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For Timekeeper Entry

STEP 1:  Adding FMMI shorthand codes.

1.  From the Timekeeper Main Menu, select the “Accounts” tab.





























2.  From the “Accounts List For”; click on the drop down and select the employee.
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3.  Click on the “Get Accounts” tab.
































4.  Enter the FMMI Shorthand Code (SHC) on the “Search for Account” screen,

Please note:  FMMI short-hand codes should be provided to you by your finance/budget staff.   If you do not know the appropriate FMMI codes or have trouble locating a code in webTA, please contact your finance/budget staff.

Using the following format, enter the FMMI Shorthand Code you are searching for:

APHIS Example:  22MRDA0024DISTRIBINTNFMUSDA  (27 characters)


Budget Period (first 2 characters)	= 22
Cost Center (next 8 characters)	= MRDA0024
Functional Area (next 7 characters)	= DISTRIB
WBS lvl #2 (next 6 characters)     	= INTNFM
WBS lvl #3 (last 4 characters)       	= USDA
Description                                     	= *

* When the desired short-hand code pops up, you can enter a description if desired.  
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5. Click on “Add”, and then click on “Return”.














6. The FMMI short-hand code should now appear under “Active Accounts”.



7. If you have additional FMMI short-hand codes to be added, follow steps 3 – 6.
8. Click on “Return” after all codes have been added.


STEP 2:  Completing the T&A’s
Stored Accounting:  If you use Stored Accounting, please follow these instructions:
1) At the Timekeeper Main Menu, click on “Select” or “Search” to find the employee.
2) Click on the “T&A Profile” tab.
3) Scroll down to the “Account” section.
4) Make sure that “Stored Account (NFC)” is selected. 
a. If “Stored Account (NFC)” is not selected, you will need to select it. 
5) Select the appropriate FMMI short-hand code from the “Account” drop down list. 
6) Click on “Save” at the bottom of the screen.
7) Click on “Edit T&A”.
8) Complete the T&A as you normally would, and validate it.

Manual Account Entry:  If you use Manual Account Entry, please follow these instructions:
1) At the Timekeeper Main Menu, click on “Select” or “Search” to find the employee.
2) Click on the “T&A Profile” tab.
3) Scroll down to the “Account” section.
4) Make sure that “Manual Account Entry” is selected. 
a. If “Manual Account Entry” is already selected, then click on “Cancel” at the bottom of the screen.
b. If “Manual Account Entry” is not selected, select it and click on “Save” at the bottom of the screen.
5) Click on the “Edit T&A” tab.
1) If using an existing Transaction Code, the account code must be changed to FMMI.
a. Click on “Edit”
b. Select a FMMI short-hand code from the account drop down list.
c. Click on “Save”.
2) Complete the T&A as you normally would, and validate it.

Employee Entry:
If employees have completed their own T&A’s, you will need to add the FMMI short-hand codes to their T&A’s following the instructions listed above.
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