PRIMARY ROLES AND RESPONSIBILITIES FOR TIME AND ATTENDANCE
June 08
Employee

· Provide a written or electronic accounting of hours worked and leave taken by the established deadline within his/her work unit, each pay period.

· Provide supporting documentation for leave usage (leave slips, court documents, military orders, medical documentation, etc.), premium pay (CD-81 for overtime, holidays worked, and various forms of compensatory time) and compensatory time for travel (travel schedule, how hours were calculated, etc.), as required.

· Verify/validate timekeeping data submitted each pay period.

· Notify Timekeeper and Supervisor in a timely manner of any corrections needed to previous pay periods.

· Compare leave balances maintained in the National Finance Center (NFC) payroll system as reported on the Leave & Earnings statement with those maintained in the timekeeping system (webTA); promptly notify Timekeeper and Supervisor of any discrepancies.

· Advise Timekeepers of approved changes to basic employee information (duty hours, tour of duty, alternative work schedules, name changes, etc.)

· Must agree to the terms and sign the Rules of Behavior before Employee will be authorized to use the new time and attendance software known as webTA (applies only if Employee is responsible for entering data into webTA program).
· Keep track of compensatory time (CT)/travel CT expiration dates and try to use it before it expires.
Timekeeper

· Receive a written or electronic account of all hours worked and leave taken for all employees, which in turn is used to enter the data into the timekeeping system (webTA).
· Obtain supporting documentation for all leave usage, premium pay and compensatory time for travel.

· Ensure Time & Attendance records are submitted on every employee within established deadlines (first Tuesday of each pay period, 10pm Eastern Time).  Employees for whom no data was received must be reported to the Supervisor.
· Maintain valid accounting tables within Time & Attendance program (webTA).

· Assist Time & Attendance Liaisons with corrective actions on rejected timesheets.

· Obtain effective dates from Human Resource Advisor or Supervisors of personnel actions affecting employees pay or leave (time off awards, separation actions, promotions, etc.).
· Adjust employee leave balances and Service Computation Dates as instructed by Leave Share Coordinator, Workforce Management Office (WFMO) personnel or Time & Attendance Liaisons.

· Prepare and validate corrected timesheets, as necessary.
· Name an authorized employee as the Delegate (alternate/backup) in webTA so that timekeeping functions can be performed even when the primary timekeeper is absent.  For work units utilizing Employee Entry of the timekeeping data, the Timekeeper automatically serves as the Delegate for all employees.
· Working with the staff of the Time and Attendance Office, resolve leave errors in a timely manner (5 pay periods), completing research and audits as necessary.

· Discuss timekeeping questions and leave errors with Supervisors and Time & Attendance Contact Points and Liaisons.
· Track Voluntary Leave Transfer Program recipient’s leave balances.
Supervisor

· Establish Work Unit policies to establish submission deadlines and manage timekeeping functions.  Discuss timekeeping roles and responsibilities with all employees. 
· Review and take action on all requests for leave, premium pay, compensatory time and compensatory time for travel.  
· Maintain awareness of CT/CT-Travel balances of employees and arrange, to the greatest extent possible, for employees to use CT.  Initiate payment for expired CT (NOT CT-Travel) if employee does not use it before expiration.  
· Review the webTA records for accuracy of hours worked, leave taken, and accounts charged for all employees supervised each pay period to ensure compliance with all rules, regulations, policies and laws and to mitigate the creation of new leave errors.

· Complete online certification/approval of the validated webTA record for all employees supervised by the established deadline (first Tuesday of every pay period, 10pm Eastern Time) each pay period, providing copies to employees as needed. Failure to complete this may result in a delayed payroll payment to the affected employee(s) and/or the creation of new leave errors.
· Maintain at least one other supervisor as a Delegate (alternate) in webTA so certifications can be completed by established deadlines even in times of absence.  
· Ensure Time & Attendance files are retained for 6 years, pursuant to regulation.  As the certified webTA records are maintained online, it is no longer necessary to print the certified reports for the retention file but it IS necessary to retain hard copies of all supporting documentation.
· Provide Employees and Timekeepers time to carry out their timekeeping responsibilities.
· Ensure compliance with all pay, leave and timekeeping regulations and policies.
· Provide measures to ensure an appropriate level of security exists that will eliminate the possibility of fraud and/or abuse.
Super User

· Serve as a conduit between the Time & Attendance Branch and their respective timekeepers, managers and users to identify and address continuing problems with accuracy and timely submission of webTA records.

· Serve as Initial Point of Contact for missing and rejected webTA records each pay period.

· Identify personnel needing further training.

· Ensure assigned Timekeepers are properly trained.
· Apprise senior LO/SO management of recurring areas of concern
· Granted Master Timekeeper (Read-Only) access to webTA, providing ability to view:  all data and status of webTA records as well as all leave balances, leave audits, leave requests, and premium pay requests for all for LO/SO employees.  
· Provide basic “troubleshooting” assistance to employees, timekeepers and supervisors regarding coding of hours worked, leave taken and submission of timekeeping data via webTA, pursuant to all policies, rules, regulations, and laws.
· Ensure Time & Attendance records are validated and certified for every employee within established deadlines (first Tuesday of each pay period, 10pm Eastern Time).
· Ensure all timekeepers and all supervisors have at least one appropriate person delegated within webTA as their respective backups.  Timekeepers may not delegate their roles to supervisors and vice versa.
· Ensure appropriate project/task codes are charged for labor expenses.
· On a bi-weekly basis, print the Leave Error Reports and T&A Leave Analysis Reports from the NFC Reporting Center for their assigned contact points, and distribute same to timekeepers.  Reports are first available on the second Monday of each pay period.
· Working as a liaison between the timekeepers and the staff of the Time and Attendance Branch, resolve leave errors in a timely manner (5 pay periods), ensuring research and audits are completed as necessary.
Time & Attendance Office
· Provide “troubleshooting” assistance to employees, timekeepers and supervisors regarding coding of hours worked, leave taken and submission of timekeeping data via webTA, pursuant to all policies, rules, regulations, and laws.
· Run daily reports during pay week (Week 1 of each pay period) to identify missing Personnel Actions and missing Time & Attendance reports.

· Contact assigned Workforce Management Offices to research and resolve missing Personnel Actions affecting pay.  

· Contact appropriate timekeepers and/or Supervisors regarding all employees for whom no timekeeping data was received.  Send late submissions to NFC for manual entry.

· Communicate with all necessary parties to research and resolve rejected timesheets.  All unresolved issues will result in non-payment via the normal payroll process.
· Identify all unpaid employees and coordinate manual payment through appropriate Workforce Management Office, if necessary.  With timekeepers, resolve corresponding leave errors that automatically occurred as a result of the manual payroll payment.

· Working with timekeepers, supervisors, and Super Users, research and resolve all leave errors in a timely manner (5 pay periods).
· Name Delegates within webTA as alternates for timekeepers and supervisors, as directed by appropriate personnel, on an emergency basis only.  The Time & Attendance Branch will not certify webTA records.

· Process payments for expired CT.

