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Leave Bank Program –
Instructions for Employee 

Entry Using WebTA



Leave Bank Program 

Electronic FFAS-1043’s - WebTA



Select “Login”



Read the warning and click “I agree”



Enter your eAuthentication Login
User ID and Password and click  “login”



If you are a Timekeeper, or Supervisor, you will 
need to click the “Employee” Button



Select “Leave/Prem Pay”

Verify that you are on the “Employee Main Menu”



Click  “Donation” 



Click “New Donation”



Verify accuracy of leave donor 

Click on the “search” button. Then,
select your agency leave bank.



Click on the “select” button 
next to your agency only. 
(Example- FSA-Leave Bank, 
FAS-Leave Bank or RMA-
Leave Bank) 



Verify accuracy of  selected leave bank 
agency

Enter your title for leave 
donor Position.

Enter your (leave donor’s)
Grade and Step

Enter the number of 
hours of leave being 
donated.



Verify the accuracy of the system defaulted accounting code.  If 
the accounting code is not correct, contact your timekeeper.



Using the drop-down button select either 
61-Donate Ann/Lv or 63-Restored Donate 
Ann/Lv



Remarks: Include if the 
donation for membership 
or a gift (non-
membership)

Click the “SAVE” button.



The electronic FFAS-1043 will flow to the HR
Administrator for review/approval.  The 
status of the electronic  FFAS-1043 will 
show “pending” until approved.



The HR Administrator will receive an email notification.
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