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Introduction

The purpose of this document is to provide HR Administrators information needed to use webTA for
fulfilling HR Administrator job functions available in this application. It is not intended to provide you
with information about basic procedures such as logging in, searching for employees, or getting help.
For information on how to use the basic functions of webTA, see the document webTA Basics.

The HR Administrator role provides administrative functions to manage employees and leave transfer
programs.

HR Administrators cannot edit time and attendance information, a responsibility reserved for
timekeepers and employees, but they can add and edit employee profiles and ensure that records are
processed for all employees in the agency.

The HR Administrator Main Menu page opens when you log in.

Ele Edt Wiew Fgvorkes Took  Help Ui

Help Logout

HR Administrator Main Menu

Select Select Employee
B o rorewiovee |
o |
LTP 2ave gram Management
O Tree i # 0
Accounts |l

LECER] Role Management

CELLER webTA Reports

LUCERER Modify compensation for mileage reimburesments

User Functions
Change Password ] Wiew Tasks (397) I

Employee Timekeeper | Master Timekeeper | Superisor |

Master Supervisor | F | Project Manager | Admin [
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All webTA functions available to HR Administrators are accessed from this page.

The first three buttons on the HR Administrator Main Menu provide access to employee maintenance
functions, letting you add and edit employee information, including employee profiles, pay periods,
leave audit reports, and locator information:
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» Select opens a list of employees from which you can add and edit the records of selected
employees, including their pay periods, profiles, leave audit reports, certified time cards, and
locator information.

» Search takes you to pages from which you can search for employees according to criteria that
you choose, and modify records for both active and inactive employees.

» Add lets you create a new employee record for a person who does not yet have a record in
webTA.

The remaining buttons provide tools directly related to HR Administration job functions:

e LTP provides access to Leave Transfer Program functions.

» Org Tree provides access to functions that let you view a hierarchical list of organizations and
sub-organizations.

» Accounts gives you access to functions for adding new accounts and adding and editing
account descriptions.

* Roles lets you view and manage Timekeeper, Supervisor, and Project Manager role
delegations and globally change timekeeper and Supervisor employee assignments.

* Reports lets you generate reports that show the current status of records in your webTA
database for employees in your organization.

» Mileage lets you modify the cents/mile rate and the starting pay period for mileage
reimbursements.

Selecting employees

By selecting an employee, you can change employee profiles, set pay periods, generate leave audit
reports, view certified time cards, and modify Locator (contact) information.

To select an employee, either search for and select the employee using webTA’s search function, as
described in the webTA Basics guide, or on the HR Administrator Main Menu page, click Select.

Selecting from the HR Administrator Main Menu page opens the Select Employee page, which lists all
employees in your agency.
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2 htep:/ /narcissus.kronos.com:8899 - webTA: Select Employes: com.threeis.webta.Pi10selEmp - Mich

=101x|

| Be Edt vew Favotes Jook el | & |
Help Logout
Result Page: 1 2 3 Next
Fmr:-lr.'.u\.-z':(.- User Id Timekeeper, Sur:.»:':rui-;f:r
@ Amini, Te AMINI ADMIN ADMIN AMS
© AMS, TES AMS AMS RICHARDS ~ AMS
" Gish, Debbie DGISH GISHL GISHL AMS
 GISH, LORI GISHL GISHL GISHL AMS
' GISH, Nancy TEPER GISHL GISHL AMS
" HAINKE, BEN BHAIMKE NMONCRIEF NMMONCRIEF AMS
© HOWARD, JAMES JHOWARD GISHL GISHL AMS
 Lancaster, Adam LAGER ADMIN ADMIN AMS
© Moncrief, Nancy ~ NMONCRIEF NMONCRIEF NMONCRIEF AMS
Result Page: 1 2 3 Next
Selected Employee
Emp Profile Leave Audit Report I Set Pay Period Lacator Info
Retum I
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-

The buttons on the page provide access to various administrative functions:

Emp Profile lets you view and modify an employee’s user 1D, password, name, Social
Security number, timekeeper, and supervisor, and assign certain roles to employees.

Leave Audit Report provides an employee’s leave information listed by leave type.
Set Pay Period lets you change an employee’s current pay period.
Locator Info provides fields that you can fill with employees’ location information, such as

address, telephone numbers, e-mail address, and so forth.

About employee profiles

After selecting an employee in the Select Employee page, clicking Emp Profile opens the employee’s

profile page.
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‘R webTA: Employee Profile: com.threeis.webta PZ0ZeditUser - Microsolt Internet Explor
| Els Edt Yew Favorites Jooks Help

=10jx

T

Help Logout

Employee Profile

Please note that this data pertains only to employee access for the
Time & Attendance system, not to other personnel records.

Password (again) eessnenene

Middle Name [—
or Initial {Optional)
Last Name iGlsh

Social Security Number |gES=tn
E Auth Internal ID |

Supervisor's User ID {GFSHL Search I
Timekeeper's User ID GISHL Search |
Organization AMS Search i
[Role T Grant Role | select Role property

Timekeeper =

" Local Corrections
Supervisor r " Self certify

" Read Only

Master Timekeeper [

" Local Corrections
Master Supervisor [ ™ agency Only
Project Manager |

Active Status ¥  Active Employae
Save | Cancel
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|
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When a time card is certified, most of the fields on this page cannot be modified until the record is
built or becomes uncertified. When you add a new employee via the webTA interface, however, most

or all of the fields will be empty.
The fields on this page are:

e UserID
e Password

» Password (again), for verifying the accuracy of the previous entry

* First Name

e Middle Name or Initial (Optional)
* Last Name

» Social Security Number

This field is required. (You do not need to enter the dashes between the 3 parts of the SSN.)

* E Auth Internal ID — The employee’s eAuthorization 1D.
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» Supervisor's User ID — The user ID for the employee's supervisor.
» Timekeeper's User ID — The user ID for the employee's timekeeper.

» Organization — The employee’s organization within the agency.

By default, the root of the organization tree is the agency.

* Role, Grant Role, and Select Role Property — The roles a specific employee has, and the
options, if any, set for the employee.

e Active Status — When selected, indicates that an employee is active.
This box is selected by default when a new employee record is created. See the section “About

inactive status” on page 10 for detailed information about status.

You can change an employee’s user ID and password on this form. The user ID must be from four to

32 characters long. You may use letters, numbers, and spaces.

Edit the employee’s name by first name, last name, and middle initial, each in their respective fields.
Do not combine names in one name field. You may include a suffix, such as Jr. or I, in the Last

Name field.

About the Leave Audit Report page

After selecting an employee in the Select Employee page, clicking Leave Audit Report opens the

Leave Audit report page for that employee.
| 2 webTA: Leave Audit Report: com.threeis.webta P62 TleaveAuditReport - Microsoit Internet Explarer =10 x|
| o Edt yew Favortes Toos Heb I
=
Help Logout
Leave Audit Report
S BE R From
Pay Perio ange m m i_
[Lcovervoe o g
Update
Leave Audit (Annuol) For LORI GISH (GISHL)
) e e e e o e ey
Ad justment
22 - 2008 8:00 0:00 8:00, 0:00 g8:00 8:00
21 - 2008 4:00 4:00 4:00 8:00) 0:00 8:00 28:00
Download PDF | Retum |
Z4KRONOS
=

Initially, the Leave Audit Report contains leave data for the most recent leave year for which the
selected employee has certified records. If the employee has records in the system for more than one
leave year, you can include the other leave years in the report by changing the From and To dates.

webTA 3.8 USDA HR Administrator’s Guide
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A Leave Audit Report can be generated to reconcile historical leave records for a selected employee.
The report displays a line for each pay period that the employee has certified records for in the system.

A Leave Audit Report displays one page for each type of leave that webTA tracks. The selector at the
top of the page lets you change the type of leave displayed on the page.

These columns are included in the Leave Audit Report:

» Pay Period contains the number of the pay period within the leave year as well as the leave
year.

Pay period 01 is the first pay period that falls completely within the 26 pay period year.

* Manual Adjustment contains any changes (increases or decreases) to the forwarded balance
of any leave type on the leave data page.

This is helpful for tracking if leave balances have been manually adjusted at any point.
» Forward contains the leave balance that was forwarded from the prior pay period.
Usually, this will be equal to the balance column in the previous row.

» Accrued contains the amount of leave accrued during the pay period.
For leave types that do not accrue, such as AWOL, this column will be blank.

» Available contains the total amount of leave available for use in the pay period. This is usually
the forwarded amount plus the accrued amount. For leave types that are not accruable, this
field is blank.

» Used contains the amount of leave the employee used in the pay period.

This is usually the sum of the time card data the employee submitted for the pay period. For
annual and sick leave, it may also include Leave Transfer Program donations.

» Balance contains the ending balance for the pay period. This is usually the available leave
minus the leave used. For non-accruable leave, this is usually the forwarded amount minus the
used amount.

« Max. Available shows the maximum annual leave that is available, which is the sum of the
maximum accruable leave and the forwarded amount minus the used amount.

You can open or download a copy of a Leave Audit report Adobe .PDF format by clicking
Download PDF on the report page.

Setting an employee’s pay period

After selecting an employee in the Select Employee page, clicking Set Pay Period opens the Set
Employee Pay Period page for that employee.
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wehTa: Set Employee Pay Period: com.threeis.weblts ” Payl = | a ﬂ

Flle Edit Wew Go Bookmarks Tools Help

Help Logout

Set Employee Pay Period

Christian Yungk {(CLY&6)

|__pay period|pate Range |
20 - 2006 Oct 01 - Oct 14
¢ 19-2006 Sep 17 - Sep 30
18 - 2006 Sep 03 - Sep 16

Select | Cancel |

£4KRONOS
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The Set Pay Period page is used to change an employee’s current pay period.

Pay periods are set in situations in which an employee might not have entered their time for a previous
pay period, or when their time was not validated, certified, and built for a previous pay period.

The Set Pay Period function lets the HR Administrator adjust the employee’s pay period to correct
these situations.

The list of available pay periods is determined by when the employee last had a certified time card.

» If the employee’s last certified record was the previous pay period, then there will be no
choices.

» If the employees last certified pay period was several pay periods before the current pay
period, then all of the pay periods between the previously recorded and current pay period are

listed.

» If the employee has never had a certified time card, then all of the previous 26 pay periods can
be chosen.

» |If the employee’s current time card has leave transfer time used, then the pay periods cannot
be changed.

The pay period for a certified or corrected time card cannot be changed.

To set an employee’s pay period:

1. Search, or search for and select, the employee, then click to select the employee from the Select
Employee page.

2. Click Set Pay Period.
The Set Employee Pay Period page opens.
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webTA: Set Employee Pay Period: com.threeis.webts

File

=10l x|

Go  Bookmarks  Tools  Help

Help Logout

Set Employee Pay Period

Christian Yungk {(CLY6)

|_|pay Period|pate Range |
" 20 - 2006 Oct 01 - Oct 14
" 19 - 2006 Sep 17 - Sep 30
18 - 2006 Sep 03 - Sep 16

Select | Cancel |

£4KRONOS

| Done

3. Click to select the appropriate pay period, then click Select.

About the Locator Info page

The Locator Information page provides a means of maintaining contact information for employees
within the webTA system. Use of this information is dictated by your organization’s policy.

webTA: Locator Info: com.threeis.webta.P460editinfo

=101 %]

fle Edt Wew Go Bookmarks Tools Help

Help Logout

Locator Info

Office Contact Information for Christian Yungk

Coudng |
Croom vumbor |
v stop/moutng coe |
APO 1
oo |

Fax 555- 555555
Save Cancel
£4KRONOS
4
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IMPORTANT! webTA does not require that all locator information be maintained. However, if
webTA is configured to distribute tasks via e-mail, the employee’s e-mail address must be entered. If
the e-mail field is blank, the task will be delivered through webTA’s task list.

NOTE: Information on the Locator Info page is work information. Personal information, such as home
address and phone number, must be changed through the personnel office.

To open an employee’s Locator Info page:

1. Select, or search for and select, the employee whose locator information you want to view.

2. Onthe Select Employee page, click Locator Info.

Adding a new employee

To add a new employee:

1. Click Add on the HR Administrator Main Menu page.
A blank Employee Profile page opens.
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R webTa: Employee Profile: com.threeis.webta.Pz0ZeditUser_1 - Microsoft Internet E =10] x|
1

| Ele Edt VYiew Favorkes Tools Help U
2l

Help Logout

Employee Profile

Please note that this data pertains only to employee access for the
Time & Attendance system, not to other personnel records.

o
oo |
P

ord (again)

Social Security Number

E Auth Internal ID [

Supervisor's User ID |A_DM|N Search |
Timekeeper's User ID FDMIN Search |

First Pay Period & Current © Previous

Grant Role | Select Role Property
Timekeeper r
™ Local Corrections
Supervisor r ™ Self Certify

I Read Only
Master Timekeeper

™ Local Corrections
Master Supervisor [
Project Manager r

Active Status W aActive Employee
Save | Cancel |
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2. Type the employee information into the appropriate boxes, using the search function when
necessary, and select the appropriate pay period and role options.

For details about employee profile fields and options, see “About employee profiles” on page 3.
3. Ifitis not already selected, click to select Active Status
4. Click Save.

The profile is stored, a record for the current pay period is created, and the employee can now log
in to webTA.

About inactive status

When employees are made inactive, their records remain in the system, but they are no longer able to
log into the T&A system, and their records are ignored during verification, certification, and
transmission file builds.
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If an employee's account has been rendered inactive and the employee returns to the organization, the
account can be reactivated. (There is no need to create new webTA user records for returning
employees.)

To access records for inactive users:

1. Onthe HR Administrator Main Menu, click Search.

The Search for Employee page opens.

webTA: Search for Employee: com.threeis.webta.P639searchuser '__ = E||5|

File Edit Wew Go Bookmarks Tools Help

Help Logout

Search for Employee

Employee's Last Name |m|
Employee’s First Name ||
Employee's SSN |

Searchl Cancel

£4KRONOS
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2. Select Inactive from the Status list, then click. Search.

webTA generates a list of all of the inactive employees in the system.

Reactivating an employee

When employees are made inactive, their records are not deleted from the system, but they are no
longer able to log into the T&A system, and their records are ignored during validation, certification,
and transmission file builds.

If an inactive employee becomes active at a later date, rather than creating a new record, you can edit
their existing Employee Profiles and reactivate them.

The process for reactivation is similar to editing an employee profile.

To reactivate an employee:

1. Search for the employee that you want to reactivate, selecting Inactive from the Status list.

IMPORTANT! If you do not select Inactive, only active employees will appear in the search
results.

2. Click Search.

The Search Results page opens, displaying inactive employees who meet your search criteria.
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webTA: Administrator Select Employee: com.threeis.webta.P210selEmp _1oix|

File Edit Wew Go Bookmarks Tools Help

Help Logout

Search Results

—> Search Criteria: Show only inactive
[~Jemployoe —user1d ——|rimekeoper{suporvisor lorg |

@ Acosta, Joan IMACOSTAL CFFROST1  CDEDWARDS1 FBI/ZOMEL
" Acosta, Joan IMACOSTALS CFFROST18 CDEDWARDS18 FBI/ZOMNELS
€ Christinaz, Daniel DCHRISTINAZ FBIDEMO FBIDEMO FBI
 Cofield, Shelia SKCOFIELD SDCOFIELD  FBIDEMO FBI
 Miller, Mary MMILLER KCARTER JBROWN FBI
" Peters, Susig SDPETERS FBIDEMO FBIDEMO FBI
¢ Rodriguez, Michelle MARODRIGUEZ ~ KCARTER ITMILLER FBI
¢ Rodriguez, Michelle MDRODRIGUEZ ~ KCARTER JTMILLER FBI
" sample, FBI FBISAMPLE FBIDEMO FBIDEMOD FBI
 SCHEMEK, LORI LCSCHENK FBIDEMO SDANMIS FBI
£ sdfsdf, sdfsdfs SDIKWSK KCARTER ADMIN FBI
= Smith, Reginald RSMITH FBIDEMO FRIDEMO FBI
 \Washington, Mary MaWASHINGTON KCARTER FRIDEMOD FBI

Selected Employes

Ernp Profile I Emp Delegate Roles

Retum

£4KRONOS
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Click to select the employee who you want to reactivate.
Open the employee’s profile by clicking Emp Profile.
If necessary, reassign a timekeeper and supervisor.
Click to select the Active Employee check box.

Click Save.

N o g Bk~ w

About Leave Transfer Program Management

As part of the Leave and Premium Pay Request Module, webTA provides full support to manage your
agency’s leave transfer programs.

Three types of leave transfer programs are supported:

» Emergency Leave transfer banks are established for specific emergencies.

Anyone approved to receive leave from the bank may use the leave donated to it. Similar to a
Voluntary Leave Transfer Bank, the leave used from the Emergency Leave Transfer Bank
affects recipients differently, and puts different limits on the donations that a person can make
to the program.

» \oluntary Leave transfer banks let employees donate leave to a pool for use by anyone
approved as a recipient from the bank.

» \Voluntary Individual Leave transfer accounts apply to specific employees.
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Leave donated to this type of account may only be used by one employee. The primary
difference between this type of account and a VVoluntary Leave Transfer Bank is that there can
only be one approved recipient for each account.

webTA tracks these types of transactions associated with the each account:

» Approved recipients

For an approved recipient to use donated leave, an “event” must be established for that person.
An event has a starting and ending date and a limit on the amount of donated leave the
recipient may use.

e Donations to the account

Donations can be made from within webTA by individuals (with the approval of the HR
Administrator), or the HR Administrator can add donations for volunteer donors. Donations
received from outside the agency must be entered by the HR Administrator.

« Deductions from the account

As donated leave is used, webTA generates deduction transactions and adds them to the time
card as a leave transaction. Additionally, deductions can be entered to liquidate advanced
annual or sick leave balances or leave without pay.

To open the Leave Transfer Program Management page:

1. On the HR Administrator Main Menu page, click LTP.
2. The Select Account page opens listing leave accounts.

J webTa: Select Account: com.threeis.webta PE0SselAccount - Microsoft Internet Explorer =] ]
Ede Edt Yew Favortes Toos Hep i
Help  Logout 3
Show accaunts that are: [Open "’ Update
Voluntary
- Restored ; -
F anmual Leave WO description  Individual 1 2 0 3:00
Account
E’:ﬁ;{;d Voluntary
* Rectored No description Individual 1 1 0 3:00
Annual Account
E. leave not
- ﬁggr LO2VE  therwise E:::g?:n‘ 1 1 0 3:00
spacified %
Donated Voluntary
" Restored No description  Individual 1 1 0 0:00
Annual Leave Account
Donated leave  Voluntary
» E;‘;\?GIEI\?OS not otherwise  Individual 1 1 0 2:00
specified Account
Edit|  Transactions [ Delate ] Close | Add Account [ Return [
Z4KRONOS
4]

The Type column of the Select Account page shows the leave types associated with each account.
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Adding accounts

To add an account:

1. Open the Select Account page by clicking LTP on the HR Administrator Main Menu page.
2. The Select Account page opens.
3. Click Add Account.

The Add/Edit Account Info page opens.

) webTa: Add/Edit Account Info: com.threeis.webta.P620editAccous L - Moz =101 xi

File Edit Wew Go Bookmarks Tools Help

Help Logout

Add/Edit Account Info

Account Information

accouncname: [N
. 0

i+ Emergency Leave Bank
Account Type: © valuntary Leave Bank
' wvaluntary Individual Account

Save Cancel

Al

4KRONOS

| pone 4

4. Type the name of the account and a description.

IMPORTANT! If your agency has a naming convention or has established account numbers for
Leave Transfer accounts, use them as the account name.

5. Click to select the type of account being created, then click Save.

6. If you are creating either an Emergency Leave Bank or Voluntary Leave Bank account, type in the
account name and description, select the account type, and then click Save.

webTA returns you to the Select Account page, and the new account appears in the Select Account
accounts list. Stop here.

-0OR -
If you are creating a Voluntary Individual Account, the Edit Recipient page opens.
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D webTA: Edit Recipient: com.threets.webta P62 | editEvent - Microsolt Intemet B 8 [=] 5]
Be Edt Yew Fpeortes Jook  Heb

Help  Logout

Edit Recipient

Recipient Data

’— Search

S_MI Cancel I

£ 4KRONOS

7. Enter the appropriate information in the fields, then click Save.
8. The Edit Account Transactions page opens.

T webTA: Edit Account Transactions: com.threets.webta PE22edit Transaction -

Ble Edt Yew Fyeotes Jook Heb

Help  Logout

Edit Account Transactions

Account Summary

Name of

X ecatenk i lc\t.ri|.ltin".|n; Type of Account lllou.xtlr_‘:-n»[1r_-:.l:|1_[icu'n Balance

H . Voluntary Individual i i
Voluntary | Individual lAccount 0:00 0:00 0:00

Approved Recipient(s)

Edul Te Amini (AMINGY 1:00Feb 23 2009Feb 23 2009
Total 1:00

Donations to Account

HoursiApprovalApproved BylPPvea
No leave transfer donations.
New Donation I

Total 0

Retum

{ 4KRONOS

9. Click Return.
webTA returns you to the Select Account page, and the new account appears in the Select Account
accounts list.

Once an account has been created, employees can donate leave to it, and recipients who may use the
donated leave can be established.
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Editing leave transactions

Using webTA leave transactions, you can:

* Add recipients of donated leave

» Edit recipients of donated leave

* Remove recipients of donated leave

» Edit donated leave transactions

* Approve leave donated by other employees
* Add leave donations

e Liquidate advanced leave or LWOP

Account transactions are edited in the Edit Account Transactions page.

Adding arecipient

For an approved recipient to use donated leave, an “event” must be created.

» If the recipient is using the leave from a Leave Bank, create the event in an existing Leave
Bank account.

» Ifan Individual Leave Transfer Account is required, create the account and add the recipient to
it.

To add arecipient:

1. Select LTP on the HR Administrator Main Menu page.

The Select Account page opens.
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B webTA: Select Account: com.threeis.webta PEOSseliccount - Micrasolt Internet Explorer (=] ]

I

| B Edt Vew Favorkes Tooks Heb | -
Help Logout 3
Show accounts that are: Fl:lpen "I Update
==
Voluntary
Restorad ] :
T g Do description  Individual 1 2 0 3:00
Account
E’::::ad Voluntary
(& Ractorad No description  Individual 1 1 0 3:00
Annual Account
E. leave not
o fmmtee Gy SISy 1 1 0 5to
spacified
Donated Voluntary
" Restored No description  Individual 1 1 0 0:00
Annual Leave Account
Donated leave  Voluntary
r Donated _ nototherwise  Indiidual 1 1 0 2:00
specified Account
Edit|  Transactions | Delate ] Close | Add Account | Return |
Z4KRONOS
4]

2. On the Select Account page, click to select the account that you want to edit.
3. Click Transactions.
The Edit Account Transactions page opens for the account you selected.

) webTA: Edit Account Transactions: com.threeis.webta.P622editTransaction - Moz| I [

Fle Edit View Go Bookmarks Tools Help

Help Logout

Edit Account Transactions

Account Summary

Eom=inh Description| Type of Account [DonationsDeductions|Balance
Account

Emergency Leave
Bereavement hereavement 13 ¥

Approved Recipient(s)

[ [Name [Hours [start/End]

Mo approved recipients.

Mew Recipient

Total 0

Donations to Account

Mo leave transfer donations,

New Danation

Total 0

Return

E4KRONOS

Dine: 4

4. Click New Recipient in the Approved Recipients section.
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Approved Recipient(s)

| [Name Hours start/End]

MNo approved recipients.

_> Mew Recipient

Total 0

The Edit Recipient page opens.

¥ webTA: Edit Recipient: com.threeis.webta.P621editEvent - Mozilla Firefox =00 =]

File Edit Wew Go Bookmarks Tools  Help

Help Logout

Edit Recipient

Recipient Data

|
|
I
ED
o o [
® personal © Family
. -
rie|

Sane | Cancel

4KRONOS

Al

‘ Done A

5. Type in the recipient’s user ID, or search for it using webTA’s search function.

If you chose to search for the recipient, once you find and select the recipient, webTA
automatically enters the recipient’s user ID into the User 1D box

6. Type in the leave recipient information required for reporting, the maximum number of donated
hours a recipient may use, and the start and end dates of the event.

Maximum Hours is the most donated leave that the person is eligible to use, not the amount of
leave that has been donated for that event. Until donations have been made to the account and
approved by an HR Administrator, the recipient cannot use any hours. The account balance can
never be less than zero.

7. When you are finished entering the leave information, click Save.

The Edit Account Transactions window reopens, showing the added recipient.

Liquidating advanced leave or LWOP

If there are sufficient donated hours in the account, advanced annual leave, advanced sick leave, or
leave without pay may be liquidated for an approved recipient.
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The HR Administrator must enter a manual deduction into the account. Deductions cannot be entered
that would result in an account balance less than zero. In fact, until there are donations recorded and
approved, the Deductions from Account section of the Transactions page will not be visible.

To liquidate leave:

1. On the HR Administrator Main Menu page, click LTP.

2. The Select Account page opens.

R web T Select Account: com.threeis.webta PEOSselAccount - Microsoft Internet Explorer

| Bl Edt Wew Favorkes Tooks Hep

™
W

Help Logout

Select Account
Show accounts that are: m Update

Voluntary

Restorad No description  Individual

Annual Leave

Si Account = » Dacinlen
. Description aibbis
(5

ﬂj Transactions | Delele] Close Add Account | Returnl

# Approved |# Pending

0 3:00

0 3:00

0 0:00

0 2:00

Account
E’::::Zd Voluntary
* Rt No description  Individual
s Account
Emer. Laave ELiaua.not Emergency
T hos uitiepae Leave Bank
spacified
Donated Voluntary
~ 4 No descrip dividual
Annual Leave Account
Donated leave  Voluntary
c E:::;EI\?OS not otherwise  Individual
specified Account
Z4KRONOS

3. Click to select the appropriate account, then click Transactions.

The Edit Account Transactions page for the selected account opens.
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=10l x|

) webTa: Edit Account Transactions: com.threeis.webta.P62ZeditT

File Edt Yiew Go GBookmarks Tools Help
Help Logout

Edit Account Transactions

Account Summary
ameioh Description| Type of Account |DonationsDeductions/Balance
Account
Emergency Leave o0 0:00 0:00

Bereavement bereavement
Bank

Approved Recipient(s)

| [Name [Hours start/End|

Mo approved recipients.

New Recipient
o

Total

Donations to Account

Mo leave transfer donations.

Mew Daonation
o

Total

Return

4 KRONOS

AN

| bane

In the Donations from Account section, click New Donation

Donations to Account

Mo leave transfer donations,

_> Mew Donation
0

Total

Return

4KRONOS

iy

| bane

The Select Employee page opens.
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) webTa: Select Employee: com.threeis.webta.P624selUserID - Mozilla Firefox =] |
Fle Edt Wew Go GBookmarks Tools Help

Help Logout

Select Employee

Please select a valid User ID for the leave donation.

User ID: = MI
Leave blank if external to agency.

Continue Cancel

£4KRONOS

| bone | webta.kronos.com <

4. Type in, or search for and select, the recipient’s user ID, then click Continue.

The Deductions from Account page opens for the employee you selected.

¥ webTA: Deductions from Account: com.threeis.webta.P623editDeduct — o] x|

File Edit “iew Go Bookmarks Tools Help

Help Logout

Deductions from Account

Recipient Information

Apply to: IAnnuaI Leave j

[ows |

Save Cancel

E4KRONOS

| Done | webta kronos.com (%)

5. Select the type of leave being liquidated, the event to which to apply the donated leave, and the
number of hours.

6. Click Save.

webTA checks to make sure that the number of hours does not exceed the available balance or the
maximum number of hours approved for the recipient’s event, and returns to the Edit Account
Transactions page.

About donations to Leave Transfer accounts

Employee donations to leave transfer accounts can either be entered by the donating employee through
the Leave/Premium Pay section on the Employee Main menu or it can be entered by an HR
Administrator from the Edit Account Transactions page. Either way, the donation must be approved by
an HR Administrator before it can be used by an approved recipient.
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A recipient cannot use donated leave after the end of the event. The end date of the event may be
extended and its maximum hours increased by editing the event record.

The HR Administrator may add donations on behalf of employees, both from within the agency or
from external sources.

To add a donation:

1. Open the Select Account page by clicking LTP on the HR Administrator Main Menu page.
2. Select an account on the Select Account page.
3. Click Transactions.

The Edit Account Transactions page opens.

) webTh: Edit Account Transactions: com.threeis.webta.P622ed acti =10] x|
Eile Edit Wew Go Bookmarks Tools  Help

Help Logout

Edit Account Transactions

Account Summary

Name of Account| Description U Donations|Deductions|Balance)
Account
e [ fulu} 0:00 2:00

Yoluntary 2
guadracentennial quadracentennial Leave Bank

Approved Recipient(s)

| ____Name __________|Hours|Start ___JEnd |

Edit Del Ichrlstlam Yungk (CLYA) 2:000ct 30 20060ct 30 2006

Mew Recipient

Total 2:00

Donations to Account

I S e T

The Administrator ‘
Wiew I (ADMIN) 2:00 Approved,  ADMIN  |20/2008

Mevr Donation

Total 2:00

Deductions from Account

| [Name ___|Hours[Transaction|PPlvean

Mo leave transfer deductions.

Mewr Deduction
Total 0
Return
E£4KRONOS
} Done 4

4. Inthe Donations to Account section, click the New Donation button for the account you want to
add a donation to.

The Select Employee page opens.

5. If your donor is an internal donor (a donor who has an account in your webTA system), type in, or
search for and select, the user 1D of the donor.

-0OR -

webTA 3.8 USDA HR Administrator’s Guide 22 ©2009 Kronos Incorporated



If your donor is an external donor (a donor who does not have a webTA account in your system),
leave the User 1D box empty.

6. Click Continue.

If you selected an internal donor in Step 5, the Select Employee page opens containing the donor’s
user ID and the leave account.

webTA: Donations to Account: com.threeis.webta PeSTeditDonation - Microsalt In 1ol x|
| Bl Edt yew Favorkes Toos e r
=
Help Logout
Donations to Account
Donor Information
R e GISHL
— [l Emer. Leave NOS
(o [
ot | (I =
| Donated Annual Leave ;J
(256 chars max)
Remarks: E
=
Approved: Pending
Sml Approve I Cancell
£4KRONOS
=

If your donor is an external donor, the Donations to Account page opens with the donor’s name
field blank.

-gw..-bm: Donations to Account: comthreeis.webta P65 TeditDonation - Microsoft Intes B gjil
| Efe Edt Wew Favorites Jooks Help #

Help Logout

Donations to Account

Donor Information

External Emp Name:

Leave Accou Restored Annual Leave

Donor Position: |

Coonorcroce: [
o
o

Hours:
Type of Leave: |Dona|ed Annual Leave j

(256 chars max)

Remarks: =
=
[pproved: Lo
SMI Approve I CanceII
E4KRONOS
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7. Type in or select the donation information in the appropriate boxes.
NOTE: Hours is the number of hours the donor wants to donate to the account. Account is the

account the donor wants the hours donated to.

8. If you want to approve the donation immediately, click Approve.

-0OR -

If you want to save the donation in pending status, click Save.

NOTE: Until the donation is approved, the donated hours cannot be used by a leave recipient.

Approving donations

When an employee makes a donation to a Leave Transfer Program account, it is added to the account

in pending status. It must be approved before use.

To approve a donation entered by a webTA user:

1. If you have not already done so, open the Select Account page by clicking LTP on the HR

Administrator Main Menu page.

2. Select the appropriate account from the Select Account page, then click Transactions.

The Edit Account Transactions page opens for the account you selected.

) webTA: Edit Account Transactions: com.threeis.webta.P622editTra

Flle Edit Wew Go Bookmarks Tools Help

=101 |

Help Logout

Edit Account Transactions

Account Summary

Account
jik i 0:00 0:00 000

Woluntary
quadracentennial guadracentennial Leave Bank

Approved Recipient(s)

| [Name [Hours [start/End|

Mo approved recipients,

Mewe Recipient
Total 0
Donations to Account
| _[Name _____________|HourslApprovallApproved BylPplvear
Edit Del |The Administrator (ADMIN) 2:00 Pending
Mews Donation
Total 2:00
Return
=
S4KRONOS

| Dane
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3. Inthe Donations to Account section of the page, click Edit next to the account you want to

approve.

The Donations to Account page opens.

) webTA: Donations to Account: com.threeis.webta,P657editDonation - Mogzil

=10/ %]

Fle Edit Yiew Go Bookmarks Tools Help

Help Logout

Donations to Account

Donor Information

O
ECE

Checour: IS

Type of Leave: | R mE]

(256 chars max)

Remarks:

Approved: pending

Save | Approve Cancel

£4KRONOS

Done

4. If you want to approve the donation, click Approve.
-OR -

If you want to save the donation information without approving it, click Save.

Closing accounts

An account cannot be closed if there are pending transactions against it. Pending transactions are those
that have been recorded in a T&A, but have not yet been built and transmitted to the payroll processing

center.

To close an account:

1. Click LTP on the HR Administrator Main Menu page.

The Select Account page opens.
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R web T Select Account: com.threeis.webta PEOSselAccount - Microsoft Internet Explorer

| Bl Edt Wew Favorkes Tooks Hep

| o
W

Help Logout

Select Account

=
<
4

ﬂj Transactions | Delele] CIoseI Add Account I Retuml

Balance

0 3:00
0 3:00
0 3:00
0 0:00

0 2:00

Voluntary
~ PRestored = s
o AhiaTeave: 1o description  Individual
Account
E’::::Zd Voluntary
- Rt No description  Individual
s Agcount
Emer. Laave ELiaua.not Emergency
© nos ST Leave Bank
specified
Donated Voluntary
~ 4 No d P dividual
Annual Leave Account
Donated leave  Voluntary
c E:::;Erfos nat otherwise  Individual
specified Account
£4KRONOS

2. Click to select the account that you want to close, then click Close.

If there are pending transactions against the account, an error message tells you that the account
cannot be closed. Otherwise, the Closing an Account page opens, providing information about the
account you’re closing, and giving you information about the closing process.

‘R webTA: Closing an Account: com.threeis.webta.P630closeAccount - Microsoft Intemet Explorer

|| B Ed Vew Favorkes Took e

Help Logout

other HR A

Account Summary

Bruce Bruce

Closed Effective Date:

Account

The last event end date associated
with this LTP account is Feb 23 2009

Fonam o0

Continug | Finish Later I Ratum]

Closing an Account

This account is locked for closure, It cannot be modifed or used by anyone,
includi ators. Click return to unlock the account. If you
decide to finish later, this account will remain locked for closure.

i of
"::::“;TI;_:: Description| Type of Account

Woluntary Individual

DonationsiDeductions)

0:00

€4KRONOS

3. If you want to lock the account for closure, click Continue.

The Close Account Confirmation page opens, providing further information about closing the

account.
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Y webTa: Close Account Confirmation: com.threeis.webta.P632closeC: r (=] |
Fle Edt Wew Go Bookmarks Tools Help

Help Logout

Close Account Confirmation

Account Information

Glosed accounts cannot be re-opened. If you have not printed the previous
page, you may wish to do so at this time. {Click Gancel to return to the
previous screen.) Glick Continue to confirm your intent to close this leave
transfer account.

Continue Cancel

£4KRONOS

| bans 4

4. If you want to close the account, click Continue.
The Select Account page reopens, and the account you closed no longer appears in the account list.
webTA calculates the amount of leave to be restored to donors based on the law. In unusual

circumstances, however, it may be necessary to make adjustments. The donor has several options for
what to do with unused donated leave.

Restoring unused leave to donors

There are two techniques for restoring unused leave: by restoring to individual donors, or by restoring
to all donors who have donated to a particular leave account.

You can modify the amount of leave to be restored on the Edit Restored Donated Leave page. You can
also specify when the leave is to be restored to the donor.

If the donor wants some or all of the unused donation to be transferred to another account, you can
specify the account and the amount to be transferred.

To restore unused leave to all donors:

1. Onthe HR Administrator Main Menu page, click LTP.

The Select Account page opens.
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R webTA: Select Account: com.threeis.webta PE0Sselfccount - Microsolt Internet Explorer

| Ele Edt Wew Favorkes Tooks Hebp

=10/ x|

Help Logout
Show accounts that are: IODS" 'I Update
= # Approved |# Pending SR
Voluntary
Restored z e
i No description  Individual 2 2 0 3:00
Annual Leave P
Emp4s
Voluntary
 Denated No Tttty 1 1 0 3:00
fs Account
E. leave not
T : 1 e
specified
Donated Voluntary
e d No descrip dividual % 1 0 0:00
Annual Leave Account
Donated leave  Voluntary
» E:‘::;‘Eﬁos nat otherwise  Individual A 1 0 2:00
specified Account
Edit| Transactions | Delele] Closel Add Account I Retuml
£4KRONOS

*
|

2. Select the account you want to restore from, then click Close.

webTA closes the account and restores unused leave time to the donors.

To restore leave to donors to an individual’'s leave account:

1. On the HR Administrator Main Menu page, click LTP.

The Select Account page opens.

R webTA: Select Account: com.threeis.webta PE0Sselfccount - Microsolt Internet Explorer

| Ele Edt Wew Favorkes Tooks Hebp

=10/ x|

*
|

Help Logout
Show accounts that are: IODS" 'I Update
Voluntary
Restored z e
i No description  Individual 2 2 0 3:00
Annual Leave P
Emp4s
Voluntary
 Denated No Tttty 1 1 0 3:00
fs Account
E. leave not
T : 1 e
specified
Donated Voluntary
e d No descrip dividual % 1 0 0:00
Annual Leave Account
Donated leave  Voluntary
(n E:‘::;‘Eﬁos nat otherwise  Individual 1 1 0 2:00
specified Account
Edit| Transactions | Delele] Closel Add Account I Retuml
£4KRONOS

2. Select the account you want to restore from.
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3. Click Transactions.

4.

The Edit Account Transactions page opens.

) webTh: Edit Account Transactions: com.threeis.webta.P622ed cti =10l x|

Eile Edit Wew Go Bookmarks Tools  Help

Help Logout

Edit Account Transactions

Account Summary

Name of Account| Description Tt i Donations|Deductions|Balance)
Account
L i fulu} 0:00 2:00

Yoluntary 2
guadracentennial quadracentennial Leave Bank

Approved Recipient(s)

| ____Name___________|Hours|Start ___JEnd |

Edit Del Ichrlstlam Yungk (CLY6) 2:000ct 30 2006 0ct 30 2006

Mew Recipisnt

Total 2:00

Donations to Account

I N I T T

The Administrator ‘
Wiew (ADMIN) 2:00 Approved,  ADMIN 202006

Mevw Donation

Total 2:00

Deductions from Account

| Name ____|Hours[Transactionlppivear]

Mo leave transfer deductions.

Mew Deduction

Total a

Retum

E4KRONOS

Done

Total 2:00

Donations to Account

e
The administrator
_> e ¢ ADMIN) 2:00 Approved,  ADMIN |20 2006
MNew Donation

Total 2:00

Deductions from Ac

The Donations to Account page for that account opens.
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% webTA: Donations to Account: com.threeis.webta.P657editDon ) _1ol x|
File Edit MYew Go Bookmarks Toolks  Help
Help Logout
Donor Information
ApMIN
¥4 guadracentennial
Pasition
2:00
1111112722222
ISR § T IEY Donated Annual Leave
(256 chars max)
Remarks:
Approved: Yes
Revart Pending Cancel
£4KRONOS
| Daone 7

5. Click Revert Pending.
webTA returns you to the Edit Account Transactions page.

The buttons next to the account you chose are now Edit and Del instead of View, and the
Approved column shows the account as Pending.

Total

Donations to Account

| ____Jvame ____________|Hourslapprovallapproved Bylpplvear
—> Edit IﬂThe Administrator (ADMINY  2:00) Pending
Plew Donation I
Total 2:00

6. Click Del next to the appropriate account.
webTA deletes the donated leave from the account and restores it to the donor.
NOTE: Leave cannot be restored to donors if the resulting LTP balance would be less than zero.

Viewing the organization tree

In webTA, organization trees are used to group employees related by a common HR Administrator.
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To view your organization tree:

1. Onthe HR Administrator Main Menu page, click Org Tree.
2. The Edit Organization Tree page opens.

TjwebTh: Edit Organization Tree: com.threeis. webta PE1 SeditOrgTree - Microsodt Internet Explorer

Ble Gt Yew Fgodes Jook Heb

Help

Lagout

= ACO
© AMS
| CSREES
DA
T oAl
000
L
" RBCDS

© RBCDS
| RHSO
RS
RMA
RUS

- "

Agency / Organization

Edit Organization Tree

S 4KRONOS

Managing accounts

Accounts management functions in webTA let HR Administrators edit existing accounts and create
new accounts that will be used by Timekeepers and Employees.

Adding an account

The Account Creation Wizard helps HR Administrators create new accounts, incrementally adding
account field values and checking them against any cross-field validations that are in place.

To add an account:

1. Onthe HR Administrator main menu, click Accounts.

The Account Management page opens.
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“J webTa: Account Management: com.threeis.webta.PE04accountMeny - Micro ternet Explo =101 x|
[Ets e o Favortes 8 ook SiHa "
=
Help Logout
Account Management
ﬂj Edit Account Descriptions
ﬂl Add New Account
Retumn |
£4KRONOS
=
2. Click Add.
The Account Creation Wizard page opens.
) htkp://narcissus kronos.comsBBT9 - webTA: Account Creation Wizard: com.threeis.webta.cov.¥iewsi - Microsolt Ik =10Ix]
| He Gk yew Fpoes ok beb >
Help Logout d
Account Creation Wizard
Create an account for: |AMS =
Enter Account Field Values
Description
Continue >> | Finish | Cancel |
£4KRONOS
=

NOTE: The page you see may differ from this example, depending on your agency.
3. Select from the Create an account for list and type in the values for the account fields.

IMPORTANT! Once you finish entering the information for a new account, you can save the
account by clicking Finish on this page. However, Kronos recommends that you verify the
account information by completing the remaining steps. Doing so will also let you discard the
account before it is added.

4. Click Continue.
The Account Creation Wizard page displays your entries.
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4§ httpe/ narcissus. kronos. .com:BEYY - webTA: Account Creation Wizard: com threets.webta.cpv.View6 - Microsoft Ink E =] |
| Ele Edt View Favorkes Tock Hel W

Help Logout

Account Creation Wizard

Create an account for: |AMS X

[New Account 1

ion
<<Prev | Continue >> | Finish | Cancel |

=

5. Verify the account settings and, if necessary, modify the account description or change the Create
an account for value.

6. If you want to save the new account, click Finish.
-OR -
If you want to discard the new account and start again, click Previous and return to Step 3.

To edit an account description:

1. Onthe HR Administrator Main Menu page, click Accounts.

The Account Management page opens.
§ webTA: Account Management: com.threeis.webta,P6lMaccountMenu - Microsoft Intemet Explo =101 x|

a

| e e o Pt Blcck N L.

=

Help Logout

Account Management

=0l Edit Account Descriptions
eid] Add New Account

Retumn |

£4KRONOS

2. Click Edit.
The Search for Account page opens.
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/3 http:/ /narcissus.kronos.com:8899 - webTA: Search for Acco C hree -
[[ Ele Ed vew Favortes Teok Help | ar |

Help Logout

Search for Account

Limit your search by entering the parts of account that you know.
See Online Help for more information.

Search for accounts for |AM5 'I
Account Information

oo 1 |
ootz [—
[orogrom orouy |
BFY —
Coescption |

Find Account I Reluml

E4KRONOS
=

NOTE: The page you see may differ from this example, depending on your agency.
3. Type in any values you want to search by, then click Find Account.

NOTE: You can click Find Account without limiting the search. However, if you do this, webTA
will return a list of all of your agency’s accounts.

The Browse for Account page opens listing the accounts that meet your search criteria

3} https/ /marcissus kronos comoaBaS - web TA: Browse for Account: com threets webta P96 1 hrowseAccou - Mio
|| Be Edt Vew Favorkes Iook e

Browse for Account

Update | 000100009 [new Account =

Update | 111111111 [NewAccoura1
Update | 111111119 [AMSTest Accout
Update | 111211119 [Ancther AMS Test Accourt
_Updste | 123412120 [AMS Test Accoun
_Update | 123845678 [0S Test Account
_Updste | 222222222 [NewAccouz
_Update | 222222220 [AMS TEST ACCOUNT-RTR

Retun =

Gt BN B« R « I« R« (R < |

4. Modify the account descriptions, clicking Update for each change.

5. When you finished making changes to the account descriptions, click Return.

About Leave Transfer Program Management

As part of the Leave and Premium Pay Request Module, webTA provides full support to manage your
agency’s leave transfer programs.

webTA 3.8 USDA HR Administrator’s Guide 34 ©2009 Kronos Incorporated



Three types of leave transfer programs are supported:

» Emergency Leave transfer banks are established for specific emergencies.

Anyone approved to receive leave from the bank may use the leave donated to it. Similar to a
Voluntary Leave Transfer Bank, the leave used from the Emergency Leave Transfer Bank
affects recipients differently, and puts different limits on the donations that a person can make
to the program.

* \oluntary Leave transfer banks let employees donate leave to a pool for use by anyone
approved as a recipient from the bank.

* \oluntary Individual Leave transfer accounts apply to specific employees.

Leave donated to this type of account may only be used by one employee. The primary
difference between this type of account and a VVoluntary Leave Transfer Bank is that there can
only be one approved recipient for each account.

webTA tracks these types of transactions associated with the each account:

* Approved recipients

For an approved recipient to use donated leave, an “event” must be established for that person.
An event has a starting and ending date and a limit on the amount of donated leave the
recipient may use.

« Donations to the account

Donations can be made from within webTA by individuals (with the approval of the HR
Administrator), or the HR Administrator can add donations for volunteer donors. Donations
received from outside the agency must be entered by the HR Administrator.

e Deductions from the account

As donated leave is used, webTA generates deduction transactions and adds them to the time
card as a leave transaction. Additionally, deductions can be entered to liquidate advanced
annual or sick leave balances or leave without pay.

Leave Transfer Program functions are accessed from the Select Account page that opens by clicking
LTP on the HR Adniminstrator Main Menu page.

¥ webTA: Select Account: com.threeis.webta.P605selAccount - Mozilla Firefox i =)

Fle Edit View Go Bookmarks Tools Help

Help Logout

Select Account

[Thceount——Jaccount pescription # Racipients
~ ddd s Yoluntary Leave 0 0000
Bank
(5 NEW ACCOUNT NEW ACCOUNT E;":IIQE”EV Leave 0 0 0:00
Hurricane Time for New Orleans Employees Emergency Leave
3 . 1 2 4400
Katrina during Katrina Bank
" Bereavement  Bereavement g;n:l:gency L=RE o 0 0:00
Add Account Return

| bane webta.kronos.com 5
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The Type column on this page shows the leave types associated with each account.

Adding an account

To add an account:

1. Open the Select Account page by clicking LTP on the HR Administrator Main Menu page.

2. Click Add Account.
The Add/Edit Account Info page opens.

) webTA: Add/Edit Account Info: com.threeis.webta.P620editAce it - Moz =101 xi

File Edit Wew Go Bookmarks Tools Help

Help Logout

Add/Edit Account Info

Account Information

accouncname: [N
. 0

i+ Emergency Leave Bank
Account Type: © valuntary Leave Bank
' wvaluntary Individual Account

Save Cancel

Al

4KRONOS

| Dane 4

3. Type the name of the account and a description.

IMPORTANT! If your agency has a naming convention or has established account numbers for
Leave Transfer accounts, use them as the account name.

4. Click to select the type of account being created, then click Save.

If the Edit Recipient page opened because you are adding a Voluntary Individual account, enter the
appropriate information in the fields, then click Save.

webTA returns you to the Select Account page and the the new account appears in the accounts
list.

Once an account has been created, employees can donate leave to it, and recipients who may use the
donated leave can be established.

Modifying leave transactions

Using webTA leave transactions, you can:

* Add recipients of donated leave
» Edit recipients of donated leave
» Remove recipients of donated leave
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» Edit donated leave transactions
» Approve leave donated by other employees

* Add leave donations
e Liquidate advanced leave or LWOP

Adding arecipient

For an approved recipient to use donated leave, an “event” must be created.

If the recipient is using the leave from a Leave Bank, create the event in an existing Leave

Bank account.
If an Individual Leave Transfer account is required, create the account and add the recipient to

it.
For information about adding accounts, see “Adding accounts” on page 14.

To add arecipient:
1. Select LTP on the HR Administrator Main Menu page.
The Select Account page opens.
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2. On the Select Account page, click to select the account that you want to edit.

3. Click Transactions.
The Edit Account Transactions page opens for the account you selected.
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Done

4. Click New Recipient in the Approved Recipients section.

Approved Recipient(s)

| [Name Hours start/End]

MNo approved recipients.

_> Mew Recipient

Total 0

The Edit Recipient page opens.
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5. Type in the recipient’s user ID, or search for it using webTA’s search function.

If you chose to search for the recipient, once you find and select the recipient, webTA
automatically enters the recipient’s user ID into the User 1D box

6. Type in the leave recipient information required for reporting, the maximum number of donated
hours a recipient may use, and the start and end dates of the event.

Maximum Hours is the most donated leave that the person is eligible to use, not the amount of
leave that has been donated for that event. Until donations have been made to the account and
approved by an HR Administrator, the recipient cannot use any hours. The account balance can
never be less than zero.

7. When you are finished entering the leave information, click Save.

The Edit Account Transactions window reopens, showing the added recipient.

Liquidating advanced leave or LWOP

If there are sufficient donated hours in the account, advanced annual leave, advanced sick leave, or
leave without pay may be liquidated for an approved recipient.

The HR Administrator must enter a manual deduction into the account. Deductions cannot be entered
that would result in an account balance less than zero. In fact, until there are donations recorded and
approved, the Deductions from Account section of the Transactions page will not be visible.

To liquidate leave:

1. Onthe HR Administrator Main Menu page, click LTP.
2. The Select Account page opens.
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Click to select the appropriate account, then click Transactions

The Edit Account Transactions page for the selected account opens

Help Logout
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In the Deductions from Account section, click New Donation
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The Select Employee page opens.
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4.

Type in, or search for and select, the recipient’s user ID, then click Continue.

The Deductions from Account page opens for the employee you selected.
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5. Select the type of leave being liquidated, the event to which to apply the donated leave, and the
number of hours.

6. Click Save.

webTA checks to make sure that the number of hours does not exceed the available balance or the
maximum number of hours approved for the recipient’s event, and returns to the Edit Account
Transactions page.

About donations to Leave Transfer accounts

Employee donations to leave transfer accounts can either be entered by the donating employee through
the Leave/Premium Pay section on the Employee Main menu or it can be entered by an HR
Administrator from the Edit Account Transactions page. Either way, the donation must be approved by
an HR Administrator before it can be used by an approved recipient.

A recipient cannot use donated leave after the end of the event. The end date of the event may be
extended and its maximum hours increased by editing the event record.

The HR Administrator may add donations on behalf of employees, both from within the agency or
from external sources.

To add a donation:

1. Open the Select Account page by clicking LTP on the HR Administrator Main Menu page.
2. Select an account on the Select Account page.
3. Click Transactions.

The Edit Account Transactions page opens.
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4. Inthe Donations to Account section, click the New Donation button for the account you want to
add a donation to.

The Select Employee page opens.

5. If your donor is an internal donor (a donor who has an account in your webTA system), type in the
user ID of the donor.

-0OR -

If your donor is an external donor (a donor who does not have a webTA account in your system),
leave the User ID box blank.

You may also search for the donor using webTA’s search function.
6. Click Continue.

The Donations to Account page opens.
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7. Fill in and select the donation information in the appropriate boxes.

NOTE: Hours is the number of hours the donor wants to donate to the account. Account is the
account the donor wants the hours donated to.

8. If you want to approve the donation immediately, click Approve.
-OR -
If you want to save the donation in pending status, click Save.

NOTE: Until the donation is approved, donated hours cannot be used by a leave recipient.

Approving donations

When an employee makes a donation to a Leave Transfer Program account, it is added to the account
in pending status. It must be approved before use.

To approve a donation entered by a webTA user:

1. If you have not already done so, open the Select Account page by clicking LTP on the HR
Administrator Main Menu page.
2. Select the appropriate account from the Select Account page, then click Transactions.

The Edit Account Transactions page opens for the account you selected.
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3. Inthe Donations to Account section of the page, click Edit next to the account you want to
approve.

The Donations to Account page opens.
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4. If you want to approve the donation, click Approve.

-OR -

If you want to save the donation information without approving it, click Save.

Closing accounts

An account cannot be closed if there are pending transactions against it. Pending transactions are those
that have been recorded in a time card, but have not yet been built and transmitted to the payroll

processing center.

To close an account:

1. Click LTP on the HR Administrator Main Menu page.

The Select Account page opens.
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2. Click to select the account that you want to close, then click Close.

If there are pending transactions against the account, an error message tells you that the account
cannot be closed. Otherwise, the Closing an Account page opens, providing information about the

account you’re closing, and giving you information about the closing process
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If you want to lock the account for closure, click Continue.

3.
The Close Account Confirmation page opens, providing further information about closing the

account.
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4. If you want to close the account, click Continue.
The Select Account page reopens, and the account you closed no longer appears in the account list.
NOTE: webTA calculates the amount of leave to be restored to donors based on the law. In unusual

circumstances, however, it may be necessary to make adjustments. The donor has several options for
what to do with unused donated leave.

Restoring unused leave to donors

There are two techniques for restoring unused leave: by restoring to individual donors, or by restoring
to all donors who have donated to a particular leave account.

You can modify the amount of leave to be restored on the Edit Restored Donated Leave page. You can
also specify when the leave is to be restored to the donor.

If the donor wants some or all of the unused donation to be transferred to another account, you can
specify the account and the amount to be transferred.

To restore unused leave to all donors:

1. Onthe HR Administrator Main Menu page, click LTP.

The Select Account page opens.
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2. Select the account you want to restore from, then click Close.
webTA closes the account and restores unused leave time to the donors
To restore leave to donors to an individual’'s leave account:

1. Onthe HR Administrator Main Menu page, click LTP.
The Select Account page opens.
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2. Select the account you want to restore from.
3. Click Transactions.

The Edit Account Transactions page opens.
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The Donations to Account page for that account opens.
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5. Click Revert Pending.
webTA returns you to the Edit Account Transactions page.

The buttons next to the account you chose are now Edit and Del instead of View, and the
Approved column shows the account as Pending.

Total

Donations to Account

| IName  [HourslApprovallApproved Bylpplvear
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6. Click Del next to the appropriate account.
webTA deletes the donated leave from the account and restores it to the donor.
NOTE: Leave cannot be restored to donors if the resulting balance would be less than zero.

About Role Management

HR Administrators have role management responsibilities in webTA. In addition to assigning roles on
the Employee Profile form, HR Administrators can also assign delegates for timekeepers, project
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managers, and supervisors. Additionally, they can globally reassign a group from one timekeeper to
another, or from one supervisor to another.

Role management functions are accessed from the Role Management page, opened by clicking Roles
on the HR Administrator Main Menu page.
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Managing Timekeeper delegates

The functions on this page let you assign a timekeeper delegate to perform the duties of a timekeeper
who is unavailable.

NOTE: Timekeepers usually assign delegates for themselves. Use the function described here only in
unusual circumstances in which both a timekeeper and assigned delegates are unavailable.

To add a Timekeeper delegate:

1. Click Roles on the HR Administrator Main Menu page.
2. The Role Management page opens.
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3. Click Tkp Delegate on the Role Management page.

The Timekeeper Delegate Management page opens.
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4. Inthe Timekeeper USERID box, type in the user ID for the timekeeper who is to be delegated for.
If necessary, search to find the timekeeper using webTA’s search function.

5. Click Continue.
The Add/Remove Delegates page opens.
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6. Inthe Add box, type the timekeeper delegate's user ID.
If necessary, search to find the timekeeper using webTA’s search function.

In this case, the delegate does not need to have the Timekeeper role assigned before being made a
delegate.

7. Click Add.

The user ID for the new delegate is added to the Current Delegates list.

To remove Timekeeper delegates:

1. Click Roles on the HR Administrator Main Menu page, then click Tkp Delegate on the Role
Management page.

The Timekeeper Delegate Management page opens.
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2. Inthe Timekeeper USERID box, type in the user ID for the timekeeper who you want to remove
a delegate from.

If necessary, search to find the timekeeper using webTA’s search function.
3. Click Continue.
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The Add/Remove Delegates page opens.
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4. If you want to delete all delegates simultaneously, click Undelegate All.
All delegates are removed from the Current Delegates list.
-OR -
If you want to delete individual delegates, click Del next to the delegate’s line in the Current
Delegates list.

The delegate is removed from the Current Delegates list.

Managing Supervisor delegates
This function lets you assign or remove supervisor delegates.

To desighate a supervisor delegate:

1. Click Roles on the HR Administrator Main Menu page, then click Sup Delegate on the Role
Management page.

The Supervisor Delegate Management page opens.
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2. Type in the user ID of the supervisor for whom you are creating a delegate for.
If necessary, use webTA’s search function.

If selected from a search, the user ID of the selected supervisor appears in the Supervisor
USERID box on the Supervisor Delegate Management page.

3. Click Continue.
The Add/Remove Delegates page opens.

webTA: Add/Remove Delegates: com.threeis.webta.P631delegate =10l x|

Fle Edt Wew Go Bookmarks Tools Help

Help Logout

Add/Remove Delegates

Supervisor delegates for USERID: GLY6

Current Delegates

Mo delegates for this role.

Add I Search
Undelagate All Return

4KRONOS

Alin|

| Done 7

4. In the box next to the Add button, type in the user ID of the supervisor being delegated.
5. Click Add.
The newly delegated supervisor’s user ID appears in the Current Delegates list on the
Add/Remove Delegates page.

To remove Supervisor delegates:

1. Click Roles on the HR Administrator Main Menu page, then click Sup Delegate on the Role
Management page.

The Supervisor Delegate Management page opens.

webTA: Supervisor Delegate Management: com.threeis.webta.Pe061supl ateMgr =10l x|

Fle Edt Yiew Go Bookmarks Tools Help

Help Logout

Supervisor Delegate Management
Enter Supervisor userid to delegate/undelegate supervisor role.

£4KRONOS

Dire: 7

webTA 3.8 USDA HR Administrator’s Guide 56 ©2009 Kronos Incorporated



2. Search for and select, or type in the user 1D for, the supervisor for whom you are creating a
delegate.

3. Click Continue.
The Add/Remove Delegates page opens.
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4. If you want to remove all delegates simultaneously, click Undelegate All.
All delegates are removed from the Current Delegates list.
-OR -

If you want to remove one delegate, from the Current Delegates list, select the delegate you want
to remove, then click Del.

The delegate you deleted is removed from the Current Delegates list.

Managing Project Manager delegates

This function lets you assign a project manager delegate to perform the duties of a project manager
who is unavailable.

To designhate a Project Manager delegate:

1. Click Roles on the HR Administrator Main Menu page, then click Proj Mgr. Delegate on the
Role Management page.

The Proj Mgr Delegate Management page opens.
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2. Type inthe user ID of the project manager for whom you are creating a delegate for.

If necessary, use webTA’s search function.

If selected from a search, the user ID of the selected project manager appears in the Project
Manager USERID box on the Project Mgr Delegate Management page.

3. Click Continue.
The Add/Remove Delegates page opens.
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4. Inthe box next to the Add button, type in the user ID of the person being delegated.

If necessary, use webTA’s search function.

If selected from a search, the user ID of the selected employee appears in the Project Manager
USERID box on the Project Mgr Delegate Management page.

5. Click Add.

The newly delegated project manager’s user 1D appears in the Current Delegates list on the
Add/Remove Delegates page.
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To remove Project Manager delegates:

1. Click Roles on the HR Administrator Main Menu page, then click Proj Mgr. Delegate on the
Role Management page.

The Project Mgr Delegate Management page opens.

=10lx|

webTa: Project Mgr Delegate Management: com

Fle Edt Wew Go Bookmarks Tools Help

Help Logout

Project Mgr Delegate Management
Enter Project Manager userid to delegate/undelegate project manager role.

£4KRONOS

| bane 4

2. Search for and select, or type in the user ID for, the project manager for whom you are removing a
delegate.

3. Click Continue.
The Add/Remove Delegates page opens.

webTa: Add/Remove Delegates: com.threeis.webta.P691delegate = 1 ] 5

File Edt Wew Go Bookmarks Tools Help

Help Logout

Add/Remove Delegates

ProjectManager delegates for USERID: CLY 10
Current Delegates

Mo delegates for this role.

Add Search
Undelegate All Return

£4KRONOS

Done 7

4. If you want to delete all delegates simultaneously, click Undelegate All.
All delegates are removed from the Current Delegates list.
-0OR -

If you want to delete an individual delegate, from the Current Delegates list, select the delegate
you want to remove, then click Del.

The delegate you deleted is removed from the Current Delegates list.
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Making Timekeeper global changes

The Timekeeper Global Change function is used to reassign all employees from one timekeeper to
another. Instead of moving each employee to the new timekeeper, webTA lets you move them all at

one time.

Use this function when a timekeeper leaves an organization or is assigned to other duties.

To make a global Timekeeper change:

1. If you have not already done so, or if the new timekeeper doesn’t already have the appropriate role,
give the new timekeeper the appropriate role on the Employee Profile page.

2. Click Roles on the HR Administrator Main Menu page, then click Change Tkp. on the Role

Management page.

The Global Change Timekeeper page opens.

=0l

File Edit Wew Go Bookmarks Tools Help

Help Logout

Global Change Timekeeper

Reassign Employees for Timekeeper

Timekeeper User ID | Search
Global Change Cancel |

£4KRONOS

| Dane

4

3. Inthe Timekeeper User ID box, type in the user ID of the current timekeeper.

If necessary, you can search for the timekeeper’s information using webTA’s search function.

4. Click Global Change.
The New Timekeeper User ID field appears on the page.
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webTa: Global Change Timekeeper: com.threeis.webta.P635chgGlol kp i ]

Ele Edit Wew Go Bookmarks Tools  Help

Help Logout

Global Change Timekeeper

All users who are currently assigned to CLY 10 will be reassigned to the
Timekeeper User ID entered here when you press Save.

Current Timekeeper User ID [e{l&l}
—> MNew Timekeeper User 1D | Search

Save Cancel

£4KRONOS

| Dane 4

5. Type in the new timekeeper’s user ID.
If necessary, you can search for the timekeeper’s information using webTA’s search function.
6. Click Save.

Making Supervisor global changes

The Supervisor Global Change function lets you reassign employees from one supervisor to another
one. Instead of moving each employee to the new supervisor, webTA lets you move them all at one
time.

Use this function when a supervisor leaves an organization or is assigned to other duties.

To make a global Supervisor change:
1. Ifyou have not already done so, or if the new supervisor doesn’t already have the appropriate role,
give the new supervisor the appropriate role on the Employee Profile page.

2. Click Roles on the HR Administrator Main Menu page, then click Change Sup. on the Role
Management page.

The Global Change Supervisor page opens.
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webTa: Global Change Supervisor: com threeis.webta P6702globalChg ..f:- _IEI LI

Fle Edit Wew Go Bookmarks Tools Help

Help Logout

Global Change Supervisor

Reassign Employees for Supervisor

Supervisor User ID I Search I
Global Change | Cancel

£4KRONOS

Done

3. Inthe Supervisor User ID box, type in the user ID of the current supervisor.
If necessary, you can search for the supervisor’s information using webTA’s search function.

4. Click Global Change.
The New Supervisor User ID field appears on the page.

webTa: Global Change Supervisor: com threeis.webta P636chgGlol T _IEI LI

Fle Edit Wew Go Bookmarks Tools Help

Help Logout

Global Change Supervisor

all users who are currently assigned to CLY 10 will be reassigned to the
Supervisor User ID entered here when you press Save.

Current Supervisor User ID [oRali]
—> New Supervisor User ID Il Search |

Save Cancel

£4KRONOS

| Done

5. Type in the new supervisor’s user ID.
If necessary, you can search for the supervisor’s information using webTA’s search function.

6. Click Save.

Managing accounts

In webTA, HR Administrators can create new accounts and add or change account descriptions.

IMPORTANT! Employees and timekeepers can change account descriptions for their own personal
use. These changes appear in both the employee and timekeeper account tables. However, they do not
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appear in the HR Administrator’s account table; the original description entered by the HR
Administrator will not change unless it is modified by the HR Administrator.

IMPORTANT! Employees and timekeepers can not add personal account descriptions unless an HR
Administrator has already entered a description.

To create a new account:

1. Onthe HR Administrator Main Menu page, click Accounts.

The Account Management page opens.

ﬁ webTA: Account Management: com.threeis.webta.P604accountMent = Mics osoft In ter -Iglﬁl
| Fle Edt Wew Favortes Tooks Help | @
|
Help Logout
Account Management
o
P
Retum |
£4KRONOS
=

NOTE: This page may differ from the example, depending on your agency.
2. Click Add.

The Account Creation Wizard page opens.

“q webTA: Account Creation Wizard: com.threeis.webta.cpv.View4018AcctWizard - Microsolt Internet Explorer =10] %]
| Ble EG Yiew Favortes Took leb »
=
Help Logout
Account Creation Wizard
Create an account for: 0%
Enter Account Field vValues
rors | —
==
Continue >> [ Finish | Cancel i
€4KRONOS
=

NOTE: This page may differ from the example, depending on your agency.

3. Type the new account number in the Field 1 box, then type a description for the new account in the
Description box.
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IMPORTANT! Employees and timekeepers can not add personal account descriptions unless an
HR Administrator has already entered a description.

4. Click Continue.
webTA verifies that the account number conforms with the account structure requirements.

5. Click Finish.
webTA adds the new account to the system.

To change an account description:

1. Onthe Timekeeper Main Menu page, click Accounts.

The Account Management page opens.

ﬁ webTA: Account Management: com.threeis.webta.P604accountMenu - Microsolt Inter _1Q|£|
| Fle Edt Wew Favortes Tooks Help &
=
Help Logout
Account Management
el
s
Retum |
£4KRONOS
H

2. Click Edit.

The Search for Account page opens.
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a webTA: Search for Account: com.threeis.webta.P960searchAccount i__.;\-‘ - |D|1|
| Fle Edt Vew Favortes Took Help | A

Help Logout

Search for Account

Limit your search by entering the parts of account that you know.
See Online Help for more information.

Search for accounts for 0S
Account Information

Field 1 |
[oescription |

Find Account I Returnl

£4KRONOS
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NOTE: This page may differ from the example, depending on your agency.

3. Type as much as you know of the account number and description in the Field 1 and Description
boxes.

Note: Typing a partial account number or description will return any accounts whose account
numbers or descriptions contain the information you entered. Leaving both boxes empty will
return a list of all the accounts available to you.

4. Click Find Account.
The Browse for Account page opens listing all the accounts meeting your search criteria.

For example, if we type “new” in the description box, all accounts containing the word “new” in
their descriptions are listed in the Browse for Account page account list:

R webTA: Browse for Account: cor thresis.webta,Po6 1 browseAccount - Microsolt Internet Explorer

-
Ix

| Eie B Vow Favortes Took Heb

Help Logout

Browse for Account
- Account Description

Update | ODOO00ONEW1 [Mew account one
Update f O00000ONEW2 [New account two
Update | OOOD0D0DONEWS [New account three

1 Y 9 [

Update | 000000Newl1 [Mew account 11

Retum
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5. Change the description of the appropriate account by typing the new description in the Description
box, then click Update.

webTA changes the description in the system.
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IMPORTANT! “Personal” descriptions entered by employees or timekeepers in their own account
tables are retained. Your changes do not affect these personal descriptions.

About webTA HR Administrator reports

HR Administrator reports are accessed from the HR Administrator Reports Menu page, which opens
when you click Reports on the HR Administrator Main Menu page.

webTA: HR Administrator Reports Menu: com.threeis.webta PE95mnuReport - Microsolt In =10 x|
| Ele Edt Yiew Favortes Tooks Help »

Help Logout

HR Administrator Reports Menu

Emp-Sup | Employee Assignment By Supervisor Report
Emp-Tkp I Employee Assignment By Timekeeper Report
TA Listing | Active T&A Report

User Orgs | _“rlmekeeper, Supervisor, HR Admin by Organization
Code Report

rrats |
evrerirs_|

Retumn

£4KRONOS
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You can generate online reports that show the current status of the records in your webTA database for
the contact points in your organization.

These reports are available to HR Administrators:

» Agency Status shows all records that require additional processing.

» Employee Assignment by Supervisor shows which employees are assigned to individual
supervisors in the HR Administrator’s organization.

» Employee Assignment by Timekeeper shows which employees are assigned to individual
timekeepers in the HR Administrator’s organization.

» Active T&A shows all active employees that meet criteria that you set.

»  Timekeeper, Supervisor, HR Administrator by Organization Code shows which employees are
assigned to which organizations.
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e User Role shows an organization’s employees by selected role.

* Final Timecards lists employee names, user IDs, their timekeeper's IDs, and their supervisor's
IDs for employees with finalized timecards.

» New Employee lists new employee’s names, user 1Ds, timekeeper's IDs, and supervisor's IDs
for employee new to the system. (An employee is considered new until one of their timecards
is included in a build.)

e Uncertified Timecards lists employee names, and their user 1Ds, timekeeper's IDs, and
supervisor's IDs, if the employee's timecard has not been certified.

* Unvalidated Timecards lists all unvalidated time cards for employees assigned to you.

» FESI Extract for Agency provides a downloadable FESI file containing built time card records
for a specified pay period range.

Access reports by clicking Reports on the HR Administrator Main Menu page, then clicking the
appropriate button for the report.

The View Agency Status report

The agency status report outlines the current state of webTA for a given agency, and displays the state
of all records for a specified pay period range. It can be used to quickly identify the timekeepers who
are responsible for completing the T&A reports.

HR Administrators can generate the report only for their organizations. If HR Administrators do not
have their organizations set, the report will be empty.

The Agency Status Report generates a line for each timekeeper in the system that includes
incompletely processed records for pay periods that have ended. If there are no records in the report,
all records have been fully processed.

The report shows what records have not been verified, certified, or built for the most recently ended
pay period. Note that a single timekeeper may show up in the list more than one time if that timekeeper
is assigned employees from different contact points or organizations. (Generally this should not be the
case.)

The report appears in pay period order. Other information included in the report is organization and
contact point information (Agency, State, Town, Unit and Timekeeper). It displays how many
employees are under that timekeeper and then the number of records for that timekeeper that are
validated, certified and built. Records that do not fall under these categories are listed as pending.

If this report is run near the end of the pay period, the results are limited to corrected time card records
in the system because the report shows the status for the most recently ended pay period. In the second
week of a pay period there should be no regular time card records for the most recently ended pay
period in the database. Therefore, the report should show very few records.

To generate the View Agency Status report:

1. Onthe HR Administrator Main Menu page, click Reports.
The HR Administrator Reports Menu page opens.
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2. Click Status
The Agency Status Report Criteria page opens.

-'3htln:,-'_.-"narcissus.krnnns.com:aﬂ‘}g—web'ln:dmk: riteria: com.threeis.webt :Jg}él
| Ble Edt Wew Favortes ok Hep - | & |
=
Help Logout
Agency Status Report Criteria
oy From To
Pay Period Range [ﬁg—a m Eﬁg—z i—l-—zi
Continue I Retuml
£4KRONOS
=

3. Select the beginning and ending dates for the pay period range and the status you want the report to
be generated for.

4. If you want the report to be generated for all timekeepers in your agency, click Continue.
-OR -

If you want to limit the results to a particular timekeeper, type in the timekeeper’s user 1D or
search for and select the timekeeper, then click Continue.

The generated status report opens.

R htrp:/ /marcissus kronas.comeaaEa9 - webTA: Agency Status Report: comthreeis.webta PE9TagencySta - Microsolt Internet Explorer i
Ble Edt Yew Fgeotes [ook Heb ar

Help  Lagout

Agency Status Report

Pay Period Range: 1 - 2007 TO 1 - 2009
Timekeeper's Organization: OCI0
Employes Status: Active

2 " A anew|ots — Total T
: e mm Active Em
2008-19 GISHL oclo oclo oc o001 01 22
2008-21 oCl1o GISHL OCIo AMS NC 1111 11 11
2008-22 OCIO GISHL ocIo AMS oC 0001 01 22

oclo oclo NY 0001 01 89

- T
jgoce-23 octo socia OCIo oclo WA 4050 32 89
2009-01 OCI0 GISHL ocio ocIo MA 0000 00 00

Download I Retum
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5. If you want to open the report in Microsoft® Excel, click Download, then click Open.
-OR -

If you want to save the report in Microsoft Excel .XLS format, click Download, then click Save.
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The Employee Assignment by Supervisor report

The Employee Assignment by Supervisor report lists the names of supervisors and their corresponding

employees.

The report is generated for the complete pay period range that currently exists in webTA. This can be

further filtered by specifying a supervisor and/or an organization.

This report is available to HR Administrator and Administrator roles only. When the report is viewed
by the administrator, it contains all the employees in the system. When the report is viewed by the HR
Administrator, results are restricted to the HR Administrator's organization. The organization name is

displayed at the top of the report.

NOTE: If the HR Administrator does not have his organization set in his employee profile, then the
report will be empty. Similarly, only those employees who have their organizations set in their

employee profile will be displayed in the report.

To generate the Employee Assignment by Supervisor report:

1. Onthe HR Administrator Main Menu page, click Reports.

The HR Administrator Reports Menu page opens.
2. Click Emp-Sup.

The Emp-Sup Assignment Report Criteria page opens.

2} http:/ /narcissus.kronos.com:8899 - webTA: Emp-5up Assignment Report Criteria

| Ele Edt View Favortes Tooks Help

=ioix]
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"

Help Logout

IOCIO 'I

Include Subordinate orgs |

o |
Continue I Retumn

Emp-Sup Assignment Report Criteria

[— Search I
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3. Type inthe user ID of, or search for and select, the supervisor whose employee assignments you

want to view.

4. If you want to include the supervisor’s subordinate organizations, click to select the Include

Subordinate Orgs check box.

5. Select the supervisor’s organization and status from the appropriate drop-down lists.

6. Click Continue.
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webTA generates the Emp-Sup User Assignment Report

2} http:/ /narcissus kronos.com:B899 - webTA: Emp-Sup User Assignment Report: com.threeis.webta licrosol =10] %]
| Fle Edt Vew Favortes Tools Help »
Help Logout -J
Showing supervisors and their employees for organization OCIO and its subordinate organizations.
Employee Name | _Employee Org
GIRI,LO oclo
Gish, Debbie AMS
GISH, LORI QCIO HOWARD, JAMES AMS
GOW, DORIE OCIO
GAR, Jab AMS
. HOWARD, JAMES AMS
LISAD, Tio ocIo
NANS, JAMES NASS
Download l Retum
£4KRONOS

7. 1f you want to open the report in Microsoft® Excel, click Download, then click Open.
-0OR -
If you want to save the report in Microsoft Excel .XLS format, click Download, then click Save.

The Employee Assignment by Timekeeper report

The Employee Assignment by Timkeeper Report lists the names of the timekeepers and their
corresponding employees. The report is generated for the complete pay period range that currently
exists in webTA. The report can be further filtered by specifying a timekeeper and/or an organization.

This report is available to HR Administrator and Administrator roles only. When the report is viewed
by the administrator, it contains all the employees in the system. When the report is viewed by the HR
Administrator, results are restricted to the HR Administrator's organization only. The organization
name is displayed at the top of the report.

The report is generated for the complete pay period range that currently exists in webTA. The report
can be further filtered by specifying a supervisor or timekeeper.

An HR Administrator can generate the report for his organization only. If HR Administrator does not
have his organization set, the report will contain only employees with no organization set.

To generate the Employee Assignment by Timekeeper report:

1. Onthe HR Administrator Main Menu page, click Reports.
The HR Administrator Reports Menu page opens.

2. Click Emp-Tkp.
The Emp-Tkp Assignment Report Criteria page opens.
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3. Type inthe user ID, or search for and select, the timekeeper whose employee assignments you
want to view, select the timekeeper’s organization, and select the employee status from the Status

list.

4. If you want to include the timekeeper’s subordinate organizations, click to select the Include

Subordinate Orgs check box.
5. Click Continue.
webTA generates the Emp-Tkp User Assignment report.

J http://narcissus.kronos.con:B899 - webTA: Emp-Tkp User Assignment Report: com.threeis.webta.Pes =18]x]
| Be Bt Mew Favortes Took el ir
Help Logout ;I
Emp-Tkp User Assignment Report
Showing timekeepers and their employees for organization OCIO
Timekeeper Org Employee Name Employee Org
GISH, LORI AMS
GILL, DEE OCIO
GISH, LORI QCIO Gish, Debbie AMS
HOWARD, JAMES AMS
COO0, WARD OCIO
§ USAD, Tso OCIO
USAD, Tio OCIO
DAS, Hroco OCIO
Download | Return
£4KRONOS
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6. If you want to open the report in Microsoft® Excel, click Download, then click Open.

-OR -

If you want to save the report in Microsoft Excel .XLS format, click Download, then click Save.
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The Active T&A report

This report lists the current time card status for all employees in an HR Administrator's agency. This
report only returns the currently active time cards. Results can be filtered by pay period, user 1D, unit

code, status, and state.

To generate the Active T&A report:

1. Onthe HR Administrator Main Menu page, click Reports.
The HR Administrator Reports Menu page opens.

2. Click TA Listing.
The Active Employee Report Criteria page opens.

|_ﬁe Edt Wiew Favorites Tocks Help

A http:/ /narcissus. kronos.com:B899 - webTA: Active Employee Report Criteria: com
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3. Filter the report result by selecting from the drop-down lists, typing in the text boxes, searching for
and selecting the employee, and selecting the TA status and state from the drop-down lists, then

click Continue.
The Active T&A report opens.
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4. If you want to open the report in Microsoft® Excel, click Download, then click Open.
-OR -
If you want to save the report in Microsoft Excel .XLS format, click Download, then click Save.

The Timekeeper, Supervisor, HR Administrator by Organization report

This report lists employees possessing Timekeeper, Supervisor, or HR Administrator roles according
to their organizations within the agency, and also lists all employees assigned to these roles under that
organization.

The report lists the organization codes, the name of the employees having the role selected, and their
user IDs in the third column.

When the report is viewed by HR Administrator, results are restricted to the HR Administrator's
organization only.

Only those employees who have their organizations set in their employee profile are displayed in the
report.

To generate the Timekeeper, Supervisor, HR Admin by Organization Code report:

1. On the HR Administrator Main Menu page, click Reports.
The HR Administrator Reports Menu page opens.
2. Click User Orgs.
The Timekeeper, Supervisor, HR Admin by Organization Code Report page opens.
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3. If you want to filter the report by role or organization, or include subordinate organizations, select
from the appropriate drop-down lists and click to select the Include Subordinate Organization

option, then click Update.

The report changes to reflect your choices.

4. If you want to open the report in Microsoft® Excel, click Download, then click Open.

-OR -

If you want to save the report in Microsoft Excel .XLS format, click Download, then click Save.

The User Role Assignment report

This report lists employees by role, and can be further filtered by organization and subordinate

organization.

The report lists, by column, employees’ names, user 1Ds, agencies, and organizations.

To generate the User Role Assignment report:

1. Onthe HR Administrator Main Menu page, click Reports.
The HR Administrator Reports Menu page opens.

2. Click User Role.

The User Role Assignment report opens.
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3. If you want to filter the results, select from the Select user role and Organization drop-down lists.

4. If you want to include subordinate organizations, click to select the Include Subordinate
Organizations check box.

5. Click Update.

webTA regenerates the report to reflect your choices.

The Finalized Timecards report

The Finalized Timecards report lets HR Administrators check the status of a particular timekeeper’s
set of employee time cards for employees who are doing their final time card (that is, they are retiring
or have otherwise permanently left the organization.) These employees have Is Final checked on their
T&A Profiles.

The report includes the timekeeper’s name, and total number of active employees. It also shows Total
T&A Pending, On Hold, Affirmed, Certified, and Built for those employees, within the designated pay
period.

To generate the Finalized Timecards report:

1. On the HR Administrator Main Menu page, click Reports.

The HR Administrator Reports Menu page opens.
2. Click Final T&As.

The Finalized Timecard Report Parameters page opens.
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| webta.kronos.com (7 2

£4 KRONOS

M

| Dane

Define the range of the report by selecting the beginning and ending pay periods for the report

from the From and To lists.

Click Continue.
The Finalized Timecard Report opens listing employees with finalized time cards for the range of
=0l x|

pay periods you selected.
webTa: Finalized Timecard Report: com.threeis.webta.P6551finalizedTAReport .
Ele Edit Yew Go Bookmarks Tools  Help
Help Logout
Finalized Timecard Report
Employee Name Employee User Id Timekeeper User Id Supervisor User Id Organization Pay Period
Quintarelli, Caroline (CAQ1 BLACKTS CALLI DHS-HQ 19 2006
Smith, Robert SMITHR1 BLACKTS CALLI DHS-HQ 20 2006
Download Return
webka kronos.com

E4KRONOS

| Done
If you want to open the report in Microsoft® Excel, click Download, then click Open.

6.

- OR -
If you want to save the report in Microsoft Excel .XLS format, click Download, then click Save.

The New Employee report
The New Employee report lists the names of the employee new to the system, their user ID, their
timekeeper's 1D, and their supervisor's ID. (An employee remains new until one of their time cards is

included in a build.)
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IMPORTANT! New Employee report results include only those employees who have been assigned to
a requesting HR Administrator’s organization.

To generate the New Employee report:

1. Onthe HR Administrator Main Menu page, click Reports.
The HR Administrator Reports Menu page opens.

2. Click New Emps.
The New Employee Report Parameters page opens.

webTA: New Employee Report Parameters: com.threeis.webta.P6552newEmployeeiep: -10] x|

Fle Edt Yiew Go Bookmarks Tools Help

Help Logout

New Employee Report Parameters

From To
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Continue Return
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Done 7

3. Define the pay period range you want the report generated for by selecting from the From and To
lists, then click Continue.

The New Employee Report page opens listing the new employees for the pay period range you
specified.

=10lx]|

webTA: New Employee Report: com.threeis.webta.P6552newEmployeeReport
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Help Logout

New Employee Report

Employee Name Employee User Id Timekeeper User Id Supervisor User Id Organization Pay Period

Lamier, Rocco LAMROC SMITH23 MCNAIR HOQ 18 2006
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meelroy, cheryl s | MCELROY BLEWING MCMAIR HO 17 2006
Download Return
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4. If you want to open the report in Microsoft® Excel, click Download, then click Open.

-OR -
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If you want to save the report in Microsoft Excel .XLS format, click Download, then click Save.

The Uncertified Timecards report

This report lists employees’ names, user IDs, timekeeper's IDs, and supervisor's IDs of employees
whose time cards have not been certified.

Results are restricted to the HR Administrator's organization.

To generate the Uncertified Timecard report:

1. Onthe HR Administrator Main Menu page, click Reports.
The HR Administrator Reports Menu page opens.
2. Click Uncertified T&As.

The Uncertified Timecard Report page opens.

webTa: Uncertified Timecard Report: com.threeis.webta.P553uncertified TAReport _ . o ] 4

fle Edt Wew Go Bookmarks Tools  Help

Help Logout

Uncertified Timecard Report

Timekeeper Supervisor Employee Employee T Pay

User Id User Id Name User Id Organization ooy
MMIMGT BMCGAR Smith, Fred SMITHIA HQ 20 2006
NEBO2 BMCGAR Jones, Hal CLYR HQ 20 2006
NEBOZ KELL Smith, James CLY7 HQ 20 2006
POLAN LORD3 Sallie, John cLYB HO 20 2006
POLAN LORD3 Yungk, Christian CLY9 HQ 20 2006

Download Return
£4KRONOS

| bane 4

3. If you want to open the report in Microsoft® Excel, click Download, then click Open.
-OR -
If you want to save the report in Microsoft Excel .XLS format, click Download, then click Save.

The Unvalidated Timecards report

This report lists employee names, IDs, their timekeeper's IDs, and their supervisor's IDs of employees
whose time cards have not been validated.

Results are restricted to the HR Administrator's organization.

To generate the Unvalidated Timecards report:

1. Onthe HR Administrator Main Menu page, click Reports.
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The HR Administrator Reports Menu page opens.

2. Click Unvalidated T&As.

The Unvalidated Timecard Report page opens.

D webTA: Unvalidated Timecard Report: com.threeis.webta Ph5S4unvalidated T ARepart - Microsolt Internet Explorer
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Result Page: 1 2 Next
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3. If you want to open the report in Microsoft® Excel, click Download, then click Open.

-OR -

If you want to save the report in Microsoft Excel .XLS format, click Download, then click Save.

The FESI Extract for Agency report

This report lets HR Administrators view or download a FESI file containing the built time card records
for a specified pay period range. The report includes all records that were built in that range. For
example if a correction for pay period 09 of leave year 2005 was built in pay period 15 of the same pay
period year, then a search for pay period 15 of leave year 2005 will include this record.

The report covers only those employees belonging to the HR Administrator’s agency.

To generate the FESI Extract for Agency report:

1. Onthe HR Administrator Main Menu page, click Reports.

The HR Administrator Reports Menu page opens.

2. Click FESI extract.

The Agency FESI Report Criteria page opens.
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3. Define the pay period range you want the report generated for by selecting from the From and To
lists, select the employees’ organization from the Organization list, and choose if you want to
include subordinate organizations, then click Download.

A dialog box opens asking you if you want to save the file.
4. Click Save

Navigate to the location where you want to save the file.

IMPORTANT! Make sure you save the file in DAT format.

5. If you want to open the file, select Open With, then choose a standard text viewer such as
WordPad or Notepad.

-OR -
If you want to save the file in .DAT format, click to select Save.

Setting mileage reimbursement

The compensation amount per mile that an employee receives for mileage transactions can be
changed for future travel.

To change the reimbursement rate per mile:

1. Onthe HR Administrator Main Menu page, click Mileage.

2. The Reimbursement Per Mile page opens.
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IMPORTANT: In the next step, you enter the new mileage rate and starting pay period. Be very
careful not to type in incorrect information. Once the rate is changed, it cannot be corrected. If you
make a mistake after adding the new rate, you can delete the entry after adding it by clicking
Delete. However, you can delete only the last change made.

3. Type the new cents/mile amount in the Rate (Cents) column, and the pay period and year in the
Pay Period/Leave Year Start column.

4. Click Add.

webTA changes the mileage reimbursement rate to the amount and start pay period that you
entered.

webTA adds a Delete button to the Reimbursement Per Mile page.
5. If you want to remove the rate you just added, click Delete.

webTA removes the rate from the list.
6. If you want to add additional rate changes, repeat Steps 3 through 5.

7. When you are finished adding new rates, click Cancel.
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