WebTADS Reporting

Frequently Asked Questions:
1.  Where should an employee charge time if there is no authorized job order associated with the work being accomplished?

The supervisor shall first ascertain what work is being performed:

a) Employee is working on a proof of concept for future work; for example, a proof of concept associated with Homeland Security.  The employee shall charge to IRD (Center G&A) Job Order (JO) X0045
b) Employee is working on a Bid or Proposal, the employee will charge            JO X0050

c) Employee is working on DDF, the employee will Charge JO X0046
d) Employees working on invalid and/or unfunded program, service pool, and/or Center G&A activity will charge their time to Center G&A using the Transition WF Pool JO X0080 when authorized by their supervisor.  

2.  Where shall the employee charge time if providing customer service; for example, responding to an inquiry about a closed project?

a) If the inquiry or service is for less than two (2) hours, the employee shall charge to his or her usual JO(s).

b) If the inquiry is for more than two (2) hours, the employee shall charge to the  Center G&A Transition WF Pool JO X0080.   

3.  All job orders are available on WebTads to everyone.  Who is responsible for restricting the availability of Job Orders?

It is the responsibility of the supervisor to provide correct job orders to personnel and to ensure that hours recorded in WebTads are recorded properly against those job orders.

It is the person’s responsibility to ask the supervisor for the correct job orders associated with the work required and to correctly record their time against the correct job order(s).

It is the Resources Management Office’s responsibility to notify the Financial Management Division of any job orders in WebTADS that are linked to unfunded programs.  It is the Financial Management Division’s responsibility to delete such job orders from WebTADS so they cannot be charged by employees.

4.  The Agency is currently under a CR.  It is possible that a job order may be legitimate, yet have no funding placed on it.  Do I charge to the job order anyway?

Employees shall not charge to unfunded job orders.

It is the supervisor’s responsibility to notify the employee of unfunded job orders.  

Work performed against legitimate, but unfunded job orders shall be charged against Center G&A Transition WF Pool JO X0080.

Requests for retroactive allocation when a program is funded cannot be honored because funding was not available for the program at that time.  It is illegal to perform and report time and attendance during the calendar period when funding did not exist.

5.  How will leave and mandatory training be charged?

All employees (whether direct, service pool, Center G&A, or Corporate G&A) will charge the same leave and mandatory training JO’s.  These charges will be pooled and then allocated to programs, service pools, Center G&A and Corporate G&A based on regular work hours.  In other words, leave and mandatory training will “follow the productive labor.”


V0666 Annual/Sick/Holiday Leave


X0112 Mandatory Training (to be used for Ethics Training for pay period ending October 18, 2003.  A new V JO will be established for use in future pay periods.)

6.  How will time be recorded for Bond drives, Combined Federal Campaign, Advisory Committee participation and like activities?

The Bond Drive and Combined Federal Campaign will follow the same process as leave and mandatory training.  The Advisory Committee participation will be recorded as Center G&A.  These JO’s have not been established for this pay period.  Therefore, for the pay period ending on October 18, 2003, charge time spent on these activities to the Transition WF Pool JO X0080. New job orders will be created for these activities in the next pay period.

7.  How shall training other than mandatory training be charged?

All training other than mandatory training shall be charged directly against the employee’s usual charge code(s) whether direct, service pool, Center G&A or Corporate G&A.

