Recording Telework in WebTA

1. Click the “+” to add a new Work Time row.

Timesheet
Employee:
Pay Period: 05-2020 : Mar 01, 2020-Mar 14, 2020 * 5 v [ Select Pay Period ]
Transaction Account e
301
Work Time
Regular Base Fay (NFC Stored Accounting)
=] Work Time Total

2. Click “Telework Home — Situational” or “CRS — Off Site — Situational”.

Select values for this entry...

Regular Base Pa i
Regular Base Pay

Telework Home - Situational

i L A T T A TR

Select values for this entry...

‘elework Home - Situationa = Select Work Time Transaction

4. Enter the hours of telework in the row.

Timesheet
Employee: .
Pay Period: 05-2020 : Mar 01, 2020-Mar 14, 2020 * S ¥ || Select Pay Period
- Sun Mon Tue Wed Thu Fri
TENEEELT Account 301 302 3103 3004 3005 3006

Work Time

Regular Baze Fay (NFC Stored Accounting) 8:00

Elework Home - Siuanonal TNFC Stored Accouniing) 500 500 500 R |

+ Work Time Total .00 200 800




