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About working in the webTA environment

webTA is an Internet or intranet browser-based application that differs from many computer
applications you may be accustomed to using, such as spreadsheets and word processors, because
some of the processing in webTA is done on your computer and some is done on a server. Therefore,
the way you work with webTA differs in some ways from strictly computer-resident applications.

IMPORTANT! This document contains graphical representations (“screen shots”) of many of the
browser pages that you will see as you use webTA. These screen shots may not appear exactly like the
pages on your own screen. They may differ in some small details, depending, for example, on how
webTA is configured for your site and job role. However, the screen shots in this document are similar
enough to what you will see so that they can help you work through the procedures and understand the

examples in these documents.

Logging in and out

Access to webTA data is controlled using user IDs and passwords.

When you start your browser, the USDA eAuthentication start page opens.

USDA unitos States Deparsmont o1 Agricusrn
S USDA eAuthentication

official Government business (or as

This is & United States Department of Agriculture wmpu\;r system, whl;h may be accessed and used only for
s itted by regulati e (horad TR et

access or use of this computer system may subject violators to criminal, civil, and/or administrative action. All
information on this comnputer system may be intercepted, recorded, read, copied, and disclosed by and to
autharized personnel for official purposes, including criminal investigations. Access or use of this computer system

by any person, whether

or consent to these terms.

[ Cancel | { Continue i

efuthentication Home | USDA.gov | Site Map

‘ Accessibility Staternent | Privacy Policy | Hon-Discrimination Staternent | www.FirstGov. gov

IMPORTANT! If the eAuthentication system is not available, you may be able to log in to webTA
from the webTA log in page. Contact your webTA administrator for instructions.
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To log into webTA:

1. On the eAuthentication start page, click Continue.

The eAuthentication Login page opens.

USDA unted S1at0s Depastment of Agricutture
S USDA eAuthentication

Home : About eAuthentication! Help ! ContactUs ! Service Centers

LN eAuthentication Login
+ What ks an account? b
Creal accounl
: Sl - User ID:
Upoais yo0r A Forgot your User ID?
Administrator Links
: Password:
i ::’mml.oul:w Forget your Password?
Change My Password
(Legin ]
What's New
el to USDA Employee Registration

* The new registration process provides a faster method of obtaining an
eAuthentication Employee sccount. Click here for more information!

Self-Service Enhancements

= Imp to Forg 1 Pas: d Reset and Forgotten User 1D are now
available. Click here for more information!

p pl and C

* Please update your business email and phone in your profile. Click here for
additional details.

2. Type your user ID and password in the appropriate boxes, then click Login.
When you’ve successfully logged in, webTA opens your main menu page.

IMPORTANT! Screen shots in this document are intended to give you a general idea of what you
should see when you’re working in webTA. However, what you will see on your own webTA
pages depend on your job function, on the highest levels of privileges you are authorized for, and
how webTA is configured for your agency. Therefore, the buttons, options, and fields you see in
the examples may differ somewhat on your own main menu.

Here is an example of the main menu page for the Administrator role:

Thweh TA: Adrninests abor Main Mena: comtheests mebta P200mnusdesn - Microsoft Int B 1o x|
| e Bl gew Fpeetes Dok peb | &
LB -

Administrator Main Menu

User Functions

Delogate | Change Password | View Tasks @28 |

Employes | Timakeepar | Master Timekeaper J Superasor |

Master Superdsor I HR Admin | Project Manager ] f I

£ 4KRONOS
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To log out:
A logout link appears on all pages other than the login page.

» Click Logout in the upper right corner of the page:

webTA: Administrator Main Menu: com.threeis.webta.P200mnuAdmin: = J e il

File Edit “iew Go Bookmarks Tooks Help

Help Logout

Administrator Main Menu

The eAuthentication Status page opens, and notifies you that you are logged out.

) |

USDA United States Depariment of Agrculiure.
= USDA eAuthentication

e e O )

Home | About eAuthentication’ Help | Contact Us | Service Centers

BUENE eAuthentication Status

+ What is an account?

¥ Croalo an account ‘fou are now logged off the USDA eAuthentication system.
¥ Updata your account
Administrator Links

+ Local Registration
Autharity Login

eAuthentication Home | USDA.gov | Site Map

‘ Accessibility Staternent | Privacy Policy | D | W Firstds

Navigating in webTA

If you are accustomed to using a Web browser, the webTA interface should be familiar to you. The
biggest difference is that you should not use the “forward” and “back” buttons, menu items, or arrows
in your browser. Instead, use the navigation buttons in the webTA pages, such as Return, Save,
Cancel, and Next.

IMPORTANT! If you use the “forward” or “back” buttons, menu items, or arrows on your browser
tool bar instead of on the webTA page, you may lose data or be logged out.

Press the Tab key on your keyboard to move from one field to another, or use your mouse to point and
click on a field.
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About webTA and employee roles

All employees have roles assigned to them. Some employees may have more than one role.
Consequently, various access options and functions may be available to them in webTA.

Given these various roles and responsibilities, your experience using webTA (the functions available,
which pages you can access, and how these pages appear) will differ compared to those who have
different roles.

Employee

Employees enter daily time and attendance data, some leave and pay request data, and personal contact
information, and perform other personal functions such as changing passwords and making time
change requests.

Administrator

Administrators handle webTA system maintenance functions, and may access some basic data about
employees (but not T&A data).

Administrators can also:

e Add new employees

* Maintain builds

» Configure webTA

* Import employee data files
» Generate reports

Timekeeper

Timekeepers edit or correct time card data, addresses, phone numbers, and e-mail addresses, and reset
passwords for their assigned employees.

Master Timekeeper
Master Timekeepers can perform the same functions as Timekeepers. In addition, they can change an
employee’s agency and override validations.

Some Master Timekeeper role assignments are agency-specific, restricting their functions to those in
their own agencies. Also, some Master Timekeeper roles are read-only role, restricting those assigned
to it to viewing employee data, but not adding to, removing, or changing it.

Supervisor

Supervisors review and certify time card records and leave or premium pay requests for their assigned
employees.
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Master Supervisor
Master Supervisors can certify time cards for all employees in webTA before their data is sent to NFC
for payroll processing (though this is not required if supervisors have already completed the task).

Some Master Supervisor role assignments are agency-specific, restricting their functions to those of
their own agencies.

Project Manager

Project Managers create, modify, and deactivate projects, including adding individual employees or
groups of employees to projects, adding subprojects to projects, and tracking hours charged to projects.

HR Administrator
HR Administrators manage employees and leave transfer programs.

About the main menu page role buttons

The buttons at the bottom of the page, below the User Functions section, provide access to functions
associated with the roles each person is set to fulfill.

Every employee has at least one role button, the Employee button. Employees who have additional
roles, such as Supervisor or HR Administrator, will have additional role buttons. The Administrator
role has a button for every role in webTA.

Here are the role buttons for an Administrator:

Ermployee | Timekeeper | Master Timekeeper | Supervisor |
Master Superisar | HR Admin | Praject Manager I Adrmin |
S4KRONOS /
|D0ne / webta kronas.com (7 2

Administrator role buttons

In the next example, an employee is also a Project Manager, so he or she sees buttons only for those
roles:
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Employee | Project Manager

K RO
KIRLIINUS /

Project Manager role buttons

Which role buttons you see depends on which roles you are assigned to perform. For example, persons
with only the Employee role have one role button. Clicking a role button opens the main menu page
for that role. (Note that the button for the role you are currently working under is dimmed.)

Sorting lists

Many webTA pages have lists of items in a table format. Most of these lists can be sorted by clicking
the sort icon at the top of a column.

| |statusI¥lRequest Typel*! From Datel*l[To Datel*] [Total Hrsl*]
] ! o Am DA OO0E  AA DA 06 ]

Clicking a sort icon for a column sorts the entire table by row, not just the items in a column.

To sort alist by column:

1. Click the [+] in the header of the column you want to sort by.

The sort icon changes from the plus sign to a green arrow.

;

| |statusl*]|Request Typel#] From Datel*][To Datel*] [Total Hrsl*]

2. Tosort in descending order, click the arrow so that it points down.
-0OR -
To sort in ascending order, click the arrow so that it points up
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Entering work hours

One of the most common tasks you will perform is entering hours worked. The format for hour entries
is HH:MM where HH is the number of hours and MM is the number of minutes, separated by a colon.

Minutes should be recorded in 15-minute increments (00, 15, 30, or 45).

You may also enter time in the format HH.MM where HH is the number of hours and MM is the
decimal fraction of an hour, separated by a decimal point. The system automatically converts time
entered this way to the HOURS:MINUTES format, and rounds the entry to the nearest 15-minute
increment. For example, 2.5 is converted to 2:30 (two hours and 30 minutes) and 4.1 is converted to
4:00 (four hours, because the tenth of an hour is 6 minutes, so it is rounded down).

As you enter values, some basic checks are performed. When the system encounters data it identifies
as incorrect, it displays an error message indicating the cause of the problem.

The primary time card validation process is completed after all data is entered for a pay period and you
click VValidate. Once validated, the data may be certified correct by the Supervisor.

Exiting from webTA

When you are finished using webTA, exit properly by clicking Logout at the top right of the page.
Exiting this way action ensures that your work is saved and that you are no longer connected to
webTA. If there is no Logout button on a page, complete your task. Saving your work will return you
to a page with a Logout button.

About system time-outs

Typically, an installation of webTA has a session time out set on the server. If you are logged in and
leave webTA open for an extended period, your session will expire and you will be logged out of the
application. This security feature prevents others from using your webTA account.

If your session times out, log back into webTA to continue.

Getting help

Every webTA page has an associated help page.

To get help:

1. Click Help in at the upper right of the window next to the Logout link.

webTA 3.8 USDA Basics 7 ©2009 Kronos Incorporated



webTA: Administrator Main Menu: com.threeis.webta.P200mnuAdmir

File Edit ¥iew Go Bookmarks Tools Help

=lol x|

Help Logout

Administrator Main Menu
_Beanch |

e

The help for the webTA page opens.

Here is an example of a help page that opens from the Employee Main Menu page:

https://webta.kronos.com - Time & Attendance On-Line Help

Employee Module

Contents

Introduction
Getting Started

Main Menu

Edit T Data
Wiew TEa Summary
Leave/Premiurm Pay

validate T24 Data
Certified Tia's
account Table

webTa Reports
Send Task

Change Password
Wiew Tasks

Main Menu

The Employes module permits entry of daily time and
attendance data and some reimbursements, You may:

* record TaA information on a daily, weekly, or
pay period basis;

¢ submit work address, phone number, and e-mail
updates;

¢ change system access password;

¢ verify that the data entered is correct;

* reguest your timekeeper to change T&a data
that you are not authorized to change (such as
profile data);

¢ access other modules of the T&A system that
you are authorized to access,

You may only modify T&a data that is related to
time-in-pay and other-time lines of the T&a report.
This permits access to transaction codes, suffix
codes, prefix codes, daily hours, dollar amounts and
remmarks. Only your timekeeper may update profile
information. Examples of profile information include
pay plan, tour of duty, duty hours, status changes,
and leave balance information. Please ask your
timekeeper or supervisor if you have questions about
profile data.

[

| Done

| weebta kronos.com (5 2

Note that most windows in the help system are scrolling windows. Scroll down to reveal more

topic information.

Find the help you need by clicking the help subject links in the Contents column.

When you are finished, close the help window by clicking xI on the browser title bar.

Searching for employees

Main menu pages other than the Employee Main Menu page provide access to webTA’s search

function for finding employees.

The Search for Employee page provides the capability to search for employees. From this page, you

can search by:

e Last name
e First name

webTA 3.8 USDA Basics

Social Security number (if your system is configured for this option)
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IMPORTANT! Depending upon your job function, you may also be able to search by an employee’s:

« T&Atype
» Pay period
» Status

o Timekeeper
e Supervisor

Here is the Search for Employee page for Administrators:

wehTA: Search for Employee: comi.threeis.webta.P239searchser

Ele Edit Wew Go Bookmarks Tools  Help

=0 x|

Help Logout

Search for Employee

Employee's L ast Name ||

Employee's First Name |

Employee's SSN |
Search | Cancel

4 KRONOS

Al

| Dane

webta. kronos.com

=

Here is the Search for Employee page for supervisors:

| Els Edt Wew Favortes Jooks Hep

Q webTh: Search for Employee: comuthreeis.webta P539searchUser - Microsolt Internet Explo

=10/

Help Logout

Search for Employee

T&A Type All =

Search | Cancel |

Employee's Last Name |
Employee's First Name

Employee's SSN

Al

Z4KRONOS

|
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To search for an employee, type the employee’s information in the appropriate boxes and select from
the drop-down lists, when available, then click Search.

Also, if the Search for Employee page has fields that have default values (such as Active for the Status
field), you may search without typing in first and last names or the Social Security Number.

NOTE: To search by Social Security number, you must enter a complete SSN. (Social Security
numbers may be typed without hyphens, spaces, or other separators.)

Keep these things in mind when searching for employees:

All searches (except Social Security number) use fuzzy matching. For example, a search for
users with last name of Joh matches Joh, Johnson, and Johansen.

An alphabetical range can also be provided when searching on the last name. For example,
entering “c-h” returns a list of employees with last names starting with characters ¢ through h.

You can also use the wildcard character % to represent one or more letters. For example,
searching for b%a returns all names starting with “b” and ending in “a”, such as Barbara and
Benneta.

Search criteria can be specified to search for either active or inactive users, if that option is
available. This can be used to select an inactive user for reactivation. Inactive employees are
those who worked for your agency in the past and have records in the webTA database. You
can reactivate them instead of creating a new record for them.

If you are a Timekeeper and are a delegate for more than one timekeeper, or if they are both an
actual Timekeeper and another Timekeeper’s delegate, you can configure the search to only
display employees assigned to a particular Timekeeper.

If available, the T&A Type field lets you limit time card records to those records meeting one
of these criteria.

» Corrections displays time card records in the system that are correction records.

» Unvalidated displays records that have not been validated by either the employee or the
Timekeeper.

» \Validated displays records that have been validated by the employee or the timekeeper, but
which have not yet been certified by the supervisor.

» Certified displays records that have been both validated and certified, but not yet built.

* No Profile displays records for which no T&A profile data has yet been stored. Records
must have T&A profile data recorded before time can be entered for that record.

If available, the Pay Period field lets you restrict the records displayed by the pay period.
»  Current matches records for the current pay period.

»  Previous matches records for the previous pay period that are typically completed records
that need to be certified and built.

» Older matches records not in the current or previous pay periods.

webTA 3.8 USDA Basics 10 ©2009 Kronos Incorporated



Viewing tasks

The Task List page shows both system-generated and user request messages. If webTA is configured
to send tasks via e-mail, tasks appear on both the Task List and in e-mail, or on the Task List only,
when e-mail notification fails. (Your Administrator sets which option is used.)

When you have tasks, the number of tasks you have appears in parentheses on the View Tasks button.

User Functions
Delegate Change Password Wiew Tasks (22) |

Ermnlovee

Sunerdsor

To view your task list:

1. On the Administrator Main Menu page, click View Tasks.
The Task List page opens listing your tasks.

webTA: Task List: com.threeis.webta.P240tasklist

File Edit Wew Go Bookmarks Tools Help

Help Logout

Task List

Result Page: 1 2 3 MNext

[___[From _|oate/Time

Aug 23 2006 Employee The Administrator has delegated
M ADMIMN S'E? =0 MOTIFY his Supervisor role to employee - Joan M,
' Acosta (JMACOSTAL)

Aug 23 2006 Employee ADMIN has entered a leave or
Clear | ADMIMN d MOTIFY premium pay request for which you are an
3:27 PM H A
intermediate approver.

Employee The Administrator has entered
premium pay request for [Overtime] -- 3

Clear | ADMIN 3}]29'72;\42006 MOTIFY hours on 29-AUG-06,3 hours on 20-AUG-06,3

’ hours on 31-AUG-06 -- for a total of 9
houris}.
Ul 12 2006 Build 29 successfully built 1 record, It
Clear | SYSTEM 12:07 PM BUILD  started at 2006-07-12-12:07, ended at
: 2006-07-12:07, and took 0 minutes.

Ul 12 2006 Build 28 successfully built 1 record, It
Clear | SYSTEM 12:07 PM BUILD started at 2006-07-12-12:07, ended at
: 2006-07-12:07, and took 0 minutes.
Jul 12 2006 Build 27 successfully built 1 record. It
Clear | SYSTEM 12:07 PM BUILD started at 2006-07-12-12:07, ended at
: 2006-07-12:07, and took O minutes.

Clear All Clear This Page Return

Result Page: 1 2 3 Next

£4KRONOS

-
‘Done webta kronos.com (%) 2

webTA 3.8 USDA Basics 11 ©2009 Kronos Incorporated



e The From column shows the source of the message.

* The Date/Time column shows the date and time the task was added.
e The Type column shows the class of message.

» The Description column shows the text of the message.

Some task messages are informational, but some require action.

2. If you want to remove a message from your task list, click Clear next to the message.
-0OR -
If you want to clear all tasks from the page you are viewing, click Clear This Page.
-0OR -
If you want to clear all tasks in your task list, click Clear All.

IMPORTANT! You should not clear messages until you have taken the appropriate action required
by the message.

Changing your password

Change your password regularly, and never reveal your password to anyone.

Passwords should not be easy to guess. Avoid using spouse's, children's and pets' names, birthdays and
other significant dates, or any name or number easily associated with yourself. (The best passwords are
random alphanumeric strings.)

If you lose or forget your password, your Timekeeper, HR Administrator, or Administrator can force a
new password on your account, but they cannot look up your current password.

If your organization has password policies, they may be enforced in webTA. Some password policies
may require:

* A minimum length

» Both alphabetic and numeric characters
»  Upper and lower case characters

»  Special characters

Some policies may also prohibit passwords derived from common words or alphanumeric sequences.

Also, passwords may expire after a specific period, and may not be reused for a specific period or for a
specific number of password changes.

To change your password:

1. On your main menu page, click Change Password.

2. The change password page opens.

webTA 3.8 USDA Basics 12 ©2009 Kronos Incorporated



webTA: Change Employee Password: com.threeis.webta.P390chgPWw -0 il

File Edit Yiew Go Bookmarks Tools Help

Help Logout

Change Employee Password
[current password |
New paneword | —
[Nov: Password (ogoiv) | I
_save | _Cancel

£4KRONOS

|Dmne | webtakronos.com =) 2

3. Type in your current password in the Current Password box, then type your new password in the
two New Password boxes.

Retyping the new password helps ensure against typing errors.
4. Click Save.

webTA 3.8 USDA Basics 13 ©2009 Kronos Incorporated
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