October 16, 2003

TO:

Civil Service Staff

FROM:

CF/Deputy Chief Financial Officer for Finance

SUBJECT:
Guidance for Charging Time in WebTADs

Now that fiscal year 2004 has started and we are operating under full cost, it is critical that all civil service labor be recorded to the appropriate job orders (JOs) in the Web Time and Attendance Distribution System (WebTADs).  

Under full cost, all costs—including Civil Service labor costs—can only be charged to valid and funded programs, service pools, and general & administrative (G&A) activities.  Therefore, any job orders “linked” to invalid and/or unfunded program codes, service pool codes, and/or G&A codes cannot be charged (and were deleted from WebTADs). 

To help you and your supervisor determine which job order(s) to charge in FY04 , we are providing two attachments.  Attachment 1 is a list of all job orders—both those used in FY03 and those newly established for FY04.  It includes the JO number, the JO Title, the Sponsoring Organization, the Program Code/Work Breakdown Structure (WBS), and the Status Code.  The following Status Codes are used:

Available.  Job orders used in FY 2003 that are currently still valid for FY 2004.  These job orders may continue to be charged as long as they accurately reflect the work being recorded against them.  Some of these job orders may be closed and/or changed in future pay-periods as necessary.

New.  Job orders that are newly established for FY 2004.  Individuals should confirm first with their supervisor and/or Resource Analyst before charging time against these new job orders.

Closed.  Job orders used in FY 2003 but deleted for FY 2004.  There is currently no one-for-one cross-walk for these job orders.  Persons who charged time against these job orders during FY 2003 should obtain guidance from their supervisor on where to charge their time.  In any event, time should only be charged against the job orders with a status code of either “Available” or “New.”

Do Not Use.  Job orders that may be obsolete because they were not used during the last six months of FY 2003.  We are currently researching whether these job orders need to be deleted.  Although you may see these JOs in WebTADs, please do not charge time against them until further notice. 

NOTE: Three different sorts are included in Attachment 1—one by JO, one by organization, and one by program/WBS.  You can view the three different sorts by clicking on the different “tabs” within the spreadsheet. 

Attachment 2 provides answers to frequently asked questions concerning time recordation under full cost.  

Hopefully, these two attachments will help you and your supervisor determine where to properly charge your time in WebTADs.  

If you cannot determine where to charge your time after referring to the two attachments and talking to your supervisor, please call Ben Varnell at ext. 4-0956 for further assistance.
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