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Using WebTA to Request and Document 
Excused Absence for Mission-Related Volunteer 

Community Service 
 
__________________________________________________________________________________________ 

 
All DHS employees are encouraged to participate in the volunteer community service.  DHS 
Directive 254-01 allows supervisors to approve up to 40 hours of Excused Absence 
(Administrative Leave) per year for mission-related volunteer community service.  WebTA is the 
official time and attendance system used to both request and document excused absences for 
mission-related volunteer community service. 
 
To request excused absence for mission-related volunteer community service: 
 

1. Click on the “Leave/Prem Pay” button 
 

 
 

2. Select “Leave Request,” then “New Request,” then select Type – “Admin/Excused 
Absence” and “Volunteer Community Service.”  Then select the days/hours from the 
calendar, fill in the details in the “Remarks” section and click the “Save” button. 

 

 
 

3. Your request will be sent to your supervisor for approval and, if approved, will be 
documented in the appropriate pay period. 



 

 
To document excused absence for mission-related volunteer community service: 
 

1. Click on the “Edit T&A Data” button 
 

 
 

2. Select “New” in the Leave and Other Time section.  Then  select “66 – Volunteer 
Community Service” as the Transaction Code and click the “Save” button. 

 

 

 
 

3. Document all volunteer community service hours in the new row.  Then click on the 
“Save/Return, Update, or Verify” buttons. 

 

 
 
 
 
 
 
 
 


