ERWebTCAS Web Based Total Cost Accounting System
Getting Started: WebTCAS Timekeepers

Companion document to the: Timekeeper Quick Reference Documents

1. Logon to WebTCAS.

How? e Using Internet Explorer, go to the WebTCAS site
Www.nrcs.usda.gov/webtcas
e Click WebTCAS Login.
e Enter CAMS ID and password, then press enter or
click Login. Timekeeper Main Menu will display.

2. Assign or change your Backup Timekeepers (if X -
necessary). Timekeeper Main Menu

How? Click UPDATE PROFILE under Employee Options.

Click the down arrow in the first Backup Timekeeper block.

Click the name of one of your backups.

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

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

C O you need to do Backup Timekeeping for another Timekeeper:
¢ On the Main Menu, click the down arrow in the selection box under Timekeeper Options.
o Click the name of the Timekeeper whose employee records you need to see.

3. Click TIMEKEEPER SCREEN — (for the pay period being processed) under Timekeeper
Options.

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.
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4. Make any necessary changes to an employee
master record (for example, to adjust leave
balances).
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How? e Click the [M next to the employee name.
o Make change(s). Left side of Timekeeper Screen

o 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.

5. Make any necessary changes to an employee profile.

How? e Click the [Pl next to the employee name.
o Make change(s).
o 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.
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6. Review Notes and/or Warning messages entered by employees or generated by the
system.

How? 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.

7. Review the timesheet summary data for an employee.  [ebBased Total Cost Accounting System
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How? Look at the columns on the right side of the screen R
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Right side of Timekeeper Screen
8. Enter or make corrections to an employee timesheet.

How? e Click that employee’s name in the Employee Name column.
o Make change(s).
e Click SUBMIT TO TK to save data, submit timesheet, and return to the Timekeeper Screen.

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

How? e Click the [& under the NFC Acctg column for that employee.
o Make change(s).
o Click SAVE on the toolbar to save your changes and return to the Timekeeper Screen.

=¥ Once you’ve made and saved accounting changes, the (4] turns yellow. This is a reminder to the
Timekeeper that they have made changes to the accounting data for this timesheet.

10. Verify timesheets
How? 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.

11. Print timesheets

How? e Click the checkbox under the Sel. column for each timesheet you need to print.
e Click PRINT SELECTED TIMESHEETS on the toolbar.

=2 |fan 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.
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