PAR PROCESSING — DEPARTMENT SPECIFIC ACTIONS

Transportation Equity Act

Navigational = Home = Administer Workforce = Administer Workforce (USF) =

Path Use = HHS = Transportation Equity Act

1;.3 vigational e The Q) icon represents a look-up prompt. Clicking this button will

'ps allow you to look up all possible entry options for this field.
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& ; e The icon represents a date prompt. Clicking this button will
produce a pop-up calendar for reference. To select a specific date
from the pop-up calendar as the field entry, simply click on the date.
Use the arrows to move through the months and years.

Procedure Processing an action for the Transportation Equity Act requires you to enter
the actual transportation information under the Administer
Workforce>Administer Workforce>Use>HHS>Transportation Equity Act
menu. The following steps detail the procedure for processing an action for
Transportation Equity Act:

Navigational = Home =» Administer Workforce = Administer Workforce (USF) =

Path Use = HHS = Transportation Equity Act

Procedure The following steps detail the procedure for entering TEA data for an
employee:

1 Follow the navigational path:

Home =» Administer Workforce = Administer Workforce (USF) =
Use = HHS =» Transportation Equity Act

The Find an Existing Value page appears.

Find an Existing Value

Search EI\_.f:lEmpIID j

EmpllC: I
Advanced Search
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2 Select the variable you would like to Search By from the drop down list.
The search options include:
[Empl Red Nor
Last Mame
Marne
3 Enter the appropriate variable in the next field. (for example, Last Name)
4 criok [E2zreh ]
5 Select the appropriate employee.
The following Transporation Equity Act page appears:
@ Home @ Worklist S Sign Out
Harne = Administer Warkforce > Administer arkfarce (USF] = HHS = Transportation Equity Act Dewrindour
e )
COLE KATHRYN L Employee D 00000003
Transportation Equity Act view Al First [0 1000 (] Last
TEA Effective Date; 22002 i) Status: - Q) ctve =
Approval Date: B
Choice Option: |1_ q EE Receivas Taxable Cash
Choice Employee Deuction: I_
Employer Contribution: l_
TEA Cashout: I_
TEA Transit Cole: |1_ <y Transit
TEA Payment Option: [Ta
B save] (CQRetun to Seaeh] (2 Retiesh ) 8 nchute History) ([ GoretHistory
6 In the TEA Effective Date ficld, type the date the action is to become
effective in the system. This field will default to the system date, and can be
changed if necessary.
7 The Status field will default to A (Active).
8 Enter the appropriate value in the Approval Date field.. This will be the date

the TEA was approved by the manager.
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9 Select the correct value for the Choice Option field. Codes indicate the
various options under the TEA-Commuter Choice Program.
Available values are:

EISet aside income pretay
3 [Ernployer pays portion
E|ﬂny Combination
10 In the Choice Employee Deduction field, indicate the appropriate value. This
will be the amount of fringe benefits provided that may be deducted from
the employee gross pay before taxes.

11 In the Employer Contribution field, indicate the amount of the fringe benefits
that the employer provides to the employee.

12 Use the TEA Cashout field to indicate any cash amount received when the
employee chose to cash out the value of employer provided parking.

13 In the TEA Transit Code field, select the code that indicates the method of
transportation with which the employee has chosen to commute to and from
work. Valid values are:

1 iransif

E |Vang|:u:|l

(3 [mualified Parking
E|Cnmhinatinn

14 The TEA Payment Option field is used to indicate whether the TEA-Payment
is accredited to the employee’s taxable pay or to the responsible account of the
OPDIV. Valid options are:

E IDperatinq Division

15

Click B save]
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