KRONOS

webTA 3.8

USDA Timekeeper’s Guide




Document History

Revision Description

2/9/09 Initial release Bruce McGarvey

webTA 3.8 USDA Timekeeper’s Guide i ©2009 Kronos Incorporated



Contents

INErOdUCTION .. 1
Searching for employees as Timekeeper .......... .. ... ... 2
Selecting employees . ... . 3
Entering and editing T&RA data. .. ... 4
Entering work or leave time . ... . 14
Editing work or leave time ........ ... . . . 16
About the T&A Profile . ... .. 17
SEALUS CRANGE ...ttt sttt ettt ettt e e ste e e seeseeebeeneeneeneeseeeneeneas 18
WOTK SCREAUIE ...ttt e 19
CONLACT POINT ...ttt bbbttt b e bbb 19
OVErtime/Standby STALUS..........ccccveieieee et sreern 20
T Eot TN =TT TS 20
F Aol o1o 111 1 T o PR 21
LBAVE PAIAMETES ... ittt sttt et b ettt b b e b e e be e saeesbeenbeesbeesbeenbeas 21
Viewing leave reqUesSES . .. .. i 22
Viewing premium pay reqUESES . . . ..ottt 26
Aboutthe Leave Data page. .. ... ..ot 33
About the Set Employee Pay Period page ............ ... ... 34
SpPlIttiNg T&A 36
Deleting reCords . ... .o 38
Validating reCords. .. ... 39
About validation summary mesSages. . . . ..ottt 40
About the time card summary page . . ...t 40
About the Default Schedulepage........... ... .. i 42
Correcting T&A rEPOItS . ..o 43
About Locator INfo . ... ... 46
About the Certified T&AS Page . ... ..ot e e 47
About the Employee Profile page. ... 48

webTA 3.8 USDA Timekeeper’s Guide ii ©2009 Kronos Incorporated



About the Leave Audit report. .. ... 49

Adding emMpPloyeeS . ... 50
About Employee Profile pagefields . ........... . . . i 51
User ID and password fIeldS ........ccvooe i 51
NAME TIBIAS ...ttt ae e enes 52
E AU INEEINAI ID ... bbb 52
SUPEIVISOI'S USEI ID ...ttt 52
TIMEKEEPEI'S USEI ID ...ttt 52
(@] o= 10T 42 (o] o USSR 52
ACTIVE STATUS ...eeeieeeie ettt bttt bt e st ettt e s e e eenbeeneenes 52
Managing @CCOUNTS . . ...t 53
Modifying your Timekeeper profile. . ... . . 57
ADOUt WED T A rePOItS . . o 58
VIEW AQENCY STALUS FEPOMT ....c.vviieiieiieiieti sttt 58
Default SCNedUIE FEPOIT........e et 59
TEA SUMMAITES FEPOIT ...ttt ettt e e testesre e e e e e steseesneeneeseeeeis 59
Final TIMECArdS FEPOIT ......c.ee et sre e re e sre e re e nre s 59
N T 00T o] (o) =TI =T 10 o SRS S 59
Uncertified TiMeCards FEPOI ........cviiiie ettt sreeres 59
Unvalidated TimeCardsS MEPOI ..ot 60
Generating rePoOrtS . .. ..o 60
Generating the View Agency Status FEPOIT..........oviereririiinie et 60
Generating the Default Schedule report...........cooviiiiici s 61
Generating the T&A SUMMANIES FEPOI .......vcveieie et sre e enees 62
Generating the Final TIMeCards rePOIT ........cooveiiiiiriere et 64
Generating the New EMPIOYEE rEPOIT........coi i 65
Generating the Uncertified Timecards report ........ccocoveveeieeii e 66
Generating the Unvalidated Timecards repOrt..........cccveveveieeieeieie s 67
Delegating your webTA Timekeeperrole ......... ... ... ... 67
Taking over the Timekeeper role for an employee............................ 68

webTA 3.8 USDA Timekeeper’s Guide iii ©2009 Kronos Incorporated
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Introduction

The purpose of this document is to provide timekeepers information needed to use webTA for

fulfilling the Timekeeper role 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 Timekeeper Main Menu page opens when a timekeeper logs in.

1= webTA: Timekeeper Main Menu: com.threeis.web 1 1 <p - Windows In ternet Exp -II:I|_>§J

:Headtgiewl-';mes Tocls Help

Help Logout

Timekeeper Main Menu

Select | S w @Sl
LR Search For Employee
WETRI Add Employee

(roaemporee |
o |
Jweon |

User Functions
Delegate | Change Password I View Tasks (58) |

Employee | | Master Timekeeper | Supenisor |

Master Supenisor [ HR. Admin I Project Manager | Adrnir!|

Al

Z4KRONOS

This page provides access to all time and attendance functions for a timekeeper.

Timekeeper access to employee records is restricted to employees who are assigned to a given
timekeeper. For these employees, timekeepers can:

e Enter and validate T&A data on behalf of their employees
» Review an employee’s previously certified T&A data
» Manage an employee’s Employee Profile
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* Add new accounts
» View leave and premium pay requests
* Add new employees

Within webTA, there are specific types of employee information managed by the timekeeper. For
organizations that use timekeeper-based data entry, timekeepers enter time and attendance
information, including hours worked and hours absent.

Once all information for an employee in a given pay period is entered, the timekeeper validates the
time card.

Searching for employees as Timekeeper

The Search for Employee page for Timekeepers functions according to the description in
webTA Basics, except that the timekeeper has the options to search by:

» Employee’s timekeeper
« T&Atype
e Pay period

Refer to webTA Basics for detailed information on searching.

If the timekeeper is a delegate for more than one timekeeper, or if they are both an actual timekeeper
and 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 time cards to those records meeting these criteria:

» Corrections displays time cards in the system that have been corrected.

» 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 other activities for the list of returned
employees.
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Selecting employees

Most Timekeeper tasks are managed from the Timekeeper Select Employee page, which opens when
you click Select on the Timekeeper Main Menu page.

webTA: Timekeeper Select Employee: com.threeiswebta.P410selEmp . 1ol x|
File Edit Wew Go Bookmarks Tools  Help
Help Logout
[ status | Employee | User1d |pay period|Timakeeper|supervisor]
(o) MIN, DEM DEMMIN 18 - 2006 ADMIN ADMIN
®) MIM, D DADMIMN 18 - 2006  ADMIN ADMIN
9 Amini, Te AMIN 17 - 2006  ADMIN ADMIN
9 AMIN, 55 SSAMIN 158 - 2006 ADMIN ADMIN
 ¥al by Tkp Uer, Su SUSER 18 - 2006  ADMIN ADMIN
Selected TaA
Edit T&A i TE&A Profile | Leave I Set Pay Period | Delete I “alidate i Summary I
Selected Employee
Default Schedule | Correction | Locator Info | Certified TaAs | Emp Profile | Leave Audit I
Walidate All | Return
Z4KRONOS
=
| Dane ‘ webka.kronos.cam (72

The page contains a list of employees who are directly assigned to you or delegated to you, along with
buttons that give you access to activities associated with processing information for employee time
cards.

If you have both directly assigned and delegated employees, directly assigned employees are shown
first.

In the employee list, entries designated by (C) to the right of Pay Period are corrected time sheets.

The Status column of the employee list contains a status indicator for each time card. The column can
contain one of these status types:

* No Profile — The T&A profile must be set by the Master Timekeeper for this employee for this
pay period before other operations can be performed.

» Val by Emp — The employee has validated this record.
* Val by Tkp — The employee’s timekeeper has validated this record.
* Val by MstrTkp — The Master Timekeeper has validated this record.

» Certified — This record has been certified by the employee’s supervisor, and is ready to be
built.

* No Data - A T&A profile for the employee exists, but no T&As have been entered.
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Two groups of buttons follow the employee lists:

e Those in the Selected T&A section apply to the selected T&A.
» Those in the Selected Employee section apply to the selected person.

If there are multiple records for an employee, a regular T&A and one or more corrections, it doesn’t
matter which of the T&As you select for the list of functions.

The Validate All button is not associated with a selected record, but when clicked, validates records
for the entire list of selected employees.

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 and account or other project information for time and attendance
transactions.

To enter time worked for an employee:

1. Select, or search for and select, the employee.

If you searched for the employee, the Search Results page opens. If you chose to select the
employee, the Select Employee page opens listing the employees who you are timekeeper for.

=0l x|

webTA: Timekeeper Select Employee: com.threeis.webta.P410selEmp

File Edt Wew Go Bookmarks Tools Help

Help Logout

Timekeeper Select Employee
[~ stotus | Employee | Userid _|pay period|Timekeeper|supervisor]
[C =

MIN, DEM DEMMIMN 18 - 2006  ADMIN ADMIM
o) MIN, D DADMIN 18 - 2006  ADMIN ADMIN
) amini, Te AMIN 17 - 2006  ADMIN ADMIN
L8 AMIN, 55 SEAMIN 18 - 2006  ADMIN ADMIM
 wal by Tkp Uer, Su SUSER 18 - 2006  ADMIM ADMIN

Selected TaA
Edit T&A I T&A Prafile | Leave i Set Pay Period | Delete I Validate I Sumrmary i

Selected Employee
Default Schedule I Caorrection | Locator Info I Certified T8As | Emp Profile I Leave Audit |

Walidate All Return I

Al

4KRONOS
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2. Ineither the Search Results or Select Employee page, click to select the employee line whose time
you want to enter, then click Edit T&A.
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The employee’s T&A Data page opens.

=10l x|
Be Bk Yew Favokes Lok teb | &
Help _Logout =
T&A Data
Ham. Te Amini Fay Pariad: 22 10ck 20, 2008 to New 5, 2008
Tinwe Card Typas Regular Leave Vear 2008
oot How | | Movw
p T 2612712029 f30 iAo z i3 is is 8
nnnnnnnnn ;5 e s 1w T lw T !e!s lwmils!m PW T D F 5 |wWk2|Total
Work Time
E3 i lizzaimize $10:00 10:00 10:00! 1000 . <00|80:
s o | A T !«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; [40:00] 710:00/10:0010:00/10:00, [+0:00[20:00
Leave and Other Time
(16 Leave and Other Time transactions! ]
Daily Tetal | 10:00/10:00110:00:10:00" [40:00]
Dollar Dellar Amosen |Remarks: |
Transacth JAccoust Description] Wi | Wk2
E3 | 111111119 i
Incentive Pay
=X | AMS Tast Account
Uﬁdatel Save/Retum I Vaiﬂetel Can:ell
=
€4KRONOS a2

3. Type the hours, by date, for the appropriate transaction in the Work Time section.
See the guide webTA Basics for details about how webTA handles time entry.

4. If you want to update the T&A Data page, but do not want to close the page yet, or if want to do
further work with the employee’s T&A data, click Update.

-OR -

If you are finished entering or editing the T&A data, click Save/Return.

To add a new work time transaction:

1. Select, or search for and select, the employee.

If you searched for the employee, the Search Results page opens. If you chose to select the
employee, the Select Employee page opens listing the employees who you are timekeeper for.
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webTA: Timekeeper Select Employee: com.threeis.webta P410selEmp

File Edt Wew Go Bookmarks Tools Help

=0l x|

Help Logout

Timekeeper Select Employee
[ status |

MIN, DEM DEMMIN 18 - 2006
(el MIN, D DADMIN 18 - 20086
e Amini, Te AMIN 17 - 2006
@ AMIN, 55 SS5AMIN 18 - 2006
 Val by Tkp Uer, Su SUSER 18 - 2006

Selected TeA
Edit T&A | T8A Profile | Leave | Set Pay Period || Delete

Employoe | —Usor 14 [Poy Period]limekeeper|Supervisor

ADMIN ADMIM
ADMIN ADMIN
ADMIN ADMIN
ADMIN ADMIM
ADMIN ADMIN

I Validate | Sumrmary |

Selected Employee
Default Schedule I Correction | Locatar Info I Certified T&As |

Emp Profile I Leave Audit |

Walidate All Return |

£4KRONOS

| Done
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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

| B gt pew Favemker Todk pee

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

Help Logout

Uﬁdatal Save/Retum I Vai(htel Canve'l

T&A Data
Hamas Te Amin Bay Pariads 22 1 Ot 26, 2008 te Nev B, 2008
Time Card Typas Regular Leave Vear 008
[ ] Ee R SRS
R 26 2:i3i4 18167108
[ i i i i
|'”‘""“'°" e I s wii| § I M I T iw TR s |wk2 Ihnl]
Work Time
T fyar® T ' ! !
= Dol lizza12129 | . " 100 10:0010: 00 1 '
5o | At LI AL hscourq |m.on 10:0010100,10:00;10:00 +0:00/80:00]
ew ] Werk Time Total | 110:00!10:00/1 0 [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/ 10 100! [40:00] 710:00010:00'10:00/10:00" 40:00[20:00
Dollar Dellar Amaset | Remarks: | |
Transaction Accoust Description] Wi | W2
[ Edt | 111111119 i
Incentive Pay
[ Del | AMS Test Account
FETTITEI)
m Travel Reimbursemant,
[ et | AMS Tast Account
= Total |

£4KRONOS

L |

3. Inthe Work Time section, click New.

The New Work Time Activity page opens.
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5 http://narcissus.kronos.com:8899 - webTA: New Work Time Activity: com.threeis.webta.ps =|0] x|
Fle Edt Vew Favortes Took Heb | A

=l

Help Logout

New Work Time Activity

UG UEE O Yl |01 - Regular Base Pay =|

(e [
EC
&l Cancel I

£4KRONOS

=

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

The Work Time section on employee’s T&A Data page displays the new transaction.

To add a new Leave and Other Time transaction:

1. Select, or search for and select, the employee.

If you searched for the employee, the Search Results page opens. If you chose to select the
employee, the Select Employee page opens listing the employees who you are timekeeper for.

webTA: Timekeeper Select Employee: com.threeis.webta.P410selEmp - 13l x|

File Edit Wew Go Bookmarks Tools  Help

Help Logout

Timekeeper Select Employee
[ [ status | _Employee | userid |Pay period|Timekeeper|supervisor]
fol

MIN, DEM DEMMIN 18 - 2006  ADMIN ADMIN
®) MIN, D DADMIN 18 - 2006  ADMIN ADMIM
s Afnini, Te AMIN 17 - 2006  ADMIN ADMIN
1 AMIN, S5 SSAMIN 18 - 2006  ADMIN ADMIN
= Val by Tkp Uer, Su SUSER 18 - 2006  ADMIN ADMIM

Selected Taa
Edit T&A | T&A Prafile | Leave | Set Pay Period | Delete I Validate | Summary |

Selected Employee
Default Schadule I Correction | Locatar Infa I Certified TRAs | Emp Profile I Leave Audit |

Walidate All Return |

4KRONOS

Al

|Done webka.kronos.com (%)

2. Click to select the employee, then click Edit T&A.
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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

=10l x|
Ble Edt Yew Fagvertes ok Heb | &
Help_Logout =
T&A Data
Hamas Te Amin Fay Pariad: 22 1 Ot 26, 2008 te Nev B, 2008
Tieme Card Typas Fegular Leave Year 2008
I— p ooy O e [EEE] =
; i 26 27 {208 ;29 {90 (W} 1 zi3ieisis e
ransaction  [PhShAccount s W T !wiT!Fis (wilsimiT!iw!T!e! s [whzlrea
Work Time
E3 P 123412129 ! i ] I I |/ { 1 ! {
B[P e L s T k“m! 10:06/10:00 10:00 10:00 : 40:00 10:0010100,10:00;10:00 i +0:00/80:00]
ew ] Work Tima 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
(s Leavs ad Other Time transactions) |
Daily Tetal | 10:00/10:00110:00:10:00" i [40:00] 710:00010:00'10:00/10:00"
Dollar Dellar Amosen |Remarks: | |

Transaction Accoust Description] Wi | W2
111111119 1
incentive Pay
AMS Test Account

[t |
=1
| Edt | 111111119
o= ]

Travel Reimbursament:
AMS Test Account

[Hew | Total |

Uﬁdatel Save/Retum I Vaiﬂetel Can:ell

E4KRONOS

3. Inthe Leave and Other Time section, click New.
The New Leave and Other Time Activity page opens.

ZJ http://narcissus.kronos.com:8899 - webTA: New Work Time Activity: com.thre
File Edt Yiew Favorites Tools Help

=10fx]

By |
3

New Leave and Other Time Activity

|35 - Union Contract Negotiation j
—
MISEIECI An Account 'I

[ =

S4KRONOS

=

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 Leave and Other Time section of employee’s T&A Data page changes to reflect the
modifications you made.

To add a new dollar transaction:

1. Select, or search for and select, the employee.

If you searched for the employee, the Search Results page opens. If you chose to select the
employee, the Select Employee page opens listing the employees who you are timekeeper for.

webTA 3.8 USDA Timekeeper’s Guide 8 ©2009 Kronos Incorporated



webTA: Timekeeper Select Employee: com.threeis.webta P410selEmp

File Edt Wew Go Bookmarks Tools Help

=0l x|

Help Logout

Timekeeper Select Employee
[ status |

MIN, DEM DEMMIN 18 - 2006
(el MIN, D DADMIN 18 - 20086
e Amini, Te AMIN 17 - 2006
@ AMIN, 55 SS5AMIN 18 - 2006
 Val by Tkp Uer, Su SUSER 18 - 2006

Selected TeA
Edit T&A | T8A Profile | Leave | Set Pay Period || Delete

Employoe | —Usor 14 [Poy Period]limekeeper|Supervisor

ADMIN ADMIM
ADMIN ADMIN
ADMIN ADMIN
ADMIN ADMIM
ADMIN ADMIN

I Validate | Sumrmary |

Selected Employee
Default Schedule I Correction | Locatar Info I Certified T&As |

Emp Profile I Leave Audit |

Walidate All Return |

4KRONOS

=
=

| Done
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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

| B gt pew Favemker Todk pee

Help Logout

Incentive Pay

111111119
AMS Test Account

Travel Reimbursemant,

[t |
EX
[Eat |
el ]

110111119
AMS Test Account

Total |

T&A Data
Hamas Te Amin Bay Pariads 22 1 Ot 26, 2008 te Nev B, 2008
Time Card Typas Regular Leave Vear 008
| o ThHow | |  Hav 7 IFERSET:
R 26127 28 29t 30! A ziaiainisizis
[ i i i i i i i i i i
|'”‘""“'°" Phutighersam I s S s e S g O w1 | S e e e s ey e g wkzlhnl]
Work Time
Pl hizzaizizs | }10:00 10:00 10:00 i 7 ’ 100 10:0010:00 ' "
5o | At LI AL hscourq 10:06/10:00 10:00 10:00 |m.on 10:0010100,10:00;10:00 +0:00/80:00]
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
| [Ma Leave asd Other Time transactions) |
Daily Tetal | 10:00/10:00110:00:10:00" [40:00] 710:00010:00'10:00/10:00" 40:00[20:00
Dollar Dellar Amaset | Remarks: | |
Transaction Accoust Description] Wi | W2

Uﬁdatal Save/Retum I Vai(htel Canve'l

£4KRONOS

3. Inthe Dollar Transactions section, click New.

The New Dollar Transaction Activity page opens.
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ahtln rnarclssuslrrnnos cnm8399 weﬁT& Newwntk l'lmeMMrc n.threeis.wel 301slin -|U[ﬂ|
Fle Edt View Favortes Ioals Help [Petp: inercissus.kronos.c - webTA: New Work Time Activity: com.t

=

New Dollar Transaction Activity

|1? Mass Transit Subsidy j

£4KRONOS
=

4. Enter the information for the new transaction by selecting Transaction Code and Account lists,
then click Save.

The Dollar Transactions section of the employee’s T&A Data page changes to reflect the
modifications you made.

To edit a work time transaction:

1. Select, or search for and select, the employee.

If you searched for the employee, the Search Results page opens. If you chose to select the
employee, the Select Employee page opens listing the employees who you are timekeeper for.

webTA: Timekeeper Select Employee: com.threeis.webta.P410selEmp . ,_ =10 5[

File Edit Wew Go Bookmarks Tools Help

Help Logout

Timekeeper Select Employee
e | e e

MIN, DEM DEMMIN 18 - 2006  ADMIN ADMIN
(8 MIN, D DADMIM 18 - 2006 ADMIN ADMIN
i Amini, Te AMIM 17 - 2006  ADMIN ADMIN
@ AMIN, 55 SSAMIN 18 - 2006  ADMIN ADMIN
© Wal by Tkp Uer, Su SUSER 18 - 2006 ADMIN ADMIN

Selected TaA
Edit T&A | T&A Profile I Leave I Set Pay Period | Delete | “alidate | Summary I

Selected Employes
Default Schedule | Carrection | Locator Info | Cenified T&.As | Emp Prafile | Leave Audit I

\/ahdateAIIl Return

£4KRONOS

‘ Daone ‘ webta kronos.com (%) 2

2. Click to select the employee whose time you want to edit, then click Edit T&A.
The employee’s T&A Data page opens.

webTA 3.8 USDA Timekeeper’s Guide 10 ©2009 Kronos Incorporated



>

4 http://narcissus.krones.com:B899 - webTA: T&A Data: com.threeis.webta.P430skineDataTAPay - Microsolt Internet Explorer S ___' =10]
B Ok Pew Favotes Iock feb | &

Help Logout

T&A Data
Hamar Ta Amini Py Pariad: 221 Ock 26, 2008 b Mev 6, 2008
Tienw Card Typa: Regular Laave Yaar: o008
G | =R
; iy 26027128 129 1301 A ;1 - TR R T B
e U ik i ot £ 1M T W T F s |Wi|® M T w T F 5 |We2|To
Work Time
| Ect | HEERT : ! ! ! : 1 : : : 1
o 110100 10500 10506 105 - i . |
| N LR mem! 006 10r0 von 1000 100 100610081006 1000 | |4biaojanion
ew | Work Tima Total [ 110:00/10:00/10:00/80:00, | |40:00) 10:0010:0010:0010:00, | [40:00[20:00
Leave and Other Time
(s Leavs ad Other Time transactions) s
Daiby Total | 110:00/10:00110:00110:00, | [40:00 10:00/10:0010:0010:00, |
Dollar Transactions ["Detlar dmowen |[Remarks: | |
-.-

Accowst Daseription] Wkl | W2
111111119 1

LEot AR

[ Del | AMSE Test Account
FETTTTSED)

BT (i Remburs e

[ Dot | AMS Tase Account

Total |

Update |  SaveRetum | wabidate | Cancel |

£4KRONOS i

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

The Edit Work Time Activity page opens.

- http:/ /narcissus.kronos.com:B899 - webTA: Untitled: com.t bta.P4302 it - Micr =10] x|
Ble Edt Wew Favortes ook Hep L
E
Help Logout
Edit Work Time Activity
MG UCE ARt Gl (01 - Regular Base Pay =l
oo
[123412129 (aMS Account) =]
Sml 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 Work Time section on the employee’s T&A Data page changes to reflect the modifications
you made.

To edit a Leave and Other Time transaction:

1. Select, or search for and select, the employee.

If you searched for the employee, the Search Results page opens. If you chose to select the
employee, the Select Employee page opens listing the employees who you are timekeeper for.
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webTA: Timekeeper Select Employee: com.threeis.webta P410selEmp = E||5|
File Edt Wew Go Bookmarks Tools Help
Help Logout
[~ | status | Employee | userid |pay eriod|Timekesper]supervisor]
i~ MIN, DEM DEMMIMN 18 - 2006  ADMIN ADMIM
o) MIN, D DADMIN 18 - 2006  ADMIN ADMIN
) amini, Te AMIN 17 - 2006  ADMIN ADMIN
L8 AMIN, 55 SEAMIN 18 - 2006  ADMIN ADMIM
 wal by Tkp Uer, Su SUSER 18 - 2006  ADMIM ADMIN
Selected TeA
Edit T&A | T&A Prafile | Leave | Set Pay Period | Delete I Validate | Sumrmary |
Selected Employee
Default Schedule I Caorrection | Locator Info I Certified T8As | Emp Profile I Leave Audit |
Walidate All Return |
=
£4KRONOS
| Done
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Click to select the employee, then click Edit T&A.
The employee’s T&A Data page opens.

3 http://narcissus kronos.com:B899 - webTA: TEA Data: com.threeis.webta.P430skineDat aTAPay - Microsolt Internet Explorer = ﬂ]ﬁl
Ble Edt Yew Fagvertes ok Heb | &
Help_Logout =
T&A Data
Hamas Te Amin Bay Pariads 22 1 Ot 26, 2008 te Nev B, 2008
Time Card Typas Fegular Leave Vean 2008
| N | ] Her ;
R 26 1 2:i3i4 18167108
[ FIRC S IR
|'”‘""“'°" e I s s (wi] s imiTiwiv!lels wkzlhnl]
Work Time
=3 P 1123412129 | : : H
5o | At LI AL i«wm! |40:00 10:0010100,10:00;10:00 +0:00/80:00]
ew ] Werk Time Total | [40:00] 710:00/10:0010:00/10:00, [+0:00[20:00
Leave and Other Time
(s Leavs ad Other Time transactions) |
Daily Tetal | 10:00/10:00110:00:10:00" [40:00] 710:00010:00'10:00/10:00" 40:00[20:00
Dollar Dellar Amaset | Remarks: | |
Transaction Accoust Description] Wi | W2
1 1
BT |, e vy Uit
[ Del | AMS Test Account
| Edt | 111111119
Travel Reimburs ament
[ s Test Acceunt
= Total |
Update |  Saveetum | Vabidate | Cancel |
=
£ 4KRONOS =l

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

The Edit Leave and Other Time Activity page opens.
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3 webTa: Untitled: com.threeis.webta,P4302slineEdit - Mozilla Firefox
Ele Edt Vew @ Pookmarks Took el

-loix|

Help Logout

Edit Leave and Other Time Activity

on Code [51 - Annual Leave _:j
T
ETE—
[6000000000000 (No Description) =]
_Save | _Cancel |
E4KRONOS
| Done. | webtabronos.com =

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 Leave and Other Time section of the employee’s T&A Data page changes to reflect the
modifications you made.

To edit a dollar transaction:

1. Select, or search for and select, the employee.

If you searched for the employee, the Search Results page opens. If you chose to select the
employee, the Select Employee page opens listing the employees who you are timekeeper for.

webTA: Timekeeper Select Employee: com.threeis.webta P410selEmp - 13l x|

File Edit Wew Go Bookmarks Tools  Help

Help Logout

Timekeeper Select Employee
[ [ status | _Employee | userid |Pay period|Timekeeper|supervisor]
fol

MIN, DEM DEMMIN 18 - 2006  ADMIN ADMIN
®) MIN, D DADMIN 18 - 2006  ADMIN ADMIM
s Afnini, Te AMIN 17 - 2006  ADMIN ADMIN
1 AMIN, S5 SSAMIN 18 - 2006  ADMIN ADMIN
= Val by Tkp Uer, Su SUSER 18 - 2006  ADMIN ADMIM

Selected Taa
Edit T&A | T&A Prafile | Leave | Set Pay Period | Delete I Validate | Summary |

Selected Employee
Default Schadule I Correction | Locatar Infa I Certified TRAs | Emp Profile I Leave Audit |

Walidate All Return |

£4KRONOS

| Done webka.kronos.com (%)

2. Click to select the employee whose time you want to edit, then click Edit T&A.
The employee’s T&A Data page opens.
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A hatp://narcissus.kronos.com:B899 - webTA: TéA Data: com.threeis.webta.P430skineDataTAPay - Microsoft Internet Explorer (=[]
8
B g Yew Fpomes Jook Hep | &
-
Help Logout ml
T&A Data
Hama: Ta Amini Fay Pariod: 22 1 Uck 26, 2008 te New 8, 2098
Tienw Card Typa: Regular Laave Yaar: o008
G | =R
; iy 26027128 129 1301 A ;1 T IO T AT
e U ik i ot £ 1M T W T F s |Wi|® M T w T F 5 |We2|To
Work Time
L=l RegularBase payl | 12BN | adinodines 40100 10:00 10,00 10,00 10100 4000|s0i00
el | o AMBTaatAccewny TR e |
ew | Work Tima Total [ 110:00/10:00/10:00/80:00, | |40:00) 10:0010:0010:0010:00, | [40:00[20:00
Leave and Other Time
(Mo Laavs sad Othar Thma ranzactlens) s
Daily Total | 110:00710:0010:00710:000 | [40:00) 10:00°10:00'10:0010:00
Dollar Transactions Dellar Amowen. |[REmarks: | |
T Accowst Daseription] Wkl | W2
=N | AMS Tast hecount |
= arsl Retrnbavsssead L LLELS
[ Dot | AMS Tase Account
Total |
Update SaveiFatum I \.ramtal Cam:ell
N =

3. Inthe Dollar Transactions section, click Edit next to the transaction you want to edit.

The Edit Dollar Transaction Activity page opens.

2 http://narcissus.kronos.com:8899 - webTA: Untitled: _ i - Microsoft Inte... |5 ol x|
fle Edk View Favortes Tooks Help | A
=l
Edit Dollar Transaction Activity
|1?Ir - Travel Reimbursement EI
Je=al [
£4KRONOS
=

4. Enter the new information for the transaction by selecting it from the Transaction Code and
Account lists, then click Save.

The Dollar Transactions section on the employee’s T&A Data page changes to reflect the
modifications you made.

Entering work or leave time

Daily hours are recorded as hours and minutes, in 15 minute increments.

You can either enter the number of hours, a colon, then the number of minutes, or you can enter the
time as decimal fraction. webTA will convert decimal hours to hours and minutes and round entries to
the nearest 15 minute increment. For example, webTA converts 3.5 to 3:30 and 3:12 to 3:15.
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To enter work or leave time for an employee:

1. Select, or search for and select, the employee.

If you searched for the employee, the Search Results page opens. If you chose to select the
employee, the Select Employee page opens listing the employees who you are timekeeper for.

webTA: Timekeeper Select Employee: com.threeis.webta.P410selEmp

ol x|

File Edit Wew Go Bookmarks Tools  Help

Help Logout

Timekeeper Select Employee
[ [ status | _Employee | userid |Pay period|Timekeeper|supervisor]
-

MIN, DEM DEMMIN 18 - 2006  ADMIN ADMIN
®) MIN, D DADMIN 18 - 2006  ADMIN ADMIM
s Afnini, Te AMIN 17 - 2006  ADMIN ADMIN
1 AMIN, S5 SSAMIN 18 - 2006  ADMIN ADMIN
= Val by Tkp Uer, Su SUSER 18 - 2006  ADMIN ADMIM

Selected Taa
Edit T&A | T&A Prafile | Leave | Set Pay Period | Delete I Validate | Summary |

Selected Employee
Default Schadule I Correction | Locatar Infa I Certified TRAs | Emp Profile I Leave Audit |

Walidate All Return |

£4KRONOS

|Done webka.kronos.com (%)

2. Click to select the employee, then click Edit T&A.
The employee’s T&A Data page opens.

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 2008
. GG . A P 1 o . .

; ;m;s’“:'& 26 127 (28t 29 ;30 031 L zZha 4 LIS RO )
ransaction  [PfusfuAccount [s twirviwirc!r!ls |mils!m!is!iwtis!er!s wzltom
Work Time

| Ede | P 123412129 ! i ] I I |/ 1 !

s o | A T k“m! 16:00 10:00) 10:00) 10:00 : 40:00 10:0010100,10:00;10:00 +0:00/80:00]
= Work Tima 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
(Ms Leave and Other Time transactions) ]

Daily Tetal | 110:00!10:00/10:00!10:00 T [40:00] 710:00010:00'10:00/10:00" H [40:00[20:00
Dollar [Remarks: | ]
[ Transaction _Accowst Description] Wki | Wiz
[ Edt | 111111119 i
Incentive Pay
[ Dol | MM Test Account
FETTITEI)
BN ... Reimbursameen
[ et | AMS Tast Account
Tota
Update | SaveRetum | Validate | Cancal |

3. Ineither the Work Time or Leave and Other Time section, click in the box for the date for which

you want to record time.
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4. Type in the leave or work time for that date.
5. If necessary, repeat Steps 3 and 4 for further work time or leave time transactions.

6. If you want to update the page to reflect your changes, but do not want to close the employee’s
T&A Data page yet, click Update.

-OR -

If you want to save your work and return to the Timekeeper Select Employee page, click
Save/Return.

Editing work or leave time

Daily hours are recorded as hours and minutes, in 15 minute increments.

You can either change a date’s work or leave hours by entering the number of hours, a colon, then the
number of minutes, or enter the time as decimal fraction. webTA will convert decimal hours to hours
and minutes and round entries to the nearest 15 minute increment. For example, webTA converts 3.5 to
3:30, and 3:12 to 3:15.

To edit work or leave time:

1. Select, or search for and select, the employee.

If you searched for the employee, the Search Results page opens. If you chose to select the
employee, the Select Employee page opens listing the employees who you are timekeeper for.

= =0l x|

webTA: Timekeeper Select Employee: com.threeis.webta.P410selEmp

File Edt Wew Go Bookmarks Tools Help

Help Logout

Timekeeper Select Employee
[~ stotus | Employee | Userid _|pay period|Timekeeper|supervisor]
[C =

MIN, DEM DEMMIMN 18 - 2006  ADMIN ADMIM
o) MIN, D DADMIN 18 - 2006  ADMIN ADMIN
) amini, Te AMIN 17 - 2006  ADMIN ADMIN
L8 AMIN, 55 SEAMIN 18 - 2006  ADMIN ADMIM
 wal by Tkp Uer, Su SUSER 18 - 2006  ADMIM ADMIN

Selected TaA
Edit T&A I T&A Prafile | Leave i Set Pay Period | Delete I Validate I Sumrmary i

Selected Employee
Default Schedule I Caorrection | Locator Info I Certified T8As | Emp Profile I Leave Audit |

Walidate All Return I

4KRONOS

Al

| Bone webta.kronos.com (%)~

2. Click to select the employee, then click Edit T&A.
The employee’s T&A Data page opens.
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'alvlm:."."'n- sssssssss kronos. .com:B899 - webTA: TEA Data: comthreeis.webta.P430skineDat aTAP ay - Microsoft Internet Explorer SR = ﬂ]!‘
B E® Wew Fugwoes Jodk e | &

Help Logout

T&A Data

Ham. Te Amini Fay Pariad: 22 10ck 20, 2008 to New 5, 2008

Time Card Typas Regular Leave Vear 2008

T Oct + How | [
p ik 2612712029 f30 iAo z baibadiaid s dig g
nnnnnnnnn Bl e s W T !wiT!Fis (wilsimiT!iw!T!e! s [whzlrea
Work Time

E3 P 123412129 ! i ] I I |/ { 1 ! {

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 ] Work Tima 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

(rés Leave sod Cther Time transactions) |
Daily Tetal | 10:00/10:00110:00:10:00" i [40:00]
Dollar Dellar Amosen |Remarks: | |
Transaction Accoust Description] Wi | W2

[ Edt | 111111119 i

Incentive Pay
[ Del | AMS Test Account

111111119

BN [t reimbursamess
[ et | AMS Tast Account

iow ot

Uﬁdatel Save/Retum I Vaiﬂetel Can:ell

E4KRONOS 2

In the Work Time or Leave and Other Time section, highlight the time that you want to change.
Type in the new time for that date.

If you want to modify additional times, repeat Steps 3 and 4.

o ok~ w

If you want to update the page to reflect your changes, but do not want to close the employee’s
T&A Data page yet, click Update.

-OR -

If you want to save your work and return to the Timekeeper Select Employee page, click
Save/Return.

About the T&A Profile

An employee’s T&A Profile opens by clicking T&A Profile after selecting an employee on the
Search Results page or the Timekeeper Select Employee page.
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bt/ /narcissus kronos.com-8899 - web TA: TBA Profile: com threeis.webta P420dataT AEmg - Microsolt Internet B
B B Yew Favorkes Dok Hep w

T&A Profile

Hara! Te Amiss Pay Pened! 22 1 Dt 26, 2008 te Nov 8, 2008
Tiene Card Typat Regular Leava Yeun 2008

Status Change

Status Change Type |[UGETRES
Status thange Doy [HELEY bt

Work Schedule

m General Schedule (req)

mﬁ

FSA

1—

uum-)sunm Status

INnﬂe =
 standby hurviask s

 standiywnrvioak2 |

| stnr/ao |

HMiscellaseous

oath Of Office [

[ roateeree g

o i
m Restore from Default vI

Accounting

[y -

oved Leave
l‘lu umr (VLR
Appenved Leave

ecipisnt (ELTP)

Home Leave Accrual Rate INons
Home Leave Start Date | ;l
Hasse Leave End Date I 5 |

£4KRONOS
=

The information on the T&A Profile page identifies an employee's basic payroll profile, including tour
of duty and pay plan. An employee’s T&A Profile can be edited by the timekeeper.

Additional fields are available for special case T&A reporting. The sections that follow detail
segments of the T&A Profile page.

Status Change

Status Change

Status Change Type |IREGENAS
Status Change Day  ||RE4E] -

The fields in the Status Change section of the T&A Profile are used to indicate status changes in an
employee’s profile information.

webTA 3.8 USDA Timekeeper’s Guide 18 ©2009 Kronos Incorporated



Status Change Type indicates 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 in a given pay
period.)

The Status Change Day is used to determine the day of the status change. If the Status Change Type
is set to End or Start, a day must be selected to show the day of the change. The field contains fourteen
selections, one for each day of the pay period. If no status change is needed, the field should be set to
None.

Work Schedule

Work Schedule

| G3 General Schedule j
[outy rours (eI
|4Tenfh0urDays ;I

All Work Schedule section fields must be completed before the T&A Profile form can be saved.
These are the fields in the section:

» Pay Plan displays the pay plan.
e Tour of Duty displays the tour of duty.
» Duty Hours displays the employee's scheduled biweekly hours.
For full time employees this number should usually be 80.
»  Work Week displays the employee’s regular hours.
» Alternative Schedule displays the alternative or compressed work schedule.

Contact Point

GContact Point

Hos
o
[rimekesrer (R
r

The Contact Point section of the T&A Profile is populated from the employee’s timekeeper’s
Timekeeper Profile. All Contact Point fields are required fields. These are the fields in the Contact
Point section:

* Agency — The employee’s agency

» State — The state code

» Town - The 4-digit town code for the employee’s duty station
* Unit - The 2-digit NFC Unit code

» Timekeeper — Your 2-digit unit Timekeeper code
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If the employee’s contact point information changed during a pay period, the New Contact Point
check box is selected.

Overtime/Standby Status

Overtime/Standby Status

[Standoy Hr/woek 1 [N
[Standoy Hro/week 2 [N
[Standby/a00 o |

RSO/Salary Cap — The Timekeeper or Master Timekeeper must enter an employee's regularly
scheduled overtime hours in the first, the second, or both weeks of the pay period. This field is also
used to indicate employees who are authorized to exceed the salary cap.

Standby Hrs/Week 1 and Standby Hrs/\Week 2 — Employees may be entitled to premium pay for
standby duty. Hours must be requested and approved by a personnel action. Entries are only required
for the pay periods during which the standby hours begin, change, or end. The Timekeeper or Master
Timekeeper must enter the number of Standby or AUO hours in the appropriate field.

Standby/AUO Percent — The Timekeeper or 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

Miscellaneous

r
r
r
Exception Processing *

Oath of Office — Select this option if this is the first T&A for this employee within your agency (that
iS, an accession to duty).

Final Report — Select this option if this is the last T&A for this employee (that is, a separation from
duty).

On Hold - Clear this check box when a T&A 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 T&A is generated until you deselect the check box.

Retain Data - These options lets the Timekeeper and Master Timekeeper control how much and what
type of data is maintained from one pay period to the next. The options available include:

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

e TCs and Accounts to delete only the hours while retaining the transaction information and
accounting
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» 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

* webPT Except. P is used by agencies (not USDA) that use a program called webPT to enter
time, and should be ignored

Accounting

Accounting
Manual Account Entry [Ko

Stored Account (NFC) [

Local Account {Local) K

Selecting the Manual Account Entry option has the employee or timekeeper choose the account
individually for each transaction included in the time card.

Selecting the Stored Account (NFC) option processes all transactions using the account stored by
NFC. The account is not set in the build file, and the account section on the time card shows “Using
Stored Account” instead of showing the actual account. All time card transactions use the same
account.

Selecting the Local Account (Local) option sets the system so that the employee always uses the same
account number from accounts stored locally (not stored at NFC).

Selecting from the Account list applies the account to the T&A when Stored Account (NFC) or Local
Account (Local) has been selected.

Leave Parameters

Leave Parameters

Service Computation Date INtN 20 2008
: (n]
2 [n]

Override Leave Ceiling r
Approved Leave N
Recipient (VLTP)

Approved Leave x
Recipient (ELTP)

Home Leave Accrual Rate |None |

Home Leave Start Date | ]
Home Leave End Date |

Service Computation Date is used to determine the employee's annual leave earning category. When
this field is filled in by the Master Timekeeper, webTA automatically adjusts the annual leave category
when 3 and 15 years of service have been reached.

Override Lv Category is used to set the Annual Leave Category for the employee. By default the
Annual Leave Category is calculated based upon the Service Computation Date, and is not editable.
The Master Timekeeper may override the default Annual Leave Category by selecting the Override
Lv Category check box, and then selecting the Annual Leave Category from the list.
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Override Leave Ceiling — The timekeeper can set an alternative leave ceiling for an Employee.
Selecting this option overrides the automatic reset of the leave ceiling at the end of the calendar year,
preserving the override value.

Approved Leave Recipient (VLTP) — Indicates if, in the pay period, the employee is eligible for
Voluntary Leave Transfer time.

Approved Leave Recipient (ELTP) — Indicates if, in the pay period, the employee is eligible for
Emergency Leave Transfer time.

Home Leave Accrual Rate — The timekeeper can set an alternative home leave accrual rate for an
Employee. Selecting this option overrides the automatic reset of the accrual rate at the end of the
calendar year, preserving the override value.

Home Leave Start Date — The first date the employee is eligible for home leave.

Home Leave End Date — The last date the employee is eligible for home leave.

Viewing leave requests

You can choose to view only your employees’ leave requests, only delegated employees’
leave requests, or all requests in a list or in a calendar format.

To view leave requests as a list:

1. On the Timekeeper Main Menu page, click Leave/Prem Pay.

The Leave/Prem Pay Request Menu page opens.

Wt/ /narcissus kronos.com:BBY9 - webTA: Leave, Prem Pay Request Menu: comthe =101x|
Ede Edk Yew Favorkes Jooks Help e
=
Help Logout
Leave/Prem Pay Request Menu
Leave Requests
Retum |
E£4KRONOS
H

2. Click Leave.

The Current Leave Requests page opens listing pending requests for all employees for whom you
are the timekeeper.
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3.

“Bihttp://narcissus.kronos.com:B899 - webTA: Current Leave Requests: com.threeis.webta P4S2leaver
Ble Bt View Fyvortes Took el

=lojx]

)
.“r

Current Leave Requests

Change Employese Type TR |  Update
Change Request Type m Update

Nov 04 2008 Nov 04 2008,
View |Pending  |fred uptown (FRED2008)  Annual Leave (2008-22) | (2008-22)

View [Pending ORI GISH (GISHL) Annual Leave "f‘z“ogg_?zgo)a "f‘z"'ogg_?zgo)s

Nov 07 2008 [Nov 07 2008
Vi
tew |Pending  LORI GISH {GISHL) Aannual Leave (2008-22) | (2008-22)

. . MNow 28 2008 Nov 28 2008
View [Pending | The Administrator (ADMIN) Annual Leave (2008-24) | (2008-24)

Dec 05 2008 Dec 05 2008
Wiew |Pending  |fred uptown (FRED2008) Sick Leave (2008-24) | (2008-24)

Calendar View Retum

E4KRONOS

Help

| [statusl*lEmployeel+] Request Typel*lIFrom DatelAllTo Datel*!|Total Hrsl+]

8:00

%:00

8:00

8:00

4:00

Logout

|

=

If you want to restrict the list to an employee type, select from the Change Employee Type drop-
down list, then click Update.

Show All lists leave requests for all employees whom you are currently acting as the

timekeeper for.

Show My Employees lists leave requests for only those employees whom you are directly

assigned to be timekeeper for.

Show Delegated lists leave requests for only those employees who have been delegated to

you.

If you want to restrict the list to show only those request of a specific type, select an option from
the Change Request Type drop-down list, then click Update.

If you want to see the details of an individual leave request, click View next to that request.

The View Leave Request page for the selected request opens.

Here is an example of the page for a leave request:
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J http:/ /narcissus.kronos.con:BE99 - webTA: View Leave Request: com

p455leavereqEdi - Microso -lolx]|
Do Edt Yew Favortes Jooks Heb

View Leave Request

Request by: fred uptown (FRED2008)

Request Information
Leave Type Annual Leave

Annual Leave
| Submitted Date  [EPULEEILLEAFED
8100 hours

| Advance Leave used EILIENE

Sick Leave

If you are requesting sick leave, you must indicate the reason.

Family and Medical Leave Act

1 o-r'-;l. sick, or leave without pay will be used under the Family and Medical Leave Act of 1993 (FMLA). indicate what it will be
wrad for,

Contact yeur supervisor andfor your personnel sffice te obtain additional iom abowt yeur enti and
wnder the FMLA. Medical certification of & serious heslth condition may be required by your sgency,

Remarks

(200 chars max)

=)

Z4KRONOS

To view leave requests in calendar format:

1. On the Timekeeper Main Menu page, click Leave/Prem Pay.
The Leave/Prem Pay Request Menu page opens.
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3 http:/ /narcissus kronos.com:BB99 - webTA: Leave/Prem Pay Request Ment: comthresis.webt =1o] x|

Ble E# Vew Favotes Took Hep | & |
=
Help Logout
Leave/Prem Pay Request Menu
[EELl| Leave Requests
Prem. Pay | Premium Pay Requests
Retum |
£4KRONOS
- |

2. Click Leave.

The Current Leave Requests page opens listing pending requests for all employees for whom you
are the timekeeper.

2§ http://narcissus kronos.com-0839 - webTA: Current Leave Requests: com.threeks.mebta.p452ieaveRe - Microsol lofx|
B it Yew Fgentes Jodk teb | & |
Hf!ﬂ Logout ;I
Current Leave Requests
change Employee Type |EEETURNNN. WNVTTTY
Change Request Type m Update
| [statusl*lEmployeel+] 2ec I*lFrom DatelAllTo Datel*]
| View [pending |fred uptown (FRED2008) Annual Leave "f‘z“'og;_igo)ﬂ "f‘z“'ogg_égo)ﬂ 8:00
| Miew [pending | LORI GISH (GISHL) Annual Leave Nf‘;ogg_zznzn)a "f‘;ogg_zzg‘ga #:00
| View [pending |LORI GISH (G1SHL) annual Leave ”fz“og;_i";';a ”fz“og;_g"zo}a 8:00
MPending The Administrator (ADMIN) Annual Leave Nf;og:-zz?}ga Nf;og:-zz?}t;e 2:00
| View [pending |fred uptown (FRED2008)  Sick Leave fongz_i‘fga D(E:Dg;_i‘f)a 400
Calendar View Retum I
£4KRONOS
=

3. Click Calendar View.

The Leave Request Calendar View page opens showing all current leave requests.
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-2} http:/ /narcissus.kronos.com:8899 - webTA: Leave Request Calendar Yiew: com.thresis.mebt =101 x|
Lo 0 Lo Lomis b 59 TR R

Leave Request Calendar View

The calendar belove shoves only approved and pending leave requests, not leave that is actually taken.

December 2008

Sun : Mon | Tue | Wed Thu Fri Sat

1 2 3 4 - I3

+
14 15 16 L7 18 19 20
S S . F— cdemmmmmmmmnnan : feeeemnnannns
21 122 23 |24 125 26 27
: : Chaliman O

28 29 ‘30 31

A Approvad time, P: Panding time

4KRONOS 3

A

IMPORTANT! The calendar view pages opens to the current month. To view leave requests
for other months, click the arrows at the top of the calendar:

¥ R

[ <~ December 2008 -> |
[ "sun ' Mon . Tue : Wed . Thu . Fri . sSat |

4. If you want to restrict the leave requests visible by employee type, select an option from the Select
view for drop-down list.

» To see leave requests for all employees whom you are the timekeeper for, including delegates,
select Employees (including delegates).

» To see leave requests for only those employees whom you are you are the primary timekeeper
for, select Employees.

Viewing premium pay requests

You can choose to view only your employees’ premium pay requests, only delegated
employees’ premium pay requests, or all requests.
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To view premium pay requests as a list:

1. On the Timekeeper Main Menu page, click Leave/Prem Pay.

The Leave/Prem Pay Request Menu page opens.

2§ bittp:/ /narcissus kronos.com:BB99 - webTA: Leave Prem Pay Request Menw: com.thresismeb =10 =]
Ele Edt Yew Favorkes Jooks Hep | &
=

Help Logout

Leave/Prem Pay Request Menu

(EER] Leave Requests

Prem. Pay | Premium Pay Requests
Retum |

A

4 KRONOS

2. Click Prem. Pay.

The Current Premium Pay Requests page opens listing pending requests for all employees for
whom you are the timekeeper.

T webTA: Current Premium Pay Requests: comthreeis.webta P45ZpremPayfequest - Microsolt Intemet Explorer =101 x|
Be [ Yew Fawortes ook beb it
Help Logout d
Current Premium Pay Requests
S [Show A =] | Update
T [Show Pendng =] | Update
Status ] Request Typel*] From DatelAl[To Datel 1 [Total Hrs! ]|
[Miew [Pending |a lager (LAGER) Holiday Worked 0{“?_‘0(’,;_2705‘9 5[‘:_,2‘né;iﬂnle 2:00
[View [pending LRI GiSH (GISHL) Overtime o(':ztuﬁ;_z,_,uch O(C‘E‘tD%TQ-?Z:Z%B 2:00
MFewdlng fred uptown (FRED2002) Compensatory Time Earned N(U;uéé_";gﬂs :‘szn;g-iu;(]ls 4:00
ﬂlﬂenn:ng The Administrator (ADMIN) Cvertime "fz'“ugg_gga Nﬁ;ngg_z;cgs 8:00
Wigw [panding |2 lager (LAGER) Compansatory Time Eamed DFJUE?;_Z?,?Q :'[czcuséiﬂuf 400
MPe'\ﬂmg fred uptown (FRED2002) Compensatory Time Earned D(ezcugé_igojo D[egngé_zzic]la 2:00
[Miew [pending |3 lager (LaceR) Compensatory Time Eamed szcugg_zzgga a[e;ng:_?zic;e 2:00
View [Pending  |fred uptown (FRED2008) Hazard Pay 055033.-?;3“,9 :'Fgugg_z;f]; 2:00
E4KRONOS
=

3. If you want to restrict the list to an employee type, select from the Change Employee Type drop-
down list, then click Update.

» Show All lists leave requests for all employees whom you are currently acting as the
timekeeper for.

» Show My Employees lists leave requests for only those employees whom you are directly
assigned to be timekeeper for.

» Show Delegated lists leave requests for only those employees who have been delegated to
you.

4. If you want to restrict the list to show only those request of a specific type, select an option from
the Change Request Type drop-down list, then click Update.
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To view all current premium pay requests in calendar format:

1. On the Timekeeper Main Menu page, click Leave/Prem Pay.

The Leave/Prem Pay Request Menu page opens.

T http://narcissus kronos.com:B899 - webTA: Leave,/Prem Pay Request Ments co
Ebs Edk  Yew Favorkes Jools Help

Help Logout

Retum |

Leave/Prem Pay Request Menu

Leave | RICEIERST T

Prem. Pay | Premium Pay Requests

A

4KRONOS

2. Click Prem. Pay.

The Current Premium Pay Requests page opens listing approved and pending requests for all

employees for whom you are the timekeeper.

| Bl e Vew Fgvortes Took  Help

T} webTA: Current Premium Pay Requests: com threeis webta.P452premPayfequest - Microsolt Intemet Explores

Current Premium Pay Requests

Change Employee Type

|Snow.6.|| »| Update
Shaw Pendng | Update

Change Request Type

istatus|®I[E Request Typel*]
igw |nmmng a lager (LAGER) Holiday Worked
i |Penn.ng LORI GISH (GISHL) Overtime

ﬂlﬂenn-ng The administrator (ADMIN) Overtime
Mﬂeﬂqu a lager (LAGER)
Mve:\umg fred uptown (FRED2008) Compensatory Time Eamed
ﬂlnenn.ng a lager (LAGER)

View [panding fred uptown (FRED2008) Hazard Pay

Calendar View | Ralum'

Compensatory Time Earmed

From DatelAlTo Datel ]
Oct 13 2008 Oct 13 2008,

Oct 27 2008 Oct 27 2008
7
\WIPendlng fred uptown (FRED2002) Compensatory Time Earned [NeAIRI2008] Ioij12 S00
MNov 20 2008 Nov 20 2008
Dec 01 2008 Dec 01 2008
Dec 01 2008 Dec 01 2008
Compensatory Time Eamed 0(95003 2008 |Dec 03 2008

Dec 05 2008 Dec 05 2008

A
-
%

Help Logout

8:00

8:00
400
2:00
2:00

2:00

3. Click Calendar View.

The Premium Pay Request Calendar View page opens showing all pending and approved requests

for the current month.
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2} http://narcissus.kronos.com:8899 - webTA: Premium Pay Request Calenda com.th reeis.webta =101 x|

File Edit View Favortes Took Help |_."|‘|v
Help Logout —
Premium Pay Request Calendar View
[ seiect view for | SRR =
Change View |
The calendar below shows only approved and pending premium pay requests,
not premium pay that is actually taken.
<= December 2008 -
Sun ¢ Mon : Tue | Wed : Thu : Fri ;. Sat
i i2 i3 L4 ‘5 ‘6
A LAGER - 4:00 énmcaﬁ-zmé EPFR‘EDQGJ‘B 200
P: FRED2008 - 2.00
7 8 ] $ 10 11 112 13
______________________________________ | S SNNUUI SRR S
14 15 16 117 F18 19 20
........................... i o i i e i i i
21 22 23 |24 25 26 27
: | Christmas
oy
28 ‘29 130 131 ¢ : :
A: Approved time, P: Pending time
Retl.lml
E£4KRONOS |

IMPORTANT! The calendar view pages opens to the current month. To view requests for
other months, click the arrows at the top of the calendar:

¥ R

[ = December 2008 -> ]
| Sun |  Mon ; Tue © Wed ] Thu : Fri : Sat |

To view details of an individual premium pay request

1. On the Timekeeper Main Menu page, click Leave/Prem Pay.

The Leave/Prem Pay Request Menu page opens.
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2§ bittp:/ /narcissus kronos.com:BB99 - webTA: Leave Prem Pay Request Menw: com.thresismeb S (=] 5 |

Ele Edt Yew Favorkes Jooks Help

Ui

|

Help Logout

Leave/Prem Pay Request Menu

(EER] Leave Requests

Prem. Pay | Premium Pay Requests
Retum |
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|
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Click Prem. Pay.

The Current Premium Pay Requests page opens listing pending requests for all employees for
whom you are the timekeeper.

T webTA: Current Premium Pay Requests: comthreeis.webta P45ZpremPayfequest - Microsolt Intemet Explorer =101 x|
Be [ Yew Fawortes ook beb it
Help Logout d
Current Premium Pay Requests
change Employee Type |EX N LT
equest Type W Update
Istatus!* lEmployeel ] Request Typel*] From DatelAl[To Datel 1 [Total Hrs! ]|
View [Pending  |a lager (LAGER) Holiday Worked 0{“?_‘0(’,_§_2?°‘CJ‘9 ""[‘"_?‘né;_zzﬂnle 2:00
[View [pending LRI GiSH (GISHL) Overtime o(‘;é;_g,_,uch O(C,Z‘D%?Q_'Zz?;a 2:00
MFewdmg fred uptown (FRED2002) Compensatory Time Earned N(U;uéé_";gﬂs :‘ngnég-iu;(]ls 4:00
ﬂlﬂennlng The Administrator (ADMIN) Cvertime "fz"'ugg_gga ”f,;'nég_zg::ﬁ 8:00
View [Panding  |a lager (LAGER) Compensatory Time Earmed Df;;.s;.ﬁn;s 3[“;03;_22“4013 400
Mﬂe'\ﬂmg fred uptown (FRED2002) Compensatory Time Earned D:;ugé_igojo D[egngé_zzic]la 2:00
[Miew [pending |3 lager (LaceR) Compensatory Time Eamed szcugg_zzgga :'[e,zcngg_?;_'fl'e 2:00
View [Pending  |fred uptown (FRED2008) Hazard Pay 055033.-?;3“,9 :'Fgugg_z;f]a 2:00
Calendar View | Return
E4KRONOS
=

3. If you want to restrict the list to an employee type, select from the Change Employee Type drop-

down list, then click Update.

» Show All lists leave requests for all employees whom you are currently acting as the

timekeeper for.

» Show My Employees lists leave requests for only those employees whom you are directly

assigned to be timekeeper for.

» Show Delegated lists leave requests for only those employees who have been delegated to

you.

4. If you want to restrict the list to show only those request of a specific type, select an option from
the Change Request Type drop-down list, then click Update.

5. Click View next to the request you want to see the details of.

The View Premium Request page for the selected request opens.

Here is an example of the page for a premium pay request, with the request details and the date on

the calendar day:
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R webTA: View Premium Pay Request: comuthreeis.webta P455premPayReqEdit - Microselt Internet Explor =10 x|
I | &
- |
View Premium Pay Request
Request by: LORI GISH (GISHL)
Request Information
| Premium Pay Type EEUH
Sun Mon Tue
e
£4KRONOS
L]
To view all premium pay requests in calendar format:
1. Onthe Timekeeper Main Menu page, click Leave/Prem Pay.
The Leave/Prem Pay Request Menu page opens.
-3Mlp:.-,.-'nmium.l:ronm.mm:sagq--uzhmzl.eaue,rr-‘rem Pay Request Menu: com.threeis.webt. _._|g_|5|
Elo Edt Yew Favorkes Jook Heb | & |
=
Help Logout
Leave/Prem Pay Request Menu
[EELN| Leave Requests
Prem. Pay | Premium Pay Requests
Retum |
£4KRONOS
=

2. Click Prem. Pay.
The Current Premium Pay Requests page opens listing pending requests for all employees for
whom you are the timekeeper.
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ehTA: Current Premium Pay Requests: comthreeis.webta P452premPayRlequest - Microsolt Internet Explorer.
| e Bt vew Favorkes Tock e

ﬂlmmng
ﬂlpenmng
Mpendlng
ﬂlmdlng
[View [pending
Mpennmg
ﬁlp@ndlng
| View [panding

Shaw Pendng =] _Update |

IEmployeel*]
3 lager (LAGER) Holiday Worked
LORI GISH (GISHL) Orvertime

Current Premium Pay Requests
Change Employee Type |EEENEITTT

fred uptown (FRED2002) Compenszatory Time Eamed

The administrator {ADMIN) Overtime

a lager (LAGER) Compensatory Time Earmed

fred uptown (FRED2002) Compensatory Time Earned

a lager (LAGER) Compensatory Time Eamed

fred uptown (FRED2008) Hazard Pay

Calendar View | Rttuml

From Datelal

Oct 13 2008
(2008-21)
Oct 27 2008
{2008-22)
Nov 12 2008
(2008-23)
MNov 20 2008
(2008-23)
Dec 01 2008
(2008-24)
Dec 01 2008
(2008-24)
Dec 03 2008
(2008-24)
Dec 05 2008
(2008-24)
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Oct 13 2008
(2008-21)
oct 27 2008
(2008-22)
Hov 13 2008
(2008-23)
Hov 20 2008
(2008-23)
Dec 01 2008
(2008-24)
Dec 01 2008
(2008-24)
Dac 03 2008
(2008-24)
Dec 05 2008
(2008-24)

Help Logout

3. Click Calendar View.

The Premium Pay Request Calendar View page opens showing all current requests.

Fie Edt View Favorkes Jook  Help

| &

Help Logout

select view for |y

Change View |

Premium Pay Request Calendar View

The calendar below shows only approved and pending premium pay requests,
not premium pay that is actually taken.

<=

December 2008

-2

Mon ¢ Tue | Wed

Thu

. Sat

.............. o o o e i o e i

21 22 123 |24 -1 | 26 127
i : | Christmas | :
: ] A : :
28 29 i 31 ¢ ! :

A: Approved time, P: Pending time

Retum I
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IMPORTANT! The calendar view pages opens to the current month. To view leave requests
for other months, click the arrows at the top of the calendar:

KN

L

December 2008

Wed

Thu

Sat

4. If you want to restrict the requests visible by employee type, select an option from the Select view

for drop-down list.

» To see requests for all employees whom you are the timekeeper for, including delegates, select
Employees (including delegates).

* To see requests for only those employees whom you are the primary timekeeper for, select
Employees.

About the Leave Data page

An employee’s Leave Data page opens by clicking Leave after selecting an employee on the Search
Results page or the Timekeeper Select Employee page.

webTA: Leave Data: com.thresis.webta.P435dataTALeave

Fle Edt Wew Go Bookmarks Tools Help

Help

Leave Data
Name: Sup User Pay Period:
Time Card Type: Regular Leave Year:

18 : Sep 3, 2006 to Sep 16, 2006

Type of Leave

Forward Accrued Available Used Balance

E- - 400 000 400
E - - 400 000 400
W 0:00 0:00 o:o0 o:on
W 0:00 0:00 000 000
W 0:00 0:00 000 000
W 0:00 0:00 000 000
W a:00 000 o000 @00
W 0:00 000 00 @00
Leave Donations
ﬁ Cancel

Dong

=10l x|
Logout =
webta kronos com 2
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The Leave Data page lets the timekeeper or the Master Timekeeper modify leave balances for a pay
period.

With rare exceptions you only need to enter leave balance information on this page when adding a new
employee. Exceptions include when a correction is performed, Military Regular Leave is used, or an
annual leave category changes.

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

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 status change end or start in the middle of the pay period.

About the Set Employee Pay Period page

The Set Pay Period page is used to change an employee’s current pay period in situations in which an
employee might not have entered time for a previous pay period, or his time was not validated,
certified, and built for a previous pay period. The Set Pay Period function lets the timekeeper change
the employee’s pay period to correct these situations.

An employee’s Set Employee Pay Period page opens by clicking Set Pay Period after selecting an
employee on the Search Results page or the Timekeeper Select Employee page.
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webTA: Set Employee Pay Period: com.threeis.webta,P426setPs

Fle Edt Yiew Go GBookmarks Tools Help

Help Logout

Set Employee Pay Period

Sue User {SUSER)
|__[pay Period]ate Range |
 21-2006 Oct15-Oct 28
 20-2006 OctOl-Oct14
¢ 19 - 2006 Sep 17 - Sep 30
18 - 2006 Sep 03 - Sep 16
¢ 17 - 2006 Aug 20 - Sep 02
¢ 16 - 2006 Aug 06 - Aug 19
15 - 2006 Jul 23 - Aug OS5
14 - 2006 Jul 09 - Jul 22
13 - 2006 Jun 25 - Jul 03
12 - 2006 Jun 11 - Jun 24
11 -2006 May 28 - Jun 10
¢ 10 - 2006 May 14 - May 27
09 -2006 Apr30-May 13
0B - 2006 Apr 16 - Apr 20
07 - 2006 Apr 02 - Apr 15
06 -2006 Mar 19 - Apr 01
05 -2006 Mar 05 - Mar 18
04 -2006 Feb 19 - Mar 04
03 -2006 Feb05-Feb 1@
02 -2006 Jan 22 - Feb 04
¢ 01-2006 Jan 0B -Jan 21
" 26 - 2005 Dec 25 -Jan 07
25 -2005 Dec 1l - Dec 24
" 24 - 2005 MNowv 27 - Dec 10
" 23 - 2005 Nov 13 - Nov 26
" 22 - 2005 Oct30- Nov 12

Select Cancel

Al

4KRONOS

| Dane: | webta kronos.com

The list of 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 had a certified time card, then all pay periods for that calendar year
can be chosen.

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

The time card for a certified and corrected T&A cannot be changed.

To set an employee’s pay period:

1. Select an employee on the Search Results page or the Timekeeper Select Employee page.
2. Click Set Pay Period.
The employee’s Set Pay Period page opens.
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webTA: Set Employee Pay Period: com.threeis.webta.p:

Fle Edt Yiew Go GBookmarks Tools Help

Help Logout

Set Employee Pay Period

Sue User {SUSER)
|__[pay Period]ate Range |
 21-2006 Oct15-Oct 28
 20-2006 OctOl-Oct14
¢ 19 - 2006 Sep 17 - Sep 30
18 - 2006 Sep 03 - Sep 16
¢ 17 - 2006 Aug 20 - Sep 02
¢ 16 - 2006 Aug 06 - Aug 19
15 - 2006 Jul 23 - Aug OS5
14 - 2006 Jul 09 - Jul 22
13 - 2006 Jun 25 - Jul 03
12 - 2006 Jun 11 - Jun 24
11 -2006 May 28 - Jun 10
¢ 10 - 2006 May 14 - May 27
09 -2006 Apr30-May 13
0B - 2006 Apr 16 - Apr 20
07 - 2006 Apr 02 - Apr 15
06 -2006 Mar 19 - Apr 01
05 -2006 Mar 05 - Mar 18
04 -2006 Feb 19 - Mar 04
03 -2006 Feb05-Feb 1@
02 -2006 Jan 22 - Feb 04
¢ 01-2006 Jan 0B -Jan 21
" 26 - 2005 Dec 25 -Jan 07
25 -2005 Dec 1l - Dec 24
" 24 - 2005 MNowv 27 - Dec 10
" 23 - 2005 Nov 13 - Nov 26
" 22 - 2005 Oct30- Nov 12

Select Cancel

4KRONOS

s

| Dane: | webta kronos.com

3. Click to select the pay period from the table of pay periods, then click Select.
webTA sets the employee’s pay period.

Splitting T&A

When an employee’s T&A Profiles 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. Select, or search for and select, the employee.
2. Onthe Search Results page, select the employee, then click T&A Profile.
The employee’s T&A Profile page opens.
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o B Yow Fpvortes ook  Help

T&A Profile

Status Change Type |[UGETRES
Status thange Doy [HELEY bt

Work Schedule

[General Schedule (reg) =]
I
[Vover [

Contact Point
FiA

-
-
.
[ I

Homse Leave End Date I

Hara! Te Amiss Pay Peried! 22 1 Dt 26, 2008 te Nov 8, 2008
Tiene Card Typat Regular Leava Yeun 2008
Status Change

E4KRONOS

3. Click Dual T&A.
The T&A Profile page “splits.”
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s B - el A: T8 A Prolile: com threeis.webta P42 0dataTAEmp - Micrasolt Intermet.

=10i =]

Help Logout

T&A Profile

Dual (“split’) view

Name John Adams Pay Penod:
Tima Card Type. Correction Leave Year 2000

Status Cham;n

General Schedule reg)
Tour of Duty Full Trmo
Duty Hours o

\1F

ol JET T

22 : Oct 26, 2008 to Nov 8, 2008

§ 1KRONOS

Normal view

I hitps narcispes. Jranos concBE - webTA: Thh Prolile: com threeis.webta P4 20dat aTAEmp - Micrasolt Inkernet =l0jx
Ble Edt Yew Fgertes [oos  Hep &
Help_Logout 3
T&A Profile
Hame: John Adams Pay Penad: 22 : Oct 26, 2008 to Nov 8, 2008
Time Card Type: Correction Leave Year 2000

Starting Day Of New Status m

Ending Status Data
Work Schedule

Starting Status Data
Work Schedule

Contact Point

Unsptt T | Save | Cancel |

£4KRONCS

el

4. Select the starting date for the new status from the list at the top of the page.

5. Inthe Starting Status Data section, select or type in the new status information from the lists, as

appropriate.
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 records
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The Delete feature lets the Timekeeper or Master Timekeeper delete an uncertified corrected time
card. A corrected time card is designated by (C).

IMPORTANT! Once a record is certified, it cannot be deleted unless it is uncertified. Once it a
certified record is included in a build, it cannot be deleted.

To delete a corrected T&A record:

Select the record from the Select Employee or Search Results page, then click Delete.

Validating records

Before data can be certified and transmitted to payroll, it must be validated. The Validation feature
gives the Timekeeper or Master Timekeeper the ability to validate a given employee’s T&A.

To validate individual employee records:

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

A message indicates the progress of the validation. When validation is completed, the Validation
Summary page opens, showing you the results of the validation.

webTA: Yalidation Summary: com.threeis.webta.P411valErrors

=101x|

Fle Edt Yiew Go GBookmarks Tools Help

Help Logout

Validation Summary

m PayPeriod|Error Message

DEMMIN DEMO 18 ERROR: [3024] - An account must be selected for the automatically
MIN added leave/premium pay line Admin/Excused Ahsence

DEMMIN DEMO 18 ERROR: [4001] - Base hours recorded can not be less then duty hours.
MIN BASE hours: 8:00 , Duty hours: 80 .

DERMMIN DEMO 18 WARNING: [2038] - Please verify that hours are correctly recorded for

MIN Federal holiday Labaor Day on SEP-04,

Return

£4KRONOS

| Done | webka kronos.com =,

Timekeepers also have the option of validating all employees at one time by clicking Validate All on
the Select Employee page.

To validate all employee records in a list:

» Click Validate All at the bottom of the Select Employee or Search Results page.

webTA indicates 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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IMPORTANT! Clicking Validate All on the Search Results page validates only those records for
employees on that page, not all the employees assigned to you. Clicking Validate All on the Select
Employees page validates all employees for whom you are the timekeeper.

About validation summary messages

Two types of messages are generated during the validation: errors and warnings. Errors are identified
in the Error Message column with the word “ERROR” in red. Errors are generated when the system
has enough information to determine that data entered is incorrect. Errors occur for a number of
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. For 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 should be
checked before the supervisor certifies the T&A report.

About the time card summary page

The time card summary page opens when you select an employee from the Select Employee or Search
Results page, then click Summary.
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The summary page is presented to the employee during affirmation as well as the view used by the
supervisor to certify the time card.

For timekeepers, the time card summary page is a read-only view of the employee’s T&A record. 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.

e The time card data area displays a read-only version of transactions. The transactions are
grouped by Work Time, Leave and Other Time, and Dollar Transactions.

* T&A Profile displays the employee’s T&A Profile for the current pay period.
» Leave Data displays the employee’s leave balances for the current pay period.
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Leave Requests, Leave Transfer Donations, and Premium Pay Requests list all approved
leave, leave donation, and premium pay requests for the pay period.

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

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 the timekeeper 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 — Line of time entered into the default schedule is 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 on the Edit T&A Data page.

The T&A Summary reflects exactly what appears in the edit screen.

Exception Processing — Rows of time entered into the default schedule are automatically
included in the employees time card unless the employee replaces it with entries on the Edit
T&A Data page. For example, 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 page. On the time card 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 page, only the exceptions to the
Default Schedule.

To view an employee’s default schedule:

After selecting the employee from the Search Results or Select Employee page, click Default
Schedule.

The T&A Data: Default Schedule page opens.
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webTA: T&A Data: com.threeis.webta.P430slineDefaultSchedule

Fle Edt Wew Go EBookmarks Tools Help

=1olx|

Help Logout

T&A Data : Default Schedule

Mame: Christian Yungh Pay Period 21 Oct 15, 2006 to Oct 28, 2006
Time Card Type: Regular Leave Yean 2006
| Oct oct
15 16 17 18 D19 20 i 21 PRl SR s s e e
[Teanieaczon LR B tr | s M T wiT F s |wki| s imMm T W T :F 5 |wkz|Tetal
Work Time
ReqularBase pay, | (Lillliz2zzzez 2:00 i8:00 @00 800 @00 | 40:00 40:00(20:00)
| Cows make da milk
Vrork Time Total | 8:00 800 8:00 : 8:00  8:00 [+0:00] 800 8:00  &00 8:00 : 8:00 [40:00[z0:00
Daily Total | 8:00 : &00 8:00 :8:00  8:00 [+0:00] 800 8:00 800 8:00 : 800 |a0:00[z0:00]

Update | Save/Return | Cancel

£4KRONOS

Done

Correcting T&A reports

The Correction feature lets the Timekeeper or Master Timekeeper enter corrected T&A reports that are
less than one year old. If the original T&A was created using webTA, the Timekeeper or Master
Timekeeper will be able to modify the record. Otherwise, they will have to enter the entire record in

webTA.

Corrections are performed on the Select Employee page.

To correct T&A reports:

1. After selecting the employee from the Search Results or Select Employee page, click Correction.

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

webTA: Timekeeper Select Previous: com.threeis.webta.P412sel %

Fle Edt Wew Go GBookmarks Tools Help

8 [=[ 3}

Help Logout

Employee Corrections

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

Pay Period Date Range
18

periods).

||
IS

- 2006 Sep 03 - Sep 16 Correction
172006 Aug 20 - Sep 02 Correction
16 - 2006 Aug 06 - Aug 19 Correction
T 152006 Jul 23 - Aug D5 Missing
14 - 2006 Jul 09 - Jul 22 Missing
13 - 2006 Jun 25 - Jul 08 Missing
12 - 2006 Jun 11 - Jun 24 Missing
T 412006 May 28 - Jun 10 Missing

Correction Cancel
£4KRONOS

Done
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2. Click to select the pay period that you want to correct, then click Correction.

If a T&A report is available for a given pay period and is designated as Historical, it is copied for
the correction. Make the changes that are required, and stop here.

-0OR -

If the T&A report is not available and is designated Missing, the Insert New Historical Record
page opens prompting you to create a new record.

webTA: Insert New Historical Record: com.threeis webta. P41 3insertp =10 %]

Fle Edit View Go Bookmarks Tools Help

Help Logout

Insert New Historical Record

Pay Period: 17
Leave Year: 2006

You are creating a correction for a missed pay period or befare this
person was added to WebTa, Historical data may not be available,
You must manually verify that employee profile and leave balance
information is properly completed. Therefare you will be directed the
'Teh Profile’ Page before being allowed to edit TeA data,

Click 'add Record' to create the correction record.

Add Record Cancel

£4KRONOS

| Dane webta.kronos.com =

3. Click Add Record.
The employee’s T&A Profile page opens.
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4. Enter the new data, then validate and certify it as you would regular T&A.

When the correction is completed and processed for submission to NFC, the system rolls updated
leave balances forward to the new pay period, provided that all of the intervening pay period
records exist in webTA.

NOTE: A correction may be deleted before certification by selecting the correction record on the
Select Employee page and clicking Delete.
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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 such
as home address and phone number is not tracked by webTA.

To open an employee’s Locator Info page:

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

webTA: Locator Info: com.threeis.webta.P460editinfo _ i ]

File Edit Wiew Go Bookmarks Tools  Help

Help Logout

Locator Info

Office Contact Information for Christian Yungk

Couang g
Room Mmber |

e Stop/Routing Code |
oo |mm
R
R

EET R
Pager |
I

Save | Cancel |

£4KRONOS

I Done 4

IMPORTANT! webTA does not require that locator information be maintained, but if your agency is
configured to distribute webTA tasks via e-mail, the e-mail must be entered. If the E-mail/Internet
box is blank for an employee, task are delivered to webTA’s task list only.
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About the Certified T&As page

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

To view a specific 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.

'webTé: Certified T&A Summaries: com.threeis.webta.P445viewt 10l =|

File Edit Wiew Go Bookmarks  Tools  Help

Help Logout

Certified T&A Summaries

Now viewing from Leave Year 2006, Pay Period 12 to Leave Year 2006, Pay
Period 26.

|2006 =| |12 =] |2006 = 26 =]
Update |
Christian Yungk (CLY1)

- Pay Period|Date Range Cert By|Cert Date

@ 20 -2006 Oct0l-Oct 14 ADMIN Oct 04 2006

Yiew Certified Summary | Feturn |

£4KRONOS

| Done i

3. If you want to change the range of records presented on the page, select new dates from the From
and To lists, then click Update.

The list of certified T&A summaries for the employee changes to reflect the changes you made.
4. Click View Certified Summary.
The employee’s Certified T&A Summary page opens.
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| Ble Edt vew Fgvotss Took el | & |
Help Logout =
Hamei Te Anwini Pay Periodi 23 1 Now 9, 2008 te Now 22, 2008
Titne Card Type:Ragular Ladve Yaan 2008
Status ot Validated
Tima In Pay: 88:00 Dthar Tima: 0:00 Dollar Trangactions: $325.00 Days In Pay: 10
| T L BT
siEaiy 910:11112113114/13) 161 Tag1ezozizal |
PReshe LAy, (Tl L e
[Ieansbedion i b e |s-w1--u-1--r-s Wi 1[5 MIT W TS Wk 2(Toul
Work Time
[(Cver 8 Gvertime il | Z: i Mt [ ) jol O el B & 8
) i
[Sagelar Bisn Pay 1 IAMS Tast Account i o e
Work Time Total | '8 6 .8 8 .8, T8 0116 . |40 ] 80
Leave and Other Time
sy | SR R HE = 1
Annual Leave wf Highe Diff. 12 Jaava (ch | I I I Pl oael |s | #
| Leave andOtherTime Total [ | | | | | [ | | . | | | 8. | 8|8
Daity Yotal [ T87eTstaisl [4o] Teleisiiee [48]es
Dollar Transactions Dallar Amount,
| Transaction | Accoust (Description) | Wkl | Wk2
(10106003A92123123458 :
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| e
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Type tatus :D'“:’""""“'[s-n-r-w-r-r-s-s-n-r-w-'r-r-s
Leave
Tannual L “Panding. | B EEREEE S ERET
Premium Pay Requests
Gvartima _ Punding. BRI
TaA Profile Leave Data|Fud Acce /AvailiUsad! Bal |
Pay Plan Ganersl Schedule (ragh]| |* Advance Annusl Leave is ured. |
Tour of Duty Full Tims Annual |-~ 74:0074:00 '2:00 -4:00|
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Work Week st Leave Year
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Aguney Faa Available Sick 16:00
Erate Leas] Use or Loge Lesva =
Town o001
Unit ot
'k 22
! j22
H!dnh Data [Exception Processing
I Cade [Manual Entry
I
Sarvice Computatien Dave|Oct 20 2008
Annual Leave Categary |4 hafpp

Status History
Imestamp [Eratus [Hame Message

12126 PM|Valldation Reser By Edit|Adminsstrator, The (ADMI

03:28 AM Emgloyes Amested « (ADMI

03128 AM Employee Validated -+ (ADMIN)|

03116 AMEmployes Atested « (ADMII

03116 AM Employss Validated < (ADMLTG]

02144 AMEmployes Amterted « (ADMIN)|
Hov 21 2008 02144 AM Employes Validated « (ADMIN)|
Gt 31 2008 11111 AM Pay period sat The

ADMIN) Pay period changed from 01 to 21,
|

(Oct 20 2008 03; 22 PM Hew Record Created SYSTEM

Retum I
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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, user 1D
and password, eAuthorization 1D, assigned timekeeper assigned supervisor, organization, first pay
period, and active status.

To view or edit an employee’s profile:

1. Select the employee from the Select Employee or Search Results page.
2. Click Emp Profile.
The Employee Profile page for the selected employee opens.
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2} http://narcissus.kronos.com:B899 - webTA: Employee Profile: com.threeis. -I";:'-‘: P4DZeditlis i [ =5
Flo Edt View Favorkes Toos Hep | 2
Employee Profile
Please note that this data pertains only te employee access for the Time & Attendance system, not to other
personnel recorde.
¥
e —
Organization Fia Search |
TR o © s
SlnI Cancel I
£4KRONOS

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

About the Leave Audit report

The Leave Audit Report is used by the Timekeeper and Master Timekeeper to reconcile historical
leave records for a selected employee. The report displays a line for each pay period that has the leave
type selected for the report. Timekeepers or Master Timekeepers can select the type of leave and the
start and end data range for the report.

To view an employee’s leave audit report:

1. Select the employee from the search results or the Select Employee page, then click Leave Audit.

The Leave Audit Report page opens.
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e =10] x|

weh TA: Leave Andit Report: comuthresis. webta P2 e ave Sudith eport
Eb Edt Yow o fookmaks Toos  Hebp

Help  Logout

Leave Audit Report

Update

0:00 4:00 4:00| 0:00 4: 00

Download POF Returm

2. If you want to save the leave audit report information in Adobe® .PDF format, click
Download PDF.
IMPORTANT! The Adobe® Reader® application must be installed on your computer for you to
view this report.

Adding employees
Employees may be entirely new in webTA or may have transferred or been reassigned to your group.
Employees who are new to webTA must be added to the webTA database.
To add an employee:

1. On the 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: com.threeis. -I";:'-‘: P4DZeditlis i [ =5
Fie Edt View Favorkes Toos Hep | &
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)
Supervisor's User 10 Search |
—
—
TR o © s
SlnI Cancel I
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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
Employee Profile page fields”.

About Employee Profile page 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. Passwords also must conform to limitations and requirements, as defined by the
Administrator.
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Name fields

An employee’'s first and last names must be typed in separate fields. You may include a suffix, such as
Jr. or 11, in the Last Name field. Do not combine an employee’s first and last names and suffix in the
same field.

E Auth Internal ID
The employee’s internal eAuthorization ID.

Supervisor's User ID

The employee’s supervisor’s user ID. 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

The employee's timekeeper’s user ID. You 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

This indicates the employee’s organization. In some installations of webTA, the agencies are
subdivided into organizations. You can either type in the organization name or click Search to select
the organization from a list.

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 employees are inactivated, none of their records are deleted from the system, but they will no

longer be able to log into the T&A system, and their records are ignored during verification,
certification, and transmission file builds.
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Managing accounts

In webTA, timekeepers can add existing accounts to their list of active accounts, delete accounts from
their lists, create new accounts, and change account descriptions.

IMPORTANT! If you add or change an account description, your employees’ account description will

also change.

To add an existing account to your accounts list:

1. Onthe Timekeeper Main Menu page, click Accounts.

The Active Accounts page opens listing available accounts and their descriptions.

2} webTA: Active Accounts: com.threeis.webta P4B0acctTable - Microsoft Internet Explorer
| Ble Edk Wew Favortes Tock Heb

I
lr

Help Logout

Active Accounts

Account list for:  ADMIN
Description
00| 00000000001 [pccountone
Del| 00000000002 [Account two
el 00000000003 [Account three
Del| 00000000004 [Account four
Del| 0000000000S [Aceount e

Save Descriplion

Save Description

Save Descriplion

Save Description

Save Description

EIUUUOUODNEWI [New account ane

Save Description

D¢l [000000ONEW2[New account two
021 |000000ONEW3|New account three

Save Description

Save Description

Get Account I MNew Account [ Raluml

A

4 KRONOS

|

Above the list of accounts is a section titled Account list for showing which timekeeper the

current account list belongs to.
2. Click Get Account.
The Search for Account page opens.
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a webTA: Search for Account: com.threeis.webta.P960searchAccount = Micros:
| Elle Edt View Favorites Tools Help

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

Al

4KRONOS

=

NOTE: The contents of this page may differ from this example, depending on the agency that you
are assigned to.

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 you 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:

J webTA: Browse for Account: com.theeets.webta. 361 browseAccount - Micrasoft Internet Explorer ¥ =10i x|
o

| Ee Edt View Fgvortes Toos Help | o

Help Logout

Browse for Account
[ | Account | escription

listed OOOOODOMNEW!L New account one
listed OODOODOMNEWZ New account two
listed QODOODOMNEWS New account three

Return I
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To create a new account:

1. Onthe Timekeeper Main Menu page, click Accounts.
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The Active Accounts page opens listing available accounts and their descriptions.

2 webTA: Active Accounts: com.threels.webta.P480acct Table - Microsoft Internet Explorer i =101 x|
| Be gt yew Favotes Tock teb | &
|

Help Logout

Active Accounts

Account list for:  ADMIN

Description
0el[00000000001 [Accountone | Save Descigtion
EIUDUUOUUOOUQIN:‘:WM two Save Description
0el|00000000003 [Account thiee Save Description
Del|00000000004 Accoun four Save Description
0el[00000000005[Account five Save Description
Get Account | New Account | Retum |
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2. Click New Account.
The Account Creation Wizard page opens.
WwebTa: Account Creation Wizard: com.threeis.webta.cpy.View4018AcctWizard - Microsolt Internet Explore : nglﬂ
| Be Edt Vew Favortes ook el | &
=l
Account Creation Wizard
Create an account for: 05
Enter Account Field values
oo [ —
[oecririon |
Continue >> i Finish | Cancel I
£4KRONOS
=l

NOTE: The contents of this page may differ from this example, depending on the agency that you
are assigned to.

3. Type the new account number in the Field 1 box, then type a description for the new account in the
Description box.

NOTE: What you will see on this screen differs from the example, based on the agency that you
are assigned to.

4. Click Finish.

webTA adds the account you created to the Active Accounts page accounts list.
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To delete an account:

1. Onthe Timekeeper Main Menu page, click Accounts.

The Active Accounts page opens listing available accounts and their descriptions.

A webTa; Active Accounts: com.threels.webta.P480acct Table - Microsoft Internet Explorer

=lofx|
|| Be Edt yew Favortes Jook teb | A
;I
Help Logout
Active Accounts
Account list for:  ADMIN
Description
061[00000000008 [Accountone | Save Description |
061|00000000002fAecourt wo __ Saw Description_|
0el|00000000003 [Account thiee Save Description
Del|00000000004 Accoun four Save Description
0el|00000000005 [Account five Save Description
Get Account | New Account | Relum]
£4KRONOS
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2. Click Del next to the account you want to remove.

webTA deletes the account from the active accounts list.

To change an account description:

IMPORTANT! If you change an account description, your employees’ account description will also

change.

1. Onthe Timekeeper Main Menu page, click Accounts.

The Active Accounts page opens listing your accounts and their descriptions.
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Help Logout
Active Accounts
Account list for:  ADMIN
Description
061[00000000001 [Eccountone | Save Description_|
Del 00000000002 fAccount two Save Description
0el|00000000003 [Account thiee __ Save Dascription_|
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2. Type a new description in the account’s Description box, then click Save Description.

Note: Any changes you make to an account description are visible to anyone who uses that
account.

webTA saves the description for the account.

Modifying your Timekeeper profile

Your Timekeeper profile contains the values contained in your master record. These values become
the default values for new employees whom you are the timekeeper for. To change these values,
modify your Timekeeper profile. (The value for Agency is not editable.)

To modify your Timekeeper profile:

1. On the Timekeeper Main Menu page, click Tkp Profile.
The Edit Timekeeper Profile page opens.
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File Edt View Favorites JTools Help

=lolx|

Help Logout

Edit Timekeeper Profile

This information is used to populate an employee's master record
when they are assigned to you.

Timekeeper USERID: ADMIN
Timekeeper Profile
[ Agency [N
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[rimercepe (R
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2. Modify your profile by selecting the appropriate state from the State drop-down list and typing
new values in the text boxes, as necessary.

3. Click Save.

About webTA reports

webTA has the capability of generating many different types of reports useful to timekeepers by
gathering, codifying, and summarizing schedule, time card, employee, and agency information in

individual webTA pages or downloadable Adobe® .PDF or Microsoft® Excel files.

These webTA reports are available to timekeepers:

* View Agency Status

e Default Schedule

*  T&A Summary

» Final Timecards

* New Employee

» Uncertified Timecards
* Unvalidated Timecards

View Agency Status report

This report outlines the current state of time cards for an agency for a specified pay period range.
timekeepers may generate this report only for employees assigned or delegated to them.
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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, by the timekeeper’s organization and
according to the pay period range chosen, the totals of time cards that are pending, on hold, affirmed,
certified, and built.

Timekeepers may set a pay period range and whether or not to exclude delegates (that is, to include
only employees assigned directly to them for this report) when setting up the report parameters.

Default Schedule report
This report lists all the employees for a timekeeper who are using default schedules.
The default schedule report includes the employee’s name, ID, tour of duty, and alternative schedule

type followed by the accounts and daily hours for the pay period by account, and the total hours for the
entire pay period.

T&A Summaries report

This report reproduces T&A summaries for selected employees in Adobe® .PDF format. The report
can be viewed immediately or saved to your hard drive or other storage media.

IMPORTANT! The Adobe® Reader® application must be installed on your computer for you to view
this report.

Final Timecards report

The Final Time Cards report lists the names, user 1Ds, timekeeper's IDs, supervisor's IDs,
organizations, and pay periods of employees with finalized time cards who are assigned to the
timekeeper.

Results are restricted to employees assigned to you. If you do not have your organization set in your
employee profile, then the report will be empty. Similarly only those employees who have their
organizations set in their employee profiles will be displayed in the report.

New Employee report
This report lists the first and last names of new employees assigned to you, and their user IDs,
timekeeper's and supervisor’s user IDs, pay periods, and organizations.

Employees remain new until one of their time cards is included in a build.

Uncertified Timecards report

This report lists time cards, for employees assigned to you, that are uncertified. The report shows the
names of the employees, their user IDs, their timekeeper's and supervisors’ user ID, organization, and
the pay period for the uncertified time card. Each uncertified time card appears on a separate line in the
report.
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Unvalidated Timecards report

This report lists time cards for employees assigned to you that are have not been validated. The report
shows the names of the employees, their user IDs, their timekeeper's and supervisor’s’ user 1D,
organization, and the pay period for the uncertified time card.

Generating reports

Generating the View Agency Status report

The view 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.

Timekeepers can generate the report only for employees and delegates assigned to them.

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, among other data, timekeeper and employee data and time card totals within the
chosen pay period range, separated by pay period.

To generate the View Agency Status report:

1. Onthe Timekeeper Main Menu page, click Reports.
The Timekeeper Reports Menu page opens.

2. Click Status
The Agency Status Report Criteria page opens.

T webTh: Agency Status Report Criteria: com.threeis.webta P496agencyStatusReportPar =101 x|
Fle Edkt  View Favortes Took |Help » |
=
Help Logout
Agency Status Report Criteria
X From To
Pay Period Range ,m ﬂ W ’G‘
Exclude Delegate N
Continua I Rmuml
£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 to exclude delegate data from the report, click to select Exclude Delegate.

The status report opens.
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5. If you want to open the report in Microsoft® Excel, click Download, then click Open in the File

Download dialog box.
-0OR -

If you want to save the report in Microsoft® Excel .XLS format, click Download, then click Save
in the File Download dialog box, then save the report to your hard drive or other storage media.

Generating the Default Schedule report

This report lists all the employees for a timekeeper who are using default schedules.

The default schedule report includes the employee’s name, 1D, tour of duty, and alternative schedule
type followed by the accounts and daily hours for the pay period by account, and the total hours for the

entire pay period.

To generate a Default Schedule report:

1. On the Timekeeper Main Menu page, click Reports.

The Timekeeper Reports Menu page opens.

2. Click Def. Schedule.

The report opens.
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Generating the T&A Summaries report

This report reproduces, in Adobe® .PDF format, T&A summaries for your employees. You can either
generate a report for all the employees whom you are timekeeper for, or you can choose the employees
whose T&A summaries you want the report to include. You can also further filter the report by pay
period range and T&A type (corrections, validated, or uncertified).

The report can be viewed immediately or saved to a hard drive or other storage media.

IMPORTANT! The Adobe® Reader® application must be installed on your computer for you to view
this report.

To generate a T&A Summaries report:

1. Onthe Timekeeper Main Menu page, click Reports.
The Timekeeper Reports Menu page opens.
2. Click T&A Summaries.

The T&A Summaries (PDF) page opens.
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3. Select the pay period range to be included in the report by selecting from the From and To date
lists.

4. Select the T&A type from the T&A Type list.

5. Include the employees that you want reports for by either typing their user IDs in the Employee
UserIDs box or by searching for and selecting them.

IMPORTANT! You cannot include more than ten employees in the report.

/T http:/ /narcissuskronos.com:B899 - webTA: TEA Summaries (PDF): com.threeis.webta P4391r =10] x|
Fle Edkt  View Favorkes Tools Help v
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6. Click Continue.

7. If you want to open the report for immediate viewing, click Open in the File Download dialog
box.

-0OR -

If you want to save the report for later viewing, click Save in the File Download dialog box, then
save the report to your hard drive or other storage media.

IMPORTANT! The Adobe® Reader® application must be installed on your computer for you to
view this report.

Generating the Final Timecards report

The Final Time Cards report lists the names, user 1Ds, timekeeper's IDs, supervisor's IDs,
organizations, and pay periods of employees with finalized time cards who are assigned to the
timekeeper.

To generate the Finalized Timecards report:

1. Onthe Timekeeper Main Menu page, click Reports.
The Timekeeper Reports Menu page opens.
2. Click Final T&As.

The Finalized Timecard Report Parameters page opens.

webTA: Finalized Timecard Report Parameters: con.threeis.webta.P655! izedTAREport 13 =i |

Ele Edit Wew Go EBookmarks Tools  Helo I

Help Logout

Finalized Timecard Report Parameters
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Continug Return |

£4KRONOS

| Done | webta.kronos.com (% 2

3. Define the range of the report by selecting the beginning and ending pay periods for the report
from the From and To lists.

4. Click Continue.

The Finalized Timecard Report opens listing employees with finalized time cards for the range of
pay periods you selected.
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5. If you want to open the report in Microsoft® Excel, click Download, then click Open in the File
Download dialog box.

-OR -

If you want to download the report in Microsoft® Excel .XLS format, click Download, click Save
in the File Download dialog box, then save the report to your hard drive or other media.

Generating the New Employee report

The New Employee report lists new employees and their user IDs, supervisor’s and timekeeper’s IDs,
organizations, and pay periods.

To generate a New Employee report:

1. On the Timekeeper Main Menu page, click Reports.
The Timekeeper Reports Menu page opens.

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

-'3l-lln:.-"_.-"n-‘:r-:issus.kronns,contnaw-«ebl’n:N.ewEmnlomRepMPar neters: com.thr =10l x|
fle Edt Vew Favortes Toos Help | &
=
Help Logout
New Employee Report Parameters
. e From To
Pay Period Range W [EEI ]ﬁa IEE
£4KRONOS
El

3. Select the beginning and ending pay periods for the report.
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4. Click Continue.
webTA generates the report.
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5. If you want to open the report in Microsoft® Excel, click Download, then click Open in the File

Download dialog box.
-0OR -

If you want to download the report in Microsoft® Excel .XLS format, click Download, click Save
in the File Download dialog box, then save the report to your hard drive or other storage media.

Generating the Uncertified Timecards report

This report lists the name of the employee, their user ID, their timekeeper's 1D, and their supervisor's
ID, organization, and pay period for employees assigned to you whose timecards have not been

certified.

To generate an Uncertified Timecards report:

1. On the Timekeeper Main Menu page, click Reports.
The Timekeeper Reports Menu page opens.
2. Click Uncertified T&As.

The Uncertified Timecard report opens.

3 webTA: Uncestified Timecard Report: comuthreeis.webta.P4553uncertifiedTAReport - Microsoft Internet =101 %]
| Ele Edt Wew Favortes Tooks Heb i
=
Help Logout
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3. If you want to open the report in Microsoft® Excel, click Download, then click Open in the File
Download dialog box.

-0OR -

If you want to download the report in Microsoft® Excel .XLS format, click Download, click Save
on File Download dialog box, then save the report to your hard drive or other media.

Generating the Unvalidated Timecards report

This report lists employees’ names, user I1Ds, timekeeper's IDs, and supervisor's IDs of employees
whose time cards have not been validated.

Results are restricted to employees assigned to you as their timekeeper.

To generate the Unvalidated Timecards report:

1. On the Timekeeper Main Menu page, click Reports.
The Timekeeper Reports Menu page opens.
2. Click Unvalidated T&As.

The Unvalidated Timecard Report opens.

D webTA: Unvalidated Timecard Report: com.threeis.webta.P6554unvalidated T AReport - Microsaer =10
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Help  Logout
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Result Page: 1 2 Next

Download Retum

£ 4KRONOS g

3. If you want to open the report in Microsoft® Excel, click Download, then click Open in the File
Download dialog box.

-OR -

If you want to download the report in Microsoft® Excel .XLS format, click Download, click Save
on File Download dialog box, then save the report to your hard drive or other media.

Delegating your webTA Timekeeper role

webTA 3.8 USDA Timekeeper’s Guide 67 ©2009 Kronos Incorporated



Timekeepers typically designate a delegate in case of their absence. (You are not required to create
delegates, but it is recommended to assign at least one.) As a timekeeper, you may delegate your
webTA Timekeeper role to as many alternates as you want to. The delegates you designate have the
same rights to administer webTA records as the original timekeeper.

Delegated authority remains in effect until you remove the user ID of the delegate from the list of
delegates.

If you have more than one privileged role in webTA (such as being both a timekeeper and

Administrator), you must separately delegate each role. The Main Menu page from which you access
the delegate function determines the role you delegate.

To assign your Timekeeper role to a delegate:

1. Click Delegate on the Timekeeper Main Menu page.

The Delegate Timekeeper Role page opens.

webTA: Delegate Timekeeper Role: com.thre

eis webta P491delegat (o]

Fle Edit View Go Bookmarks Tools Help

Help Logout

Delegate Timekeeper Role
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Add Search
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2. Type the employee’s user ID in the text box, or search for and select the employee, then click Add.

webTA assigns the delegate, and her name and user ID appear in the Current Delegates list.

To remove delegates:

1. Click Delegate on the Timekeeper Main Menu page.
The Delegate Timekeeper Role page opens.

2. If you want to remove one delegate in the list, click Del next to the delegate you want to remove.
-OR-
If you want to remove all delegates, click Undelegate All.

Taking over the Timekeeper role for an employee
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When an employee who is already in the webTA database transfers among agencies or within your
office, you can reassign the person to yourself using the Take Over as Employee’s Timekeeper

function.

New employees to the department who are not already a part of webTA must be entered using the Add

User function on the Select Employee page.

When you take over an employee, his Contact Point information is changed in your Timekeeper

Profile.

When you reassign an employee, an informational task is generated to inform the employee's previous

timekeeper and the Administrator of the employee's reassignment.

To take over the Timekeeper role:

1. Onthe Timekeeper Main Menu page, click Take Over.

The Take Over as Employee’s Timekeeper page opens.

webTa: Take Over as Employee’s Timekeeper: com.threeis.w
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Help

Help Logout
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2. Type the employee’s user ID in the text box, or search for and select, the employee.

The employee’s user ID appears in the Employee User ID box.

3. Click Take Over.

webTA assigns you as timekeeper for the employee, and returns you to the Timekeeper Main

Menu.
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