
New way to enter time in 
WebTCAS



• To begin the process, you’ll need to choose a category (or categories) to 
account for time you spend on work outside your regular hours, or that 
can be accounted for as Credit time if you are on a Flex Schedule.

• Those that are covered (Non-exempt) under the Fair Labor Standards Act 
should choose either the Comp time or Overtime category in whatever 
program or programs you spent working the extra time.

– Employees in this category must obtain approval to work extra hours and then must be 
compensated with either Overtime pay or Comp time.

• Those that are EXEMPT from the Fair Labor Standards Act should choose 
Other Time in whatever program or programs on which you spent your 
extra time. Comp time can be chosen if working the extra hours were 
required by your supervisor.

– Employees in this category donate extra hours, unless required by their supervisor to 
work over their regular schedule, plus earned credit leave if on a Flex schedule (2 
hrs/day).  Required extra hours must be compensated with Comp time.

• If you don’t know if you are covered or exempt from the Fair Labor 
Standards Act (FLSA), refer to your latest SF-50, Block 35, to determine 
FLSA coverage.  



First step: Navigate 
to your WebTCAS 
Profile.  

Then, in the 
“Timesheet 
Categories for Extra 
Hours” section, 
select  the 
applicable category.  

FLSA Non-exempt 
employees should 
choose Comp 
Earned or 
Overtime. 

FLSA Exempt 
employees should 
choose Other.  
Comp Earned can 
be chosen if the 
extra hours worked 
were required by 
your supervisor.



Next, in the “Select 
County/Program/
Activity Modifier” 
section of the Profile 
screen, choose the 
applicable program for 
which you worked the 
extra hours.

If you want to add more 
than one category 
and/or more than one 
program, just repeat 
these steps.

Once your choices are 
made, you should see 
the new category/
program in the Current 
Selections drop down 
menu

DON’T FORGET TO SAVE!  
See the next slide…



Don’t forget to save the change.  You can save just for the current 
timesheet, or if the choices for your Extra time is typical, you may want 

to save for the current timesheet AND your profile.

This is the default “save” option



SO..now that your WebTCAS Profile is set up, 
here’s how you fill out your WebTCAS Time 
sheet



Enter your time as 
usual in the 
applicable program.

However, make 
sure that you 
account for your 
TOTAL time, to 
include any extra 
hours you worked 
that day.  

If you are claiming 
“extra hours”, then 
the total should add 
up to more than 8 
hours if you are on 
a regular schedule, 
or up to 10 hours if 
you are on a Flex 
schedule (earning 
up to 2 hours/day 
credit leave).



In the “Extra 
Hours” section of 
the WebTCAS 
time sheet, enter 
the number of 
hours of your 
Extra time 
worked in the 
applicable 
Category/
Program line.

If you earn Credit 
Leave on a Flex 
schedule, enter 
up to 2 hours of 
time in that 
category before 
you account for 
your extra time.



If hours worked differ 
from regular tour, 

then post begin and 
end times (including 

credit hours if earned) 
in Actual/Extra Clock 

Hours section.

Begin and end times 
for extra hours 

worked (no matter if 
these extra hours are 

Other, Comp, or 
Overtime)

If you need more From: and To: 
entry lines, click on the    +   
box after you have entered 
your initial times.   
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