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INTRODUCTION
About STARweb
STARweb is a National Finance Center (NFC) Web application.  It operates in a web environment requiring access to the Internet and NFC security access.

Through the use of STARweb, agencies can prepare time and attendance reports (T&A’s) and mark the T&A’s as transmitted for NFC processing.  The T&A’s can be marked for transmit either individually or as a group by contact point. T&A’s marked for transmit are pulled from the STARweb database prior to the running of the T&A Validation system (TIME) job.

This application is used to:

· Maintain an employee detail record for each employee at a specific T&A contact point. This record contains information relating to the employee’s pay plan, work schedule, and other pertinent employee data needed for T&A reporting.
· Gather data entered by timekeepers for the purpose of recording attendance and leave and for calculating employee wages each pay period.
· Enter T&A data at any time during the pay period.
· Enter corrected/split T&A’s.
· Print T&A’s to be reviewed and approved by supervisory personnel.
· Mark T&A’s for transmission to NFC.
This training manual is intended to serve as an accessory to Title I, Chapter 7, Section 5, Web-based System for Time and Attendance Reporting (STARweb).
Hardware and Software Requirements

You will need the following equipment to run STARweb:

· A personal computer (PC) with Internet capabilities.
· Access to the Internet using Internet Explorer browser of 6.0 or higher.
· Printer capable of printing web pages.  Recommend printer with at least 1MG of memory.
· An NFC User ID with access to STARweb.
· NFC designated u-printer.
STARweb Users
There are four levels of STARweb users.  The levels are as follows:

Timekeeper:  Timekeeper performs T&A functions and establishes, maintains and prints employee data for a specific agency or contact point.

Transmitter: Transmitter establishes and maintains Job Control Language (JCL) and transmits T&A's to NFC.

Application Administrator: Application Administrator (AA) has access to all contact point information in STARweb and works with Timekeepers to assist in program management and T&A processing.

System Administrator:  NFC representatives assigned to develop and implement the STARweb program and integrate it with the NFC employee payroll databases.

A User may have single-level or multi-level access to the system. APHIS Timekeepers will have Timekeeper and Transmitter access.
Getting Started In STARweb
From the STARweb Main Menu, you can select T&A Maintenance, Print Reports, Transmit, Contact Point, Tran Codes (Transaction Codes), Pay Period, Leave Type, or Help.  Below is a brief description of each option.

· T&A Maintenance. Used to maintain employee data and T&A data. The employee’s detail record, header record, leave account, T&A List, and Biweekly T&A are included in T&A Maintenance. This is the main area used by Timekeepers.
· Print Reports. Used to print employee TA’s.

· Transmit. Used by Transmitter to build Job Control Language (JCL) prepare the transmission file, and transmit the T&A’(s) to NFC for processing.

· Contact Point. Used by Application Administrator to search, add, update, and delete T&A contact points for STARweb users. These actions are performed by Application Administator only.

· Tran Codes. Used by the NFC Administrator to search, add, update, and delete Tranaction Codes (TC’s) used by the timekeepers when preparing T&A’s. This table contains all TC’s.

· Pay Period. Used by the NFC Administrator to maintain the Pay Period table used by timekeepers when preparing T&A’s. This table contains pay periods and their corresponding dates for the current year, the previous year, and the future years.

· Leave Type. Used by the NFC Administrator to search, add, update, and delete leave types used by timekeepers when preparing T&A’s.

· Help. Used to display Help.
STARWEB BUTTONS
Command Buttons
[Add] - Used to add a record.

[Add New] - Used to add a new T&A.

[Biweekly] -Used to display the Biweekly T&A window for an employee on the Employee List.

[Build] - Used to build JCL.

[Cancel] - Used to cancel a function.

[Change] - Used to change a T&A record.

[Clear] - Used to clear the detail area.

[Close] - Used to close the current window.

[Contact Point] - Used to select Contact Point from the STARweb Main Menu.

[Continue] - Used to continue.

[Copy] - Used to copy JCL.

[Copy To] - Used to access the Copy To window from the Build JCL window.

[Correct T&A] - Used to prepare a corrected T&A.

[Delete] - Used to delete a record.
[Employee Detail] - Used to access the Employee Detail record from the Biweekly T&A window.
[Employee List] - Used to access the Employee List.
[Exit] - Used to exit STARweb from the STARweb Main Menu.
[Find] - Used to search for a record.
[Find SSN] - Used to search for a social security number (SSN) from the Biweekly T&A.
[Generate Pay Period] - Used to generate new pay periods on the Pay Period table.
[Help] - Used to display help text.
[Import T&A] - Used to import T&A’s for employees on the Employee List.
[Leave Account] - Used to display the Employee Leave Account for an employee.
[Leave Type] - Used to select the Leave Type Table from the STARweb Main Menu.
[Log Off] - Used to log off of STARweb from any STARweb window.
[Login] - Used to log on to STARweb from the STARweb Main Menu.
[Merge] - Used to merge a split T&A.
[More] - Used to open a pop-up from an open window.
[Next Name] - Used to display the next name from the Biweekly T&A window.
[Next SSN] - Used to display the next SSN.
[OK] - Used to advance to the next window and/or acknowledge the message.
[Rollover] - Used to roll over all T&A’s on the Employee List to the next pay period.
[Pay Period] - Used to select the Pay Period Table from the STARweb Main Menu.
[Prev Name] - Used to display the previous name from the Biweekly T&A window.
[Prev SSN] - Used to display the previous SSN from the Biweekly T&A window.
[Print All] - Used to print all T&A’s.

[Print List] - Used to access the Employee Print List from the Contact Point List window.
[Print Reports] - Used to select Print Reports from the STAR Main Menu.

[Print Selected] - Used to print only those T&A’s selected.

[Save] - Used to save JCL before building and to save the information added or changed on the Employee Detail window.

[Search] - Used to search for records in STARweb.

[Select Leave Type] - Used to select a leave type on the Leave Type table.

[Sort By Name] - Used to sort the Employee List by name.

[Sort By SSN] - Used to sort the Employee List by SSN.

[Split Selected T&A] - Used to split the selected T&A.

[T&A Header] - Used to display the T&A Header record for an employee from the Biweekly T&A window.
[T&A List] - Used to display the T&A List for an employee on the Employee List.

[T&A Maintenance] - Used to select T&A Maintenance from the STARweb Main Menu.

[Tran Codes] - Used to select the TC Table from the STARweb Main Menu.

[Transmit] - Used to select Transmit from the STARweb Main Menu.

[Update] - Used to update a record.

[Validate Amt] - Used to validate the dollar amount for a dollar amount TC. (This feature is not used by APHIS)
[Verify] - Used to verify the current T&A.

[Xmit All] - Used to transmit all T&A’s.

[Xmit Selected] - Used to transmit only those T&A’s selected.
Message Pop-ups
Throughout STARweb, message pop-ups appear when certain actions are performed. These pop-ups notify the user of an action that must be taken and/or an error condition that must be corrected. Command buttons are used on these pop-ups. These command buttons accept or cancel the message. You must click a command button in order for the pop-up to disappear and to be returned to the active window. Following is an example of a message pop-up.
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Pop-ups do not have a menu bar or a tool bar; however, they do have command buttons that carry out an action implied in the button’s name. STARweb pop-ups include the following command buttons used throughout STARweb:
[Cancel] - Used to cancel a function.

[Close] - Used to close the current pop-up.

[Continue] - Used to continue a process.

[Copy] - Used to copy JCL from another contact point to the contact point you are currently working in.

[OK] - Used to acknowledge the displayed message.

[Select] - Used to select a record.

LOGGING ON TO STARWEB
STARweb Main Menu
1. Connect to the Internet using Internet Explorer 6.0 or higher.

2. Connect to STARweb at https://tafh.nfc.usda.gov .  A Welcome Message appears.

Note: STARweb can also be accessed from the NFC homepage at: http://www.nfc.usda.gov 
[image: image5.png]Ele Edt View Favortes Toos Help

L]

Q- O NRG ,APhk@O R & A
ictdress | ] https:fjtafhfc.usda.govf i
o

N
LEWelcome to NFC

You are currently running the following browser configuration. This
information will be useful to NFC Customer Support in troubleshooting any
problems you might have running the application. Please print this form for
reference, and if needed, provide it to NFC Customer Support for assistance.

@i

|8

Internet




3. On the Welcome Message, click [STAR 3.0]. A Warning Message appears.

[image: image6.png]Microsoft Internet Explorer

Y

B —

YOU HAVE CONNECTED TO A LS, GOVERNMENT COMPUITER,
IF YOU ARE NOT AUTHORIZED ACCESS TO THIS SYSTEM, DISCONNECT NOW.

Al attempts to access and use this system andjor it resources are subject to
keystroke monikoring and recording. Everyone using this system expressly consents
o such monitoring and s advised that F such reveals possile evidence of

criminal activty or abuse of aLthoriy, the information wil b reported to

authorties For acton, Unauthorized access attempts or use in excess of documented
authority may subject you to a ine and|or imprisonent n accordance with

Tile 18, USC, Section 1030 or adminstrative penalties or dsmissal,

F R ——





4. On the Warning Message, click [OK]. The STARweb Main Menu is displayed.
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Login
1. Complete the fields in the Log On box as follows:

User ID - Type your NFC user ID.


Password - Type your NFC password.

2. Click [Login].
You will know you are logged in to the program when you see “AGRICULTURE AGENCIES” in the database pull-down.
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NOTE: If your NFC ID is new, the first time you log in you will get a message box telling you that “Your Password has Expired” and you will need to set a new password.
[image: image9.png]&1Password Expired -- Web Page Dialog.

Your password has expired. Please enter anew
password,

Ihktps:/ftaftra.nfc.usda.govfstar30, @9 Internet.





1. Complete the fields in the Logon area as follows:
User ID - Type your NFC ID. 

Password - Type your NFC password.

New Password - Type your new password. 

Confirm Password - Confirm your new NFC Mainframe password by typing the same password that you typed in the New Password field.
NOTE: Your new password must be 6 to 8 characters long and contain both letters and numbers or special characters. Also, you must fill all four fields in the Logon area in order to change your password and login.
2. Click [Login].
3. Click [OK].  You will know you have successfully changed your password and logged into STARweb when you see “AGRICULTURE AGENCIES” in the database pull-down.
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Exercise 1 ~ Logon to STARweb
Description:  This exercise demonstrates how to log onto STARweb and how to change an initial password which expires after first use.

Internet Explorer 6.0

1. Open Internet Explorer 6.0 version or higher.

2. Type https://tafh.nfc.usda.gov in URL address box of Internet Explorer.

3. Click [GO].  Security message appears regarding the security certificate (training database only). 

4. Click [Yes]. Welcome message appears.
Welcome Message ~ Warning Pop-up
1. Read Welcome to NFC message.

2. Click [STAR 3.0].  Warning Message pop-up appears.

3. Read Warning message.

4. Click [OK] at the bottom of warning message.  STAR main page appears.

STAR Main Page ~ Log In
Complete the fields in the Logon box as follows.

	Field
	Value


1. User ID
Training ID [AP_ _ _ _]
2. Password
Training password [required] 

3. Click [Log In]
The first time you log in you will get a message box telling you that 
“Your password has expired”.

4. Click [OK].
Return to the Log In area above and complete the fields in the Logon box as follows.

	Field
	Value


5. User ID
Training ID [AP_ _ _ _]
6. Password
Training password [required]
7. New Password
Enter [6-8 characters]
8. Confirm Password
Confirm new password
9. Click [Log In]

10. Click [OK]
You will know you have successfully changed your password and logged into STARweb when you see “Agriculture Agencies” in the database pull-down field.

T&A MAINTENANCE
The T&A Maintenance area is used by timekeepers to record employee data and prepare T&A’s for transmission to NFC. When a timekeeper has access to more than one contact point, the Contact Point List window is displayed before the Employee List window. This window displays a list of all contact points available to a timekeeper and is used to search for a contact point on the list.
Select Applicable Contact Point
1. On the STARweb Main Menu, click [T&A Maintenance]. If the timekeeper has access to more than one contact point, the Contact Point List window is displayed.
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2. Select the applicable contact point record on the Contact Point List.
3. Click [Employee List]. Employee List window is displayed.
Search Contact Point List

You can search for a contact point record in the Search box on the Contact Point List window.
Complete the fields in the Search By box as follows:
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Agency – Type the agency code. (2 characters)

State – Type the state code. (2 characters)

Town - Type the town code. (4 characters)

Unit – Type the agency-assigned number that identifies the unit. The unit code identifies each contact point location within a town. (2 characters)

Timekeeper - Type the agency assigned number that identifies the timekeeper. (2 characters)

2. Click [Search]. A list of contact points meeting the search criteria is displayed.
3. Select the desired contact point and proceed with a menu item.
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Employee List
The Employee List window displays a list of all employees for the selected contact point. You can sort the Employee List by either name or SSN. The window defaults to name, but you can click [Sort By SSN] to change the sort order.
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Search for an Employee Record
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The Search feature is used when the Employee List is longer than one screen page.  There are two methods you can use to search.  You can use the Search box area to type the employee’s last name or Social Security number into the applicable field and click [Search].  A second method is to click and hold on the scroll up and down arrows.  
On lists that are several screens long you will need to click on the blue scroll arrows located just outside of the table for additional names to load. Click once and wait for the screen to refresh with additional employee names.
Add, Update or Delete an Employee Record

This option allows the timekeeper to add a new employee record, modify an existing employee record, or delete an employee record. If the employee has any active T&A’s, the employee record cannot be deleted.

1. Select the desired employee. 

2. Click the appropriate menu item.

3. Based on the menu item selected, follow the steps under Add An Employee, Update An Employee, or Delete An Employee.
Note: The [Clear] button will clear the current selection. This button is displayed on various windows throughout STARweb. Its functionality will always remain the same.
Add an Employee

Employees are added to STARweb only when they are new to the agency.  Employees who are changing positions or locations within APHIS should be moved from contact point to contact point.
1. On the Employee List window, click [ADD] to add a new employee record. The Employee Detail window is displayed.
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2. Complete the fields as follows:

SSN - Type the employee’s 9-digit SSN. (do not use hypens or spaces).
Last Name - Type the employee’s last name.
First Name - Type the employee’s first name.
Middle Name - Type the employee’s middle name.

Work Schedule - Click the down arrow to select the employee’s work schedule (Defaults to Full Time).
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Full Time – Tour of duty is 80 hours.

Part Time – If Part Time Employee is selected, then the tour of duty cannot exceed 79.75 hours.

Intermittent – If intermittent is selected, then day limitation must be checked.

Intermittent 6 – An Intermittent employee who substitutes for a Full-Time employee.

NOTE:  Intermittent 6 is not used by APHIS.
Ist 40 Hours – The first 40 hours of work performed in a week defines the tour of duty for that particular week.

Pay Plan - Click the down arrow to select the employee’s pay plan. 
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General Schedule – General Schedule Pay Plan (e.g., GS, GW, GH, GM, etc.).
Wage Grade – Federal Wage System Pay Plan (e.g., WG, WL, WS, etc.).
Other – All other types of employee pay plans (e.g., ED, AD, YV, ES, EX, etc.).
Special Type – Click the down arrow to select the employee’s special employment type code.
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Collaborators – Record Overtime Hours Only.
Fire Chief – Biweekly Duty Hours Greater than 80.
Firefighter – Biweekly Duty Hours Greater than 80.
Other – (used by other Agencies).
NOTE:  Special Type Collaborators is the only category APHIS uses of the four listed.
Tour of Duty – Type the number of hours in the employee’s tour of duty. Type the number of hours in the first 7 positions, and if fractions are necessary, type a decimal point and the fraction in the last 2 digits. (This field defaults to 80.00 hours) If Work Schedule is Part Time, then tour of duty cannot exceed 79.75 hours.
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.25 = ¼ hour

.50 = ½ hour


.75 = ¾ hour

1.00 = 1 hour

Tour of Duty:   [80.0]

Annual Leave Category – Click the down arrow to select the employee’s annual leave category. (This field defaults to 4)


Sick Leave Category – Click the down arrow to select the employee’s sick leave category. (This field defaults to 4)
Annual Leave Ceiling – This required field defaults to 240.0.
Contact Point - This box defaults to the contact point the timekeeper is currently working in and has security access to view.
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3. Click [Save] on the Employee Detail window to save the record. The SSN field becomes grayed out and non-editable after the record is saved.
4. Click [Close]. After adding your new employee, the Pay Period List page appears.
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5. Select the applicable pay period and year.
6. Click [OK]. This creates a Biweekly T&A for a newly added employee. 
After clicking [OK], the Employee Leave Account window is displayed.
See Establishing and Maintaining Leave Accounts, for instructions on completing the Employee Leave Account window.
Update an Employee

From the Employee List window:
1. Select the applicable employee record to be updated and click [Update]. The Employee Detail window is displayed.  You can also double click the selected employee’s name on the Employee List, and that employee’s Employee Detail window will open.
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2. Update the appropriate information.  SSN can not be edited.
3. Click [Save].

4. Click [Close] to return to the Employee List window.
Delete an Employee

From the Employee List window:
1. Select the applicable employee record to be deleted and click [Delete].

2. The employee is deleted.
3. This will return you to the Employee Detail window.
NOTE: An employee can only be deleted if they have no associated T&A’s.  T&A’s with a status of TRANSMITTED cannot be deleted.  T&A’s with NEW, IN PROGRESS, ERROR, VERIFIED can be deleted from the TA LIST page prior to deleting the employee record.

Importing a T&A
The import option allows the timekeeper to retrieve the latest T&A for either an individual employee or a group of employees for up to 1 year from the NFC database.  Importing is available for any T&A data stored at the NFC’s mainframe and not showing in STARweb.
Import T&A’s

From the STARweb Main Menu:
1. Click [T&A Maintenance]. The Contact Point List window is displayed with a list of contact points for that timekeeper.

2. Select the applicable T&A contact point.
3. Click [Employee List]. The Employee List window is displayed.

4. Select the applicable employee and click [Import TA] to import one employee’s T&A. The Pay Period List screen appears.
NOTE:  To import ALL employee T&A’s for a contact point new to STARweb, click [Import T&A] with no employee names highlighted. A pop-up message appears stating that all T&A’s will be imported for that pay period. The Pay Period List screen appears.
5. Select the applicable pay period of the T&A(’s) to be imported.

6. Click [OK].

NOTE:  There will not be an imported T&A for a new employee, an employee who already has that same T&A data or an employee who was not paid in that pay period.
7. A screen will appear indicating the number of employees imported and identifying the specific employee(s) not imported.
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8. Click [Close]. A pop-up appears reminding you to update the leave accounts for the employees whose T&A’s successfully imported.
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9. Click [OK]. The Employee List window is displayed.

Exercise 2 ~ Importing in STARweb
Description:  This exercise demonstrates how to import a list of T&A’s into STARweb from the previous pay period.
STAR Main Page

1. Click [T&A Maintenance].  The Contact Point List appears.

Contact Point List

1. Select the training contact point you have been assigned.

2. Click [Employee List]. The Employee List appears.

Employee List
1. Do not select any employees to import for your entire list.
2. Click [Import TA]. Pay Period List screen appears.

Pay Period List Screen
1. Select pay period and year: PP01-2004.
2. Click [OK].
A screen will appear indicating the number of employees imported and identifying the specific employee(s) not imported. Employees showing on the list as not imported did not have T&A data at NFC to import for the pay period you specified.
3. Click [Close]
A pop-up appears reminding you to update the leave accounts for the employees whose T&A’s successfully imported.

4. Click [OK]. The Employee List appears.

Rolling Over T&A’s
This option allows the timekeeper to create a new pay period for all employee records on the employee list that were successfully transmitted the previous pay period.  You will do this at the beginning of each pay period to get new T&As for employees on the contact point employee list.
From the STARweb Main Menu:
1. Click [T&A Maintenance].
· If the timekeeper has access to more than one contact point, the Contact Point List is displayed with a list of contact points for that timekeeper. Select applicable contact point and Click [Employee List].

· If the timekeeper has access to one contact point, the Employee List is displayed.
2. On the Employee List window, click [Rollover] to roll over all T&A’s for a contact point. The Pay Period List screen appears.

NOTE:  You cannot rollover a selected employee T&A for a pay period, the rollover function is all or nothing.
3. Select the applicable pay period and year of the T&A contact point to be rolled over.
4. Click [OK]. A screen appears indicating the number of employees that were rolled over and identifies the specific employees not rolled over.
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5. Click [Close]. The Employee List window is displayed.
6. Click [Close] or proceed with other menu options, as desired.

Exercise 3 ~ Rolling Over T&A’s 
Description:  This exercise demonstrates how to roll over T&A’s into STARweb for the current pay period. You must complete exercise 2 before proceeding with this exercise.
Employee List
1. Click [Rollover].  The Pay Period List screen appears.

Pay Period List
1. Select pay period and year: PP02-2004.

2. Click [OK].
A screen appears indicating the number of employees that were rolled over and identifies the specific employee(s) not rolled over. Employees showing on the list as not rolled over, did not have a transmitted T&A in STARweb immediately prior to the pay period you chose to roll over.
3. Click [Close].  The Employee List appears.

The TA List 
The TA List button is used to display the T&A List for a selected employee on the Employee List.  This list contains all T&A records for a single employee and, by clicking [Next Name] is an excellent tool for accessing multiple employee records quickly.  Use the TA List to:

· Check to see if a T&A has rolled over for the new pay period.
· Check to see the status of any T&A; New, In Progress, Error, Verified, Transmitted.
· Add a New T&A for a new employee or for the current pay period for a returning intermittent employee.
· Gain access to a New or In Progress Biweekly T&A.
· Create a Split T&A from a previously created T&A.
· Merge two parts of a Split T&A.
· Create a Corrected T&A from a Transmitted T&A.
· Delete any non-transmitted T&A.
· Print a T&A.
1. From the Main Menu click [T&A Maintenance].

· If the timekeeper has access to more than one contact point, the Contact Point List is displayed with a list of contact points for that timekeeper. Select applicable contact point and Click [Employee List].
· If the timekeeper has access to one contact point, the Employee List is displayed.

2. On the Employee List window, select an employee’s name and click [TA List]. The employee’s TA List appears.  
· 
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3. Here is a list of the TA List screen buttons and how they work.  Please see corresponding sections elsewhere in the manual for complete instructions.
Add New - Click [Add New] to create a new T&A record without importing or rolling over.

Change - Select a T&A and click [Change] to open it in the Biweekly T&A screen.  
NOTE: You can open a transmitted T&A using [Change], but you cannot alter a transmitted T&A.
Split Selected T&A - Select a current pay period T&A and click [Split Selected T&A].  The single line entry will split into two and will appear on the T&A List as Split ID 1 and Split ID 2.  
Merge - Select either record of a non-transmitted split T&A and click [Merge].  Parts 1 and 2 will combine into one entry.  Only the data from part 2 of the split is retained and T&A must be updated to reflect the correct timekeeping information.

Correct T&A - Select a transmitted T&A and click [Correct T&A].  A new biweekly T&A will be created and listed on the TA List as Correction ID 1.  Changes can be made to the T&A Header, Leave Account and Biweekly T&A information.  
Delete - Select any non-transmitted T&A and click [Delete].  T&A’s with a transmitted status can not be deleted from the TA List.


Print Selected - Select a T&A in any status and click [Print Selected].
4. Click [Close] to return to the Employee List.

Establishing and Maintaining Leave Accounts
The Employee Leave Account window displays leave data for an employee.
The leave information recorded on the T&A is a method of maintaining an employee’s leave record.  It consists of leave brought forward from the prior pay period, leave earned during the current pay period, leave used for the processing pay period, and the leave balance to date.

NOTE: When an employee’s annual leave category changes, the Timekeeper is responsible for updating the annual leave category in the Employee Detail.
Add, Update Or Delete An Employee Leave Type Record

On the Employee List window:

1. Select the applicable employee record.

2. Click [Leave Account]. The Employee Leave Account window for that employee is displayed.
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The Employee’s SSN, Name, and Leave Accrual are generated from the Employee Detail window. The Pay Period number and Pay Period Begin Date will reflect the most current data unless an earlier T&A is selected on the TA List page prior to clicking the Leave Account button.

Add a Leave Type

1. On the Employee Leave Account window, click the drop down menu for the list of leave types.
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2. Select the applicable leave type. The new leave type will appear in the Detail box of the Employee Leave Account window.

3. Click the Forward box. Type the number of whole hours. Fractions will be recorded as .25, .50, .75
4. Click [Add].
5. A new line of leave information will be added to the Leave Table.
6. Click [Close] if you have no other leave changes.
Update a Leave Type

On the Employee Leave Account window:
1. Click the leave type you need to update in the Leave table.  The line of text will load to the Detail box.
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2. Click the Forward box and make the appropriate changes to the Forward value.

3. Click [Update].  Leave table text will be updated.

4. Repeat until all leave balances are updated as needed.

5. Click [Close].

NOTE:  Accrued leave balances cannot be edited on this page.
Delete A Leave Type

1. On the Employee Leave Account window, select the applicable leave type. The line of text will load to the Detail box.
2. Click [Delete].

3. Click [Close].

NOTE:  For employees that do not accrue leave, make sure the Employee Leave Account page has Annual and Sick Leave categories listed even if the balances are zero.  You will get an error message while attempting to verify your T&A’s if you do not have these accounts present for the employee.
 Exercise 4 ~ New Employee (A)
Description:  This exercise demonstrates how to add a new employee, select a pay period and view the employee leave account.
Employee List

1. Open Employee List

2. Click Add button, Employee Detail screen opens
Employee Detail 

Enter the following values into the applicable fields
	Field
	Value


 1. SSN
Type a unique nine-digit number

 2. Agency
Defaults to [34] (APHIS)
 3. Last Name
Type a last name you create

 4. First Name
Type a first name you create

 5. Middle Name
Type middle name or leave blank

 6. Work Schedule 
Select [Full Time]

 7. Pay Plan 
Select [General Schedule]
 8. Special Type
Leave blank

 9. Tour of Duty
Defaults to [80]
10. Day Limitation
Leave blank

11. Annual Leave Category
Defaults to [4]

12. Sick Leave Category
Defaults to [4]

13. Annual Leave Ceiling
Defaults to [240]


14. Contact Point field
Defaults to training contact point

15. Select [Save]
16. Select [Close]
Select Pay Period Screen

The Pay Period screen should appear.  If it does not, refer to **Workaround below.
1. Highlight pay period
- PP02-2004.
2. Click [OK], Employee List appears.
Employee List

1. Select new employee name you just created.

2. Click [Leave Account], Employee Leave Account screen appears.

Leave Account 

1. Look at Forward balances in table at bottom of page.

    Both ANNL and SICK fields should read 0.00

2. Click [Close].
**Workaround:  If the Select Pay Period screen does not appear do the following:

1. Select the employee’s name from the Employee List.
2. Click [T&A List].
3. On the TA List page click [Add New]. The Pay Period List screen appears.
4. Choose PP2 2004.
5. Click [OK]. The TA List page will appear.
6. Click [Close]. The Employee List page will appear. 
Continue with exercise at “Employee List” above.
Exercise 5 ~ New Employee (B)
Description:  This exercise demonstrates how to add a new employee, select a pay period and update the employee leave account screen.

Employee List

1. Open Employee List.
2. Click Add button, Employee Detail screen opens.
Employee Detail 

Enter the following values into the applicable fields

	Field
	Value


 1. SSN
Type a unique nine-digit number

 2. Agency
Defaults to [34] for APHIS
 3. Last Name
Type a last name you create

 4. First Name
Type a first name you create

 5. Middle Name
Type middle name or leave blank

 6. Work Schedule 
Select [Full Time]
 7. Pay Plan 
Select [General Schedule]

 8. Special Type
Leave blank

 9. Tour of Duty
Defaults to [80]
10. Day Limitation
Leave blank

11. Annual Leave Category
Defaults to [4]
12. Sick Leave Category
Defaults to [4]
13. Annual Leave Ceiling
Defaults to [240]


14. Contact Point field
Defaults to training contact point

15. Select [Save]

16. Select [Close]

Select Pay Period Screen

The Pay Period screen should appear.  If it does not, refer to **Workaround below.

1. Highlight pay period - PP02-2004.
2. Click [OK], Employee List appears.
Employee List

1. Select new employee name you just created.

2. Click [Leave Account], Employee Leave Account screen appears.

Leave Account 

Update leave balances as follows.

1. Select ANNL in table.
2. Enter in Forward field in Detail box: Annual Leave = 10.
3. Click [Update].
4. Select SICK in table.
5. Enter in Forward field in Detail box: Sick Leave = 50.
6. Click [Update].
7. Click [Close].
**Workaround:  If the Select Pay Period screen does not appear do the following:

1. Select the employee’s name from the Employee List.
2. Click [T&A List].

3. On the TA List page click [Add New]. The Pay Period List screen appears.
4. Choose PP2 2004.
5. Click [OK]. The TA List page will appear.
6. Click [Close]. The Employee List page will appear. 
Continue with exercise at “Employee List” above.
T&A Preparation - Biweekly T&A
There are several options available from the Biweekly T&A.  From the T&A you can choose:
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[Employee Detail] –This option allows you to view or update the Employee Detail record. If no information is changed, click [Close]. If information is changed, click [Save], then click [Close]. This brings you back to the Biweekly T&A window.

[T&A Header] – This option allows you to view or update information on the T&A Header screen.  If no information is changed, click [Close].  If information is changed, click [OK]. This brings you back to the Biweekly T&A window.

[Leave Account] – This option allows you view, add, or update information on the Employee Leave Account. Complete the appropriate fields and click [Close].
[Print T&A] – This option allows you to print all T&A’s from the Biweekly T&A. See the Printing Reports feature for printing instructions.

[Verify] – After all changes to the T&A have been completed, click [Verify] to verify the T&A against the NFC database to determine if any errors exist.

[Transmit] – Once a T&A has been verified, printed, and signed, the T&A can be transmitted. See the Transmitting T&A’s feature for transmit instructions.

[Close] – To close the Biweekly TA window.
Maintain a T&A Header Record
This option allows you to maintain a header record for an employee.  The employee’s T&A Header record contains information regarding the employee’s work schedule, advance leave status, whether the T&A is for a new employee or a final T&A for an employee, and remarks by the timekeeper.
1. Click [T&A Maintenance] from the STARweb Main Menu. If the timekeeper has access to more than one contact point, the Contact Point List window is displayed. If the timekeeper has access to only one contact point, the Employee List window is displayed.
2. Select the applicable T&A contact point from the Contact Point List window. The Employee List window is displayed.
3. On the Employee List window, select the applicable employee’s name from the Employee List.

4. Click [Biweekly TA]. The Biweekly T&A screen is displayed.
5. Click [T&A Header]. The T&A Header screen appears.
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The T&A Header screen contains all of the employee’s T&A header information for the pay period.

There is certain information on the T&A Header that is system generated based on the information entered on previous windows. These fields are as follows:

Pay Period – Generated based on the selection made on the Select Pay Period screen.

Begin Date – Generated based on the Pay Period selected.

Status – Generated based on the Status of the T&A.

Corrected/Record – Generated when [Correct T&A] is selected on the T&A List window and indicates a corrected T&A. Valid values for the Record field are 0 and 1.

Split/Part – Generated when [Split Selected T&A] is selected on the T&A List window and indicates a split T&A. Valid values for the Part field are 1 or 2.

6. Complete the fields as follows:

New Employee – Click this field only if the employee is a new employee.

Accrue Leave – Click this box if the employee is eligible to accrue leave.
NOTE: The Accrue Leave box is checked on the T&A Header only for the employees First or Final T&A when they have worked a full schedule.
Begin Day – Click the down arrow to select the beginning day of the pay period for the employee if the employee is new.

Begin Date – System generated based on the Begin Day selected.

End Day – Click the down arrow to select the ending day of the pay period for the employee.  This field is only used when completing a final T&A for an employee.

End Date – System generated based on the End Day selected.

Final T&A – Click the down arrow to indicate if this is the final T&A for an employee.  Only to be used if the “End Day” is completed.
AWS – Click the down arrow to select an alternate work schedule (AWS) option. This field defaults to “Normal Schedule”.
Days Worked – Click the down arrow to select the number of days worked by an employee.  Valid values are 00-14. This should only be used for employees who are under day limitation appointments.
Advance Leave – Click the down arrow to select the type of advance leave that an employee has been granted.

Wage Shift FEGLI – Click the down arrow if the employee is eligible for Federal Employees Group Life Insurance (FEGLI) wage shift. If the employee is coded as General Schedule employee, the valid values are:

· Blank

· Normal T&A

· Exceed Biweekly
If the employee is coded as Wage Grade employee the valid values are:

· First Shift

· Second Shift

· Third Shift

· Varied Shift
Standby/AUO/Avail Pay – This group of fields is used when the employee is eligible for standby/AUO (Administratively Uncontrollable Overtime) hours.
Flag –The default is blank. 
First (lst) Week –Only fill in this block if the “Flag” is checked.

Second (2nd) Week –Only complete this block if the “Flag” and “First Week” fields are completed.

Percent (%) Premium –Only fill in this block if the “Flag”, “First Week”, and “Second Week” are completed.
NOTE: Flag, First (1st) Week, Second (2nd) Week and Percent (%) Premium fields are not used by APHIS.

NFC Use – NFC use only.
Accounting Data Usage Code – Click the down arrow to indicate whether or not to use stored accounting. The default is “Accounting on each line”.  
NOTE: Accounting cannot be stored on a corrected T&A.

(1) Stored Accounting on First Line – Select this option if you want to store the accounting on the first line of the T&A. Accounting may not be entered on any other line if this option is selected. The accounting code stored will be retrieved in future pay periods when the T&A is processed with an Accounting Date Usage Code of 2-Use Stored Accounting.

(2) Stored Accounting- Select this option if you would like to use the accounting stored on the NFC database. No accounting will be reflected on the biweekly T&A. This option cannot be used for a new employee.

(3) Accounting on Each Line – Select this option if you want to distribute accounting for each transaction code line on the biweekly T&A. This option may be used even if accounting has been previously stored.
Remarks – Use this field to enter any remarks by the Timekeeper. These remarks appear on the T&A, however, only the first 23 characters are transmitted to NFC. (optional, alphanumeric, 254 characters max.)

7. Click [OK] to update the header record and close.
Prepare a T&A

For a new employee, on the Biweekly T&A window, the Transaction Code, Description, Week 1 Hrs, Week 2 Hrs and Accounting fields in the Detail box will be blank. One of three functions can be utilized to reflect the appropriate transaction code information on a T&A:
1. A TC may be added if it does not currently appear in the List box on the Biweekly T&A window; or
2. TC information that appears in the List box may be updated; or

3. A TC line may be deleted from the List box.

If this is a new employee, no transaction code information will be present in the List box. Only the [Add] option can be used in that case.
One of the three functions can be utilized to reflect the appropriate transaction code information on a T&A.  

If you do not know the TC, click [More] to display the Transaction Code Table List.
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The Transaction Code Table List screen appears. You may enter a Prefix, TC, Suffix, partial Short Description, or Leave Type to conduct a search. Once entered, click [Search].
Double-clicking the applicable TC will paste the information in the Detail box on the Biweekly T&A window.
Complete the fields on the Biweekly T&A window as follows:

If the TC is not present on the Biweekly T&A: 
1. Click [TC] in the Detail box of the Biweekly T&A window. Type or select the TC as desired.

Week 1 Hrs - Type the applicable hours.

Week 2 Hrs - Type the applicable hours.

Accounting classification - Complete this field if (1) or (3) was selected on the T&A Header. If (2) was selected, no accounting classification needed. A (2) indicates that stored accounting is being used.

2. Click [ADD].
If the TC is already present on the Biweekly T&A:
1. Click the TC in the List Box. The information will paste in the Detail box.

2. Update the data in the Week 1 Hrs., Week 2 Hrs., and/or Accounting fields, as appropriate.

3. Click [Update].

If you wish to delete a TC on the Biweekly T&A:

1. Click the TC in the List box. The information will paste in the Detail box.

2. Click [Delete].

After all the information has been completed:

1. Click [Verify] once the T&A is successfully completed.

2. Click [Close]. You can check the Status field to see if the T&A is successfully verified.

Status - The status of the T&A is displayed in the Status field. Valid values for the Status field are 
New – A newly created unaltered T&A.
In Progress – A T&A whose data has been altered.
Error – A T&A that is not able to be verified by NFC due to an error(s).
Verified – A T&A that has been successfully verified by NFC.
Released – A T&A whose data has been sent to NFC, but has not been recognized yet as transmitted.
Transmitted – A T&A whose data is recognized as received by NFC for processing.
Note: The status on the T&A will change to Verified if there are no errors. If there are errors, a pop-up will appear telling you what the error is.
To do the T&A for the next person on your employee list, click the [Next Name] button (you can also choose [Previous Name], [Next SSN], [Previous SSN], and [Find SSN]).
Repeat the process for each employee.  
Changing a T&A

A Timekeeper can change T&A data at any time prior to when a T&A is marked Transmitted and picked up by the T&A Validation Processing System (TIME).  Changes can be made to the T&A Header record, the employee’s Leave Account, or the employee’s T&A.  If the T&A has already been transmitted, you must use the Correct T&A option to change any information on the T&A.  See Preparing a Corrected T&A.
Exercise 6 ~ New Employee’s 80 Hour T&A
Description:  This exercise demonstrates how to update a T&A Header for a new employee, enter time and attendance and verify a Biweekly T&A.

Employee List

1. Open Employee List. 
2. Select the employee you created in Exercise 4.
3. Click [Biweekly T&A].  Biweekly T&A screen appears.  

Biweekly T&A

1. Click [T&A Header].  T&A Header screen appears.

T&A Header

The following fields have default values:

Pay Period Number, Begin Date, Status, Corrected, Record, Split, Part.

Enter the following values into the applicable fields. 

	Field
	Value


 1. New Employee
Click to check box

 2. Accrue Leave
Click to check box

 3. Final T&A
Select [Not Final T&A]

 4. Begin Day
Day [1] (Corresponding date appears)

 5. End Day
Day [0]
 6. AWS
Select [Normal]
 7. Days Worked
[00]
 8. Advance Leave
[No Advanced Leave]

 9. Wage Shift FEGLI
[Normal T&A]

10. Standby/AUO/Avail Pay
Defaults to [Blank] 0, 0, 00

11. NFC Use
Leave Blank
12. Accounting Data Usage Code
[(3) Accounting on each line]

13. Stored Accounting
Defaults to [Blank]
14. Remarks
Defaults to [Blank]

15. Click [OK].  
Biweekly T&A screen reappears.

Biweekly T&A

Default values appear in the following fields:

Agency, State, Town, Unit, Timekeeper Status, SSN, AWS, Split ID#, Acctg Code, Pay Period Begin End, Employee Name

1. Go to table and select 01 Regular Time.  Text loads to Detail box.
Enter the following values into the Detail box.
	Transaction Code
	Description
	Week 1 Hrs
	Week 2 Hrs
	Accounting

	01
	Regular Time
	40
	40
	90199999876


2. Click [ADD]
NOTE: You may receive an error message “Accounting code not found in MASC.”  This means that the system does not recognize the accounting code we are using for training. Say “ok” and proceed with the exercise.
Verify
1. Click [Verify].  Status box towards top of page should change to VERIFIED. 

Exercise 7 ~ New Employee Starting Mid-Pay Period
Description:  This exercise demonstrates how to update a T&A Header for a new employee starting work in the middle of a pay period through T&A verification.

Employee List

1. Open Employee List.

2. Select the employee you created in Exercise 5.

3. Click [Biweekly T&A].  Biweekly T&A screen appears.  

Biweekly T&A

1. Click [T&A Header].  T&A Header screen appears.

T&A Header

The following fields have default values:

Pay Period Number, Begin Date, Status, Corrected, Record, Split, Part.

Enter the following values into the applicable fields. 

	Field
	Value


 1. New Employee
Click to check box

 2. Accrue Leave
Do not check box

 3. Final T&A
Select [Not Final T&A]

 4. Begin Day
Day [9] (Corresponding date appears)

 5. End Day
Day [0]
 6. AWS
Select [Normal]

 7. Days Worked
[00]

 8. Advance Leave
[No Advanced Leave]
 9. Wage Shift FEGLI
[Normal T&A]

10. Standby/AUO/Avail Pay
Defaults to [Blank] 0, 0, 00

11. NFC Use
Leave Blank
12. Accounting Data Usage Code
[Accounting on each line]
13. Stored Accounting
Defaults to [Blank]

14. Remarks
Defaults to [Blank]

15. Click [OK].  
Biweekly T&A screen reappears.

Biweekly T&A

Default values appear in the following fields:

Agency, State, Town, Unit, Timekeeper Status, SSN, AWS, Split ID#, Acctg Code, Pay Period Begin End Employee Name

Enter the following values into the applicable fields of Detail box.

	Transaction Code
	Description
	Week 1 Hrs
	Week 2 Hrs
	Accounting

	01
	Regular Time
	00
	40
	90199999876


1. Click [ADD]
NOTE: You may receive an error message “Accounting code not found in MASC.”  This means that the system does not recognize the accounting code we are using for training. Say “ok” and proceed with the exercise.
Verify
1. Click [Verify].  Status box in middle of page should change to VERIFIED.
Exercise 8 ~ New Employee (C) All Steps
Description:  This exercise demonstrates how to add a new employee, update Employee Detail, T&A Header and Leave Account, enter time and attendance and verify Biweekly T&A.

Employee List

1. Open Employee List

2. Click [Add]. Employee Detail screen opens.

Employee Detail
Enter the following values into the applicable fields

	Field
	Value


 1. SSN
Type a unique nine-digit number

 2. Agency
Defaults to [34] (APHIS)
 3 Last Name
Type a last name you create

 4. First Name
Type a first name you create

 5. Middle Name
Type a middle name or leave blank

 6. Work Schedule 
Select [Full Time]
 7. Pay Plan 
Select [General Schedule]
 8. Special Type
Leave blank

 9. Tour of Duty
Defaults to [80]
10. Day Limitation
Leave blank

11. Annual Leave Category
Defaults to [8]

12. Sick Leave Category
Defaults to [4]
13 Annual Leave Ceiling
Defaults to [240]


14 Contact Point field
Defaults to training contact point

15. Select [Save]
16. Select [Close]
Select Pay Period Screen

The Pay Period screen should appear.  If it does not, refer to **Workaround below.

1. Select pay period - PP02-2004.
2. Click [OK].
Employee List appears.
Employee List

1. Select new employee name you just created.

2. Click [Biweekly T&A].

Biweekly screen appears.

Biweekly T&A

1. Click [T&A Header].  
T&A Header screen appears.

T&A Header

The following fields have default values:

Pay Period Number, Begin Date, Status, Corrected, Record, Split, Part.

Enter the following values into the applicable fields. 

	Field
	Value


 1. New Employee
Click to check box

 2. Accrue Leave
Click to check box

 3. Final T&A
Select [Not Final T&A]

 4. Begin Day
Day [1] (Corresponding date appears)

 5. End Day
Day [0]

 6. AWS
Select [Normal]

 7. Days Worked
[00]

 8. Advance Leave
[No Advanced Leave]

 9. Wage Shift FEGLI
[Normal T&A]

10. Standby/AUO/Avail Pay
Default s to [Blank] 0, 0, 00

11. NFC Use
[Blank]
12. Accounting Data Usage Code
[Accounting on each line]
13. Stored Accounting
Defaults to [Blank]
14. Remarks
Defaults to [Blank]

15. Click [OK]
 Biweekly T&A screen appears

Biweekly T&A

1. Click [Leave Acct].  Employee Leave Account screen appears.
Leave Account 

Update leave balances as follows.
1. Select ANNL in table. Text loads to Detail box.

2. Go to Forward field in Detail box and enter: Annual Leave = 92.75

3. Click [Update]
4. Select SICK in table. Text loads to Detail box.

5. Go to Forward field in Detail box and enter: Sick Leave = 247.75

6. Click [Update]

7. Click [Close].  Biweekly T&A screen appears.
Biweekly T&A

Default values appear in the following fields:

Agency, State, Town, Unit, Timekeeper Status, SSN, AWS, Split ID#, Acctg Code, Pay Period Begin End, Employee Name

Enter the following values into the applicable fields.

	Transaction Code
	Description
	Week 1 Hrs
	Week 2 Hrs
	Accounting

	01
	Regular Time
	40
	40
	99991234


1. Click [ADD]
NOTE: You may receive an error message “Accounting code not found in MASC.”  This means that the system does not recognize the accounting code we are using for training. Say “ok” and proceed with the exercise.
Verify
1. Click [Verify]. 
Status box towards top of page should change to VERIFIED.
**Workaround:  If the Select Pay Period screen does not appear do the following:

1. Select the employee’s name from the Employee List.
2. Click [T&A List].

3. On the TA List page click [Add New]. The Pay Period List screen appears.
4. Choose PP2 2004

5. Click [OK]. The TA List page will appear.
6. Click [Close]. The Employee List page will appear. 
Continue with exercise at “Employee List” above.
Exercise 9 ~ Intermittent Employee with Day Limitation
Description:  This exercise demonstrates how to update an Employee Detail and T&A Header for an intermittent employee with day limitation.
Employee List

1. Open Employee List.

2. Select the second employee name listed that you did not create.
3. Click [Update]. Employee Detail screen opens.

Employee Detail

Enter the following values into the applicable fields

	Field
	Value


 1. SSN
Contains previously entered data

 2. Agency
Defaults to [34] (APHIS)
 3. Last Name
Contains previously entered data

 4. First Name
Contains previously entered data

 5. Middle Name
Contains previously entered data

 6. Work Schedule 
[Intermittent]
 7. Pay Plan 
[General Schedule]
 8. Special Type
Leave Blank
 9. Tour of Duty
Leave Blank
10. Day Limitation
[Yes]
11. Annual Leave Category
Defaults to [0]

12. Sick Leave Category
Defaults to [0]
13. Annual Leave Ceiling
Defaults to [0]


14. Contact Point field
Defaults to training contact point

15. Select [Save].
16. Select [Close]. The Employee List appears.

Employee List

1. Select same employee name.

2. Click [Biweekly T&A]. Biweekly screen appears.

Biweekly T&A

1. Click [T&A Header]. T&A Header screen appears.

T&A Header

The following fields have default values:

Pay Period Number, Begin Date, Status, Corrected, Record, Split, Part.

Enter the following values into the applicable fields. 

	Field
	Value


 1. New Employee
Do not check box

 2. Accrue Leave
Do not check box

 3. Final T&A
[Not Final T&A]
 4. Begin Day
Day [0]
 5. End Day
Day [0]
 6. AWS
[Variable day in 40]
 7. Days Worked
[4]
 8. Advance Leave
[No Advanced Leave]
 9. Wage Shift FEGLI
[Normal T&A]
10. Standby/AUO/Avail Pay
Default s to [Blank] 0, 0, 00

11. NFC Use
Leave Blank
12. Accounting Data Usage Code
[Accounting on each line]
13. Stored Accounting
Defaults to [Blank]

14. Remarks
Defaults to [Blank]

15. Click [OK]. The Biweekly T&A screen appears

Biweekly T&A

1. Click [Leave Acct]. The Employee Leave Account screen appears.
Leave Account 

Update leave balances as follows:
1. Select ANNL in table. Text loads to Detail box.

2. Enter in Forward field in Detail box: ANNL = 0
3. Click [Update]
4. Select SICK in table. Text loads to Detail box.

5. Enter in Forward field in Detail box: SICK = 0
6. Click [Update].
7. Click [Close].  Biweekly T&A screen appears.
Biweekly T&A

Default values appear in the following fields:

Agency, State, Town, Unit, Timekeeper Status, SSN, AWS, Split ID#, Acctg Code, Pay Period Begin End, Employee Name.
1. Go to table and select 01 Regular Time.  Text loads to Detail box.
Enter the following values into the applicable fields.

	Transaction Code
	Description
	Week 1 Hrs
	Week 2 Hrs
	Accounting

	01
	Regular Time
	4
	24
	999111199


2. Click [Update].
NOTE: You may receive an error message “Accounting code not found in MASC.”  This means that the system does not recognize the accounting code we are using for training. Say “ok” and proceed with the exercise.
3. If there are any other lines of text in table, select and click [Delete].
Verify
1. Click [Verify]. Status box towards top of page should change to VERIFIED.  
Exercise 10 ~ Resignation (Final T&A) for a WG Employee

Description: This exercise demonstrates how to code an 80+ hour wage grade T&A as a Final T&A.

Employee List

1. Open Employee List

2. Select the fourth employee name listed that you did not create.
3. Click [Biweekly T&A].  Biweekly T&A screen appears.

Biweekly T&A
1. Click [Employee Detail].  Employee Detail screen opens.

Employee Detail

Enter the following values into the applicable fields.

	Field
	Value


1. Work Schedule
[Full Time]
2. Pay Plan
[Wage Grade]

3. Special Type 
Leave Blank

4. Tour of Duty
Defaults to [80.00]
5. Day Limitation
Leave Blank
6. Annual Leave Category 
Annual = [6]
7. Sick Leave Category
Sick = [4]
8. Contact Point
Training Contact Point

9. Click [Save].

10. Click [Close].  Biweekly T&A screen appears.







Biweekly T&A

1. Click [T&A Header].  T&A Header screen appears.

T&A Header

The following fields have default values:

Pay Period Number, Begin Date, Status, Corrected, Record, Split, Part.

Enter the following values into the applicable fields. 

	Field
	Value


 1. New Employee
Do not check box

 2. Accrue Leave
Click to check box

 3. Final T&A
[Final T&A]
 4. Begin Day
Day [0] (Corresponding date appears)

 5. End Day
Day [14]
 6. AWS
[Normal]
 7. Days Worked
[00]
 8. Advance Leave
[No Advanced Leave]
 9. Wage Shift FEGLI
[First Shift]
10. Standby/AUO/Avail Pay
Default s to [Blank] 0, 0, 00

11. NFC Use
[Blank]
12. Accounting Data Usage Code
[Accounting on each line]
13. Stored Accounting
Defaults to [Blank]
14. Remarks
Defaults to [Blank]
15. Click [OK]. Biweekly T&A screen appears

Biweekly T&A

1. Click [Leave Account].  Employee Leave Account screen appears.

Leave Account
Update leave balances as follows.
1. Select ANNL in table. Text loads to Detail box.

2. Enter in Forward field in Detail box and type: Annual Leave = 240
3. Click [Update]
4. Select SICK in table. Text loads to Detail box.

5. Enter in Forward field in Detail box and type: Sick Leave = 585.25
6. Click [Update]
7. Click [Close].  Biweekly T&A screen appears.
Biweekly T&A

Default values appear in the following fields:

Agency, State, Town, Unit, Timekeeper Status, SSN, AWS, Split #, Acctg Code, Pay Period Begin End Employee Name.
1. Go to table and select 01 Regular Time.  Text loads to Detail box.
Enter the following values into the applicable fields.

	Transaction Code
	Description
	Week 1 Hrs
	Week 2 Hrs
	Accounting

	01
	Regular Time
	40
	40
	9019999999

	21-1
	OT Over 40 (7a-3p)
	0
	1.5
	9019999999


2. Click [Update].

NOTE: You may receive an error message “Accounting code not found in MASC.”  This means that the system does not recognize the accounting code we are using for training. Say “ok” and proceed with the exercise.
3. If there are any other lines of text in table, select and click [Delete].
Verify
1. Click [Verify].  Status box towards top of page should change to VERIFIED.  

Exercise 11 ~ Advancing Sick Leave and Coding an 80 hour T&A 
Description:  This exercise demonstrates how to advance sick leave and code an 80 hour T&A.
Employee List

1. Open Employee List

2. Select an employee name.

3. Click [Biweekly T&A].  Biweekly T&A screen appears.

Biweekly T&A
1. Click [Employee Detail].  Employee Detail screen appears.

Employee Detail

Enter the following values into the applicable fields.

	Field
	Value


1. Work Schedule
[Full Time]
2. Pay Plan
[General Schedule]
3. Special Type 
Leave Blank
4. Tour of Duty
Defaults to [80]
5. Day Limitation
Leave Blank
6. Annual Leave Category 
Annual = [8]
7. Sick Leave Category
Sick = [4]
8. Contact Point
Training Contact Point

9. Click [Save].
10. Click [Close].  Biweekly T&A screen appears.







Biweekly T&A

1. Click [T&A Header].  T&A Header screen appears.

T&A Header


The following fields have default values:

Pay Period Number, Begin Date, Status, Corrected, Record, Split, Part.

Enter the following values into the applicable fields. 

	Field
	Value


 1. New Employee
Do not check box

 2. Accrue Leave
Do not check box

 3. Final T&A
[Not Final T&A]
 4. Begin Day
Day [0] 
 5. End Day
Day [0]

 6. AWS
[Normal]
 7. Days Worked
[00]
 8. Advance Leave
[Sick Leave]
 9. Wage Shift FEGLI
[Normal]
10. Standby/AUO/Avail Pay
Default s to [Blank] 0, 0, 00

11. NFC Use
[Blank]
12. Accounting Data Usage Code
[2-Use stored accounting]

13. Stored Accounting
Defaults to [Blank]

14. Remarks
Defaults to [Blank]

15. Click [OK]. Biweekly T&A screen appears
Biweekly T&A

1. Click [Leave Account].  Employee Leave Account screen appears.
Leave Account
Update leave balances as follows.
1. Select ANNL in table. Text loads to Detail box.

2. Enter in Forward field in Detail box: Annual Leave = 0
3. Click Update

4. Select SICK in table. Text loads to Detail box.

5. Enter in Forward field in Detail box: Sick Leave = 12
6. Click [Update]
7. Click [Close].  Biweekly T&A screen appears.
Biweekly T&A

Default values appear in the following fields:

Agency, State, Town, Unit, Timekeeper Status, SSN, AWS, Split #, Acctg Code, Pay Period Begin End Employee Name

1. Go to table and select 01 Regular Time.  Text loads to Detail box.
   Enter the following values into the applicable fields.
	Transaction Code
	Description
	Week 1 Hrs
	Week 2 Hrs
	Accounting

	01
	Regular Time
	20
	24
	(leave blank)

	66
	Other Leave
	0
	8
	(leave blank)

	62
	Sick Time
	20
	8
	(leave blank)


2. Click [Update].
NOTE: You may receive an error message “Accounting code not found in MASC.”  This means that the system does not recognize the accounting code we are using for training. Say “ok” and proceed with the exercise.
3. 
4. If there are any other lines of text in table, select and click [Delete].
Verify
1. Click [Verify].  Status box towards top of page should change to VERIFIED.  

Exercise 12 ~ Military Leave and Coding an 80 Hour T&A
Description:  This exercise demonstrates how to code military leave and an 80 Hour T&A.

Employee List

1. Open Employee List

2. Select an employee name.

3. Click [Biweekly T&A].  Biweekly T&A screen appears.

Biweekly T&A
1. Click [Employee Detail].  Employee Detail screen appears.

Employee Detail

Enter the following values into the applicable fields.

	Field
	Value


1. Work Schedule
[Full Time]

2. Pay Plan
[General Schedule]
3. Special Type 
Leave Blank
4. Tour of Duty
Defaults to [80]
5. Day Limitation
Leave Blank
6. Annual Leave Category 
Annual = [8]
7. Sick Leave Category
Sick = [4]
8. Contact Point
Training Contact Point

9. Click [Save].
10. Click [Close].  Biweekly T&A screen appears.







Biweekly T&A

1. Click [T&A Header].  T&A Header screen appears.

T&A Header


The following fields have default values:

Pay Period Number, Begin Date, Status, Corrected, Record, Split, Part.

Enter the following values into the applicable fields. 

	Field
	Value


 1. New Employee
Do not check box

 2. Accrue Leave
Do not check box

 3. Final T&A
[Not Final T&A]
 4. Begin Day
Day [0] 
 5. End Day
Day [0]
 6. AWS
[Normal]
 7. Days Worked
[00]
 8. Advance Leave
[Sick Leave]
 9. Wage Shift FEGLI
[Normal]
10. Standby/AUO/Avail Pay
Defaults to [Blank] 0, 0, 00

11. NFC Use
Leave Blank
12. Accounting Data Usage Code
[2-Use stored accounting]
13. Stored Accounting
Defaults to [Blank]

14. Remarks
Defaults to [Blank]
15. Click [OK]. Biweekly T&A screen appears.

Biweekly T&A

1. Click [Leave Account].  Employee Leave Account screen appears.
Leave Account
Update leave balances as follows.
1. Select ANNL in table. Text loads to Detail box.

2. Enter in Forward field in Detail box: Annual Leave = 181

3. Click [Update]
4. Select SICK in table. Text loads to Detail box.

5. Enter in Forward field in Detail box: Sick Leave = 0

6. Click [Update]
7. Click [Close].  Biweekly T&A screen appears.
Biweekly T&A

Default values appear in the following fields:

Agency, State, Town, Unit, Timekeeper Status, SSN, AWS, Split #, Acctg Code, Pay Period Begin End Employee Name.
1. Go to table and select 01 Regular Time.  Text loads to Detail box.
Enter the following values into the applicable fields.
	Transaction Code
	Description
	Week 1 Hrs
	Week 2 Hrs
	Accounting

	01
	Regular Time
	40
	24
	(leave blank)

	65
	
	0
	16
	(leave blank)


2. Click [Update].

NOTE: You may receive an error message “Accounting code not found in MASC.”  This means that the system does not recognize the accounting code we are using for training. Say “ok” and proceed with the exercise.
3. If there are any other lines of text in table, select and click [Delete].
Verify
1. Click [Verify].  Status box towards top of page should change to VERIFIED.  

Exercise 13 ~ WG, Part Time Employee and a Time Off Award 
Description:  This exercise demonstrates how to enter a wage grade, part-time employee T&A, including adding a time-off award and part-time unapplied leave.

Employee List
1. Open Employee List

2. Select an employee name.

3. Click [Biweekly T&A].  Biweekly T&A screen appears.

Biweekly T&A
1. Click [Employee Detail].  Employee Detail screen opens.

Employee Detail

Enter the following values into the applicable fields.

	Field
	Value


1. Work Schedule
[Part-Time]
2. Pay Plan
[Wage Grade]
3. Special Type 
Leave Blank
4. Tour of Duty
[56.00]
5. Day Limitation
Leave Blank
6. Annual Leave Category 
Annual = [6]
7. Sick Leave Category
Sick = [4]
8. Contact Point
Training Contact Point

9. Click [Save].
10. Click [Close].  Biweekly screen appears.

Biweekly T&A

1. Click [T&A Header].  T&A Header screen appears.

T&A Header

The following fields have default values:

Pay Period Number, Begin Date, Status, Corrected, Record, Split, Part.

Enter the following values into the applicable fields. 

	Field
	Value


 1. New Employee
Do not check box

 2. Accrue Leave
Do not check box

 3. Final T&A
[Not Final T&A]
 4. Begin Day
Day [0]
 5. End Day
Day [0]
 6. AWS
[Normal]
 7. Days Worked
[00]
 8. Advance Leave
[No Advanced Leave]
 9. Wage Shift FEGLI
[Normal T&A]
10. Standby/AUO/Avail Pay
Defaults to [Blank] 0, 0, 00

11. NFC Use
Leave Blank
12. Accounting Data Usage Code
[2-Stored Accounting]
13. Stored Accounting
Defaults to [Blank]
14. Remarks
Defaults to [Blank]
15. Click [OK]. Biweekly T&A screen appears

Biweekly T&A

1. Click [Leave Account].  Employee Leave Account screen appears.

Leave Account
Update leave balances as follows.
1. Select ANNL in table. Text loads to Detail box.

2. Enter in Forward field in Detail box: Annual Leave = 101.
3. Click [Update].
4. Select SICK in table. Text loads to Detail box.

5. Enter in Forward field in Detail box: Sick Leave = 24.
6. Click [Update].
7. Click [Clear] to clear out text in Detail box.

8. Click on [(] pull-down menu in Detail box.
9. Select [Time Off Award].  Text loads to Detail box.

10. Enter in Forward field in Detail box and type: Time Off Award = 6.
11. Click [Update].
12. Highlight text in Part-time Unapplied Sick: Part-time Unapplied Sick = 8.
13. Click [Update].
14. Highlight text in Part-Time Unapplied Annual: Part-time Unapplied Leave = 1.
15. Click [Update].
16. Click [Close].  Biweekly T&A screen appears.
Biweekly T&A

Default values appear in the following fields:

Agency, State, Town, Unit, Timekeeper Status, SSN, AWS, Split #, Acctg Code, Pay Period Begin End Employee Name.
1. Go to table and select 01 Regular Time.  Text loads to Detail box.
Enter the following values into the applicable fields.

	Transaction Code
	Description
	Week 1 Hrs
	Week 2 Hrs
	Accounting

	01-1
	Regular Time
	26
	24
	[Leave Blank]

	Prefix 61-66
	Time Off Award
	0
	6
	[Leave Blank]


2. Click [Update].
NOTE: You may receive an error message “Accounting code not found in MASC.”  This means that the system does not recognize the accounting code we are using for training. Say “ok” and proceed with the exercise.

3. If there are any other lines of text in table, select and click [Delete].
Verify
1. Click [Verify].  Status box towards top of page should change to VERIFIED.  

Exercise 14 ~ New Employee (D) Resignation (Optional)
Description:  This optional exercise demonstrates how to add a new employee and process their resignation on the same T&A.
Employee List

1. Open Employee List

2. Click [Add], Employee Detail screen opens.

Employee Detail

Enter the following values into the applicable fields

	Field
	Value


 1. SSN
Type a unique nine-digit number

 2. Agency
Defaults to [34] (APHIS)
 3. Last Name
Type a last name you create

 4. First Name
Type a first name you create

 5. Middle Name
Type a middle name or leave blank

 6. Work Schedule 
Select [Full Time]
 7. Pay Plan 
Select [General Schedule]
 8. Special Type
Leave blank

 9. Tour of Duty
Defaults to [80]
10. Day Limitation
Leave blank

11. Annual Leave Category
Defaults to [4]
12. Sick Leave Category
Defaults to [4]
13. Annual Leave Ceiling
Defaults to [240]


14. Contact Point field
Defaults to training contact point

15. Select [Save]
16. Select [Close]

Select Pay Period Screen

The Pay Period screen should appear. If it does not, refer to **Workaround below.

1. Select pay period: PP02-2004
2. Click [OK], Employee List appears

Employee List

1. Select new employee name you just created.

2. Click [Biweekly T&A], Biweekly screen appears.

Biweekly T&A

1. Click [T&A Header].  T&A Header screen appears.

T&A Header

The following fields have default values:

Pay Period Number, Begin Date, Status, Corrected, Record, Split, Part.

Enter the following values into the applicable fields. 

	Field
	Value


 1. New Employee
Click to check box

 2. Accrue Leave
Do not check box

 3. Final T&A
Select [Final T&A]
 4. Begin Day
Day [4] (Corresponding date appears)

 5. End Day
Day [5]
 6. AWS
Select [Normal]
 7. Days Worked
[00]
 8. Advance Leave
[No Advanced Leave]
 9. Wage Shift FEGLI
[Normal T&A]

10. Standby/AUO/Avail Pay
Default s to [Blank] 0, 0, 00

11. NFC Use
[Blank]
12. Accounting Data Usage Code
[Accounting on each line]
13. Stored Accounting
Defaults to [Blank]
14. Remarks
Defaults to [Blank]
15. Click [OK], Biweekly T&A screen appears

Biweekly T&A

1. Click [Leave Acct].

2. Employee Leave Account screen appears
Leave Account 

Update leave balances as follows.
1. Select ANNL in table. Text loads to Detail box.

2. Go to Forward field in Detail box and enter:
Annual Leave = 0
3. Click [Update]
4. Select SICK in table. Text loads to Detail box.

5. Go to Forward field in Detail box and enter: Sick Leave = 0

6. Click [Update]
7. Click [Close].  Biweekly T&A screen appears.
Biweekly T&A

Default values appear in the following fields:

Agency, State, Town, Unit, Timekeeper Status, SSN, AWS, Split ID#, Acctg Code, Pay Period Begin End, Employee Name
Enter the following values into the applicable fields.

	Transaction Code
	Description
	Week 1 Hrs
	Week 2 Hrs
	Accounting

	01
	Regular Time
	16
	00
	99966666


1. Click [ADD]
NOTE: You may receive an error message “Accounting code not found in MASC.”  This means that the system does not recognize the accounting code we are using for training. Say “ok” and proceed with the exercise.
Verify
1. Click [Verify].  Status box towards top of page should change to VERIFIED.  

**Workaround:  If the Select Pay Period screen does not appear do the following:

1. Select the employee’s name from the Employee List.
2. Click [T&A List].

3. On the TA List page click [Add New]. The Pay Period List screen appears.
4. Choose PP2 2004

5. Click [OK]. The TA List page will appear.
6. Click [Close]. The Employee List page will appear. 
7. Continue with exercise at “Employee List” above.
Exercise 15 ~ Coding an 80 Hour T&A (Optional)
Description:  This is an optional exercise for more practice updating a T&A Header and Employee Leave Account.  You will update and delete lines of transaction codes in the Biweekly T&A and verify the record.
Employee List

1. Open Employee List

2. Select the first employee name listed that you did not create.
3. Click [Update]. Employee Detail screen opens. (You can also double-click employee name to open Employee Detail screen).
Employee Detail

Enter the following values into the applicable fields

	Field
	Value


 1. SSN
Contains previously entered data

 2. Agency
Defaults to [34] (APHIS)
 3. Last Name
Contains previously entered data

 4. First Name
Contains previously entered data

 5. Middle Name
Contains previously entered data

 6. Work Schedule 
[Full Time]
 7. Pay Plan 
[General Schedule]
 8. Special Type
[Blank]
 9. Tour of Duty
Defaults to [80]
10. Day Limitation
[Blank]
11. Annual Leave Category
[6]
12. Sick Leave Category
Defaults to [4]
13. Annual Leave Ceiling
Defaults to [240]


14. Contact Point field
Defaults to training contact point

15. Select [Save].
16. Select [Close]. 
The Employee List appears.

Employee List

1. Select same employee name.

2. Click [Biweekly T&A], Biweekly screen appears.

Biweekly T&A

1. Click [T&A Header]. T&A Header screen appears.

T&A Header

The following fields have default values:

Pay Period Number, Begin Date, Status, Corrected, Record, Split, Part.

Enter the following values into the applicable fields. 

	Field
	Value


 1. New Employee
Do not check box

 2. Accrue Leave
Do not check box

 3. Final T&A
[Not Final T&A]
 4. Begin Day
Day [0]
 5. End Day
Day [0]

 6. AWS
[Normal]
 7. Days Worked
[00]

 8. Advance Leave
[No Advanced Leave]
 9. Wage Shift FEGLI
[Normal T&A]
10. Standby/AUO/Avail Pay
Default s to [Blank] 0, 0, 00

11. NFC Use
Leave Blank
12. Accounting Data Usage Code
[Accounting on each line]
13. Stored Accounting
Defaults to [Blank]
14. Remarks
Defaults to [Blank]
15. Click [OK]
Biweekly T&A screen appears

Biweekly T&A

1. Click [Leave Acct].  Employee Leave Account screen appears.
Leave Account 

Update leave balances as follows.

1. Select ANNL in table. Text loads to Detail box.

2. Enter in the Forward field in Detail box: ANNL = 234

3. Click [Update].
4. Select SICK in table. Text loads to Detail box.

5. Enter in the Forward field in Detail box:
SICK = 581.25

6. Click [Update].
7. Click [Close].  Biweekly T&A screen appears.
Biweekly T&A

Default values appear in the following fields:

Agency, State, Town, Unit, Timekeeper Status, SSN, AWS, Split ID#, Acctg Code, Pay Period Begin End, Employee Name

1. Go to table and select 01 Regular Time.  Text loads to Detail box.
Enter the following values into the applicable fields.

	Transaction Code
	Description
	Week 1 Hrs
	Week 2 Hrs
	Accounting

	01
	Regular Time
	40
	40
	9019999999


2. Click [Update].
NOTE: You may receive an error message “Accounting code not found in MASC.”  This means that the system does not recognize the accounting code we are using for training. Say “ok” and proceed with the exercise.
3. If there are any other lines of text in table, select and click [Delete].
Verify
1. Click [Verify]. The status box towards top of page should change to VERIFIED.  
Exercise 16 ~ Coding an ES Employee’s 80 Hour T&A (Optional)
Description:  This optional exercise demonstrates how to code an 80-Hour T&A for an E.S.

Employee List

1. Open Employee List.

2. Select the third employee name listed that you did not create.

3. Click [Update]. Employee Detail screen opens.

Employee Detail

Enter the following values into the applicable fields

	Field
	Value


 1. SSN
Contains previously entered data

 2. Agency
Defaults to 34 for APHIS
 3. Last Name
Contains previously entered data

 4. First Name
Contains previously entered data

 5. Middle Name
Contains previously entered data

 6. Work Schedule 
[Full Time]
 7. Pay Plan 
ES [Other]
 8. Special Type
Leave blank

 9. Tour of Duty
Defaults to [80]
10. Day Limitation
Leave blank

11. Annual Leave Category
[12] 

12. Sick Leave Category
[8]
13. Annual Leave Ceiling
Defaults to [240]

14. Contact Point field
Defaults to training contact point

15. Select [Save].
16. Select [Close]. The Employee List appears.

Employee List

1. Select same employee name.

2. Click [Biweekly T&A].  Biweekly screen appears.

Biweekly T&A

1. Click [T&A Header].  T&A Header screen appears.

T&A Header

These fields have default values:

Pay Period Number, Begin Date, Status, Corrected, Record, Split, Part.

Enter the following values into the applicable fields. 

	Field
	Value


 1. New Employee
Do not check box

 2. Accrue Leave
Do not check box

 3. Final T&A
[Not Final T&A]
 4. Begin Day
Day [0]

 5. End Day
Day [0]
 6. AWS
[Normal Schedule]
 7. Days Worked
[4]
 8. Advance Leave
[No Advanced Leave]
 9. Wage Shift FEGLI
[Normal T&A]
10. Standby/AUO/Avail Pay
Default s to [Blank] 0, 0, 00

11. NFC Use
[Blank]
12. Accounting Data Usage Code
[2-Use Stored Accounting]
13. Stored Accounting
Defaults to [Blank]
14. Remarks
Defaults to [Blank]
15. Click [OK]. Biweekly T&A screen appears.

Biweekly T&A

1. Click [Leave Acct].  Employee Leave Account screen appears.
Leave Account 

Update leave balances as follows.

1. Select ANNL in table. Text loads to Detail box.

2. Enter in Forward field in Detail box: ANNL = 12
3. Click [Update]
4. Select SICK in table. Text loads to Detail box.

5. Enter in Forward field in Detail box: SICK = 8
6. Click [Update]
7. Click [Close].  Biweekly T&A screen appears.
Biweekly T&A

Default values appear in the following fields:

Agency, State, Town, Unit, Timekeeper Status, SSN, AWS, Split #, Acctg Code, Pay Period Begin End Employee Name.
1. Go to table and select 01 Regular Time.  Text loads to Detail box.
Enter the following values into the applicable fields.

	Transaction Code
	Description
	Week 1 Hrs
	Week 2 Hrs
	Accounting

	01
	Regular Time
	32
	24
	(leave blank)

	61
	Annual Leave
	8
	8
	(leave blank)

	66
	Other Leave
	0
	8
	(leave blank)


2. Click [Update].
NOTE: You may receive an error message “Accounting code not found in MASC.”  This means that the system does not recognize the accounting code we are using for training. Say “ok” and proceed with the exercise.
3. If there are any other lines of text in table, select and click [Delete].
Verify
1. Click [Verify].  Status box towards top of page should change to VERIFIED.  

Preparing a Corrected T&A
The Correct T&A option is used to prepare a corrected T&A for one that is transmitted.  You can correct the header record, the employee’s leave account, an employee’s detail record, or the employee’s biweekly T&A. You can correct T&A’s that have been transmitted for the current and last 25 pay periods.
Prepare a Corrected T&A
1. Click [T&A Maintenance] from the STARweb Main Menu. If the timekeeper has access to more than one contact point, the Contact Point List window is displayed. If the timekeeper only has access to one contact point, the Employee List window is displayed.
2. Select the applicable contact point from the Contact Point List.

3. Click [Employee List]. The Employee List window is displayed.

4. Select the applicable employee.

5. Click [TA List]. The T&A List window for that employee is displayed.

6. Select the applicable T&A. Only a T&A with a transmitted status may be selected.

7. Click [Corrected T&A]. The Biweekly T&A window is displayed.

· If you are correcting a TC line, select the applicable line, make the desired change(s), and click [Update].

· If you are adding a TC line, add the applicable TC code and hours in the Detail box and click [Add].
· If you are deleting a TC line, select the applicable TC line and click [Delete].

9. Click [Verify].

10. Click [Close].

NOTE: If a corrected T&A is needed for a previous pay period not on the T&A List, you must use the import feature to import the pay period to be corrected for a particular employee.
Exercise 17 ~ Creating A Corrected T&A to Add Overtime
Description:  This exercise demonstrates how to create a corrected T&A and add overtime to the coding of an 80 hour T&A.
Employee List

1. Open Employee List.
2. Select an employee name.

3. Click [TA List].  TA List screen appears.

TA List
1. Select PP01-2004.
2. Click [Correct T&A].  Biweekly T&A screen opens.
Biweekly T&A
1. Click [Employee Detail].  Employee Detail screen opens.

Employee Detail

Enter the following values into the applicable fields.

	Field
	Value


1. Work Schedule
[Full Time]
2. Pay Plan
[General Schedule]
3. Special Type 
Leave Blank
4. Tour of Duty
Defaults to [80]
5. Day Limitation
Leave Blank
6. Annual Leave Category 
Annual = [8]
7. Sick Leave Category
Sick = [4]
8. Contact Point
Training Contact Point

9. Click [Save].
10. Click [Close].  Biweekly T&A appears.

Biweekly T&A

1. Click [T&A Header].  T&A Header screen appears.

T&A Header

The following fields have default values:

Pay Period Number, Begin Date, Status, Corrected, Record, Split, Part.

Enter the following values into the applicable fields. 

	Field
	Value


 1. New Employee
Do not check box

 2. Accrue Leave
Do not check box

 3. Final T&A
[Not Final T&A]
 4. Begin Day
Day [0]
 5. End Day
Day [0]
 6. AWS
[Normal]
 7. Days Worked
[00]
 8. Advance Leave
[No Advanced Leave]
 9. Wage Shift FEGLI
[Normal T&A]
10. Standby/AUO/Avail Pay
Default s to [Blank] 0, 0, 00

11. NFC Use
Leave Blank
12. Accounting Data Usage Code
[Stored Accounting]

13. Stored Accounting
Defaults to [Blank]
14. Remarks
Defaults to [Blank]
15. Click [OK]. Biweekly T&A screen appears

Biweekly T&A

1. Click [Leave Account].  Employee Leave Account screen appears.

Leave Account
Update leave balances as follows.
1. Select ANNL in table. Text loads to Detail box.

2. Enter in Forward field in Detail box and type: Annual Leave = 100.75
3. Click [Update].
4. Select SICK in table. Text loads to Detail box.

5. Enter in Forward field in Detail box and type: Sick Leave = 251.75
6. Click [Update].
7. Click [Close].  Biweekly T&A screen appears.
Biweekly T&A

Default values appear in the following fields:

Agency, State, Town, Unit, Timekeeper Status, SSN, AWS, Split #, Acctg Code, Pay Period Begin End Employee Name.
1. Go to table and select 01 Regular Time.  Text loads to Detail box.
Enter the following values into the applicable fields.

	Transaction Code
	Description
	Week 1 Hrs
	Week 2 Hrs
	Accounting

	01
	Regular Time
	40
	40
	[Leave Blank]

	21
	Overtime Over 40 Hours Work
	10
	15
	[Leave Blank]


2. Click [Update].
3. NOTE: You may receive an error message “Accounting code not found in MASC.”  This means that the system does not recognize the accounting code we are using for training. Say “ok” and proceed with the exercise.

4. If there are any other lines of text in table, select and click [Delete].
Verify
1. Click [Verify].  Status box towards top of page should change to VERIFIED.  

Preparing A Split T&A
The Split Selected T&A option is used to prepare a split T&A. A split T&A is created when a change in an employee’s work schedule or position status occurs during a pay period.  Different variables are applied to each part of the pay period. A split T&A requires the completion of a T&A with two parts. When preparing a split T&A, enter the day before the change was effective in the Split Part 1 End Day field and the effective day of the change in the Split Part 2 Begin Day field.

Prepare A Split T&A

1. Click [T&A Maintenance] on the STARweb Main Menu. If the timekeeper has access to more than one contact point, the Contact Point List window is displayed. If the timekeeper only has access to one contact point, the Employee List window is displayed.
2. Select the applicable contact point from the Contact Point List.

3. Click [Employee List].  The Employee List window is displayed.
4. From the Employee List, select the applicable employee.
5. Click [TA List] The T&A List window for that employee is displayed.
6. Select the applicable record. Only T&A’s with a New, In Progress or Verified status may be split.
7. Click [Split Selected T&A] The Split T&A Information screen appears.
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8. Complete the fields as follows:
Split Part 1 Begin Day – This field is grayed and defaults to 0. (No entry).

Split Part 1 End Day – Type the day of the pay period to end the first part of the split T&A.  Valid values are 01-13.

Split Part 2 Begin Day - Type the day of the pay period to begin the second part of the split T&A. Valid values are 02-14.

Split Part 2 End Day – This field is grayed and defaults to 0. (No entry).

NOTE: Leave data is recorded only on the second T&A. If you use TC 65, Regular Military Leave, when preparing a split T&A, you must record the number of days of military leave used on the Employee Leave Account window.

9. Click [Continue] to continue preparing the split T&A.  The T&A will appear on the T&A List window on two lines, one for each part of the T&A (Split Part1 and Split Part 2).
10. Select Part 1 from the T&A List window and click [Change]. The Biweekly T&A window for that part will be displayed.

11. Complete the necessary T&A information on Part 1.
12. Click [Close].
13. Select Part 2 from the T&A List window and click [Change].  The Biweekly T&A window for that part will be displayed.
14. Complete the necessary T&A information on Part 2.
15. Click [Verify] on Part 2. Both Part 1 and Part 2 of the T&A will be verified.
16. Click [Close]. 

17. On the TA List page select PART 1 and click [Transmit].
You will choose Part 1 to transmit both parts. A Split T&A will show as one T&A record on the Transmit screen as Part 1 and Part 2 transmit together. 
Merging a Split T&A’s Records

A Split T&A with a status other than Transmitted can be merged back together.

1. Click [T&A Maintenance] from the STARweb Main Menu. If the timekeeper has access to more than one contact point, the Contact Point List window is displayed. If the timekeeper only has access to one contact point, the Employee List window is displayed.

2. Select the applicable contact point from the Contact Point List.

3. Click [Employee List]. The Employee List window is displayed.

4. Select the applicable employee.

5. Click [TAList]. The T&A List window for that employee is displayed.

6. Select either record of a split T&A on the T&A List window.

7. Click [Merge]. The T&A is merged back into a regular T&A.

NOTE: The merge process does not combine Part 1 and Part 2 transaction codes. Only the data from Part 2 of the split is retained. You must update the T&A to reflect the correct timekeeping information after choosing the merge option.

Exercise 18 ~ Split T&A with 80 Hours 
Description:  This exercise demonstrates how to create a split T&A with 80 hours.
Employee List
1. Open Employee List.

2. Select an employee name.

3. Click [TA List].  TA List screen appears.
TA List
1.  Select PP02-2004.
2. Click [Split Selected T&A].  The Split T&A Information screen appears.




Split T&A Information

Enter the following values into the applicable fields.
	Field
	Value


1. Split Part 1 Begin Day
Defaults to [0]
2. Split Part 1 End Day
[7]

3. Split Part 2 Begin Day
[8]
4. Split Part 2 End Day
Defaults to [0]
5. Click [Continue]. The TA List screen will appear.

TA List
1. Select PP02-2004 Split ID 1 from the T&A List window.
2. Click [Change].  The Biweekly T&A will appear.
Biweekly T&A

Default values appear in the following fields:

Agency, State, Town, Unit, Timekeeper Status, SSN, AWS, Split 1, Acctg Code, Pay Period Begin End Employee Name.
1. Go to table and select 01 Regular Time.  Text loads to Detail box.
 Enter the following values into the applicable fields.
	Transaction Code
	Description
	Week 1 Hrs
	Week 2 Hrs
	Accounting

	01
	Regular Time
	40
	
	90199999876


2. Click [Update].
NOTE: You may receive an error message “Accounting code not found in MASC.”  This means that the system does not recognize the accounting code we are using for training. Say “ok” and proceed with the exercise.
3. If there are any other lines of text in table, select and click [Delete].
4. Click [Close].  The TA List screen will appear.

TA List
1. Select PP02-2004 Split ID 2 from the T&A List window.

2. Click [Change].  The Biweekly T&A will appear.
Biweekly T&A

Default values appear in the following fields:

Agency, State, Town, Unit, Timekeeper Status, SSN, AWS, Split 2, Acctg Code, Pay Period Begin End Employee Name.
1. Go to table and select 01 Regular Time.  Text loads to Detail box.
   Enter the following values into the applicable fields.

	Transaction Code
	Description
	Week 1 Hrs
	Week 2 Hrs
	Accounting

	01
	Regular Time
	0
	40
	90199999876


2. Click [Update].
3. If there are any other lines of text in table, select and click [Delete].
4. Click [Verify].  The TA List appears.
TA List
Both Split ID 1 and 2 will show as verified for PP02-2004.  

Note:  When you go to transmit, the two entries will appear as one verified T&A record.

PRINTING REPORTS 
The Print Reports option is used to print T&A’s, which should be printed prior to transmission. The Print Reports screen can also be accessed from the Biweekly T&A, T&A List and T&A Report screens.
Print Reports

1. Click [Print Reports] from the STARweb main page. If a timekeeper has access to more than one contact point, the Contact Point List window is displayed. If the timekeeper has access to only one contact point, the Pay Period Selection screen appears.
2. Select the applicable T&A contact point from the Contact Point List window and click [Print List]. The Pay Period Selection pop-up appears.
3. Select the applicable pay period and click [OK] to display the Print Reports window.
NOTE: The Print Reports window is sorted alphabetically by last name. If you wish to sort the employees by SSN, click [Sort by SSN].
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The Status Counts box displays the number of T&A’s in each status (i.e. New, In Progress, Error, Verified, Released and Transmitted T&A’s). 
4. To print a selected T&A or several selected T&A’s, select the employee(s) and click [Print Selected].  To print all T&A’s for a contact point, click [Print All].
Once you have clicked [Print All] or [Print Selected], the T&A Reports screen appears.
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5. If a Security Information box appears, click [Yes] and the T&A Reports page will continue to load.  For long T&A lists, it will take some time to load.  Please wait patiently for the system to finish.
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6. After reviewing the T&A(’s) to be printed, click [Print].  A standard print box will open.

7. Click [OK] to print.  STARweb will print T&A’s to a desktop printer.

NOTE: T&A’s with a status of NEW, IN PROGRESS and ERROR will print with the following message in the Supervisor approval field: This T&A is NOT VALID.
8. Click [Close].  The T&A Report page will close and you will be returned to the Print Reports window.
9. Click [Close].  The Print Reports window will close and you will be returned to the Contact Point List window.
Select Pay Period Option
This option allows you to print a T&A(’s) from a different pay period from the Print Reports window.
1. On the Print Reports window, click [Select Pay Period]. The Select Pay Period screen appears.
2. Select a pay period and year and click [OK]. The Print Reports window for the pay period selected is displayed.
3. Click [Close] to close the Print Reports window.
Additional Print Report Commands

Other command buttons available from the Print Reports window include:
Print Verified Only - This feature will limit the T&A’s printed with the    [Print All] request to those with a verified status.
Print Stored Accounting - This feature will allow stored accounting codes to be displayed on the printed T&A regardless of whether [Print Selected] or [Print All] was requested.
Select Pay Period - This feature will allow you to select a different pay period. When this option is selected, the Select Pay Period screen appears.

Exercise 19 ~ Printing a T&A
Description: This exercise demonstrates how to print a verified T&A from your desktop printer.

The Print Reports option is used to print T&A’s which should be printed prior to transmission.  The Print Reports screen can be accessed from the STARweb main page, the Biweekly T&A, TA List and the T&A Report screens.

STARweb Main Page

1. Click [Print Reports].  If a timekeeper has access to more than one contact point, the Contact Point List is displayed.  If the timekeeper has access to only one contact point, the Pay Period screen appears.

2. Select the applicable T&A contact point.

3. Click [Print List].  The Pay Period Selection screen appears.

Pay Period Selection
1. Select Pay Period 02-2004.

2. Click [OK].  The Print Reports screen appears.

Print Reports
1. Click [Print All].  The T and A Reports screen appears. A Security Information pop-up appears.

T and A Reports ~ Security Info Pop-up
1. Click [Yes] on the Security Info pop-up to display non-secure items.

2. Allow sufficient time for the T&A Reports screen to load.
3. Review the T&A’s to be printed.  Only Verified T&A’s will print with blank Supervisor signature area.  

T&A’s in NEW, IN PROGRESS and ERROR status will print the following message in the Supervisor approval field: This T&A is NOT VALID.
4. Click [OK].  The T&A’s will print to the default desktop printer.

5. Click [Close].  The Print Reports window will appear.

Print Reports

1. Click [Close].  The Contact Point List window will appear. 
BUILDING JCL
This option allows the individual transmitting the T&A to build a JCL (Job Control Language) record. The JCL that is built is displayed in the JCL Deck box at the middle of the window.  JCL must be built for each contact point.  The JCL is built once or when changes need to be made to the JCL.

Build JCL

1. Click [Transmit] on the STARweb Main Menu. The Build JCL window is displayed.
[image: image32.png]Search By

JCL

icrosoft Internet Explorer

Transmit | _close | [)

Agency:

State:

Town:

unit:

Timekeeper:

Search

uEL Pam
TestProd: |PROD Job Hame 1d: [FP TIMEXS
Remote Id: [U8869 save
Job Card Comments: Delete
et Deck
HFPTIMEXY JOB (2105016396, TS0-———), XXXX',
_CLASS-A,MSGCLASS=A,TIME-10,MSGLEVEL
17 USER-USERID,PASSWORD=(+*4)
PROUTE PRINT U8363
FOUTPUT ST COPIES=1,DEST-LOCAL
/PROCODO_EXEC NFCP35XS
/ISTEPOU20.TIMEX802 DD *
(Contact Paint
Agency [state [Town |unit [Tk Code dentiier 2| ]
Z M T @ B i52050]
3 1 oo a7 o = Copyto
=9

@

5 @ memet





2. Select the applicable contact point for which the JCL is being added or updated.

3. Complete the fields in the JCL Parm box as follows:

Test/Prod - The JCL files can be changed to send transmission files as a test (Test) or can be changed to send transmission files to production (Prod).  If “test” is entered, the cursor moves to the Remote Id field. If “Prod” is entered the cursor moves to the Job Name Id field. (Required field)
Job Name Id - Type FP for USDA agencies. (Required field)
NOTE: If you are using the STARweb training site enter TEST into this field.  DO NOT enter PROD.  If you are in production and need to transmit real T&As, enter PROD.  Do not enter TEST or NFC will not receive the T&A’s.

Remote Id - Type your NFC-assigned printer ID.  Example, Remote Id: U8869.  (Required field)
NOTE: The NFC printer ID should not contain spaces or hyphens.

Job Card Comments - Type agency information, as needed, such as telephone number, initials, contact information, etc. (Optional).
4. Click [Build] to display the resulting JCL.  Review the Job Control Language that appears.

5. Click [Save].  JCL is established and appears in the middle portion of the window.

6. If further updates are needed after the JCL is established, make the applicable changes in the JCL Parm box and Click [Build] to change the JCL.

7. Once all changes have been made, click [Save].
NOTE:  If you do not click Build and Save your JCL has not been built properly.

Copy JCL to Another Contact Point

This option allows the individual transmitting the T&A to copy JCL from one contact point to one or more contact point(s).

On the Build JCL window:
1. Select the applicable contact point that contains the JCL to be copied.
2. Click [Copy To]. The Copy Function pop-up appears.
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3. Select the contact point(s) to which the JCL will be copied.
4. Click [Copy]. The JCL is copied.
5. Click [Close] to close the window.
Exercise 20 ~ Building the JCL
Description:  This exercise demonstrates how to build the JCL for transmitting T&A’s to NFC.

Build JCL is used to build the job control language for transmitting T&A’s to NFC and printing a transmission confirmation report to an NFC designated u-printer.  While the transmit function is available from several screens the Build JCL is only available through the STARweb main page [Transmit] button.
STARweb Main Page

1. Click [Transmit].  The Build JCL screen appears.

Build JCL
1. Select applicable contact point for which the JCL is being added or updated.  Cursor flashes in JCL Parm area.

NOTE: If JCL was previously built, selecting the contact point will cause the JCL text to load in the JCL Deck area.

2. Complete the fields in the JCL Parm box as follows:
Test/Prod - The JCL files can be changed to send transmission files as a test (Test) or can be changed to send transmission files to production (Prod).  If “test” is entered, the cursor moves to the Remote Id field. If “Prod” is entered the cursor moves to the Job Name Id field. (Required field)

Job Name Id - Type FP for USDA agencies. (Required field)

NOTE: If you are using the STARweb training site enter TEST into this field.  DO NOT enter PROD.  If you are in production and need to transmit real T&As, enter PROD.  Do not enter TEST or NFC will not receive the T&A’s.

Remote Id - Type your NFC-assigned printer ID.  Example, Remote Id: U8869.  (Required field)

NOTE: The NFC printer ID should not contain spaces or hyphens.

Job Card Comments - Type agency information, as needed, such as telephone number, initials, contact information, etc. (Optional)

4. Click [Build] to display the resulting JCL.  Review the Job Control Language that appears.

5. Click [Save].  JCL is established and appears in the middle portion of the window.

6. If further updates are needed after the JCL is established, make the applicable changes in the JCL Parm box and Click [Build] to change the JCL.

7. Once all changes have been made, click [Save].  Remain on the Build JCL page for transmitting.

NOTE:  If you do not click Build and Save your JCL has not been built properly.

TRANSMITTING T&A’S FEATURE
Transmit is used by the Transmitter to prepare a file of T&A’s to be transmitted to NFC.  The Prepare Transmit File screen can be accessed by Timekeeper/Transmitters from the STARweb main page, Biweekly T&A,and T&A List windows, and the from the Contact Point List window by Application Administrators.

Transmit T&A’s
1. Click [Transmit] from the STARweb main page. The Build JCL window is displayed.  

Note:  You will receive the Build JCL window if you enter through the STARweb main page or you attempt to transmit and the Job Control Language has not been built.
2. Select the applicable T&A contact point.
3. Click [Transmit]. The Select Pay Period screen appears.
4. Select the applicable pay period.
5. Click [OK]. The Prepare Transmit File window for the applicable pay period and contact point is displayed.

[image: image34.png]E]RAJ001 Prepare Transmit File - Microsoft Internet Explorer -Jo&d

B Prepare Transmit File cose | [
Agency: 34 | St M | Towm 00 | uoe 07 | Timekeeper: |62
it Status
2

Sort By SSN | Sort By Name Transmit for Pay Period:

SSN Last Name| _First Name Middle Name _[Status = &

0457601 CALLAHAN|  HORACE VLADMIR _ VERFIED

s2a.20.5057 HUMPHREY | HORACE VLADMIR  VERIFIED Dlertiod 0nly
660051006 PONTCHARTRAIN|  MARVBEL EuPHORIA

300.30-0860 RPLEY|  zaCHARY ZaCHARY |VERIFED =

Xmit Seleoted

Clear

Total Xmit TtA's
There are [0 TeA's to be Xmitd:in |0 (80-char records)

& S ® mtemet





6. To transmit all verified T&A’s, click [Xmit All].  To transmit a single T&A or a group of T&A’s, select the applicable employee(s) and click [Xmit Selected].

A pop up will appear telling you your records have been submitted for transmit.
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Records that have been successfully transmitted will be marked Released. The Total Xmit T&A’s Status box will display the progress of the transmission. Once the transmission has been accepted by NFC the Released status will change to Transmitted.
7. Once the transmission has been completed, click [Close].  Transmitting will generate a confirmation report. 
8. NFC confirms receipt of T&A data by transmitting a confirmation report to the designated u-printer listed in the JCL.  This report is automatically generated, but may take from an hour to a day to be received. See the Confirmation Report section for how to read the report.
Exercise 21 ~ Transmitting T& A’s
Description:  This exercise demonstrates how to transmit verified T&A’s to NFC.

The Prepare Transmit File screen can be accessed by Timekeeper/Transmitters from the STARweb main page, Biweekly T&A and T&A List windows, and from the Contact Point List window by Application Administrators.

Transmit T&A’s

1. Click [Transmit] from the STARweb main page. The Build JCL window is displayed.  

Note:  You will receive the Build JCL window if you enter through the STARweb main page or you attempt to transmit and the Job Code Language has not been built.

2. Select the applicable T&A contact point.

3. Click [Transmit]. The Select Pay Period screen appears.

4. Select PP 02-2004.

5. Click [OK]. The Prepare Transmit File window for PP02-2004 and training contact point number is displayed.

6. To transmit all verified T&A’s, click [Xmit All].  To transmit a single T&A or a group of T&A’s, select the applicable employee(s) and click [Xmit Selected].

A pop up will appear telling you your records have been submitted for transmit.

Records that have been successfully transmitted will be marked Released. The Total Xmit T&A’s Status box will display the progress of the transmission. Once the transmission has been accepted by NFC the Released status will change to Transmitted.
CONFIRMATION REPORT
NFC confirms receipt of T&A data by transmitting a confirmation report to the designated u-printer listed in the JCL.  
About the Confirmation Report
One way NFC confirms receipt of STARweb T&A data is by transmitting a confirmation report to the designated u-printer listed in the STARweb JCL (Job Control Language).  The report consists of three parts: 
1. A three-page JES2 Job Log report.

2. A Confirmation Transmittal page with two-page Confirmation – Data Entry report.

3. A one-page Job Performance report.

The total report indicates if the transmission is complete, incomplete, or abended (interrupted).  The confirmation transmittal contains total hours, TC, and T&A totals.

Note: The Confirmation Report is only generated once for each T&A transmission and cannot be reproduced.

Receipt of a u-printer confirmation report is not verification of a successful transmission.  You will need to read the report to confirm that NFC has received your T&As for processing.  Since T&As can still be rejected further into the process, rely on the APHIS-HR-LCT (Leave and Compensation Team) in Minneapolis to notify you if any of your T&As are rejected for any reason and to help you rectify problems with T&A transmittal.

Reading the Confirmation Report

JES2 Job Log

The confirmation report starts with a 3-page report, JES2 Job Log--System SYSB--NODE NFC, (Figures 1, 2, 3). Along with other technical data, this report indicates the date of the transmission, the ID and associated name that transmitted the batch of T&A’s, and the u-printer designation.

Figure 1. JES2 Job Log, Page 1
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NFC ID Transmitting















Name of Timekeeper
Figure 2. JES2 Job Log, Page 2

















U-Printer number
Figure 3. JES2 Job Log, Page 3


Confirmation Transmittal

The Confirmation Transmittal page (Figure 4) contains total hours, transaction code, and T&A totals. 
Figure 4. Confirmation Transmittal

Confirmation Report - Data Entry
The Confirmation Report – Data Entry (Figures 5 & 6) follows the JES2 and Confirmation Transmittal report and consists of 2 pages. This report will, in part, verify T&A transmission(s).  It is extremely important to verify that the number of T&As actually transmitted matches the number printed on the report (Figure 5).

Figure 5. Confirmation Report – Data Entry, Page 1
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No. of T&As and

T&A Pay Period
Figure 6. Confirmation Report – Data Entry, Page 2


Job Performance Report for TIME35X9

The Job Performance Report for Time35X9 (Figure 7) displays the steps involved in the transmission process. The message Job Has Completed Successfully indicates that the job has been completely transmitted. This report will, in part, verify transmission(s). It is important to confirm the JOB HAS COMPLETED SUCCESSFULLY.
Figure 7. Job Performance Report For Time35X9

















Job Status


CONTACT POINT MAINTENANCE
The Contact Point Maintenance screen is used by the Application Administrator to add, modify, or delete STARweb contact point records. Once the Application Administrator adds these contact point records, the timekeeper is able to process T&A’s for all employees on the contact point Employee List.  Every contact point established in STARweb must also be established in Tables Management [TMGT], Table 003, T&A Contact Point Name and Address.

NOTE: The Contact Point Maintenance Table is available to timekeepers as a search feature but is maintained by the Application Administrator. 
Adding a Contact Point Number

1. On the STARweb main page, click [Contact Point]. The Contact Point Maintenance window is displayed.
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2. Complete the fields in the Detail box as follows:
Agency - Type the agency code. (2 characters)

State Code - Type the state code. (2 characters)

Town - Type the town code. (4 characters)

Unit - Type the unit code. (4 characters)

TK Number - Type the timekeeper number. (2 characters)

Street 1 - Type the first line of the street address. (20 characters max.)

Street 2 - Type the second line of the street address. (20 characters max.)

City - Type the city. (20 characters max)

State - Type the state abbreviation. (2 characters)

Zip - Type the ZIP+4 code. (9 characters)

Phone - Type the phone number in the XXX-XXX-XXXX format. (10 characters)

Comp Time Rollover - Click this box to roll over your compensatory time. If this box is left blank, the compensatory time balance is zeroed out at the beginning of the leave year.

List Box - This field is system generated and contains a list of the contact points that your security access allows you to view. (No Entry)
3. Click [Add]. The Contact Point that was added will appear in the List box.
Update A Contact Point Record

1. On the STARweb Main Menu, click [Contact Point]. The Contact Point Maintenance window is displayed.

2. Select the applicable record. The contact point to be updated is displayed in the Detail area.

3. Make the necessary changes.

4. Click [Update]. The contact point is updated.
Search For A Contact Point

1. On the Contact Point Maintenance window, complete the fields in the Search box as follows:

Agency - Type the agency code. (2 characters, required)

State - Type the state code. (2 characters, optional)

Town - Type the town code. (4 characters, optional)

Unit - Type the unit code. (2 characters, optional)

Timekeeper - Type the timekeeper code. (2 characters, optional)

2. Click [Search]. The applicable contact point(s) is displayed in the List box.

TABLES: TRANSACTION CODE, PAY PERIOD & LEAVE
Transaction Code Table
The TC table contains a list of transaction codes contained in the Payroll/Personnel System. In the event that a new transaction code is added to the Payroll/Personnel System, the NFC Administrator will add the transaction code to the table in STARweb. TC’s cannot be deleted from the TC table, only added or updated.

NOTE: The Transaction Code (TC) Table is available to Timekeepers and Application Administrators as a search feature but is maintained by the NFC Administrator. 
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Add a Transaction Code

This option is performed by the NFC Administrator only.

Update a Transaction Code

This option is performed by the NFC Administrator only.

Search for a Transaction Code

This option is available to Timekeepers and Application Administrators to search for a TC on the table.
On the Transaction Code List window, complete the TC field in the Search box as follows:  
1. TC - Type the number of the TC you are searching for. (2 positions)
2. Click [Search]. The applicable TC is displayed in the List box.  
Pay Period Table

The Pay Period table contains pay period numbers and dates for the 26 pay periods in the previous year, the current year, and the subsequent year.

NOTE: The Pay Period Table is available to Timekeepers and Application Administrators as a search feature but is maintained by the NFC Administrator. 
Generate Pay Periods
This option is used by the NFC Administrator to generate new pay periods on the Pay Period table.
1. On the STARweb Main Menu, click [Pay Period]. The Pay Period List window is displayed.  
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Leave Type Table

The Leave Type table contains of a list of leave types contained in the Payroll/Personnel System. In the event that a new leave transaction code is added to the Payroll/Personnel System, the NFC Administrator will add the leave TC to the table in STARweb. Leave types cannot be deleted from the Leave Type table, only added or updated.

NOTE: The Leave Type Table is available to Timekeepers and Application Administrators as a search feature but is maintained by the NFC Administrator. 
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Add a Leave Type

This option is performed by the NFC Administrator only.
Update a Leave Type
This option is performed by the NFC Administrator only.
Search for a Leave Type
This option is available to timekeepers for searching for leave types on the Leave Type table.
1. On the STARweb main page, click [Leave Type]. The Leave Type List window is displayed.
2. On the Leave Type List window, choose one method of the methods below and complete the fields in the Search box as follows:

Type - Type the whole or partial 4-character leave type abbreviation. If you enter data in this field, leave the Description field blank. (4 positions max.)
Description - Type the whole or partial leave type description. If you enter data in this field, leave the Type field blank. (35 positions max.)
3. Click [Search]. The applicable leave type is displayed in the List box for your use in entering time and attendance on an employee’s bi-weekly T&A.

Conclusion

The STARweb Training Manual

This training manual is intended to serve as an accessory to NFC Procedures 

March 2003 Web-based System for Time and Attendance Reporting (STARweb)

Title I, Chapter 7, Section 5. This manual is available as a download at the NFC web site: 
http://dab.nfc.usda.gov/pubs/na-pubsmain.html 

Other STARweb Resources

In addition, there are several other Timekeeper reference manuals and resources available to the timekeeper, transmitter and application administrator at the APHIS-MRPBS web page: 
http://www.aphis.usda.gov/mrpbs/systems/star/starweb.html 

Your Leave and Compensation Team customer service rep is an excellent source for answering your resource needs.  Please look-up your rep at:

http://www.aphis.usda.gov/mrpbs/employee_directory/pay_leave_tod.html 
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JOB PERFORMANCE REPORT FOR 			TIME35X9 	PAGE  1





12/23/03





JOB  TIME35X9   BEGAN   ON   12/23/03 AT 111711





STEP NUMBER 										STATUS





STEP0010 							HAS RUN TO SUCCESSFUL COMPLETION


STEP0020 							HAS RUN TO SUCCESSFUL COMPLETION


STEP0030							HAS RUN TO SUCCESSFUL COMPLETION


STEP0040 							HAS RUN TO SUCCESSFUL COMPLETION 


STEP0050							HAS RUN TO SUCCESSFUL COMPLETION





JOB TIME 35X9 ENDED ON 12/23/03 AT 111712





JOB HAS COMPLETED SUCCESSFULLY








DATE PREPARED 12/23/03   STAR3.00    USDA NATIONAL FINANCE CENTER   - CONFIRMATION -    PAGE 2





DATE ENTRY   TIMEX9   P/P 25       	 BATCH LISTING T&A’S TRANSMITTED      TRANSM.NO.646





******************************************************************************************





BEFORE TRANSMISSION  –  –  –





TOTAL BATCHES 	177 T&A S	 878  80 - CHAR		10534





THIS TRANSMISSION  –  –  –





TOTAL BATCHES	   1 T&A S	      1 80 - CHAR 		     12





AFTER TRANSMISSION. 	FILE NFCP . TIMEX991   CONTAINS  –  –  –





TOTAL BATCHES 	178 T&A’S 	879 80–CHAR 		10546





*****************************************************************************************





STAR3.0 TOTAL HOURS     ****          80.00  	 TOTAL T/C   **** 		 1 	 TOTAL T&A’S 	1








DATE PREPARED 12/23/03    STAR3.00    USDA NATIONAL FINANCE CENTER    - CONFIRMATION -       PAGE 1





DATE ENTRY   TIMEX9      		P/P 25         BATCH LISTING T&A’S TRANSMITTED         TRANSM.NO.180





*****************************************************************************************





BLK/BATCH 	T&A’S	 80 CHAR RCDS 	TRANSMITTED FROM   AG   ST   TOWN   UN   TMPK


55  25  0178	       1		12			        34    27     4760     10     01





TOTALS 		1 	       1		12





*********************   RECEIVE        1 REGULAR T&A-S WITH PAY PERIOD 25 ON T&A    ******* 																		


T&A Pay Period











DATE PREPARED   12/23/03   STAR3.00   USDA NATIONAL FINANCE CENTER    - CONFIRMATION - 	 PAGE 1





STAR3.00  TOTAL HOURS   ****	80.00 		TOTAL T/C   **** 		1	TOTAL T&A’S 	1











STMT NO. MESSAGE


	2 IEFC001I  PROCEDURE  NFCP35X9  WAS  EXPANDED  USING  SYSTEM  LIBRARY  NFCP.PROCPROC


IEF1421 FPTIMEX9 STEP0005 PROC0010–STEP WAS EXECUTED–COND CODE 1000


IEF3731 STEP/STEP0005/STARTXX320.1035


IEF3741 STEP/STEP0005/STOP XX320.1035 CPU OMIN 00.08SEC SRB OMIN 00.00SEC


VIRT 152K EXT 28K SYS 8952K


IEF1421 FPTIMES9 STEP0010 PROC0010 – STEP WAS EXECUTED – COND CODE 0000 








1  //FPTIMEX9   JOB   (2105015396––), “XXXX”,					JOB17361


    // CLASS= A,MSGCLASS=A, TIME=10, MSGLEVEL = (0,0)


    // USER=AP170, PASSWORD=


    //* USER=USERID, PASSWORD= (********)


    /*ROUTE    PRINT  U8869


    /*OUTPUT  ST  COPIES=1, DEST=LOCAL








JES2 JOB LOG - -  SYSTEM SYSB - - NODE NFC





10.35.00 JOB 5950 	- - - - Tuesday,     23   Dec   2003  - - - - 					     


10.35.00 JOB 5950 	TSS7011 Security Bypass Active for Job=INIT ACID=*BYPASS*


10.35.00 JOB 5950 	TSS7011 AP170 Last-Used  23 DEC 03 11.17 System=SYSB Facility=BATCH


10.35.00 JOB 5950 	TSS7021 Count=05791 Mode=Fail  Locktime=None  Name=JOAN TIMEKEEPER


10.35.00 JOB 5950	 $HASP373 FPTIMEX9 STARTED  -  INT A       –  CLASS A  –       SYS SYSB


10.35.00 JOB 5950	 $HASP395 FPTIMEX9  -   STARTED  -  TIME=11-17-10





- - - - - - JES2 JOB STATISTICS - - - - - 





23 DEC 2003 JOB EXECUTION DATE





    20 CARDS READ





  129 SYSOUT PRINT RECORDS





     0 SYSOUT PUNCH RECORDS





   10 SYSOUT SPOOL KBYTES





0.03 MINUTES EXECUTION TIME














�TIP: Required field. Alphanumeric. 6-8 positions
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