Enter 8 instead of 8:00.

Jones, Bob B - Notes

e Record credit, comp, or overtime hours worked in
Actual/Extra Clock Hours.

e On the days you worked over your
scheduled tour, record the hours you
worked in the appropriate category. If

AR ot s 216 1800 el o the Final Tavws shvest
< >

ﬁj need to add a category, click the

in the section heading. A window will
appear from which you can select the
category.

e Enter the associated Clock Hours. (For
example if your tour of duty is 8:00-4:30
and you worked an extra 30 minutes at
the end of your tour, you would enter 4:30

The + symbol is used on several sections
of the timesheet. Clicking this symbol allows
you to add a row to the section for the current
pay period timesheet.




to 5:00 in this section.)

WebTCAS will automatically assign extra hours to the
category you established in your profile unless you set
that option to “No Default”. But you always have to enter
the associated clock hours.

e Record clock hours for tour of duty changes in
Actual/Extra Clock Hours.

e If you deviated from your established tour
, type the From/To hours you actually
worked under Actual/Extra Clock Hours .

(For example, if your scheduled tour is
8:00 to 4:30 but you worked 8:30 to 5:00
instead on first Wednesday, you would
record those hours in this section.

e If you need more From/To lines in either
section, click in the section heading.

When entering clock hours you can take some
shortcuts. Enter 830 instead of 8:30.

e Add an explanatory note for your Timekeeper (if
necessary).

e Click in the white box under the Note to
Timekeeper section and type your
message. (For example: If you earned
Hazard Pay, you might write the following
note to your Timekeeper, “Please Note 2
hours Hazard Pay for 2nd Wednesday.”)

e Anything you type in this box will become
part of the official timesheet for the pay
period. So restrict your messages to
business issues associated with the
timesheet.

e Save or Submit your timesheet.
In a browser environment your changes are not
automatically saved for you. If you exit the browser

without saving, your changes will be lost.

e If your timesheet is not complete, click
Save Draft on the toolbar.

e If your timesheet is complete, click
Submit to TK on the toolbar.

Employee Information
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After you submit your timesheet, WebTCAS will check
for errors. If WebTCAS detects any errors, you will be
prompted to correct and resubmit your timesheet.

o Exit WebTCAS.

e When exiting from your Main Menu, click
the Logout button in the upper right
corner. It is preferable to click Logout

rather than click the 1) in the upper right
corner of the browser window, because
Logout will close your session and free up
the connection for another user.

Your session will automatically time out after 30 minutes
of non-use.

10
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Main Menu and Profile Data

1. Logonto WebTCAS.

e Using Internet Explorer, go to the WebTCAS site
http://webtcas.nrcs.usda.gov/webtcas

Conliact Us

Welcome to the NRCS Web Based Total Cost Accounting System

(WebTCAS)
e Pay Peslod 1 timesheats Jan 08, 2006 . Jam 21, 2006 are
MTM. Syrmiam awailahle,

WEBTCAS Homa | Corexct e | Fecannbdty

BULD: 200600 26 o 1004745 MET [wabtcas-210 76,1 -5 | [Eurs Do)

e Click Login.

e Login using your eAuthentication ID and password, Employee Main
Menu will display.

JSD.&. Lirsbeed sartment of Agricubee
—_— - ?

Matur rces Consarvation Sarvice

Help | Logowt
Semnion will sxpire in 3 minutos i nol eclie

Emplarees Opticna Jones, Bob B . Main Menu
Bl Temeshaset C 20065 PEH (Dvafl)

bobjonesi@usdagoe 111234567

Frink of 'Wietw Timesaiesd

Uit Prestie Timekeeper Smih, Jane E
Tk Backups: Johngon, Joan  Hames, Elzabeth R

ierey Master Record

Effiplinias Sumaary Report Pay Period 1 (Jan 08, 2006 - Jan 2, 2008) Tosday's Dbe: Feb 02, 2006

WebTCAS Syatem lksies |

2. Update your basic WebTCAS Profile choices.

The first time you use WebTCAS and before you do anything else, set up
your user profile. After that, you only need to go to this screen to change

your timesheet set up.

11
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e Click Update Profile on your Main Menu.

l;'?'-]" Lnited & 08 LIRS

- WebTCAS e

Reeur e Main Meru |  Sewe Profile

Seasion will expife in 30 maries il nol acthne
Jones, Bob B (000000) - Profile

e
=
e
=
e
=
e
=l

a0 —| 88 80 | 8o (1] an

hmmwum
+ Sebaik O -

| Coey Monsay || Enwl:m-'- |

ol . _

From = .

Tar = =

Lusnch - R
General Frcuulnl Infarmation

Erresil aned Proores oy Dol Page Afer Login Fil-in My Esrn Howrs S
Sobjoasfiasda.gov | Misin Meru v] Mo Delat = |

S ——
Identify Timesheet Categories for a New Timashest

Tinesheet Categories for County Progr sm Actiity Modfies

Buikd Mew Catsgrisina Heas | Cusverily Selecled Categorien |
- e —
LIS-CTALENAL - Crsste lirgd - M O < BAKER &
OR-BAKER

USLTAGENAL - Crore bnpd - Ma, OF - MALMEUR

USLTAGERAL - Cnore bmpd - MA DR - UNIDH
& ] LIS EGIP - Crry Ivgl - HAOR < BAXER
- Sasbact Walue — k- UISEQIP - Crary gl - HA& DR - MALHEUR
USEDP - Crary gl - MA& DR - UNIDN

[_v] LSO - Criry lrel - NA DR WALL T
Modifier
=

| LS EQIPGIWE - l::mlmp-l MA DR -UMIDN W

Timesheot Catogorion for Leave Timaakheol Categorion o0 Edtra Hours
Categuiies Sebeet County Progeam Aty Modifies
Areusal Leave - | | USCTAGENAL - Crare gl N O - BAKER e |

Current Sebections For Leave Curvent Sebectione For Extra Home

Arrussl Lasve - USLTAGERAL - Cnorebrgd - MA OR -BAKER &
Cincht Ll pnd + USEDIP « Crirv Ioogl - NADR - BARER

Ot L - Froderal Hobday - USE0P - Crary g - M 0A - MALHEUR

Sick Lesve - USE0IP - Crure Iongd - WADRA - UNIDM

1 « ISEDIP « Crore Iongd - NADR < WALLOWA

Employee Processing Options (Maintained by Timekeeper)

Fisane clreck ol that sppy
CorUtbe - Bamedfin: AN Proguanas (CAMS Poslion Localion Ares Offce)

Supsrvizor certifcation reguned betore fensmisson to WG

e Check your email address and phone number. If this data is missing or

incorrect, you must add or correct the information using ICAMS /HRIS
(https://icams.usda.gov/).

12
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The My Default Page After Login is initially set to your Main Menu. If
you prefer to start at your Timesheet, click the down arrow and click
Timesheet.

3. Check/change your established work schedule

Review the Type of work schedule, From/To hours, and Lunch in
“Current Work Schedule” section.

If you need to make changes, do so in the “New Standard Work
Schedule” section.

The “Copy Monday” button is very useful for changing scheduled hours.
First, select your tour type. Then, type your new Hours, From and To
times and Lunch minutes in the cells under the first Monday. Finally, click
Copy Monday to copy those hours to the rest of the cells.

4. ldentify Defaults for a New Timesheet

Click the down arrow in the “County” box, and click a county name.
Click the down arrow in the “Program” box, and click a program code.

Click the down arrow in the “Activity” box, and click an associated
activity code.

Click the down arrow in the “Modifier” box, and click an associated
modifier if applicable.

Click Add. (The program activity code will appear in the box below
Delete and Add.)

Repeat these steps as often as needed to add multiple program/activity
codes to your timesheet.

Add only those program and activity codes you use regularly. You can
add an occasionally-used code directly to the timesheet for a specific pay
period. If you find you add the same code frequently, change your
defaults here.

Click the down arrow in the “Categories for Leave” box, and select the
code you want.

Click Add. (Your choice will appear in the box below Delete and Add.)
Repeat these steps to add additional leave codes to your timesheet.

Likewise, complete the “Categories for Extra Hours” box to add extra
hours codes to your timesheet.

If you are on the Flexitour work schedule, you can choose your Extra
Hours default using the down arrow in the “Fill-in my Extra Hours as”

13
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box. Then, click the category under which you are most likely to record
Credit Time worked.

“No Default”, means you will have to enter all extra hours on your
timesheet. If you regularly need to split extra hours between 2 or more
categories, choose “No Default”.

5. Click Save Profile on the toolbar to save Profile changes and return to the Main
Menu

Program/Activity Codes, Leave/Extra Hours, and Scheduled Tour

changes go into effect the next time you create a new timesheet. All other
changes take effect immediately.

Timesheet Entry
1. Click Edit Timesheet — (for the pay period being processed)

The timesheet graphic is very large. Therefore, the timesheet is
presented in sections.

Sawn Drafl | Swbmis ts T

W1d | Thid

LS TA-CEMRL Criirw il M4

[ ] 3

U5 TA GEMRL Crivre imgl i
DR < WLkLHELR
US-CTA-GENPML Criorw impl M4

O . LIRNOH

LS SEHP Crory g NS
O - BHER

LS-2 THP -GS Crary inpl R
Off - MALHELM

L PSP Crary Bl B
o - LN

W5 AP G5 Crary Ingl Fik
OF WALV

LIS SICAT Frog Mget & Sppl MA,
Cf - BAKER

LS RP Crory g M
of -

|
|
|
|
|
|
|
I
|
|
|
|
I

LI5AWRP Crary Ingl A
OR « LINCH

2. Record hours worked in Program/Activity/Modifier/County.

For each day, type in the number of hours spent working on the various
program activities listed. If you need to add a code, click the in the
section heading. A window will appear from which you can select the
code.
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Record leave taken and clock hours in the Leave Sections.

Employee Information
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e On the days you took leave, type the number of hours used in the
appropriate leave category. Right below that, also enter the From/To

clock hours. If you need to add a category, or more From/To lines, click

the in the appropriate section heading. A window will appear from

which you can select the category.

Your leave balance as of the beginning of the pay period is shown in
parentheses for the common leave categories. [Example: Annual

(262.00)].

When entering clock hours you can take some shortcuts. Enter 8 instead

of 8:00.

Record credit, comp, or overtime hours worked in Actual/Extra Clock Hours.
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e On the days you worked over your scheduled tour, record the hours

you worked in the appropriate category. If you need to add a category,
click the in the section heading. A window will appear from which you
can select the category.
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e Enter the associated Clock Hours. (For example if your tour of duty is
8:00-4:30 and you worked an extra 30 minutes at the end of your tour,
you would enter 4:30 to 5:00 in this section.)

WebTCAS will automatically assign extra hours to the category you
established in your profile unless you set that option to “No Default”. But
you always have to enter the associated clock hours.

5. Record clock hours for tour of duty changes in Actual/Extra Clock Hours.

Actual Extia Clock Hours | + |

Bush [ Wi | Bnad | Fi3 wi1d [ Thid | P [Sah

Houre - | 800 [ 8m | 8co [ am | 800 | - — | 8m [ 8o [ am [ 800 [ am | —
From oo | OO0 | 000 | O7.00 | 0700 | OF00 | woer = | P00 | 0700 | 0000 | 0700 (9700 |
o e | DX [0 | OX [ 0330 | 08 | = |03 | DX [0 | |0 [0 | —
Lunche — ] » | m S FEEEEEEEENE

e If you deviated from your established tour , type the From/To hours you
actually worked under Actual/Extra Clock Hours . (For example, if your
scheduled tour is 8:00 to 4:30 but you worked 8:30 to 5:00 instead on
first Wednesday, you would record those hours in this section.

¢ If you need more From/To lines in either section, click in the section
heading.

When entering clock hours you can take some shortcuts. Enter 830
instead of 8:30.

6. Add an explanatory note for your Timekeeper (if necessary).

Jones, Bob B - Hotes

B a0 w0 ibed odn the Finl Tines alest

-~
w

e Click in the white box under the Note to Timekeeper section and type
your message. (For example: If you earned Hazard Pay, you might
write the following note to your Timekeeper, “Please Note 2 hours
Hazard Pay for 2nd Wednesday.”)

e Anything you type in this box will become part of the official timesheet
for the pay period. So restrict your messages to business issues
associated with the timesheet.

7. Save or Submit your timesheet!
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In a browser environment your changes are not automatically saved for
you. If you exit the browser without saving, your changes will be lost.

e If your timesheet is not complete, click SAVE DRAFT on the toolbar.
o If your timesheet is complete, click SUBMIT TO TK on the toolbar.
After you submit your timesheet, WebTCAS will check for errors. If

WebTCAS detects any errors, you will be prompted to correct and
resubmit your timesheet.

Print or View Timesheet
1. Login to WebTCAS.
2. Select Print or View Timesheet.

@ SNRCS

Itl‘.::-'l Service We' bTCAg‘:-

Sesskon will expire in 30 mnutes i not active

Simpson, Lizsa R Select a Timesheet to View or Print

Rieturn To Main Menu

et This prosess invokes Acrobat Resder 3o

-
CYI00s PRS0 there may be & delay before the timeshest i
YOS PR daplayed,

OIS PR3N

The Timesheet selection screen is displayed.

Acrobat Reader must be installed on your system to generate a timesheet
view.

2. Click on a Pay Period to select it.

3. Click Continue.

4. The Acrobat file of the timesheet is generated. You may choose to:
e View the timesheet online.
o Click the printer icon in the Acrobat toolbar to print the file.
¢ Right-click and select Print.

5. After printing close the Acrobat window.

e Click File on the toolbar.
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e Select Close.

View Master Record

The master record displays your CAMS information, Funding Information, ACRES/CIS

Reporting Information, and Leave Summary Data. Any changes to the CAMS data must
be directed to an HR Specialist.

18
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Employee Summary Report

Obtain a summary report of Program/Activity/Modifier data and leave usage and accrual.
Reports can be selected for Calendar Year or Fiscal Year.

1. On the main menu, click Employee Summary Report.

EﬂDﬁ. United Stales Dapartma doulture OMNRCS

Sy -
i Matural Resources servation Service We bngﬁ.'}_

Return To Main Meng

Sewsion will expee @ 10 merades @ not aclive
Jones, Bob B

aves Summary - Salect Year

Floase Mote:  This rapart requires LAMDSCAPE for panbng. Pleasa use your Page Satup funchon (under

Fila) and set to Landscapa before prinbing this report. & left and nght mangin of 5 (or less]is
alsa raguired

The select year dialog screen is displayed.

2. Select Type CY (Calendar Year) or FY (Fiscal Year).

3. Select Year.

4. Click Continue.
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The Employee Summary Report is displayed.
This report must be printed in Landscape mode. Adjust your browser
setup accordingly.
5. After viewing or printing close the report window.
o Click File on the toolbar.

e Select Close.
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Tips for Employees

General Hints and Information

22

Don’t use Netscape. WebTCAS only works with IE.

Add this URL www.nrcs.usda.gov/webtcas to your “Favorites” in IE. If
there’s something you need to know about WebTCAS when you are trying to do
your timekeeping, this is where we’ll post it. For example, if we've got the server
down for maintenance, we’ll post a message here.

If you have a question or problem, contact your Timekeeper. He/She should
be able to help you. If not, they need to send the question or describe the
problem to their POI Coordinator via e-mail. The POI Coordinator may be able
answer the question or solve the problem. Depending on the complexity of the
issue, he/she may have to escalate it to the WebTCAS Technical Support Team
to get the answer.

Don’t double-click. A single click on the various buttons, options, and choices
in WebTCAS will get you where you want to go.

There is a 30-minute Session Timeout in WebTCAS. If the server does not
detect any “activity” on your part for a period of 30 minutes, it will “time out”.
Moving the mouse or entering data does NOT count as “activity” because it does
not involve any data being submitted to the server.

If you are “timed out”, click the BACK button on the browser. You will be
taken back to the Main Menu where you will be asked to login again.

Use the Logout button on the Main Menu toolbar to exit WebTCAS instead
of just clicking on the X on the browser. This way your session will be terminated
and free up that session for another user.

The system may be slow due to:

e The Web Farm servers could be overloaded and/or

e The telecommunications hubs in certain areas are congested and/or

e The local network could be overloaded
The timesheet may be slow to display and the cursor may move very slowly
from field to field when entering data in the timesheet if you have a lot of
program and extra hours lines on your timesheet. When setting up your profile,
try to limit yourself adding the programs you work on a regular basis. You can

always add more program lines through the timesheet. Most people do not need
35 program lines on their basic timesheet.
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Hints to Make Timesheet Data Entry Easier

Set up your Profile. “Fill in My Extra Hours As” box with the type of extra
hours you earn most often. Then when you type 10 in hours worked in your
timesheet, WebTCAS will enter 2 hours into the extra hours category you chose,
and all you have to do is add the corresponding clock hours.

If you enter time on a daily or semi-regular basis, “Save Draft” before you
logout of WebTCAS or you'll lose all your changes.

If your data entry is taking a long time (15 minutes or more), watch the clock
and “Save Draft” about every 20 minutes. This will keep you “in contact” with the
server and prevent “time outs”. Then if you do get caught in a Session Timeout,
you won't lose all your data.

If you enter your time all at once at the end of the pay period, you don't need
to do a “Save Draft” before you “Submit to TK”. This is an unnecessary step
because the timesheet will be saved automatically when it is submitted to the
timekeeper. This is a timesaver if you are using a slow machine.

Don’t use Military time (the 24-hour clock). You will not be allowed to save or
submit your timesheet if you do.

Don’t spend time putting in the colon (: ) when entering clock hours.
Instead of entering 7:30, just type 730. The system will add the colons for you.

Leave off zeros in whole numbers. 4 is just as good as 4.00, and it saves you
time.

The Override Button: This feature is there for special circumstances when you
need to override your scheduled tour. You cannot use it to change the number of
hours you are scheduled to work in a pay period.

¢ If you change your tour of duty and forget to enter your new schedule in
your Profile before going to the timesheet, use the override button to
type in your new tour for the pay period. You'll be given the option to
correct it at the same time in your Profile.

e 5-4-9 Employees: Use it when you need to change your non-duty day
to accommodate a holiday or to revert to “Straight 8's” for a pay period
to accommodate a particular business situation, like training
attendance.

How to Print a Timesheet

To print your timesheet, on your Main Menu, click on Print or View Timesheet,
select the PP you want to print, click Continue. After Acrobat reader loads, click
the printer icon on the toolbar.

What those Error Messages Mean
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“Day Totals must equal scheduled hours + any extra hours for (whatever
day).” You've entered either too many or too few hours for the day indicated in
the error message. Add up the number of hours you entered for work time, leave
used, and extra hours worked. Compare that total to the number of hours you
are scheduled to work, plus any extra hours worked. Those two numbers must
be the same.
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Getting Started for Timekeepers

=3Print this page for a quick reference. Click section titles for detailed instructions.

Logging In

Using Internet Explorer, go to the WebTCAS
site http://webtcas.nrcs.usda.gov/webtcas

Click Login.

Login using your eAuthentication ID and
password, Timekeeper Main Menu will display.

System notes display on login page.

WebTCASHome |  Help | Comtectus
Welcome to the NRCS Web Based Total Cost Accounting System
(WebTCAS)
| Login
pre—r . .[:-:.\:ilﬁu‘l’:lle"ll 1 timesheats (Jan 08, 2006 . Jan 21, 2006) are
Thotes N

WanTCAS Wome | ConeactUs | Fcessidity

BULD: 200601 26 of 1004745 M3T [wabbeas-2.0 78.1-4es| [Euro Domaind )

Using the Timekeeper Main Menu

Access options on main menu bar below
banner or from leftside menu (customized by
your WebTCAS user type).

System notes also display on main menu
page.

Click Help or New to WebTCAS to access
online help and documentation.

Timekeeper options:

¢ Timekeeper Screen - Current Pay
Period

e Timekeeper Screen - Other Pay
Period

e Prepare a Corrected T&A

e Employee Summary Report
e Leave Audit Report

¢ Other Reports & Utilities

e Search Utility

SNRCS,

S Natural Resources Conservation Servic WebTCAQ‘_‘_

delp | Logeut

QS DA United States Bepartment of

Sension will expire in 3 minutes if not sctive

Employee Options Taylor, John P - Main Menu

Edit Trrstaiesd C' 2006 PP (Dram)

av 11112308567
Privt o View Timezhest

Updabe Prafie

i Master Fecon

Temekeeper: Taylor, John P
T Backups: Johnson, Joan Haris, Elizabeth R

Emplaee Summary Report Poary Period 1 (.tan 065, 2006 - Jan 21, 2008) Today's Dabe: Feb 02, 2006

Timekeopes Opticns. I WebTCAS System lotes |

Tinsieper | Taylor, John P v

Tatwkpeper Sernh --C 2006 FROT

Hew to Weh TCAST

Timekeeper Screan -thes PP

Prepare & Comected T44

Esghorynn Surtenary Fotport
Learen arat Finport
Other Fleports & Uites

Samech Uity

Tetmshet Stadus Foepo
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¢ Timesheet Status Report

Setting Up Your Timekeeper Profile Data = T
[ Savay. S.zanne M v || Stemad. slice Audiey v | [L=sthzme v
The first time you use WebTCAS and before you do O e — -

anything else, set up your user profile.
e Click Update Profile on your Main Menu.

e Click the down arrow in the first Backup
Timekeeper block.

¢ Click the name of your primary backup.
e Repeat selection for the second Backup
Timekeeper block to assign your secondary

backup.

e Click Save Profile on the toolbar to save your
changes and to return to the Main Menu.

After initial set up, you only need to go to this screen
to change your timesheet set up.

Backing up another Timekeeper
e On the Main Menu, click the down arrow in the
selection box under Timekeeper Options (your
own name is selected by default).

e Click the name of the Timekeeper whose
employee records you need to see.

o Perform Timekeeper tasks as needed.

Using the Timekeeper Screen == : o WebTCAS e

Returnts MainMenu | Print Selected Timeshests | Delete Carrected Timeshest(s)

Semuion will expare in 10 minutes if not active

Timekeeper Screen Payt Period 1 Jan (15, 2006 - Jan 21, 2005
Total | Lesva Liead Extra Heurs

il I P P e e P

e Click Timekeeper Screen — (for the pay period
being processed) under Timekeeper Options.

I3 e G
s

lm

:

SRl PAY FERIGD 1 Records
—

| 0 [F] andsrson oz | * |10
_I R
[SIF

Left Side of Timekeeper Screen

[P Burke. Thomas W |10
=

| M A Jones. 8ou e |10
e

s
. 0| M A Laoe. Lois v |10 | ovan
e From the Timekeeper Screen you can access ] o N R [

and process all your employee records. The e e——TT"T"1
screen functions are arranged from left to right | EEiEr T |
in the order that you would normally use them
as you process your T&As.

ees HOT I PAY STATUS in Pay Period 1Records
SRR L Ut

Thomas ME |10

D

| 01 | B ) whison. Alice ME |10

o [MMake any necessary changes to an
employee master record (for example, to
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adjust leave balances).

Click the Il next to the employee
name.

Make change(s).

Type explanation of changes made
in the “Document all Master Record
changes” block.

Click Save on the toolbar to save
your changes and return to the
Timekeeper Screen.

[F] Make any necessary changes to an
employee profile.

Click the [F] next to the employee
name.

Make change(s).

Click Save on the toolbar to save
your changes and return to the
Timekeeper Screen. Normally,
employees maintain their own
profiles. However, as the Timekeeper
you can update an employee’s
profile, if necessary.

Review Notes and/or Warning messages
entered by employees or generated by the

system.

Look for a yellow “sticky note” block
under an employee name and read
the message. Notes come from the
employee. Warnings are generated
by the WebTCAS system. Both types
of messages should act as a “heads
up” that there is something unusual
about the timesheet that might
require some additional action by the
Timekeeper.

Review the timesheet summary data for an
employee.

Look at the columns on the right side
of the screen following the certify

Timekeeper Information
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column. You'll see a summary of
total hours recorded for the PP, leave
used, and extra hours earned. This is
a great place to do a quick check to
see if the employee took leave or
earned comp/overtime. Then you'll
know whether or not you have to
check for documentation authorizing
this activity (for example, leave slips,
comp/overtime requests, etc.).

Enter or make corrections to an employee
timesheet.

Click that employee’s name in the
Employee Name column.

Make change(s).
Click Submit to TK to save data,

submit timesheet, and return to the
Timekeeper Screen.

Right side of Timekeeper Screen

Make any necessary changes to accounting
data (for example, if you need to split hours
worked among different accounting codes).

Click the [&l under the NFC Acctg
column for that employee.

Make change(s).

Click Save on the toolbar to save
your changes and return to the
Timekeeper Screen. Once you've
made and saved accounting
changes, the & turns yellow. This is
a reminder to the Timekeeper that
they have made changes to the
accounting data for this timesheet.

Verify timesheets

Click the block under the Verify
column for the timesheet you want to
verify. You can only verify timesheets
that have a date in the Submit
column. Once you verify a timesheet,
it will automatically be sent to NFC in
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the next transmission cycle. Don't
verify a timesheet until you are ready
for it to be submitted to NFC. Once a
timesheet has been sent to NFC, you
will have to do a Corrected T&A if
any changes need to be made.

Print timesheets

Click the checkbox under the Sel.
column for each timesheet you need
to print.

Click Print Selected Timesheets on
the toolbar. If an employee enters his
or her own timesheet online and the
supervisor certifies the timesheet
online, there is no need to print the
timesheet. Otherwise, a timesheet
needs to be printed so the employee
and/or supervisor can sign the
timesheet for official file purposes.

Timekeeper Information
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Timekeeper Screen

Using the Timekeeper Screen

e Click Timekeeper Screen — (for the pay period being processed) under

; . u:rJF'[
wrvation Service CAQ‘_‘

Timekeeper Options.

Raetisrm 1o Main Meris Priml Sedected Timenhests | Delete Carrected Timeshesi[a)
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Left Side of Timekeeper Screen
e From the Timekeeper Screen you can access and process all your employee
records. The screen functions are arranged from left to right in the order that you
would normally use them as you process your T&As.

o [M Make any necessary changes to an employee master record (for example, to
adjust leave balances).

e Click the M next to the employee name.
o Make change(s).

e Type explanation of changes made in the “Document all Master Record
changes” block.

o Click Save on the toolbar to save your changes and return to the
Timekeeper Screen.
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o [FlMake any necessary changes to an employee profile.
e Click the [F] next to the employee name.
¢ Make change(s).

e Click Save on the toolbar to save your changes and return to the
Timekeeper Screen. Normally, employees maintain their own profiles.
However, as the Timekeeper you can update an employee’s profile, if
necessary.

e Review Notes and/or Warning messages entered by employees or generated by
the system.

e Look for a yellow “sticky note” block under an employee name and read
the message. Notes come from the employee. Warnings are generated
by the WebTCAS system. Both types of messages should act as a
“heads up” that there is something unusual about the timesheet that
might require some additional action by the Timekeeper.

e Review the timesheet summary data for an employee.

e Look at the columns on the right side of the screen following the certify
column. You'll see a summary of total hours recorded for the PP, leave
used, and extra hours earned. This is a great place to do a quick check
to see if the employee took leave or earned comp/overtime. Then you'll
know whether or not you have to check for documentation authorizing
this activity (for example, leave slips, comp/overtime requests, etc.).

e Enter or make corrections to an employee timesheet.
¢ Click that employee’s name in the Employee Name column.

e« Make change(s).

e Click Submit to TK to save data, submit timesheet, and return to the
Timekeeper Screen.

Right side of Timekeeper Screen

e Make any necessary changes to accounting data (for example, if you need to
split hours worked among different accounting codes).

o Click the [Al under the NFC Acctg column for that employee.
e Make change(s).

¢ Click Save on the toolbar to save your changes and return to the
Timekeeper Screen. Once you've made and saved accounting
changes, the [& turns yellow. This is a reminder to the Timekeeper that
they have made changes to the accounting data for this timesheet.
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Verify timesheets

Click the block under the Verify column for the timesheet you want to
verify. You can only verify timesheets that have a date in the Submit
column. Once you verify a timesheet, it will automatically be sent to
NFC in the next transmission cycle. Don't verify a timesheet until you
are ready for it to be submitted to NFC. Once a timesheet has been
sent to NFC, you will have to do a Corrected T&A if any changes need
to be made.

Print timesheets

Click the checkbox under the Sel. column for each timesheet you need
to print.

Click Print Selected Timesheets on the toolbar. If an employee enters
his or her own timesheet online and the supervisor certifies the
timesheet online, there is no need to print the timesheet. Otherwise, a
timesheet needs to be printed so the employee and/or supervisor can
sign the timesheet for official file purposes.

Update Profile (Timekeeper)

Normally, employees maintain their own profiles. However, as the Timekeeper you can
update an employee’s profile, if necessary.
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1.

2.

Select Timekeeper Screen under the Timekeeper options on the leftside menu.

Locate the employee.

Click the profile icon [F] to select the employee's profile.

Make any necessary changes to the employee profile.

Click Save Profile on the toolbar to save your changes and return to the
Timekeeper Screen.
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Web TCAS e

USSP - Prog Mot § Seet - HA AR - CRITTENDEN M

Employes Processing Options (Maintained by Timekesper)

Pmwss check ol that sppiy
C1 caniise - Bonefita AN Programs (CAUS Pration Lecation: Unkrawnl

[ Supereimor cartifcation mcuined befors ransmssion to MFC
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Update Master Record (Timekeeper)

Employee data comes from a variety of USDA and NRCS sources. Some can be
updated in WebTCAS. CAMS items typically require the assistance of a Human
Resources Specialist to update.

| Return To Timekes;

Jones, Bob B (000000} Master
Last Update: b uptates this pay pancd. Tenateeper: | Taylor, John P [w] Group: | NE
Mew Employes  EMM StartDate W Fral TBA Ed1. End Duie
CAMS Information
Pesacrnel Office idantifier Genensl Infarmation Inkarmation
Hurrber S264 AN Status Tctive Schedue Full Time
. | 55 Haurs. in FF) 1 E6.00

Funding Information

Defaull Division Charged | 05 - Ak arves L
Paid Leave Alooabirs:
% Fund Repering Cabegery Job Husser
M.N 01%-CTA DIRECT 'UI 00 - Mot Aophcabie El mlmmuamzl

Other2 30 || 767 - 60 DIRECT se] | 0- ot opicatie [v] 00000000 - Hot Apcicatie ||
Othee3 30 || 787-EQFGSWE DIRECT | we] | 00- Pk Aopbeatie [se] 00000003 - Mot Applcatie | |

Other4 10 || BST-CSP DIRECT s ] | 00- Pict Acphcatie [ | | 00000000 - hit Appacatle [ |
100%
ACRESICIS R
Duty Statos OFD for (5 | sosr: SERVICE CENTER oFFicE | Change |
5o Name MARION SEFVICE CENTER:
County CRITTENDEN, AR

Leave Summary as of the inning of the Period

:.m;:uwumu : i:; e — ::';:: :r; ST | Lo Due
mmddlyyyy | mmiddtyyy
Ansun Leave =ofoce  [Ter= 00
Andual Leave PTCO 0.00] 000
Sick Leave awosflooe || (4w 0
Sick Leave BTED a0a] 000
Creett Leave. soofjooe | e |
Comp Tme 10.06] 0,00
Corp Time Rebgious. oopjlooe | ]
Comg T Travel o.00| 000
AL Recarved (osated) 0.00) 000 | O
Home Losve o.00] 000
Leave as an Award oodflooe |
WiaryRegquisr Hours Avaksti 0.00| 0,00 ]
Fosstsond Andul Leave a.00] 002 |
AL Donated (b Others) o.00] 000
Family Care Sick Lsave I
LWOP - Frla .00 100
uwop ooaf oo |
MitaryRequiar Hours Used e.od| oo
MiaryEmenmency Hours Lised soofjooe | m
Ataance Wihout Leave .00 000
Susgancn 0.00)| .00 |

Notes
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All fields in blue on the Employee Master Record come from CAMS. With a few
temporary override exceptions, Timekeepers must contact an HR specialist if changes
are needed.

The following fields come directly from CAMS:

Employee Name Effective Start Date (if In Pay Status
new)
Schedule CAMS ID Personnel Office Identifier
Pay Type Hours Supervisor
Final T&A Appt. Type Duty Station OIP
New Employee Effel():tive End Date (if Day Appt.
ina

1. You can make temporary overrides of CAMS data to:
e Enter an Effective Start Date (new employees only).
o Identify a Final T&A and Effective End Date
e Change pay status (for intermittent employees)
e Change OIP ID (for temporary duty station assignments)
2. You can also change non-CAMS data to:
e« Change an employee's timekeeper or identify a group.
o Select timekeeper from drop-down list.
¢ A Group name is optional and is a way for you to group
employees together under a similar label. This is useful if you
are the timekeeper for a large number of employees at
different locations.
e Identify NRCS fund data for NFC.
e Modify Default Division Charged

e Adjust Percentages, Funds, Reporting Categories, and Job
Numbers

e Change an employee's duty station office.

35



WebTCAS Help

e Change any of the available leave balances.

e Enter the difference in the PP Adjust field for the applicable
leave type. For example, to add 12 hours to the Donated AL
(Rec’d) balance, enter 12.0 in the PP Adjust field. To subtract
2.25 hours from the Sick Leave balance, enter —2.25 in the the
PP Adjust field (make sure to enter the leading minus sign).

3. Record Timekeeper Note of Changes to Master.

4. Click Save on the toolbar to update the master record.

Prepare a Corrected T&A
1. Loginto WebTCAS.
2. Select "Prepare a Corrected T&A" from the left side menu.

LUSDA nited Siates Deparment of Agricuinurs 'r*”F’
S Matural Resource sanvation Sarvice T b_

Relan To Main Bena | Timekesper Screen
Sewrion will gapire in 7§ minutox if nol acie

Corrected TEA - Select Emplo

List all Employees  Actoe

Are, William
Brink, Sheley

EIWE'I Carton, Grade

Evans, Tim F

Available Pay Periods

3. Select 'Active’ or 'Terminated' from the drop-down list of All Employees.
4. Click an employee name to select it.
5. Click an Available Pay Period to select it.

6. Click the right arrow to move the employee name and pay period to the selected
list (right window).

7. Click Save Selections.
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Employee Summary Report

1.

2.

Log in to WebTCAS.

Select "Employee Summary Report" from the Timekeeper options on the left side
menu

ViebTCAS

Seazian will if e iy 30 rdraien if ol aclhee

Aca, VWilllam

Brririk, Shlley
Cantgn, Grage

Evans, Tim F w

Change Lt 1o Termanated Emplopess

Flease Mote.  This répont requires LANDSCARE for prirfing, Please use your Pags Setup uction (under
File) and set to Landscaps before printing this report, A leftand right margin of 5 (or less)is
also required

Select Type CY (Calendar Year) or FY (Fiscal Year).
Click on an Employee Name to select it.

The list of employees defaults to Active employees. Click Change List to
Terminated Employees to locate terminated employees.

Click on a Year to select it.

Click Continue. The Employee Summary Report is displayed.
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The Employee Summary Report is displayed.

This report must be printed in Landscape mode. Adjust your browser

setup accordingly.

7. After viewing or printing close the report window.

e Click File on the toolbar.

e Select Close.
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Leave Audit Report
1. Loginto WebTCAS.
2. Select "Leave Audit Report" from the options on the left side menu,
ONRCS

fion Service We bme.‘:_

Return To Main Meni

Sonxion will axpire in 2§ mirmides i nol aclive
Taylor, John P Leave Audit - Select Employes & Year

_ Select Employes
Acg, William L
Bririk, Shiglley
Canton, Grate
Ewaris, Tim F -

Changs Lut o Temranated Employees

Flease Mote.  This report requires LAMDSCARPE for printing. Flease use your Fage Selup funciion (under
File) and set t Landscape before printing this report. A left and nght margin of 5 (or less) is
also required

The Leave Audit selection screen is displayed.
3. Click an employee name to select the employee.

The list of employees defaults to Active employees. Click Change List to
Terminated Employees to locate terminated employees.

4. Click on a year to select it.
5. Click on a leave category to select it.

6. Click Continue.
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b

iz

i3
4
5
6

Tatalz

oloele|eleele e 22 a2 a2

o|lo|e| o

Corr | Pay |Emp  Lu Adv # | Beg
PP Stat Twpe Cat L Bal
o ¥ Fl 8 233.00
0z b F| & 241.00
03 ki F| & 240.00
o4 L F| & 257.00
0g ki F| 8 265.00
06 v F| & 273.00
ov ¥ Fl 8 281.00
02 ki (= 220.00
09 ki F| & 297.00
¥ Fl 8 305.00
1 ki F| & 297.00
ki sl %8 305.00
¥ Fl 8 |313.00
b F| & 321.00
ki F| & 320.00
L F| & 337.00
ki F| & |345.00
b F| & 253.00
¥ Fl & 351.50
22 b F| & 250.50
¥ Fl 2 250.60
b F| & 348,50
ki F| & |343.50
¥ Fl 8 343.50
b F| & 32450
ki s %8 28450

PP
Adj Earn

.00
.00
.00
.00
.00
.00
.00
.00
.00
.00
.00
.00
.00
.00
.00
.00
.00
.00
.00

.00

.00
.00
.00
.00

108 00

End
Use Bal

241.00
240.00
257.00
265.00
273.00
281.00
289.00
207.00
305.00
-16.00 | 297.00
305.00
313.00
300
319.00
337.00
345.00
363.00

-9.50 |351.850
359,40

-8.00 | 359.50

-10.00 | 242.50

-13.00 | 343.50

-8.00 | 343.850
-27.00 |324.50
-43.00 | 234.50
-51.00 | 241.50

199.50

** Beginning Balance does not equal Ending Balance of Prewvious Pay Perod.

REWARKS:

PTCO

Ci0 PP | Paid
EBal &dj Hours Applied

The Leave Audit Report is displayed.

7. After viewing or printing close the report window.

/0 Remarks
EEal

hazter: added 5% to EQIP paid leawve
percentage. removed §7R. 11092005 Pdm

hazter: Changed employes paid leawe
percentages az directed by Bob Fooks
1042105 Pdm

hazster: Changed walue for 5% of paid
leawe percentage.11/02:2008 Pdm

Certified Comrect (Signature) Date

This report must be printed in Landscape mode. Adjust your browser
setup accordingly.

Click File on the toolbar.

Select Close.

Other Reports and Utilities

1. Loginto WebTCAS.

2. Select "Other Reports and Utilities" from the options on the left side menu,
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Sension will expia in B mindes if net acie

Raturn 1o Main Menu

Other Reports & Utilities.

Selext Option:
| Banests All Progeams Employves Listng

Employes Woark Schedules (from Employes's Profile)
Employeas Approreed b Exceed the Eammgs Limitatan
Employees Approsid to Lse Lesws for FrilaA Purposes
Employess Authonted o EamfUse Ragular Mililan Leswea
Ermployess on Appointment Limfshans
Ernploryeas with Comp Leave Balances
Ernployeas with Comp Travel Balances
Employaas with Lesve as dward Balances
|Emploryess with Projeded AL Balances Greater than Cailing

The Reports and Utilities selection screen is displayed.
3. Click on a report to select it.
4. Click Continue.
5. Select Pay Period or other criteria requested.
Criteria vary depending upon report selected.

4. Click Run Report to generate requested report.

Search Utility
1. Loginto WebTCAS.

2. Select "Search Utility" from the options on the left side menu.

Restuanm: Tio Rlsir Bbesnia

Search Utility - Select Options

The Search Utility Select Options screen is displayed.

3. Click on a Type CY (Calendar Year) or FY (Fiscal Year) to select it.
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4.

5.

6.

Click on a Year to select it.
Click on a Search Option to select it.
Click Continue.
Select Program or other criteria requested.
Criteria vary depending upon search selected.

Click Run Report to generate requested report.

Timesheet Status Report

42

1.

2.

8.

9.

Log in to WebTCAS.

Select "Timesheet Status Report" from the options on the left side menu.
WNRCS o
Web TCAS e

Seaaion will expire in 30 minbes il mol setive

Restuanm: Tio Rlsir Bbesnia

Search Utility - Select Options

The Timesheet Status Report select options screen is displayed.
Select a Pay Period from the drop-down list.

Select a Timesheet Type from the drop-down list.

Click on a POl to select the POI location.

Select Sort by from the drop-down list.

Click Yes or No on Include Employees in Non-Pay Status.

Click Yes or No on List Employee's OIP.

Select Timesheet Status from the drop-down list.

10. Click Run Report to generate requested report.
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Getting Started for POI Coordinators

Logging In

Using Internet Explorer, go to the
WebTCAS site
http://webtcas.nrcs.usda.gov/webtcas

Click Login.

Login using your eAuthentication ID and
password, POI Coordinator Main Menu will
display.

System notes display on login page.

WebTCASHeme |  Help | Contsetls

Welcome to the NRCS Web Based Total Cost Accounting System
(WebTCAS)

|_Login

» Pay Pesiod 1 timeshests (Jan 08, 2006 - Jan 21, 2006) are
EekAEane available.

WnTCAS Mome | Contact U | Aocessblty

BULD: 2006.01 26 of 10,4745 MST [wabtcas-20.76.1305) [Eveo Domsint]

Using the POI Coordinators Main Menu

Access options on main menu bar below
banner or from leftside menu (customized
by your WebTCAS user type).

System notes also display on main menu
page.

Click Help or New to WebTCAS to access
online help and documentation.

Supervisor options:
e POI Screen

e Assign Timekeeper to
New/Transfer Employee

o Transfer Employee to Default
Timekeeper

e« Update POI Reviewer List
e Update Timekeeper List
e Employee Summary Report

e Leave Audit Report

USDA, unito States Deparement of Agriculiure
S 'atural Resources servath

Heip | Logout

Empioyes Options
Ecit Timeshest O 2008 PPO1 (Hew)

Simpson, Lisa R Main Menu

ao 1234567

Timekeeper: Carter, Ralph
TH Backups: Johnson, Willam  Perkins, Elizabeth R

Pay Period 1 (Jan 08, 2006 - Jan 21, 2008) Toamy's Date: Fen 03, 2006

Supervisor Options
Supervasr | Simpson, Lisa [w]
506 PRI

WebTCAS System Notes
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e Other Reports & Utilities
e Search Utility

e Timesheet Status Report

Setting Up Your POI Coordinator Profile i e Hlormaton S
Data Housh, Kerrath Hore [ Seanch | Last Hame v
oy s g B ---ﬁgh e Fibn Uy Exia Hou 43 v
The first time you use WebTCAS and before you
do anything else, set up your user profile.
e Click Update Profile on your Main Menu.
e Click the down arrow in the first Backup
Supervisor block.
e Click the name of your primary backup.
o Repeat selection for the second Backup
Supervisor block to assign your secondary
backup.
e Click Save Profile on the toolbar to save
your changes and to return to the Main
Menu.
After initial set up, you only need to go to this
screen to change your timesheet set up.
Using the POI Screen D e o senio WebTCAS G

Return 10 Main Meru

Seazion will expire in 3 minutes if not active

Miller, Barabara Pay Period for POl Coordinator Screen |

e Click POI Screen.

e Select a pay period. =i
a0 PR3 v

e Highlight on list.
e Click Continue.
Left Side of POI Coordinator Screen

e From the POI Coordinator Screen you can
access and process all your employee
records. The screen functions are arranged
from left to right in the order that you would
normally use them as you process your
T&As.

o [M Make any necessary changes to an
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employee master record (for example, to
H S Urstea Stalss neet 14 Agreutiura SNRCS - -
adjust Ieave balanceS). % el e sities S rviion Senikce \.F\;'[ech&“_“

A [ e —

‘Seamion will exgire in 24 minutes § not active
POl Coordinator Screen Py Perioed | dan 08, 2008 . Jars 21, 208

B e e R e e e e e e

e Click the [M next to the employee
name.

miﬁi Gl TAY PO pech e

B we |1

e Make change(s).

e Type explanation of changes
made in the “Document all Master | |& - =i
Record changes” block. e

01| W P mson o 14 101 |10 [ ovan | | 1
TEH_ Ackin RTH acxt S0 10 s aexabons pov 500

e Click Save on the toolbar to save
your changes and return to the
POI Coordinator Screen.

. Make any necessary changes to an
employee profile.

o Click the [Pl next to the employee
name.

e Make change(s).

e Click Save on the toolbar to save
your changes and return to the
Supervisor Screen. Normally,
employees maintain their own
profiles. However, as the
Supervisor you can update an
employee’s profile, if necessary.

e Review Notes and/or Warning messages
entered by employees or generated by the
system.

e Look for a yellow “sticky note”
block under an employee name
and read the message. Notes
come from the employee.
Warnings are generated by the
WebTCAS system. Both types of
messages should act as a “heads
up” that there is something
unusual about the timesheet that
might require some additional
action by the Timekeeper.

e Review the timesheet summary data for an
employee.
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Look at the columns on the right
side of the screen following the
certify column. You'll see a
summary of total hours recorded
for the PP, leave used, and extra
hours earned. This is a great
place to do a quick check to see if
the employee took leave or
earned comp/overtime. Then
you’ll know whether or not you
have to check for documentation
authorizing this activity (for
example, leave slips,
comp/overtime requests, etc.).

Enter or make corrections to an employee
timesheet.

Click that employee’s name in the
Employee Name column.

Make change(s).

Click Submit to TK to save data,
submit timesheet, and return to
the POI Coordinator Screen.

Right side of POI Coordinator Screen

Make any necessary changes to
accounting data (for example, if you need
to split hours worked among different
accounting codes).

Click the [& under the NFC Acctg
column for that employee.

Make change(s).

Click Save on the toolbar to save
your changes and return to the
Timekeeper Screen. Once you've
made and saved accounting
changes, the [& turns yellow. This
is a reminder to the Supervisor
that they have made changes to
the accounting data for this
timesheet.

Print timesheets

48




e Click the checkbox under the Sel.
column for each timesheet you
need to print.

e Click Print Selected Timesheets
on the toolbar. If an employee
enters his or her own timesheet
online and the supervisor certifies
the timesheet online, there is no
need to print the timesheet.
Otherwise, a timesheet needs to
be printed so the employee
and/or supervisor can sign the
timesheet for official file
purposes.

POI Information

Assigning Timekeeper to New/Transfer
Employee

On the Main Menu, click the down arrow in
the selection box under Supervisor Options
(your own name is selected by default).

Click the name of the Supervisor whose
employee records you need to see.

Perform Supervisor tasks as needed.

Transferring Employee to Default
Timekeeper

On the Main Menu, click the down arrow in
the selection box under Supervisor Options
(your own name is selected by default).

Click the name of the Supervisor whose
employee records you need to see.

Perform Supervisor tasks as needed.

Return o Main

Transfer Emplo

ee to Default Timekeeper

(Feopers, Wialter

Unethil, Bob A
Young, Seve
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Update POI Reviewer List

e On the Main Menu, click the down arrow in
the selection box under Supervisor Options

(your own name is selected by default). 01 o
o Click the name of the Supervisor whose o ot
employee records you need to see. 501 Unanmi oo

5301 - Young, Steve

e Perform Supervisor tasks as needed.

To select an employee from
another POI:

Select POI; 5301 |

Enter letter(s) of last name:

SNRCS,

Update Timekeeper List ' o soe WebTCAS G-

Saxsion wil expire

e On the Main Menu, click the down arrow in

the selection box_under Supervisor Options s
(your own name is selected by default). | el e o T6 42 0130 10

Bames, Ti 16 48 6080 10
GNI:: En':: 16 43 610 45

Underhl, Bobk | 108 | 16 48 5610 01
-

eung, Stirve Stephens, Canl S

e Click the name of the Supervisor whose
employee records you need to see.

e Perform Supervisor tasks as needed.
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Getting Started for Supervisors

Logging In

e Using Internet Explorer, go to the WebTCAS
site http://webtcas.nrcs.usda.gov/webtcas

e Click Login.

e Login using your eAuthentication ID and
password, Supervisor Main Menu will display.

e System notes display on login page.

WebTCASHeme |  Help | Contsetls

Welcome to the NRCS Web Based Total Cost Accounting System
(WebTCAS)

|_Login

» Pay Pesiod 1 timeshests (Jan 08, 2006 - Jan 21, 2006) are
available.

WnTCAS Mome | Contact U | Aocessblty

BULD: 2006.01 26 of 10,4745 MST [wabtcas-20.76.1305) [Eveo Domsint]

Using the Supervisor Main Menu
e Access options on main menu bar below
banner or from leftside menu (customized by
your WebTCAS user type).

e System notes also display on main menu

Simpson, Lisa R Main Menu

ao 1234567

Timekeeper: Carter, Ralph
TH Backups: Johnson, Willam  Perkins, Elizabeth R

Pay Period 1 (Jan 08, 2006 - Jan 21, 2008) Toamy's Date: Fen 03, 2006

Superviscr Options
Supervasr | Simpson, Lisa [w]

WebTCAS System Notes

06 PRY

page. -
e Click Help or New to WebTCAS to access [
online help and documentation.
e Supervisor options:
e Supervisor (selection)
e Supervisor Screen - Current Pay
Period
e Supervisor Screen - Other Pay
Period
e Employee Summary Report
o Other Reports & Utilities
e Search Utility
Setting Up Your Supervisor Profile Data e ECT T
Housh, Kerreth Here [ Semch | Lat Hame M|

The first time you use WebTCAS and before you do
anything else, set up your user profile.

Tisa atmpro w Gueda gov M ] ™ 1
ol Man Moy | [ v

51




WebTCAS Help

e Click Update Profile on your Main Menu.

e Click the down arrow in the first Backup
Supervisor block.

¢ Click the name of your primary backup.

e Repeat selection for the second Backup
Supervisor block to assign your secondary
backup.

¢ Click Save Profile on the toolbar to save
your changes and to return to the Main
Menu.

After initial set up, you only need to go to this screen
to change your timesheet set up.

Backing up another Supervisor
e On the Main Menu, click the down arrow in
the selection box under Supervisor Options
(your own name is selected by default).

e Click the name of the Supervisor whose
employee records you need to see.

e Perform Supervisor tasks as needed.

Using the Supervisor Screen SDR e asmcre Gorsaraton Sovcs WebTCAS e
Return to Main Menu I Print Selected Timesheets.

e Click Supervisor Screen — (for the pay T — — .bm,*

period being processed) under Supervisor o I 8 B R A B e e e

Options. |

Left Side of Supervisor Screen

iiRab Silea] tmploreas NOTIN PAY STATUS in Py Pariod fRecords |

e From the Supervisor Screen you can access
and process all your employee records. The
screen functions are arranged from left to
right in the order that you would normally use
them as you process your T&AS.

o [ Make any necessary changes to an
employee master record (for example, to
adjust leave balances).

e Click the M next to the employee
name.
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¢ Make change(s).

e Type explanation of changes made
in the “Document all Master Record
changes” block.

e Click Save on the toolbar to save
your changes and return to the
Supervisor Screen.

[F] Make any necessary changes to an
employee profile.

e Click the [F] next to the employee
name.

e Make change(s).

e Click Save on the toolbar to save
your changes and return to the
Supervisor Screen. Normally,
employees maintain their own
profiles. However, as the
Supervisor you can update an
employee’s profile, if necessary.

Review Notes and/or Warning messages
entered by employees or generated by the
system.

e Look for a yellow “sticky note” block
under an employee name and read
the message. Notes come from the
employee. Warnings are generated
by the WebTCAS system. Both
types of messages should act as a
“heads up” that there is something
unusual about the timesheet that
might require some additional
action by the Timekeeper.

Review the timesheet summary data for an
employee.

e Look at the columns on the right
side of the screen following the
certify column. You'll see a
summary of total hours recorded for
the PP, leave used, and extra hours
earned. This is a great place to do a
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quick check to see if the employee
took leave or earned
comp/overtime. Then you’ll know
whether or not you have to provide
the Timekeeper documentation
authorizing this activity (for
example, leave slips,
comp/overtime requests, etc.).

e Enter or make corrections to an employee
timesheet.

¢ Click that employee’s name in the
Employee Name column.

e Make change(s).

e Click Submit to TK to save data,
submit timesheet, and return to the
Timekeeper Screen.

Right side of Supervisor Screen

e Make any necessary changes to accounting
data (for example, if you need to split hours
worked among different accounting codes).

e Click the [&l under the NFC Acctg
column for that employee.

e Make change(s).

e Click Save on the toolbar to save
your changes and return to the
Supervisor Screen. Once you've
made and saved accounting
changes, the (& turns yellow. This is
a reminder to the Supervisor that
they have made changes to the
accounting data for this timesheet.

e Certify timesheets

¢ Click the block under the Certify
column for the timesheet you want
to certify. You can only certify
timesheets that have a date in the
Submit column. Once you certify a
timesheet, it is ready for the
Timekeeper to verify.
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Print timesheets

Click the checkbox under the Sel.
column for each timesheet you
need to print.

Click Print Selected Timesheets
on the toolbar. If an employee
enters his or her own timesheet
online and the you certify the
timesheet online, there is no need
to print the timesheet. Otherwise, a
timesheet needs to be printed so
the employee and/or you can sign
the timesheet for official file
purposes.
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