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Add a New Account to a T&A
	Step
	Action

	1. 
	Navigate to the current T&A record.
Click the T&A Data button.
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	2. 
	Add the NFC webTA Implementation  account to the Work Time section.
Click the New button.
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	3. 
	Add the NFC webTA Implementation  account to the Work Time section.
Click the Account list.
[image: image3.png]Select An Account






	4. 
	Add the NFC webTA Implementation  account to the Work Time section.
Click the 119NMJ1HQWN (NFC webTA Implementation) list item.
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	5. 
	Click the Save button.
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	6. 
	For each work day of the second week of the pay period, click in the appropriate field and add the labor hours to the new account, then click in the appropriate field and delete the hours from the old account.
Click in the 01 - Regular Base Pay 7/11 Monday NFC webTA Implementation field.
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	7. 
	For each work day of the second week of the pay period, click in the appropriate field and add the labor hours to the new account, then click in the appropriate field and delete the hours from the old account.
Enter the desired information into the 01 - Regular Base Pay 7/11 Monday NFC webTA Implementation field. Enter a valid value e.g. "8".

	8. 
	For each work day of the second week of the pay period, click in the appropriate field and add the labor hours to the new account, then click in the appropriate field and delete the hours from the old account.
Click in the 01 - Regular Base Pay 7/11 Monday NFC webTA Training Development field.
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	9. 
	For each work day of the second week of the pay period, click in the appropriate field and add the labor hours to the new account, then click in the appropriate field and delete the hours from the old account.
Press [Delete].

	10. 
	For each work day of the second week of the pay period, click in the appropriate field and add the labor hours to the new account, then click in the appropriate field and delete the hours from the old account.
Click in the 01 - Regular Base Pay 7/12 Tuesday NFC webTA Implementation field.
[image: image8.png]




	11. 
	For each work day of the second week of the pay period, click in the appropriate field and add the labor hours to the new account, then click in the appropriate field and delete the hours from the old account.
Enter the desired information into the 01 - Regular Base Pay 7/12 Tuesday NFC webTA Implementation field. Enter a valid value e.g. "8".

	12. 
	For each work day of the second week of the pay period, click in the appropriate field and add the labor hours to the new account, then click in the appropriate field and delete the hours from the old account.
Click in the 01 - Regular Base Pay 7/12 Tuesday NFC webTA Training Development field.
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	13. 
	For each work day of the second week of the pay period, click in the appropriate field and add the labor hours to the new account, then click in the appropriate field and delete the hours from the old account.
Press [Delete].

	14. 
	For each work day of the second week of the pay period, click in the appropriate field and add the labor hours to the new account, then click in the appropriate field and delete the hours from the old account.
Click in the 01 - Regular Base Pay 7/13 Wednesday NFC webTA Implementation field.
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	15. 
	For each work day of the second week of the pay period, click in the appropriate field and add the labor hours to the new account, then click in the appropriate field and delete the hours from the old account.
Enter the desired information into the 01 - Regular Base Pay 7/13 Wednesday NFC webTA Implementation field. Enter a valid value e.g. "8".

	16. 
	For each work day of the second week of the pay period, click in the appropriate field and add the labor hours to the new account, then click in the appropriate field and delete the hours from the old account.
Click in the 01 - Regular Base Pay 7/13 Wednesday NFC webTA Training Development field.
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	17. 
	For each work day of the second week of the pay period, click in the appropriate field and add the labor hours to the new account, then click in the appropriate field and delete the hours from the old account.
Press [Delete].

	18. 
	For each work day of the second week of the pay period, click in the appropriate field and add the labor hours to the new account, then click in the appropriate field and delete the hours from the old account.
Click in the 01 - Regular Base Pay 7/14 Thursday NFC webTA Implementation field.
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	19. 
	For each work day of the second week of the pay period, click in the appropriate field and add the labor hours to the new account, then click in the appropriate field and delete the hours from the old account.
Enter the desired information into the 01 - Regular Base Pay 7/14 Thursday NFC webTA Implementation field. Enter a valid value e.g. "8".

	20. 
	For each work day of the second week of the pay period, click in the appropriate field and add the labor hours to the new account, then click in the appropriate field and delete the hours from the old account.
Click in the 01 - Regular Base Pay 7/14 Thursday NFC webTA Training Development field.
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	21. 
	For each work day of the second week of the pay period, click in the appropriate field and add the labor hours to the new account, then click in the appropriate field and delete the hours from the old account.
Press [Delete].

	22. 
	For each work day of the second week of the pay period, click in the appropriate field and add the labor hours to the new account, then click in the appropriate field and delete the hours from the old account.
Click in the 01 - Regular Base Pay 7/15 Friday NFC webTA Implementation field.
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	23. 
	For each work day of the second week of the pay period, click in the appropriate field and add the labor hours to the new account, then click in the appropriate field and delete the hours from the old account.
Enter the desired information into the 01 - Regular Base Pay 7/15 Friday NFC webTA Implementation field. Enter a valid value e.g. "8".

	24. 
	For each work day of the second week of the pay period, click in the appropriate field and add the labor hours to the new account, then click in the appropriate field and delete the hours from the old account.
Click in the 01 - Regular Base Pay 7/15 Friday NFC webTA Training Development field.
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	25. 
	Press [Delete].

	26. 
	Save the record.
Click the Save/Return button.
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	27. 
	End of Exercise
End of Procedure.
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