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%/0 KRONOS webTA 3.8 USDA Master Timekeeper’s Guide

Introduction

The purpose of this document is to provide Master Timekeepers information needed to use webTA for
fulfilling the Master Timekeeper role. It is not intended to provide you with information about basic
procedures such as logging in, searching for employees, or getting help. For basic information, see the
document webTA Basics.

IMPORTANT! This document contains graphical representations (“screen shots”) of many of the
browser pages that you will see as you use webTA. These screen shots may not appear exactly like the
pages on your own screen. They may differ in some ways. However, the screen shots in this document
are similar enough to what you will see so that they will help you work through the procedures and
understand the examples in the documents.

The Master Timekeeper Main Menu page is the first page that opens after a Master Timekeeper logs in

to webTA.
a webTA: Master Timekeeper Main Menu: com.threeis.webta PB00mnuMstrTkp - Micr =10] x|
| Bl Edt wew Favorites Tooks  Help | &
=
Help Logout
Master Timekeeper Main Menu
L] Add Employee
Uszer Functions
Change Password | View Tasks (131) |
Employee Timekeeper I I pEr I Supervisor |
Master Supervisor I HR Adrnin | Project Manager | Mminl
£4KRONOS
=

The Master Timekeeper Main Menu page provides access to all time- and attendance-related
information for the Master Timekeeper role.

Although a regular Timekeeper’s access to employee records is restricted to employees who are
assigned to the given Timekeeper, Master Timekeepers can enter and validate time card data on behalf
of employees, review an employee’s previously certified time card data, and manage an employee’s
Employee Profile. Master Timekeepers may also add new employees or make an employee inactive.

Within webTA, there are specific groups of employee information managed by the Master
Timekeeper. For organizations that utilize Master Timekeeper-based data entry, Master Timekeepers
enter time and attendance information, including hours worked and hours absent.
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Once all information for an employee in a given pay period is entered, the Master Timekeeper
validates the time card record.

Searching for employees

The Search for Employee page provides the capability to search for employees who are assigned to the
Timekeeper. From this page, you can search by:

» Employee last name

»  Employee first name

» Employee Social Security number
» Employee’s timekeeper

« T&Atype

» Pay period

webTA: Search for Employee: com.thresis.wel - i ] B3|

fle Edt Wew Go Bookmarks Tools  Help

Help Logout

Search for Employee

Employee's Last Name ]
Employee's First Name
Employee's 55N

T&A Type All -
Search Cancel
£4KRONOS

Done webta.kronos.com (=)

All searches (except SSN) use fuzzy matching. For example, a search for users with last name of 'Joh'
matches 'Joh’, "Johnson’, and 'Johansen’. Leaving a search field blank on this page matches will all
records. For example, typing “John” in the Employee’s First Name field, but leaving all other fields
blank will return results for all employees whose first name is John, regardless of last name,
timekeeper, and so on.

IMPORTANT! To search by SSN, you must provide the complete SSN.

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

The Timekeeper field lets you limit search results to employees of specific timekeepers.
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If the Timekeeper is a delegate for more than one other Timekeeper, or if they are both an actual
Timekeeper and also another Timekeeper’s delegate, they can configure the search to only display
employees assigned to a particular Timekeeper.

The T&A Type field lets you limit search results to those records meeting these criteria.

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

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

» Validated displays records which have been validated by the employee or the Timekeeper, but
which have not yet been certified by the Supervisor.

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

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

The Pay Period field lets you restrict the records displayed based on the pay period.

e Current matches records for the current pay period.

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

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

Once search results are returned, you can perform T&A and employee activities for the list of returned
employees.

Adding employees

Employees may be entirely new in webTA or may have transferred or been reassigned to your group.
Employees who are completely new to webTA must be added to the webTA database.

To add an employee:

1. On the Master Timekeeper Main Menu page, click New.

A blank Employee Profile page opens.
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2} http://narcissus.kronos.com:B899 - webTA: Employee Profile: comthreeis.webta Pi02ed o [m] 3
Flo Edt Vew Favorkes Toos [Heb it
Employee Profile
Please note that this data pertains only te employee access for the Time & Attendance system, not to other
personnel recorde.
Middle Mame
or Tnitial (Optional)
er
—
—
TR o © s
SlnI Cancel I
£4KRONOS

2. Type in, or search for and select, the employee’s profile information, then click Save.

For detailed information about the information fields on this page, see the next section, “About the
Employee Profile fields.”

About the Employee Profile fields

Employee Profile page fields must be completed according to specific requirements, listed below
under the field name.

User ID and password fields

The user ID must be unique in the webTA database. If you try to save the information with a user ID
that already exists, webTA informs you that there is an error, and you must select another user ID.

Type in identical passwords on both password lines. User IDs and passwords may be up to 32
characters long.

Name fields

An employee's first and last names must be typed in separate fields. You may include a suffix, such as
Jr. or 111, in the Last Name field. Do not combine an employee’s first and last names and suffix in the
same field.
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E Auth Internal ID
Internal eAuthorization 1D number.

Supervisor's User ID

This specifies the employee’s Supervisor. You can specify the Supervisor either by entering their user
ID or by clicking Search to locate the Supervisor by name.

Timekeeper's User ID

This is the user ID for the employee's Timekeeper. The Timekeeper can specify the employee’s
Timekeeper either by entering their user ID or by clicking Search to locate the employee’s
Timekeeper by name.

Organization

The employee’s organization. Master Timekeepers or Timekeepers can either type in the organization
name or click Search to select the organization from a list.

First Pay Period

This option appears only in the pay period when an employee is first added to webTA. It lets you
specify the pay period to which the new record applies. If the person started within the current pay
period, select Current. If the person started in the previous pay period, click Previous.

IMPORTANT! This record must be entered correctly. Once a transmission record has been built for an
employee, the record can not be changed.

Active Status
This check box indicates whether the employee is active (that is, eligible to use webTA) or inactive.

To activate an employee, click to select the Active Employee check box (this check box is selected by
default when a new employee record is created).

If an employee becomes inactive, click to clear the check box. When an employee is inactivated, none
of his or her records are deleted from the system, but he or she will no longer be able to log into the
T&A system and her records will be ignored during verification, certification and transmission file
builds.

IMPORTANT! If you are using Active Directory, check with your Administrator to identify the
correct user 1D that matches Active Directory, else a mismatch will occur with Active Directly lookup.
Employees may be entirely new in webTA or may have transferred or been reassigned to your group.
Employees who are completely new to webTA must be added to the webTA database.
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Entering and editing T&A data

Transactions are sorted into work time transactions, and leave and other time transactions.

The T&A Data page is used to enter time for time and attendance transactions.

To enter T&A work hours and dollar transactions:

1. From the Master Timekeeper Main Menu, search for and select the employee whose hours you

want to enter, then click Edit T&A.
The employee’s T&A Data page opens.

T http:/ /narcissus. kronos.com:0899 - webTA: TEA Data: com.threeis.webta.P430slineDataTAPay - Microsoft Internet Explorer = |
Ble Edt Yew Fagvertes ok Heb | &
Help _Logout =
T&A Data
Ham T Amini Fay Pariad 22 1 Ot 26, 2008 te Nev B, 2008
Time Card Typas Fegular Leave Vean 2008
| B MO ; 3 Nou | |
i 26 27 {208 ;29 {90 (W} 1 2t a3
i e i | s im T :iw:T:F:s |wils:m: Wi 2 | Total
H 123412129 H i } ! £ t 2 :
LTV A A 10:06/10:00 10:00 10:00 : 40:00 10:0010100,10:00;10:00 +0:00/80:00]
- Work Time Total | 110:00!10:00/10:00!10:00; T [40:00] 710:00/10:0010:00/10:00, [+0:00[20:00
Leave and Other Time
(M2 Leave 42 4 Cther Time transactions) ]
Daily Tetal | 110:00!10:00/10:00!10:00 T [40:00] 710:00010:00'10:00/10:00" [40:00[20:00
Dollar [ Dellar Ameser |[Remarks: | ]
Transsction Accowst Description] Wi | wi2 |
[ Edt | A - 111111119 H |
ncentive Par
[ Dol | / MM Test Account |
1
FETTITEI) |
|Ect P —— |
[ et | AMS Tast Account |
= Total |
Uﬁdatel Save/Retum I Vaidatel Can:el]

2. Type the times, by date, for the appropriate transactions in the Work Time and Leave and Other
Times sections, and in the Dollar Transactions section, type, in dollar amounts, any dollar transac-

tions

3. If you want to update the data, but not close the page, click Update.

-OR -

If you want to save and validate the employee’s time card, click Validate.

-OR -

If you want to save the time card data, but not validate it, click Save/Return.

To add a new work time transaction:

1. If you have not already done so, search for and select the employee.

2. Click to select the employee whose time you want to enter, then click Edit T&A.

The employee’s T&A Data page opens.
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2 hittp:/ /narcissus kronos.com:U899 - webTA: Teo Data: com. threeis. webta.P430slineDataTAPay - Microsoft Intemet Explorer = |
Bt Ed Vew Favrtes [k e |
Help _Logout =
T&A Data
Hame: Te Amini Bay Pariads 22 10ck 20, 2008 to New 5, 2008
Time Card Typas Fegular Leave Vean 2008
i e e [ o
; ;m;s’“:'& 26 427 {2002y a0 ks v zZha 4 oo T
et i st $ M T iw. T :F s |mi|]s:m:T D F s |wkz[Totl
Work Time
E3 P zza1zize 00 10:B0 LB 100D i o
s o | A T k“m! 16:00 10:00) 10:00) 10:00 40:00 10:0010:0010:06/10:00 40:00(s0:00|
ew ] Werk Time Total | 110:00!10:00/10:00!10:00; [40:00] 710:00/10:0010:00/10:00, [+0:00[20:00
Leave and Other Time
(Ms Leave and Other Time transactions) ]
Daily Tetal | 110:00!10:00/10:00!10:00 [40:00] 710:00010:00'10:00/10:00"
Dollar Dellar Amosen |Remarks: |
| Transaction JAccoust Description] Wi | Wk2
[ Edt | 111111119 i
Incentive Pay
[ Del | AMS Tast Account
L 111111119
B2 [ meimbursamass
[ et | AMS Tast Account
e Toua |
Uﬁdatel Save/Retum I Vaiﬂetel Can:ell
€4KRONOS a2

3. Inthe Work Time section, click New.
The New Work Time Activity page opens.

/3 http:/ /narcissus.kronos.com:B899 - webTA: Untitled: com.threeis.webta Pa301s
|| Fle Edt View Favortes Took Helbp

New Work Time Activity

Save | Cancel I

4KRONOS

Al

. =l0lx

| & |

Help Logout -
=

E

4. Enter the information for the new transaction by selecting from the appropriate lists or typing in

the text boxes, then click Save.

The employee’s T&A Data page changes to reflect the changes you made

To edit a work time transaction:

1. From the Master Timekeeper Main Menu, click Search, then search for the employee.

The Search Results page opens listing employees who meet the criteria you searched by.

2. Click to select the employee whose time you want to enter, then click Edit T&A.

The employee’s T&A Data page opens.

webTA 3.8 USDA Master Timekeeper’s Guide 7

©2009 Kronos Incorporated



2 http:/ /narcissus.kronos.com:B89 - webTA: Tha Data: com.threeis.webta P4 MslineDataTAPay - Microsolt Intemet Explorer (=T |
Ble Edt Yew Fagvertes ok Heb | &
Help _Logout =
T&A Data
Hame: Te Amini Bay Pariads 22 10ck 20, 2008 to New 5, 2008
Time Card Typas Fegular Leave Vean 2008
i p ooy O e [EEE] Her
; ;m;s’“:'& 26 127 (28t 29 ;30 031 L =L T T 1 R T
ransaction  [PfusfuAccount s uw T lwiriels |milsimiTiwlr!e! s wkz|rTow
Work Time
E3 Pl hzaaizize $10:00 10:00 10:00! 1000 . <00|80:
s o | A T k“m! 16:00 10:00) 10:00) 10:00 40:00 10:0010:0010:06/10:00 40:00(s0:00|
ew ] Werk Time Total | 110:00!10:00/10:00!10:00; [40:00] 710:00/10:0010:00/10:00, [+0:00[20:00
Leave and Other Time
(M Laavs sad Othar Thna ranzactlens) |
Daily Tetal | 10:00/10:00110:00:10:00" [40:00] 710:00010:00'10:00/10:00"
Dollar Dellar Amosen |Remarks: |
Transaction JAccoust Description] Wi | Wk2
E3 | 111111119 i
[Incestive Pay
=X | AMS Tast Account
L 111111119
BN [t reimbursamess
[ et | AMS Tast Account
e Toua |
Uﬁdatel Save/Retum I Vaiﬂetel Can:ell
=
€4KRONOS a2

3.
The Edit Work Time Activity page opens.

3 webTA: Untitled: com threeis.webta,Pa302slineEdit - Micrasolt Internet Explorer
|| He Edt Vew Favorkss Tock Hep

In the Work Time section, click Edit next to the transaction you want to edit.

Edit Work Time Activity

£4KRONOS

L _=lOlx]
il
= |
Help Logout
H
|

4. Change the information for the transaction by selecting from the appropriate lists or typing it in the

text boxes, then click Save.

The employee’s T&A Data page changes to reflect the changes you made.

To add a new Leave or Other Time transaction:

1. From the Master Timekeeper Main Menu, click Search, then search for the employee.

The Search Results page opens listing employees who meet the criteria you searched by.

2. Click to select the employee, then click Edit T&A.
The employee’s T&A Data page opens.
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2 http:/ /narcissus.kronos.com:B89 - webTA: Tha Data: com.threeis.webta P4 MslineDataTAPay - Microsolt Intemet Explorer

=10l x|
Ble Edt Yew Fagvertes ok Heb | &
Help_Logout =
T&A Data
Hame Te Amin Bay Pariads 22 1 Ot 26, 2008 te Nev B, 2008
Time Card Typas Regular Leave Vear 008
R T | e R
26127 28 20 i 30 3 ;1 | z:i3:4i8:6i7is
[ TR R R TR AT R | FIRC S IR
|'”‘""“'°" Phutighersam Is‘-a‘-r;w-_-r-_r-_s wiil 5 P Mt T tw T el s wka|Tow
Work Time
% [Ragular Baze Pay! | iiﬁ%‘%f,’f:«.,m oot 1000 100 1008 | |m:on_ 10:0010:0010:0010:00. +0:00/80:00]
ew ] Werk Time Total | 10:00/10:00!10:00:10:00; [40:00] 710:00/10:0010:00/10:00, ! [+0:00[20:00
Leave and Other Time
(s Leavs and Other Time transactions) ]
Daily Tetal | 10:00/10:00!10:00:10:00"
Dollar [ Datlar Amoser |[Remarks: |
| Transscton  jAccewst Dascription] Wki | W2
[ Edt | R 110811119
[ Del | AMS Test Account
m ﬁmll\‘llmhunumﬂt”“uug
[ et | AMS Tast Account
= Total |
Update | SaveRetum | Validate | Cancal |

3. Inthe Leave and Other Time section, click New.

The New Leave and Other Time Activity page opens.

R webTA;: Untitled: com.threeis.webta PE301 slineNew - Microsolt Intemet Explorer

|| B Gt wow Favotes Tocs teb L 4

Help Logout

New Leave and Other Time Activity

[0 35 - Union Contract Negotiation =
e[
Con (g

Mot Using Project '[
Sml Cancel |

£4KRONOS

=

4. Enter the information for the new transaction by selecting it from the appropriate lists or typing it
in the text boxes, then click Save.

The employee’s T&A Data page changes to reflect the changes you made
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To edit a Leave or Other Time transaction:

1. From the Master Timekeeper Main Menu, click Search, then search for the employee.
The Search Results page opens listing employees who meet the criteria you searched by.
2. Click to select the employee, then click Edit T&A.
The employee’s T&A Data page opens.

2 http:/ /narcissus.kronos.com:B89 - webTA: Tha Data: com.threeis.webta P4 MslineDataTAPay - Microsolt Intemet Explorer h (=T |
Fle Bt Yew Favortes ook bl | &
Help _Logout =
T&A Data
Hame: Te Amini Bay Pariads 22 10ck 20, 2008 to New 5, 2008
Time Card Typas Fegular Leave Vean 2008
. . e * ) p— ) . .
; ;m;s’“:'& 26 127 (28t 29 ;30 031 L zZha 4 LIS RO )

ransaction  [PfusfuAccount s uw T lwiriels |milsimiTiwlr!e! s wkz|rTow

Work Time
E3 P zza1zize I P I I i o
s o | A T i«wm! 16:00 10:00) 10:00) 10:00 ! 40:00 10:0010:0010:06/10:00 40:00(s0:00|

ew ] Werk Time Total | 110:00!10:00/10:00!10:00; T [40:00] 710:00/10:0010:00/10:00, ! [+0:00[20:00

Leave and Other Time

(M Laavs sad Othar Thna ranzactlens) |

Daily Tetal | 110:00!10:00/10:00!10:00 i [40:00] 710:00010:00'10:00/10:00" H [40:00[20:00
Dollar Dellar Amosen |Remarks: | ]
Transaction JAccoust Description] Wi | Wk2

[ Edt | 111111119 i

Incentive Pay
0 MM Test Account

111111119

B2 [ meimbursamass
[ et | AMS Tast Account

iew Tob

Uﬁdatel Save/Retum I Vaiﬂetel Can:ell

3. Inthe Leave and Other Time section, click Edit next to the transaction you want to edit.

The Edit Leave and Other Time Activity page opens.

/3 webTA: Untitled: com.threeis.webta P8302slineEdit - Microsoft Internet Explorer =10 x|
|| Be £t vew Favotes Iook tep | &

Help Logout

Edit Leave and Other Time Activity

RCTEET (LT e T Ol | 35 - Union Contract Negotiation =
o
Cr—

S;ml Cancel |

£4KRONOS
.

4. Enter the new information for the transaction by selecting it from the appropriate lists or typing it
in the text boxes, then click Save.

The employee’s T&A Data page changes to reflect the changes you made.
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Viewing an employee’s T&A Profile

An employee’s T&A Profile opens by clicking T&A Profile after selecting an employee from the
Search Results page.

D reclsTA: TEA Prolie: <o b comcbls FE20d ataTAEmg - Microsolt Internet Explorer T =100 =)
| Be & ew Footes ok Hed i

T&A Profile

Hame FRANK TANG Fay Parod 24 1 Nov 23, 2000 1o Dec 6, 2000
Time Card Type Regular Leave Year: 2008

Status Changs

Status Chang

Work Schodule

Tour of Duty =]
o vov (o

Dual Tea | S | Cancal |

SAKRONOS

=

The information on the T&A Profile page identifies an employee's basic payroll profile, including tour
of duty and pay plan. The sections that follow detail segments of the T&A Profile page.

Status Change

Status Change

Status Change Type |None vl
Status Change Day |None vl

The fields in the Status Change section of the T&A Profile are used to indicate status changes in an
employee’s profile information.
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e The Status Change Type list provides choices for the type of status change. The field can
have the values None, End, or Start.

End and Start apply only when the employment status actually starts or ends within a given
pay period.

If a status change is needed, select the appropriate type from the list and select the day that
status is effective from the Status Change Day list. If no status change occurs within the pay
period, the field should be set to None.

» The Status Change Day list is used to set the day of the status change.

If the Status Change Type field is set to Start or End, this field must be set to indicate the day
of the change. The list contains fourteen selections, one for each day of the pay period. If no
status change is needed, select None.

Work Schedule section

Waork Schedule

| &3 General Schedule j
Crourotbuty |REE 7
Coutyrours [
| 4 Tern-hour Days ;I

All Work Schedule section fields must be completed by the Master Timekeeper before the T&A
Profile form can be saved. The following are a list of fields within the section.

» Pay Plan shows the pay plan.

e Tour of Duty shows the tour of duty.

»  Duty Hours shows the employee's scheduled biweekly hours.
For full time employees this number should usually be 80.

*  Work Week shows the employee’s regular hours.
» Alternative Schedule shows the alternative or compressed work schedule.

Contact Point section

Contact Point

| Agency L
KT
[Timekeeper [
u

The Contact Points section of the T&A Profile is populated from the employee’s Timekeeper’s
Timekeeper Profile on an employee’s first refresh.
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All Contact Point fields are required fields:

* Agency — The employee’s agency

» State — The state code.

» Town - The 4-digit town code for the employee’s duty station.

e Unit - The 2-digit NFC Unit code.

» Timekeeper — The employee’s Timekeeper’s 2-digit unit Timekeeper code.

* New Contact Point — Selected if the employee’s contact point information changed during a
pay period.

Overtime/Standby Status section

Overtime/Standby Status

Rso/Selary cap | =
Standoy Hrs/weok 1 [N
Standoy Hrs/weok 2 [N
Cstandoy/Au0 o5 |

» RSO/Salary Cap — The Master Timekeeper must enter an employee's regularly scheduled
overtime hours in the first, the second or both weeks of the pay period.

This box is also used to indicate employees who are authorized to exceed the salary cap.

o Standby/AUO Week 1 and Standby/AUO Week 2 — Employees may be entitled to premium
pay for standby duty.

Entries are only required for the pay periods during which the standby hours begin, change or
end.

The Master Timekeeper must enter the number of Standby or AUO hours in the appropriate
field.

» Standby/AUO % — The Master Timekeeper must enter the applicable percentage for the
number of hours of standby used in week 1 and week 2 or the Administratively Uncontrollable
Overtime percentage.

Enter 99 to end standby hours.

Miscellaneous section

Miscellaneous

CQath Of Office N

Final Report r

On Hold r

Retain Data IExceptiDn Frocessing v |

» Oath of Office — The Master Timekeeper must check this box if this is the first time card for
this employee within your agency (that is, an accession to duty).
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* Final Report — The Master Timekeeper must check this box if this is the last time card for this
employee (that is, a separation from duty).

e On Hold - The Master Timekeeper must check this box when a time card report is not
required for an employee, for example when the employee is on extended leave without pay.

The employee can still access the webTA system, but no time card is generated until you
deselect the check box.

» Retain Data - These options control how much and what type of data is maintained from one
pay period to the next.

The options include:

* None, to delete all payroll information at the beginning of each pay period
« All, to save all payroll information

e TCsand Accounts, to delete only the hours while retaining the transaction information
and accounting

» Restore from Default, to copy the information in the employee's default schedule to the
payroll forms

» Exception Processing, to clear exceptions from the payroll forms.

Accounting section

Accounting

anual Account Entry g
Stored Account (NFC) s

Local Account (Local) Ks

Manual Account Entry sets webTA so that you must select an account for each transaction
involving pay or dollar transactions

Stored Account (NFC) selects the NFC account in which all time transactions are stored.
» Local Account (Local) selects the local account in which all time transactions are stored.

» Account provides a list of local accounts to select from when either a Stored Account or Local
Account option is selected.
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Leave Parameters section

Leave Parameters

Service Computation Date |Nov 12 2008 |

Override Lv Category

-

|

Override Leave Ceiling

Approved Leave
Recipient (VLTP)
Approved Leave
Recipient (ELTP)

Home Leave Accrual Rate |[IEIEREES

=
(=]

=
(=]

l

Home Leave Start Date

Home Leave End Date

|

e Service Computation Date is used to determine the employee's annual leave earning
category.

When this field is correctly entered by the Master Timekeeper, webTA automatically adjusts
the annual leave category when 3 and 15 years of service have been reached.

NOTE: Clicking the calendar icon opens a calendar from which you can select the date by
navigating to the appropriate month and clicking on a date.

» Override Lv Category is used to set the accrual rate for the employee.

By default the Annual Leave Category is calculated based upon the Service Computation
Date. If you need to change amount, click to select that option, then enter the revised accrual
amount.

* Override Leave Ceiling is the maximum numbers of hours of annual leave available to the
employee.

If you need to change this amount, click to select the Override Leave Ceiling option, and then
type in the new amount. webTA automatically adjusts the employee's annual leave balance
and the personal leave ceiling, as necessary, in the first pay period of the new leave year.

» Approved Leave Recipient (VLTP) and Approved Leave Recipient (ELTP) are a read-
only fields that indicate if the employee is a VLTP or ELTP leave recipient.

* Home Leave Accrual Rate is the rate, in number of days, at which the employee accrues
home leave.

» Home Leave Start Date is the first date the employee is eligible for home leave.
» Home Leave End Date is the last date the employee is eligible for home leave.

About the Leave Data page

The Leave Data page lets the you or the Timekeeper modify leave balances for a given pay period.

The Leave Data page opens when you click Leave after selecting an employee from the Search Results
page.
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webTA: Leave Data: com.threeis.webta.P435dataTALeave - 1o x|

Fle Edt Wew Go Bookmarks Tools Help

Help Logout

Leave Data
MName: Sup User Pay Period: 18 : Sep 3, 2006 to Sep 16, 2006
Time Card Type: Reqular Leave Year: 2006

Type of Leave Forward Accrued Available Used Balance

W 4 4:00 000 400
W 4 4:00 @00 400
W 000 000 o000 @00
W 0:00 0:00 000 000
W 0:00 0:00 000 000
W 0:00 0:00 000 000
W 000 000 o000 @00
W 000 000 @00 @00

OWCP Sick 0:00 0:00  0:00

Leave Donations

Voluntary Program 0:00 0:00 0:00
Emergency Program | 0:00 0:00
Save Cancel
=
Done [ webta,kronos.com (5

With rare exceptions you should only need to enter leave balance information on this page when
adding a new employee. Exceptions include corrections, Military Regular Leave use, or if there is an
annual leave category change.

Once leave balances forward are entered, the system maintains the data, based on entries on the T&A
Data page.

Part time employees must have Annual and Sick unapplied balances entered to properly calculate the
annual and sick leave accruals.

The accrued values on the Annual and Sick leave lines of the page are calculated by the system. This
applies to employees not entitled to an annual or sick leave accrual because of employment status or
excess non-pay hours. On rare occasions, you may have to enter the annual and sick leave accruals. On
such occasions, you will have access to those fields on this page. The only time this occurs is when
there is a start or end status change in the middle of the pay period.
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Setting an employee’s pay period

The Set Pay Period function lets the Timekeeper adjust the employee’s pay period to correct situations
in which an employee might not have entered their time for a previous pay period or their time was not

validated, certified, and built for a previous pay period.

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 are 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 has a certified time card, then all pay periods for that calendar year

can be chosen.

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

be changed.

The record for a certified and corrected time card cannot be changed.

To set an employee’s pay period:

1. Search for and select the employee.
2. Click Set Pay Period.
The Set Employee Pay Period page opens.

webTA;: Set Employee Pay Period: comithreeis.webtaP

=10/

Flle Edit Wew Go Bookmarks Tools  Help

Help Logout

Set Employee Pay Period

cheryl meloy (MELOY)

|_|pay period|oate Range |
¢ 21 -2006 Octl5-o0ct28
@ 20 - 2006 Oct 01 - Oct 14
" 19 - 2006 Sep 17 - Sep 30

Select Cancel

Z4KRONOS

! Dong ! webta.kronos.com (7 2

3. Click to select the pay period from the list.
4. Click Select.

5. webTA changes the pay period. The new pay period appears on the Search Results page in the Pay

Period box for the employee.
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Splitting T&A

When an employee’s T&A profile changes in mid pay period, such as when an employee changes
contact points, work schedules, or overtime status, then a “split T&A” may be needed to update their

profile to reflect the changes.

IMPORTANT: An employee who starts in the middle of a pay period or who leaves in the middle of a
pay period would not have split T&A, but will have a change in status.

To change an employee’s status using split T&A:

1. Search for and select the employee.

2. On the Search Results page, select the employee, then click T&A Profile.

The employee’s T&A Profile page opens.

3. Click Dual T&A.

The T&A Profile page changes to the dual (“split”) view.

T heips/
Bl Edt Yew Fyeordes Jok beb

........ KronosconcBET - webTA: Thi Profibe: com threeis.webta P420dataT AEmp - Micrasolt I

T&A Profile

,\1.F

Ragular B-hour Days -

Alternative Schedule

Contact Point

e oot

Accounting

Dusl T8A | Saw | Cancel |

Hame: John Adams Pay Penad: 22 : Oct 26, 200
Time Card Type Correction Leave Year 2008
status Change
Nerw =
Status Change Day  |[E=0 =]
Work Schedule
Pay Plan General Schedule (reg) =
Tour of Duty Full T -
Duty Hours o
,7

§ 1KRONOS

Normal view

webTA 3.8 USDA Master Timekeeper’s Guide

Help Logout
. =10 =]
Fle Edt few Fgetes ook e &
Help Logout 'AI
T&A Profile
Name: John Adams Pay Penod: 22 : Oct 26, 2008 to Nov 8, 2008
Time Card Type: Correction Leave Year 2008
Status Change
Starting Day Of New Status | CE]
Ending Status Data Starting Status Data
Work Schedule Work Schedule
e e T
(oo [
wWork W -
Contact Point
&MQ
m !
o e
Unpht TRA Sml Cancal I
C4KRONOS I
S|
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4. Select the starting date for the new status from the list at the top of the page.

5. Inthe Starting Status Data section, type in and selected the new status information from the lists.
6. Click Save.

7. If you want to return to the original T&A Profile view, click Unsplit.

IMPORTANT! If you click Unsplit T&A before you click Save, any changes you’ve made to the split
T&A Profile page, including status change information, are lost.

Deleting T&A records

The Delete feature lets the Timekeeper or Master Timekeeper delete an uncertified corrected time
card. A corrected time card is designated with a (C) next to the record on the Search Results page.

{+ Mo Data Test, Caroline CAQ4 17 - 2006 {C) DEMOADMIN DEMOADMIN
To delete a corrected T&A record:

1. Select, or search for and select, the employee.
2. Click to select the employee record from the Select Employee page.
3. Click Delete.

webTA permanently deletes the record.

Validating records

Before data can be certified and transmitted to payroll, it must be validated. The Validation feature lets
the Timekeeper or Master Timekeeper validate employees’ T&A.

To validate individual employee records:

1. Search for and select the employee.
2. Click Validate.

You see a message indicating the progress of the validation. When validation is completed, the
Validation Summary page opens, showing you the results of the validation.
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webTA: Yalidation Summary: com.threeis.webta.P411valErrors

=0 x|

File Edit “ew Go Bookmarks Tools Help

Help Logout

Validation Summary

PayPeriod|Error Message

DEMGADMIN DEMO ERROR: [3024] - An account must be selected for the automatically
AOMIN added leave/premium pay line Admin/Excused Absence
DEMO ERROR: [4001] - Base hours recorded can not be less then duty hours.
e ADMIN BASE hours: 8:00 , Duty hours: 80 .
DEMOADMIN DEMO WARNING: [2038] - Please verify that hours are correctly recorded for
ADMIN Federal holiday Labor Day on SEP-04.
Return
=
£4KRONOS

I Done

! webta.kronos.com (%)

Two types of messages are generated during the validation: errors and warnings.

» Errors are identified in the Error Message column by the word “ERROR” in red.

Errors are generated when the system has enough information to determine that data entered is
incorrect. Errors may occur for many reasons, most commonly when the daily, weekly or pay
period tour of duty are not balanced or when unauthorized transaction codes for the

employee's pay plan or tour are attempted to be used.

* Warning messages are generated when the possibility of an error exists, but webTA does not
have enough information to determine with certainty that an error has occurred.

As an example, prior approval is required before using certain transaction codes. If overtime
hours are recorded, the system generates a warning because it does not know whether the

employee has received prior approval.

Before a Supervisor can certify a T&A report, all errors must be corrected. Warnings do not have to be
corrected, but should be checked before the Supervisor certifies the T&A report.

To override a validation:

1. Search for and select the employee.

2. On the Search Results page, click Override Validation.

The Validation Summary page opens for the employee.

T webi T A: Validstion Summary: com.threeds.webtaPil] i valimors - Microsoft Intermet Bsplorer
Be [ Yew Favorkes Tock Hep

Help Logout

Validation Summary
userio [Name payperiod]

AMINI 3, Test 19

WARNING: [7001]

] - Thera is a payroll transaction for Annual Leave on
0%/15/2008 with no comesponding approved request for 8:00 haurs,

£4KRONOS
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3. On the Validation Summary page, click Override Validation.

The Search Results page reopens. The Status column message for that employee indicates that the
validation has been overridden.

webTA: Master Timekeeper Select Employee: comi.threeis.webta.Pe10selEmp = :_I‘ _IEI LI

Fle Edit Vew Go Bookmarks Tools Help

Help Logout

Search Results

Search Criteria: Last name like m

—> & Wal Override McGarner, Bruce MCGARL 22 - 2006 ADMIN ADMIN

 Wal by MstrTkp mcelroy, cheryl  MCELROY 17 - 2006 [(C) MCELROY MCELROY

s mcelray, cheryl  MCELROY 18 - 2006 (C) MCELROY MCELROY
@ mcelroy, cheryl  MCELROY 21 - 2006 MCELROY MCELROY
% MOUSE, MICKEY MOUSE 17 - 2006 MCELROY MCELROY

Selected TaA
Edit T&A T&A Profile | Leave | Set Pay Period I Delete ‘alidate Cwerride Val
Sumirmary

Selected Employee
Default Schedule Correction | Locator Infa | Certified TaAs Emp Profile Leave Audit

Return

S4KRONOS

Done webta.kronos.com (7 2

About the T&A summary page

The Summary page opens when you select an employee from the Select Employee or Search Results
page, then click Summary.
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A htrp:/ narcissus.kronos.com:B599 - webTA: Employee Summary: comthreeis.webta.P450dataTASum - Microsoft

Bl Edt  Yew Favortes Took  Help

Fame: Te Amsini Fay Periad: 233 Now 9, 2008 t Now 22, 2008
Tite Card Typa:Regular Laave Vaars 2008
Status: Mot Validated

Help Logout

Tirme In Pay: 88200 Othar Tima: 0:00 Dollar Trangactions: $325.00

Days Ia Pay: 10

| Mow How

Transaction

T 911011112113 14:15) 16:17118:19:20/21/22
Pheshe i et o i LS RR0215
Pyl p SIMITIWITIFS |WkI|SIMITIWIT F!S5 Wk2Toul

Work Time

[Cver & Overtime

Pl ‘Aute-gunaraced feaws (change secouns) s p
R TIII) e

Regalar Bazs Pay i _IAMS Test Account

3z |72

Work Time Total [ 15|
Leave and Other Time

16! ' |40 60

Annual Leave wf Hight Diff, .2 ]

Status History

Timestamg [Status [Mame Message
Dec 02 12126 PM[Validation Reset By Edit|Administrator, The (ADMIN)|

thow 21 03128 AM Emgloyes Amested -« (ADMIN)|

How 21 03128 AM Emgloyes Validated & (ADMIN)|

How 21 02116 AMEmployes Attested & (ADMIN)|

How 21 03116 AM Emgloyes Validated & [ADMIN)|
Hov 21 2008 02144 AM Employes Attested + (ADMIN)|
Hov 21 2008 02144 AM Employes Validatad + (ADMIN)|

Oct 31 2008 11:11 AM[Pay pariod set & (ADMIN) Pay period changed from 01 &0 21,
Ot 20 2008 03:22 PM [Hew Record Crasted SYSTEM |

Retum I

] R THT e |2
‘Auto-geserated fave (changesoooent) | L D 1 L 1 L |
| LeaveandOtherMme Totad | ; ; | ; ; ; | [ : { ; { {#; [e]s
DailyTotal [ '8 6.8.8.8: |40 ‘8.8 . 6.168: |48 88 |
Dollar Transactions Callar Amount;
Tr. ien | Account (Description) | Wki | Wik2
10106003A%8123123458 H
| 300.00/25.00
Incentive Pa¥ic A Duployment |
Total 300.00,25.00|
[ e e T
! 9 10{111213]14]15]16]1 T} 1819/20/21 22
Date! i i (IR GIS 1L TLH 192021
e Staws DaveSupervicor |l e T MIT RS
Leave
[Annual LesvePunding: ¢ T D D D LR
Premium Pay
Forvac e o g ] [ I T B e e R L ]
TiA Profile Leave Data FudAcce AvalliUsed, Bal
Pay Plan (General Schedule (regh| |* Advance Annual [
Tour of Duty Full Time Annusl T
|Duty Howrs 20 Sick
!md Week test Leave Year Proj
I Schedule 4 Tan-howr Days AT T
|Aganey F5A Available Sick 16:00
State Lo Use or Loge Laave ==
[Town 0001
|Unit o1
| Timek j22
k
"ganln Data [Enception Processing
I Code [Manual Entry
I
|Servics Computation Date|Oct 20 2008
| Annual Leave Category |4 hafpp

E4KRONOS

=

The T&A Summary page is presented to the employee during affirmation and is the page used by

Supervisors to certify time cards.

The T&A Summary page is a read-only view of the employee’s time card. The page includes these

sections:

» The employee overview at the top of the page contains employee profile information. The
section contains such information as the employee’s name, the Timecard Type, the Timecard

Status, the pay period, and the leave year.

* T&A Profile contains the employee’s T&A Profile for the current pay period.
» Leave Data contains the employee’s leave balances for the current pay period. Any non-zero

leave balances are displayed in this section.

» Leave Year Projection shows the employees annual and sick leave projections as of the
current pay period. This section also contains the employee’s used or lost leave as of the

current pay period.

webTA 3.8 USDA Master Timekeeper’s Guide 22

©2009 Kronos Incorporated



Status History contains an audit log of all actions taken against the current time card.

About the Default Schedule page

The Default Schedule page lets Timekeepers and Master Timekeepers create or modify a default
schedule for a selected employee. The default schedule is used by employees whose T&A data change
little from one pay period to the next.

To activate the Default Schedule function for an employee, that employee’s T&A Profile Retain Data
field must be set to either Restore from Default or Exception Processing.

webTA supports two types of default schedule processing:

Restore from Default — Default schedule times entered into the default schedule are
automatically entered into the employee’s time sheet when the new pay period begins. Moving
forward, the T&A data behaves normally.

If the employee works a normal schedule with no changes, then no changes need to be made to
the time sheet.

If the employees time differs for a given pay period, then the employee must make the
necessary changes in the Edit T&A Data screen.

Exception Processing — Rows of time entered into the default schedule will automatically be
included in the employee’s time card unless the employee replaces it with entries made on the
Edit T&A Data page. For instance, if a given day contains 8 hours in the Default Schedule, but
the employee charges 4 hours to Annual Leave, only the Annual Leave line need be entered in
the Edit T&A Data screen.

On the T&A Summary page, however, you will see the Annual Leave line (with 4 hours) and
the Default Schedule line appropriately reduced to 4 hours. The Default Schedule lines never
appear in the Edit T&A Data screen, only the exceptions to the Default Schedule.

To view or modify the default schedule for an employee:

1. Search for and select the employee.
2. Click Default Schedule.
The T&A Data: Default Schedule page opens.
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webTa: T&:A Data: com.threeis.webta.P430slineDefaultSchedule i ] S}

Fle Edt Wew Go Bookmarks Tools Hslp

Help Logout

T&A Data : Default Schedule

Mame: Chiistian Yungk Fay Feriod: 21 Oct 15, 2006 to Oct 25, 2006
Time Card Type: Regular Lesve Yaan 2006

| oct oct
15 | 16 {17 | 18 | 19 | 20 | 21 22 | 23 | 24 [ 25 | 26 | 27 | 28
Transac tion Pﬁ«;am Account | 2 Mo W T F s |wki| 5 im T W T L F 5 | wk2 | Tousl

Work Time

1111112222222
i

i 200 8:00 200 8:00 200

Regular Base Pay 40:00 8:00 00 :8:00 00 :8:00 40:00(20:00,

Viork Time Total | 9:00 | 8:00 | 8:00 | &:00 | 8:00 | [40:00] Tgi00 00 isi00 g0 ison [40:00[z0:00
Daily Total | 9:00 | 8:00 | 8:00 | &:00 | 8:00 | [40:00] igi00 00800 8:00is00 |40:00[z0:00]

Update | Save/Return | Cancal

£4KRONOS

| Done &

3. If you want to change the employee’s default schedule, type in the new work times for their
respective days.

4. If you want to update the page to reflect your changes without saving the changes to webTA, click
Update.

-0OR -
If you want to save your changes to webTA, click Save/Return.

Correcting T&A records

webTA’s correction feature lets timekeepers and Master Timekeepers correct time cards that are less
than one year (26 pay periods) old.

There are two types of corrections: normal corrections and local corrections

Local corrections are corrections made to make the data correspond to what is already in the NFC
database, and are usually made to T&A data created before webTA was implemented.

Local corrections are non-historical in that the T&A data that these corrections are made to are not
already in the webTA system. (Historical corrections are corrections made to time cards that are
already in the webTA system.) For non-historical corrections, timekeepers must first create
T&A profile data for the employee, and then create the time card for the selected pay period.

Locally corrected time cards can be validated and certified like regular time cards, but the data are not
re-transmitted to NFC.

Non-historical corrections can only be made by Master Timekeepers. Historical corrections can be
made by both timekeepers and Master Timekeepers.

IMPORTANT! Your administrator must authorize you to make local corrections by selecting that
option in your Employee Profile.
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To make a normal (historical) correction:

1. Search for and select the employee whose record you want to correct.
2. Onthe Search Results page, click Correction.

The Employee Corrections page opens, listing the pay periods for the employee you selected.

/2 webTa: Employee Corrections: com.threeis.webta P81 tPrey - Mic =10 x|
| Ble Edt WView Favortes Tools Help | o»

Help Logout

Employee Corrections

Select pay period and leave year from selector for local corrections.

Select Pay Period: | v| - "l
Local Correction I

Select from following table for Regular correction (limited to past 26 pay
periods).

FRANK YANG (YANGF)

- Pay Period|Date Range

26 -2008 Dec 21 -Jan 03 Missing
 25-2008 Dec 07 - Dec 20 Historical
24 -2008 Nov 23 - Dec 06 Historical
23 - 2008  Nowv 09 - Nov 22 Historical
22 - 2008 Oct 26 - Nov 08 Correction
21 - 2008 Oct 12 - Oct 25 Missing
20 - 2008 Sep 28 - Oct 11 Correction
19 - 2008 Sep 14 - Sep 27 Missing

18 - 2008  Aug 31 - Sep 13 Missing

17 - 2008 Aug 17 - Aug 30 Missing

o |w|iw|ie|iw]w]|w]e

16 - 2008  Aug 03 - Aug 16 Missing

Corection | Cancel |

4 KRONOS

Al

3. Click to select the pay period you want to correct.

If the status of the pay period is “Missing,” the pay period is non-historical, and cannot be
corrected using this procedure. For the procedure for correcting missing pay period data, go to “To
make a local (non-historical) correction” on page 26.

Click Correction.
The employee’s T&A Data page opens.

Correct the time card data as necessary.

A

If you want to save the data without validating it, click Save/Return.
- OR-
If you want to save and validate the data, click Validate.
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When the correction is completed and processed for submission to NFC, the system roles updated
leave balances forward to the new pay period, provided that all of the intervening pay period

records exist in webTA.

To make a local (non-historical) correction:

IMPORTANT! To make local corrections, your administrator must have authorized you to do so by
selecting that option in your Employee Profile.

1. Search for the employee for whom you want to make the correction.

2. From the Search Results page, select the employee, then click Correction.

The Employee Corrections page opens, listing the pay periods for the employee you selected.

; webTA: Employee Corrections: com.threeis.webta P81
| File Edit View Favorites

Toals  Help

Help Logout

periods).

i
(o

o |w|w]ie|w]|w]w]ie]e

Employee Corrections

Select pay period and leave year from selector for local corrections.

Select Pay Period: | v| - "l
Local Correction I

26 - 2008
25 - 2008
24 - 2008
23 - 2008
22 - 2008
21 - 2008
20 - 2008
19 - 2008
18 - 2008
17 - 2008
16 - 2008

Corection | Cancel |

FRANK YANG (YANGF)

- Pay Period|Date Range

Dec 21 - Jan 03
Dec 07 - Dec 20
Nov 23 - Dec 06
Nov 09 - Nov 22
Oct 26 - Nov 08
Oct 12 - Oct 25
Sep 28 - Oct 11
Sep 14 - Sep 27
Aug 31 - Sep 13
Aug 17 - Aug 30
Aug 03 - Aug 16

Select from following table for Regular correction (limited to past 26 pay

Missing
Historical
Historical
Historical
Correction
Missing
Correction
Missing
Missing
Missing

Missing

Al

4 KRONOS

|

3. From the Select Pay Period year and pay period lists, select the year and pay period for the record
you want to correct, then click Correction.

The Insert New Historical Record page opens.
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webTA: Insert New Historical Record: com.threeis.webta.P413inser =101 x|

Fle Edit View Go Boolmarks Tools Hebp

Help Logout

Insert New Historical Record

Pay Period: 17
Leave Year: 2006

You are creating a correction for a missed pay period or before this
person was added to WebTa. Historical data may not be available.
You must manually verify that employee profile and leave balance
infarmation is properly completed. Therefore you will be directed the
'T&a Profile' Page before being allowed to edit T&A data.

Click 'add Record' to create the correction record.

Add Record | Cancel |

Allin|

4 KRONOS

Done: | webta.kronos.com () -

4. Click Add Record.
The employee’s T&A Profile page opens.
5. Enter the employee’s profile information, as necessary, then click Save.

For detailed information about the fields in the T&A Profile page, see “About the Employee
Profile fields” on page 4.

webTA adds the profile data to the local webTA record, thus making it historical, and returns to
the Search Results page.

The selected employee’s status changes from “Missing” to “No Data.”
6. Click Correction.

The Employee Corrections page opens again. The status for the pay period you selected in Step 2
now shows “Correction” instead of “Missing.”

7. Make the correction by following the procedure “To make a normal (historical) correction” on
page 25.

About Locator Info

The Locator Info feature lets Timekeepers or Master Timekeepers maintain contact information for
employees.

The information on the Locator Info page is work information. Personal information, home address
and phone number, must be changed through the personnel office.

To open an employee’s Locator Info page:

» Select, or search for and select, the employee, then click Locator Info.
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The employee’s Locator Info page opens.

webTA: Locator Info: com.threeis.webta.P460editinfo = - 1o x|

File Edt Wew Go Bookmarks Tools Help

Help Logout

Locator Info

Office Contact Information for Christian Yungk

(g
Croomnumber [
i top/routng code |
Coomny

APO 7
.

Fax [peseases

Save Cancel

£4KRONOS

| bone "

IMPORTANT! webTA does not require that locator information be maintained, but if your agency
distributes webTA tasks by e-mail, the employee’s e-mail address must be entered.

If the E-mail/Internet box is blank, tasks are delivered to the webTA task list.

About viewing certified time cards

The Certified T&A feature lets timekeepers or Master Timekeepers view certified time cards for the
selected employee. Timekeepers have the option to restrict the range of records viewed by selecting
the From and To pay periods. The range is applied when you click Update.

To view a T&A summary:

1. Select the employee from the Select Employee or Search Results page.
2. Click Certified T&As.

The Certified T&A Summaries page for the selected employee opens.
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| Bl Edt Vew Favorites Took el

Help Logout

Certified T&A Summaries

Period 26.

2007 = [T =] [2008 =] [6 =]
Update
FRANK YANG (YANGF)

23-2008 Nov 09 - Nov 22 ADTIME Dec 01 2008

Period|Date Range

View Certified Summary | Retum |

Now viewing from Leave Year 2007, Pay Period 1 to Leave Year 2008, Pay

E4KRONOS

]

3.
and To lists, then click Update.

If you want to change the range of records presented on the page, select new dates from the From

The list of certified T&A summaries for the employee changes to reflect the new date range you

selected.
Click View Certified Summary.

The employee’s summary page opens.

FRANK YANG By Dariod: 23 £ How 9, 2008 ts Now 22, 1008
Regular Leave Vean i
Time in Pay: 8090 Other Time: 000 Collar Trangactions: $0.080 Days 1n Payi 10
llrmngb‘m [T r—
Work Time
|mulu Basapay | ALLILLELY o] L
| Woek Tiwe Total [ 75788 ele} 40| leleieisial [40]e0]
Leave and Other Time
[ (Mo Laavs and Other Time transactions)
ThA Profile [Leave Data|Fued acer Al Uzad: Bal |
Pay Plan Ganeral Schaduls (reg) | |Answal | == 14:00/4:00; - ‘4:00]
Toeur of Duny Full Time. !slck | - 4100/4100; - 4100
b sty L Leave Year Projection
lork Wesk . Masimum Availabls Annusl 16100
e e [Maimum Auailable Sick | 16:00
Agancy [ams Ute o Lose Laava. -
Stats Pﬁ
Town 1234
Unit iz
Timekeapar iz
|Mew Contaet Paist fres
Ratain Dats [rone
Account Data Code [Manual Evry
Sarvica ian Date[Hev 12 2008
Annual Leave Categdry |4 hefpp
Supervisor
Remarksd]
Your signature certifies that all reported time was worked and g to law and
Affirmed By: FRANK YANG
Affirmation Date: Dec 01 2003 8:35 &AM
Certified By : ADtime USDA
Certification Date : Dec 01 2008 8:41 AM
s dete THA th sbove took place.
Status History
Statur Hame Marrage
01 2008 12:28 M Built SYSTEM Built in Build 10 321,
===>[Duc 01 2008 08:42 AM[Suparvisss Canified USDA, ADtims (ADTIME)
4 01 008 08:35 AM Employes Amasted (VANG, FRANK (¥ANGE)
wc 01 Z008 02135 AM Employee Validaved Y ARG, FRANK (YANGF)
Hou 12 2008 08116 AM Hew Record Created Administrator, The (ADMIN) Craated new recerd for pay pariod 22.
- T R
[Eoore B X 7
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About the Employee Profile page

The Employee Profile page lets the Timekeeper or Master Timekeeper change an employee’s
Employee Profile information. Information that can be changed includes the employee’s name, social
security number, assigned Timekeeper, and assigned Supervisor.

To view or edit an employee’s profile:

1. Select the employee from the Select Employee or Search Results page.
2.

3.

Click Emp Profile.

The Employee Profile page for the selected employee opens.

Z} http:/ /narcissus. kronos.com:B894 - webTA: Employee Profile: com.threcis.mebta.PEOZeditl

| He Edt Miew Favorkes Tools Help

=10j x|

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) e

First Name Mark

Last Name | Thomas
E Auth Internal ID [299999399

Supervisor's User 1D |EEHT Search I
Timekeeper's User ID |ENE Search |

First Pay Period " Current & Previous
Active Status ¥ Active Employes

£4KRONOS

|»

If you need to modify the employee’s profile, edit the employee’s information as necessary, then

click Save.
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