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S4KRONOS webTA 3.7 HR Administrator’'s Guide

Introduction

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

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

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

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

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

webTa: HR Administrator Main Menu: com.threeis.webta P600mnuHR Admin. =10] x|

Ble Gt Wew Hgory Qookmarks Took el

Help Logout

HR Administrator Main Menu

Sl Search For Employee
WDl Add Employee

M{ Import Employee Data

User Functions
Change Password [ View Tasks (130) I

Employee I Timekesper I Master Timekeeper ] Supervisor ]

Master Supervisor | iR Admin | Project Manager | Admin |

£4KRONOS

4

All webTA functions available to HR Administrators are accessed from this page.
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The first three buttons on the HR Administrator Main Menu provide access to employee maintenance
functions, enabling you to add and edit user information, including employee profiles, pay periods,
|leave audit reports, and locator information.:

Select opens alist of employees from which you can add and edit the records of selected
employees, including their pay periods, profiles, leave audit reports, certified T& As, and
locator information.

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

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

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

Roleslets you view and manage Timekeeper, Supervisor, and Project Manager role
delegations and globally change Timekeeper and Supervisor employee assignments.

Import lets you import employees and some parts of their time and attendance data from
existing NFC transmission files.

Reportslets you generate reports that show the current status of recordsin your webTA
database for employeesin your organization.

Selecting employees

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

On the HR Administrator Main Menu page, clicking Select opens the Select Employee pagelisting all
employeesin your agency:

=101 %]

webTA: Select Emplayee: com.threeis.wel

Fle Edit Wew Go Bookmar

Help Logout

Select Employee

& Administrator, The ADMIN  ADMIN ADMIN DHS-HQ

" Test, Test TEST ADMIMN ADMIN DHS-HQ/TEST1
 ¥ungk, Christian CLYE ADMIN ADMIN DH5-HQ
 Yungk, Christian CLY7 ADMIN ADMIN DHS-HQ
" ¥ungk, Christian CLYB ADMIN ADMIN DHS-HQ
 Yungk, Christian CLY9 ADMIN ADMIN DHS-HQ

Selected Employee
Emp Profile Certified TAA's | Leave Audit Report | Set Pay Period Locator Info

Return

£4KRONOS
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The buttons on the page provide access to various administrative functions:

»  Emp Profilelets you view and modify an employee' suser ID, password, name, Social
Security number, Timekeeper, and Supervisor, and assign certain roles to employees.

» Leave Audit Report provides an employee’ s leave information listed by leave type.
» Set Pay Period lets you change an employee’ s current pay period.

* Locator Info providesfields that you can fill with employees' location information, such as
address, telephone numbers, e-mail address, and so forth.

About employee profiles

After selecting an employeein the Select Employee page, clicking Emp Profile opens the employee’s
profile page.

webTA: Employee Profile: com.threeis.webta.Pe02editUser N ! o E||5|

File Edt Wew Go Bookmarks Tools Help

Help Logout

Employee Profile

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

few oD
[Poord S
Password {again) I’““““*

Middle Name I
or Initial {Optional)

[Loernome T
Social Security Number |[FEEEIES

Supervisor's User 1D IADMIN Search
Timekeeper's User 1D !ADMIN Search

[Role _______|Select| Special Case |
Timekeeper L] ™ self validation
Supervisor I I” self certification
Master Timekeeper I " Read only

Master Supervisar [
Project Manager L
HR administrator [

W active Employee
Sane | Cancel
£4KRONOS
| Done A
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When atime card is certified, most of the fields on this page cannot be modified until the record is
built or becomes uncertified. When you add a new employee viathe webTA interface, however, most
or all of the fields will be empty.

Thefields on this page are:

User ID

Password

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

First Name

Middle Nameor Initial (Optional)

Last Name

Social Security Number

Thisfieldisrequired. (Y ou do not need to enter the dashes between the 3 parts of the SSN.)

Supervisor'sUser ID — The user ID for the employee's Supervisor.
Y ou can use webTA’ s search function to find a Supervisor’s user 1D.

Timekeeper'sUser | D — The user ID for the employee's Timekeeper.

Y ou can use webTA’ s search function to find a Timekeeper's user 1D.
Organization — The employee' s organization within the agency.

Thisisan optional field. By default, the root of the organization tree is the agency.
First Pay Period - The pay period the new record appliesto.

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

Active Status — When selected, indicates that an employeeis active.

Thisbox is selected by default when anew employee record is created. See the section “ About
inactive status’ for detailed information about status.

Y ou can change an employee’ s user 1D and password on thisform. The user ID must be from four to
32 characterslong. Y ou may use letters, numbers, and spaces.

Edit the employee’s name by first name, last name, and middle initial, each in their respective fields.
Do not combine names in one name field. Y ou may include a suffix, such as Jr. or |11, in the L ast
Name field.

About the Leave Audit Report page

After selecting an employee in the Select Employee page, clicking L eave Audit Report opensthe
Leave Audit report page for that employee.
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webTA: Leave Audit Report: com.threeis.webta.P627leavefuditReport N B =]

File Edit Wew Go Bookmarks Tools  Help

Help Logout

Leave Audit Report

From To
Pay Period Range
Y 9 2006 = I1 >| | 2006 = I17 >
Leave Type [Annual 2|
Update
Leave Audit {(Annual) For Christian Yungk (CLY6)
Pay Period I\'Ia_nual Forward |Accrued |Available |Used |Balance |Max. Available
Adjustment
17 - 2008 0:00 4:00 4:00) 0:00 4:00 40:00
Diownload Return

£4KRONOS

Done A

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

A Leave Audit Report can be generated to reconcile historical leave records for a selected employee.
Thereport displays aline for each pay period that the employee has certified records for in the system.

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

These columns are included in the Leave Audit Report:

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

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

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

Thisis helpful for tracking if leave balances have been manually adjusted at any point.
Forward contains the leave balance that was forwarded from the prior pay period.

Usually, thiswill be equal to the balance column in the previous row.

Accrued contains the amount of leave accrued during the pay period.

For leave types that do not accrue, such as AWOL, this column will be blank.

Available contains the total amount of leave available for usein the pay period. Thisisusually

the forwarded amount plus the accrued amount. For leave types that are not accruable, this
field is blank.
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» Used contains the amount of leave the employee used in the pay period.

Thisisusually the sum of the T& A data the employee submitted for the pay period. For annual
and sick leave, it may also include Leave Transfer Program donations.

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

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

Y ou can open or download a copy of a Leave Audit report in Microsoft® Excel .XLS format by
clicking Download on the report page.

Setting an employee’s pay period

After selecting an employee in the Select Employee page, clicking Set Pay Period opens the Set
Employee Pay Period page for that employee.

webTA: Set Employee Pay Period: cun].threeis.\'!e]_)'__l_‘_&‘j,_,.__ 'ayl =l0lx

Flle Edit Wew Go Bookmarks Tools Help

Help Logout

Set Employee Pay Period

Christian Yungk {(CLY&6)

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

Select | Cancel |

Al

4 KRONOS

| Dane 4

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

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

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

Thelist of available pay periods is determined by when the employee last had a certified T& A record.

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

webTA 3.7 HR Administrator’s Guide 6 © 2008 Kronos Incorporated



» 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 T& A record, then al of the previous 26 pay periods
can be chosen.

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

The pay period for a certified or corrected T& A cannot be changed.

To set an employee’s pay period:

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

2. Click Set Pay Period.
The Set Employee Pay Period page opens.

webTA: Set Employee Pay Period: com.threeis.webta. yPeri 10l =l

File Edit Wiew Go Bookmarks  Tools  Help

Help Logout

Set Employee Pay Period

Christian Yungk {(CLY6)

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

Select | Cancel |

£4KRONOS

| Done i

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

About the Locator Info page

The Locator Information page provides a means of maintaining contact information for employees
within the webTA system. Use of thisinformation is dictated by your organization’s policy.
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webTa: Locator Info: com.threeis.webtaP4b0editinfe.

fle Edt Wew Go Bookmarks Tools Help

=101 %]

Help Logout

Locator Info

Office Contact Information for Christian Yungk

Coudng |
Croom vumbor |
v stop/moutng coe |

APO 1

Office Phone 555-555-655

oo |
Fax -

Save Cancel

£4KRONOS

| bane

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

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

Employees can also edit this data, and the employee’ s Supervisor can view it.

Adding a new employee

To add a new employee:

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

A blank Employee Profile page opens.

webTA 3.7 HR Administrator’s Guide
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webTA: Employee Profile: com.threeis.webta.Pb02editUser 1 =131 x|

Fle Edit Wew Go Bookmarks Tools Help

Help Logout

Employee Profile

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

I
|
Password {again) |

[EEm
Middle Name I
or Initial {(Optional)

[oeename |

Social Security Number ||

Supervisor's User ID ADMIN Search
Timekeeper's User ID | Search

First Pay Period © current ¢ Previous
[Role _______[select| special Case

Timekeeper ] " self validation
Supervisor (] " Self Certification
Master Timekeeper [~ " Read only

Master Supervisar [~

Project Manager ||

HR administrator [ ]

Active Status M active Employes

Save Cancel

£4KRONOS

| Dane b

2. Typethe employee information into the appropriate boxes, using the search function when
necessary, and select the appropriate pay period and role options.

For the First Pay Period, if the person started within the current pay period, select Current. If the
person started in the previous pay period, click to select Previous.

If itisnot already selected, click to select Active Satus
Click Save.

The profile is stored, arecord for the current pay period is created, and the employee can now log
into webTA.
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About inactive status

When employees are made inactive, their records remain in the system, but they are no longer able to
log into the T& A system, and their records are ignored during verification, certification, and
transmission file builds.

If an employee's account has been rendered inactive and the employee returns to the organization, the
account can be reactivated. (There is no need to create new webTA user records for returning
employees.)

To access records for inactive users:

1. Onthe HR Administrator Main Menu, click Sear ch.
The Search for Employee page opens.

webTA: Search for Employee: com.threeis.webta.Pe39searchUser i =]}

File Edit Wew Go Bookmarks Tools Help

Help Logout

Search for Employee

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

Searchl Cancel

£4KRONOS
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2. Select Inactive from the Statuslist, then click. Search.
webTA generatesalist of all of the inactive employeesin the system.

Reactivating an employee

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

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

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

To reactivate an employee:
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1. Search for the employee that you want to reactivate, selecting Inactive from the Statuslist.

IMPORTANT! If you do not select | nactive, only active employees will appear in the search

results.
2. Click Search.

The Search Results page opens, displaying inactive employees who meet your search criteria.

wehTA: Administrator Select Employee: com.threeis.webta.P210selEmp.

Eile Edit Wiew Go Bookmarks Toals  Help

=101 x|

Help Logout

Search Results
4’ Search Criteria: Show only inactive

CDEDWARDS1 FBI/ZOMEL
CDEDWARDS18 FRI/ZOMELS

& Acosts, Joan IMACOSTAL
 Acosta, loan IMACOSTALS
 Christinaz, Daniel DCHRISTINAZ
¢ Cofield, Shelia SKCOFIELD
 Miller, Mary MMILLER

" Peters, Susie SDPETERS

" Rodriguez, Michelle MaRODRIGUEZ
¢ Rodriguez, Michelle MDRODRIGUEZ
£ sample, FBI FBISAMPLE

" SCHENK, LORI LCSCHENK

" sdfsdf, sdfsdfs SDIKNSK

€ Smith, Reginald RSMITH

r

Selected Employee

CFFROST1
CFFROST18
FBIDEMO
SDCOFIELD
KCARTER
FBIDEMO
KCARTER
KCARTER
FBIDEMO
FBIDEMO
KCARTER
FBIDEMO

Washington, Mary MAWASHINGTON KCARTER

FRIDEMO
FRIDEMO
JBROWN
FBIDEMO
JTMILLER.
JTMILLER
FBIDEMO
SDANVIS
ADMIN
FRIDEMO
FBIDEMO

Ermp Profile | Emp Delegate Roles

Return

FBI
FBI
FBI
FBI
FBI
FBI
FBI
FBI
FBI
FBI
FBI

£4KRONOS

‘Done

webta.kronos.com (%) 2

Click to select the Active Employee box.
Click Save.

© N o o &~ W

About Role Management

Click to select the employee who you want to reactivate.
Open the employee’s profile by clicking Emp Profile.

If necessary, reassign a Timekeeper and Supervisor.

Assign the appropriate roles and click to select the appropriate special cases.

HR Administrators have role management responsibilitiesin webTA. In addition to assigning roles on
the Employee Profile form, HR Administrators can also assign delegates for Timekeepers, project
managers, and supervisors. Additionaly, they can globally reassign a group from one Timekeeper to

another, or from one Supervisor to another.

webTA 3.7 HR Administrator’s Guide 11
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Role management functions are accessed from the Role Management page, opened by clicking Roles

on the HR Administrator Main Menu page.

webTA: Role Management: com.threeis.webta.PeD3roleMenu Lo

=101 x|

Fle Edit Vew Go Bookmarks Tools Help

Help Logout

Role Management

Tkp Delegate I Timekeeper Delegate Management
Sup Delegate | Supervisor Delegate Management

Proj Mgr. Delegate | Proj. Manager Delegate Management
Change Tkp I Timekeeper Global Change
Change Sup. | Supervisor Global Change

Return

£4KRONOS

Done

Managing Timekeeper delegates

The functions on this page let you assign a Timekeeper delegate to perform the duties of a Timekeeper

who is unavailable.

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

To add a Timekeeper delegate:

1. Click Roles onthe HR Administrator Main Menu page.
2. The Role Management page opens.

webTA 3.7 HR Administrator’s Guide 12
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webTA: Role Management: com.threeis.webta.P603roleMenu E ji = Dlﬂ

File Edit Wiew Go Bookmarks Tools  Help

Help Logout

Role Management

UGEELETC Timekeeper Delegate Management
ENAEELE M Supervisor Delegate Management

SR SBEEE Gl Proj. Manager Delegate Management
(RENVERIE Timekeeper Global Change
SEULERT Ml Supervisor Global Change

Return |

£4KRONOS

| Dane: A

3. Click Tkp Delegate on the Role Management page.
The Timekeeper Delegate Management page opens.

webTA: Timekeeper Delegate Management: com.threeis.webta.PEO83tkpD: gm =100 x|

Fle Edt Wew Go Bookmarks Tools Hslp

Help Logout

Timekeeper Delegate Management
Enter Timekeeper userid to delegate/undelegate timekeeper role.

Timekeeper USERID Search
Continue Cancel

S4KRONOS

| Dane: 4

4. Inthe Timekeeper USERID box, typein the user ID for the Timekeeper who isto be delegated
for.

If necessary, search to find the Timekeeper using webTA’ s search function.
5. Click Continue.

The Add/Remove Delegates page opens.

webTA 3.7 HR Administrator’s Guide 13 © 2008 Kronos Incorporated



=10l x|

File Edt Wew Go Bookmarks Tools Help

Help Logout

Add/Remove Delegates

Timekeeper delegates for USERID: CLY6
Current Delegates

Mo delegates for this role.

Add Search
Undelegate All Return

£4KRONOS

6. Inthe Add box, type the Timekeeper delegate's user ID.
If necessary, search to find the Timekeeper using webTA’s search function.

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

7. Click Add.
The user ID for the new delegate is added to the Current Delegateslist.

To remove Timekeeper delegates:

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

The Timekeeper Delegate Management page opens.

wehTA: Timekeeper Delegate Management: com.thre:

eis.webta.PhD63tkpDelegateMani — (o]

Fle Edt Wew Go Bookmarks Tools Help

Help Logout

Timekeeper Delegate Management
Enter Timekesper userid to delegate /undelegate timekesper role.

S4KRONOS

| Dane: 4

2. IntheTimekeeper USERID box, typein the user ID for the Timekeeper who you want to remove
adelegate from.

If necessary, search to find the Timekeeper using webTA’s search function.
3. Click Continue.

webTA 3.7 HR Administrator’s Guide 14 © 2008 Kronos Incorporated



The Add/Remove Delegates page opens.

webTA: Add/Remove Delegates: cum.threeis.webta.FBBIdelqg;ﬂé_'{_; % I a LI

Fle Edit Vew Go Bookmarks Tools Help

Help Logout

Add/Remove Delegates

Timekeeper delegates for USERID: CLYG

Current Delegates

Del | CL¥7 - Yungk, Christian

Add I Eeamhl
UndelegaleAlll Return

£4KRONOS

1 Daone A

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

If you want to delete individual delegates, click Del next to the delegate’s line in the Current
Delegates|ist.

The delegate is removed from the Current Delegates list

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

To desighate a Supervisor delegate:

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

The Supervisor Delegate Management page opens.

webTA: Supervisor Delegate Management: com.threeis.webta.P6061 supi -10] x|

Fle Edt Yiew Go Bookmarks Tools Hslp

Help Logout

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

£4KRONOS

Dire: 4
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2. Typeinthe user ID of the Supervisor for whom you are creating a delegate for.
If necessary, use webTA’s search function.

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

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

wehTA: Add/Remove Delegates: com threeis.webta.P91delegate -10f %]
Fle Edt Yiew Go Bookmarks Tools Help

Help Logout

Add/Remove Delegates

Supervisor delegates for USERID: CLY6

Gurrent Delegates

Mo delegates for this role,

Add Search
Unde\egateAllI Return

£4KRONOS

4. Inthe box next to the Add button, type in the user ID of the Supervisor being delegated.

5. Click Add.
The newly delegated Supervisor’s user |D appears in the Current Delegates list on the
Add/Remove Delegates page.

To remove Supervisor delegates:

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

The Supervisor Delegate Management page opens.

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

Fle Edt Yiew Go Bookmarks Tools Help

Help Logout

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

Supervisor USERID Search
Continue Cancel

£4KRONOS

Done: v
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2. Search for and select, or type in the user ID for, the Supervisor for whom you are creating a
delegate.

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

webTA: Add/Remove Delegates: com.threeis.webta.P691delegate i ] 4

Fle Edit Wiew Go Bookmarks Tools Help

Help Logout

Add/Remove Delegates

Supervisor delegates for USERID: GLY6
Current Delegates

Del | ADMIN - McMasters, Peg
Del | CLY11 - Smith, Jack

Del | CLY4 - Yungk, Christian

Add Search
Undelegate Al Return I -

AR

Done:

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

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

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

Managing Project Manager delegates

Thisfunction lets you assign a project manager delegate to perform the duties of a project manager
who isunavailable.

To designate a Project Manager delegate:

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

The Proj Mgr Delegate Management page opens.

webTA 3.7 HR Administrator’s Guide 17 © 2008 Kronos Incorporated



o]
Fle Edt Wew Go Bookmarks Tools Help
Help Logout
Project Mgr Delegate Management
Enter Project Manager userid to delegate/undelegate project manager role.
Project Manager USERID Search
Continue Cancel

£4KRONOS

| bane 4

2. Typeinthe user ID of the Project Manager for whom you are creating a delegate for.
If necessary, use webTA’ s search function.

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

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

wehTA: Add/Remove Delegates: com.threeis.webta.P691delegate = 1ol x|

Fle Edit View Go Bookmarks Tools Help

Help Logout

Add/Remove Delegates

ProjectManager delegates for USERID: CLY10

Current Delegates

Mo delegates for this role,

Add Search
Undelegate All Return

Al

4KRONOS

Dire: A

4. Inthe box next to the Add button, type in the user ID of the person being delegated.
If necessary, use webTA’s search function.

If selected from a search, the user ID of the selected employee appearsin the Project Manager
USERID box on the Project Mgr Delegate M anagement page.

5. Click Add.

webTA 3.7 HR Administrator’s Guide 18 © 2008 Kronos Incorporated



The newly delegated Project Manager’s user ID appearsin the Current Delegateslist on the
Add/Remove Delegates page.

To remove Project Manager delegates:

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

The Project Mgr Delegate Management page opens.

webTA: Project Mgr Delegate Management: co

Fle Edt Wew Go Bookmarks Tools Help

=10lx|

Help Logout

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

Project Manager USERID Search
Caontinus Cancel

£4KRONOS

| bane 4

2. Searchfor and select, or typein the user ID for, the Project Manager for whom you are removing a
delegate.

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

wehTA: Add/Remove Delegates: com.threeis.webta.P691delegate E - 1ol x|

Fle Edit View Go Bookmarks Tools Help

Help Logout

Add/Remove Delegates

ProjectManager delegates for USERID: CLY10

Current Delegates

Mo delegates for this role,

Add Search
Undelegate All Return

M|

4KRONOS

Dire: A
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4. If youwant to delete all delegates simultaneoudly, click Undelegate All.
All delegates are removed from the Current Delegateslist.
-OR -

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

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

Making Timekeeper global changes

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

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

To make a global Timekeeper change:
1. If you have not aready done so, or if the new Timekeeper doesn’t already have the appropriate
role, give the new Timekeeper the appropriate role on her Employee Profile page.

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

The Global Change Timekeeper page opens.

webTA;: Global Change Timekeeper: com.threeis.webta.P6701globalCl = Dlﬂ
File Edit Wiew Go Bookmarks Tools  Help

Help Logout

Global Change Timekeeper

Reassign Employees for Timekeeper

Timekeeper User ID | Search
Global Change Cancel |

£4KRONOS

| Done #

3. Inthe Timekeeper User ID box, typein the user ID of the current Timekeeper.

If necessary, you can search for the Timekeeper’s information using webTA’s search function.
4. Click Global Change.

The New Timekeeper User I D field appears on the page.
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wehTa: Global Change Timekeeper: tnm.threeis.wehta‘.PE35__(th'_1:¢,'_,;_ Tkp i ]

Ele Edit Wew Go Bookmarks Tools  Help

Help Logout

Global Change Timekeeper

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

Current Timekeeper User ID [e{l&l}
s gl New Timekeeper User ID | Search

Save Cancel

£4KRONOS

| Dane

5. Typeinthe new Timekeeper’'suser ID.

If necessary, you can search for the Timekeeper’s information using webTA’ s search function.
6. Click Save.

Making Supervisor global changes

The Supervisor Global Change function lets you reassign employees from one Supervisor to another

one. Instead of moving each employee to the new Supervisor, webTA lets you move them all a one
time.

Use this function when a Supervisor leaves an organization or is assigned to other duties.
To make a global Supervisor change:

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

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

The Globa Change Supervisor page opens.
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webTa: Global Change Supervisor: com.threeis.wehta.PBTDZglohgj__l;j_ﬁ_'. = I jm] LI

Fle Edit Wew Go Bookmarks Tools Help

Help Logout

Global Change Supervisor

Reassign Employees for Supervisor

Supervisor User ID I Search I
Global Change | Cancel

£4KRONOS

| Done Vi

3. Inthe Supervisor User 1D box, typein the user ID of the current Supervisor.

If necessary, you can search for the Supervisor’s information using webTA’ s search function.
4. Click Global Change.

The New Supervisor User 1D field appears on the page.

webTh: Global Change Supervisor: com.threeis.webta.P636chgGlabalSu :~§_ = ] |

Ele Edit Wew Go Bookmarks Tools  Help

Help Logout

Global Change Supervisor

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

Current Supervisor User ID [oRali]
- New Supervisor User ID Il Search |

Save Cancel

£4KRONOS

| Done 4

5. Typeinthe new Supervisor’s user ID.
If necessary, you can search for the Supervisor’sinformation using webTA'’s search function.

6. Click Save.

Importing employee data

In webTA you can import users into the system from transmission files you have previously sent to
NFC, usually generated using an application other than webTA.

The import file must be in standard NFC format, optionally with JCL included at the beginning of the
file. Any leading JCL isignored by the import mechanism.
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In general, transmission files consist of 80 column linesin blocks of 12 lines. Each block can be a new
record or acorrection. The webTA import mechanism ignores correction records from the
transmission file.

For each user webTA parses from the file, webTA attempt to create a new user record containing this
data:

* Last name, as parsed from the NFC Name field

* First name, as parsed from the NFC Name field

e Middle name, as parsed from the NFC Name field

e User ID, generated based on the parsed last name and first name fields.

If the generated user ID already exists, avariation will be created, usually by appending
numeric characters.

» Password, created for the user consisting of thefirst 4 digits of the generated user 1D plus the
last 4 digits of the SSN field read from the NFC transmission record.

If the user ID isfewer than 4 characters, the password isthe entire user ID plusthe last 4 digits
of the SSN.

e SSN, asread verbatim from the NFC SSN field.
Additionally, when importing the file, webTA will prompt you for atimekeeper ID and a supervisor
ID to which the new user will initially be assigned. If you have either the timekeeper or the supervisor

roles, thisfield will be, by default, populated with your ID. Y ou can change the default value, and you
can also reassign the users at any time after they are imported into the system.

In addition to creating the user record, the import mechanism will add a pay record to the system for
the user for the current pay period. Because webTA tracks much more data than is contained in the
transmission file, it is not possible to create full and accurate records.

IMPORTANT! Itisyour responsibility to review and correct all records imported into the system
before using those records.

Thisdatais parsed from the NFC transmission file and included in the generated pay record:

Work Schedule

* PayPlan

e Tour of Duty

* Duty Hours

» Alternate Schedule

NOTE: Work Week is not imported

Contact Point
* Agency

o Statecode
 Town code
e Unit code
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Timekeeper code

NOTE: New Contact Point set to false

Overtime/Standby Status

RSO

Standby Hrs/Week 1
Standby Hrs/Week 2
Standby Percentage

Miscellaneous

Stored Account (NFC)
Note: Retain Datais set to none

This data can be reviewed on the T& A Profile pagein webTA.

If leave balances are present in the transmission record, they are imported into the new webTA record
as leave forward amounts. These amounts will be correct when importing data from the most recent
pay period; leave balances at the end of the last period become leave forward amounts for the current

period.

These leave fields are imported:

Annual Leave

Sick Leave

Comp Time

L eave Without Pay
AWOL

Suspension
Military Emergency
Military Regular

The transmission file stores a single field containing the sum of both comp time and religious comp
time. When importing the Compt Timefield, webTA placesall timeinto the comp timefield, and none
into the religious comp time field.

To import employee data from a transmission file:

1. Onthe HR Administrator Main menu page, click Import.

The Import from Transmission File page opens.
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Y webTA: Import from Transmission File: com.threeis.webta. PE0SimportXmit - Microsoft Exp
|| B Ed Wew Favorkes ook Hep | &

Help Logout

Import from Transmission File

webTA can import users and some portions of time & attendance records from
isti i files. To« i browse to or enter the path to the

C t
existing transmission file.

Transmission File | Browse...
Continue... | Cancall

4 KRONOS

Al

=

2. Typeinthefile path of, or browse for and open, the transmission file that you want to import.
If you browsed for thefile, the file path appears in the Transmission File text box.
3. Click Continue.

The Transmission File Summary page opens listing the employee and status of each employee’s

data.
‘B webTA: Transmission File Summary: com.threeis.webta.PE090import XmitR eview - Microsoft Inti -10O] x|
| He ek yew rovotes Lok b | &
=
Help Logout
The submitted transmission file contains the following data.
Employee lstatus _________|
APPLE, Jam Successfully read.
AIRHEAD, FRED WILL BE SKIPPED - record is a correction.
ARIZONA, File Successfully read.
ANTEATER, Mister  Successfully read.
APE, Nice Successfully read.
ADDITION, Sum Successfully read.
ACID, Citrus Successfully read.
APPOINTMENT, Next Successfully read.
ALABASTER, Piller  Successfully read.
ASK, Dad Successfully read.
Continue. .. I Cancel |
Z4KRONOS
]

4. Click Continue.
5. TheImport Parameters page opens.
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‘B webTA: Import Parameters: com.threeis.webta PE091importkmitParams - osol

:JEle Edt  View Favortes Tooks Help

-lofx

:
s

=
Help Logout
You are about to create new user accounts. The fields on this page will provide
default values for all users created from this tr i 1 file. After pleting
the import, you should edit the users created and make any corrections
necessary.
Supervisor |8MCGAF|' ﬂl
Timekeeper |8MCC-AR ﬂl
Import | Cancel |
£4KRONOS
=

6. Typein, or search for and select, the supervisor and timekeeper’s user IDs to be associated with the

imported employee data.
7. Click Continue.

webTA imports the transmission file. When finished, the Transmission File Import Results page

opens, listing the records imported and their status.

 webTA: Transmission File Import Results: com.threeis.webta PE0SZimport XmitResults - Mic t Intern =10 x|
Ele Edt ew Favortes Jook Heb »
=
Help Logout
Results of the import procedure are listed below. It is important to now review the imported
record and make any corrections necessary, and to fill in any missing data.
APPLE, Jam APPLE)am Import Successful
ARIZONA, File ARIZONAFile Impart Successful
ANTEATER, Mister ANTEATERMister  [Import Successful
APE, Nice APENice Import Successful
ADDITION, Sum ADDITIONSUm Import Successful
ACID, Citrus ACIDCitrus Import Successful
APPOINTMENT, Next APPOINTMENTHNext Import Successful
ALABASTER, Piller  ALABASTERPiler  Import Successful
ASK, Dad ASKDad Impaort Successful
Done I
Z4KRONOS
=

About webTA HR Administrator reports

HR Administrator reports are accessed from the HR Administrator Reports Menu page, which opens

when you click Reports on the HR Administrator Main Menu page.
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webTA: HR Administrator Reports Menu: com.threeis.webta P69 R ficrosol
| Ble Edt Yiew Favortes Took Help o

Help Logout

HR Administrator Reports Menu

s
covsi |
cop |

User Orgs | I|r11ekeeper, Supervisor, HR Admin by Organization
Code Report

|
BN o oo
e |
s |

Retumn

S4KRONOS

H

Y ou can generate online reports that show the current status of the records in your webTA database for
the contact points in your organization.

These reports are available to HR Administrators:

Agency Satus shows all records that require additional processing.

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

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

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

Timekeeper, Supervisor, HR Administrator by Organization Code shows which employees are
assigned to which organizations.

User Role shows an organization's employees by selected role.

Final Timecards lists employee’ s names, user IDs, SSNs (if configured), Timekeeper's IDs,
and Supervisor's IDs for employees with finalized timecards.

New Employee lists new employee’ s names, user IDs, SSNs (if configured), Timekeeper's1Ds,
and Supervisor's IDs for employee new to the system. (An employee is considered new until
one of their timecardsisincluded in abuild.)
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e T&A Summary summarizesall T&A Summaries matching criteriathat you set.

» Uncertified Timecards lists employee names, and their user IDs, SSNs (if configured),
Timekeeper's IDs, and Supervisor's IDs, if the employee's timecard has not been certified.

* Unvalidated Timecardslists all unvalidated T& A for employees assigned to you.
» FES Extract for Agency provides a downloadable FESI file containing built T& A records for
a specified pay period range.

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

The View Agency Status report

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

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

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

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

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

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

To generate the View Agency Status report:

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

The Agency Status Report Criteria page opens.
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webTA: Agency Status Report Criteria: (um.thr_e‘ei'si%' gency A Dlﬂ

File Edit Wiew Go Bookmarks Tools Help

Help Logout

Agency Status Report Criteria

From To

Pay Period Range i__[ZDDE = I—M = l__IZDDE = I—M =
[Timeicorer | I—Y

Continue Return

£4KRONOS

Done | webtakronos.com (%) 2

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

be generated for.

4. If you want the report to be generated for all Timekeepersin your agency, click Continue.

-OR -

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

The generated status report opens.

webTA: Agency Status Report: com.threeis.webta.P697agencyStatusReport

=10lx|

Fle Edt Yiew Go Bookmarks Tools Help

Help Logout

Agency Status Report

Pay Period Range: 1 - 2006 TO 21 - 2006

Pay Period|Organization|Agenc Town Tkp Code| Timekeeper otal Toral TA [Toral Taa) Totol TRA Total TRAfTotalTEA
Y g 9 W P p Active Emp.| Pending | On Hold | Affirmed | Certified Built
01

[ S R

=TSR VR S U P Y
[ S A== =1

2006-05 DHS-HO DHS-HQ DC o001 02 ADMIN 1 o x]
2006-17 DHS-HQ DHS-HQ DC 0001 01 01 ADMIN 3 o u]
2006-18 i DHS-HQ DC 0001 01 01 ADMIN 1 o 0
2006-19 DHS-HOQ DHS-HQ DC 0001 01 01 ADMIN = o a]
2006-19 DHS-HO DHS-HQ DC 0001 02 01 ADMIN 1 o x]
2006-20 = DHS-HQ DC 0001 01 01 ADMIN 2 1 u]
2006-20 DHS-HQ DHS-HQ DC 0001 02 01 ADMIN 1 o 0
2006-20 DHS-HOQ DHS-HQ DC oopz 01 01 ADMIN i 1 a]
2006-20 USCG DHS-HQ DC 0001 01 01 ADMIN 1 o x]
2006-20 FAMS DHS-HQ DC 0001 01 01 ADMIN 3 o u]
2006-20 BETS DHS-HQ DC 0001 01 01 ADMIN 1 1 0
Download Return
£4KRONOS

| Dane:

5. If you want to open the report in Microsoft® Excel, click Download, click to select Open with
Microsoft Excel, then click OK.

-OR -
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If you want to download the report in Microsoft Excel .XLS format, click to select Saveto Disk,

then click OK.

The Employee Assignment by Supervisor report

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

employees.

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

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

Thisreport is available to HR Administrator and Administrator roles only. When the report is viewed
by the Administrator, it contains al the employeesin the system. When the report is viewed by the HR
Administrator, results are restricted to the HR Administrator's organization. The organization nameis

displayed at the top of the report.

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

employee profile will be displayed in the report.

To generate the Employee Assignment by Supervisor report:

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

2. Click Emp-Sup.
The Emp-Sup Assignment Report Criteria page opens.

webTA: Emp-Sup Assignment Report Criteria: (um.thréei's-.ﬁeﬁt‘i:_!?ﬁ 2rAssigr

=101

File Edit Wew Go Bookmarks Tools  Help

Help Logout

Emp-Sup Assignment Report Criteria

Continue Return
£4KRONOS

‘ Done ‘ webta kronos.com (%] 2

3. Typeintheuser ID of, or search for and select, the Supervisor whose employee assignments you

want to view, then select the employee status from the Statuslist.
4. Click Continue.
webTA generates the Emp-Sup User Assignment Report
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wehTA: Emp-Sup User Assignment Report: com.threeis.webta.P697supliserAssignmentReport ol x|

Fle Edit View Go Boockmarks Tools Help

Help Logout

Emp-Sup User Assignment Report

Employees in Organization: DHQ

Result Page: 1 2 Mext
| supervisor | Employeename |
Amini, Thea
Garvey, Robert
Gavin, Patrick
Jdones, John
Jdones, Smithy
Mackay, James
McMasters, Bruce
Y¥ungk, Christian

Smith, Sam

Result Page: 1 2 MNext

Download Return

£4KRONOS

Done o

5. If you want to open the report in Microsoft® Excel, click Download, click to select Open with
Microsoft Excel, then click OK.

-OR -

If you want to download the report in Microsoft Excel . XL S format, click to select Save to Disk,
then click OK.

The Employee Assignment by Timekeeper report

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

Thisreport is available to HR Administrator and Administrator roles only. When the report is viewed
by the Administrator, it contains all the employeesin the system. When the report is viewed by the HR
Administrator, results are restricted to the HR Administrator's organization only. The organization
nameis displayed at the top of the report.

The report is generated for the complete pay period range that currently existsin webTA. The report
can be further filtered by specifying a Supervisor or Timekeeper.

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

To generate the Employee Assignment by Timekeeper report:

1. Onthe HR Administrator Main Menu page, click Reports.
The HR Administrator Reports Menu page opens.
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2. Click Emp-Tkp.
The Emp-Tkp Assignment Report Criteria page opens.

webTA: Emp-Tkp Assignment Report Criteria: com-threeis.webta PE9E ssignRptPs O 5[

Fle Edit Vew Go Bookmarks Tools Help

Help Logout

Emp-Tkp Assignment Report Criteria

Continug Return

£4KRONOS

‘ Done

‘ webta kronos.com (%) 2

3. Typeintheuser ID of, or search for and select. the Timekeeper whose employee assignments you
want to view, and select the employee status from the Statuslist.

4. Click Continue.
webTA generates the Emp-Tkp User Assignment report.

webTA: Emp-Tkp User Assignment Report: com.threeis.webta.Pe97tkpUserassignmentReport N, 1O 5[

Fle Edit Wew Go Bookmarks Tools Help

Help Logout

Emp-Tkp User Assignment Report

Employees in Organization: DHS-HQ

Employee Name

Able, Mary
Carpenter, Brad
Grant, Caroline
Quintarelli, Caroline
Sarnoff, Michelle
Stmith, Robert

Test, Caroline
Ulrich, Elizabeth
Williams, Zach

McGantry, Felix

Dowenload Return |

£4KRONOS

‘Dune webkakronos.com (7 2

5. If you want to open the report in Microsoft® Excel, click Download, click to select Open with
Microsoft Excel, then click OK.

-OR -
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If you want to download the report in Microsoft Excel .XLS format, click to select Saveto Disk,
then click OK.

The Active T&A report

Thisreport lists the current T& A status for all employeesin an HR Administrator's agency. This
report only returns the currently active T& As. Results can be filtered by pay period, user ID, unit
code, status, and state.

The Timekeeper, Supervisor, HR Administrator by Organization report

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

Thereport lists the organization code in the first column, the name of the employee having the selected
role in the second column, and their user ID in the third column.

When the report is viewed by HR Administrator, results are restricted to the HR Administrator's
organization only. The organization name will be displayed at the top of the report.

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

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

1. Onthe HR Administrator Main Menu page, click Reports.
The HR Administrator Reports Menu page opens.
2. Click User Orgs.
The Timekeeper, Supervisor, HR Admin by Organization Code Report page opens.

webTA: Timekeeper, Supervisor, HR Admin by Organization Code Report: com.threeis.webta.PeEduserDrgal =100 x|

Fle Edt Wew Go Bookmarks Tools Help

Help Logout

Timekeeper, Supervisor, HR Admin by
Organization Code Report

Select role: |ENERGEEE =|  Update

Organization Gode Supervisor Name Employee Id

aAdministratar, The ADMIN
DHQ Yungk, Christian CLYE
Yungk, Christian CLY11
Download Return
£4KRONOS
[ 4
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3. If you want to open thereport in Microsoft® Excel, click Download, click to select Open with
Microsoft Excel, then click OK.

-OR -

If you want to download the report in Microsoft Excel .XLS format, click to select Saveto Disk,
then click OK.

The User Role report

Thisreport lists employees by role, and can be further filtered by organization and subordinate
organization.

Thereport lists, by column, employees names, user 1Ds, agencies, and organizations.
To generate the User Role report:

1. Onthe HR Administrator Main Menu page, click Reports.
The HR Administrator Reports Menu page opens.
2. Click User Role.

The User Role Assignment report opens.

webTA: User Role Assignment Report: com.threeis.webta PE8TuserRoleReport - Microsoft Interne =10 x|
| Ele Edt ‘View Favorites Tools Help o

Help Logout

User Role Assignment Report

Active Employees »| Update |

ibordinate Organization

Result Page: 1 2 Next

Name User ID Agency Organization
Amini, Tara ADMIN DHS-HO TSA
Bissall, Hugh BISSEL DHS-HQ TSA
Buzov, Heywood BUZOV TSA 154
Eight, Five FION DHS-HO TSA
Redwith, Amanda REKON TSA TSA
Te, Bongo BONGO TSA TSA
Topen, Isadore TOPEN DHS-HQ TSA

Result Page: 1 2 Next

Download TAProfile Download EmpProfile ] Retum |

E4KRONOS

=

3. If youwant to view alist of T&A profiles, click Download TAProfile, click to select Open, then
click OK.

-OR -
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If youwant to save alist of T&A profilesin Microsoft Excel .XLS format, click Download, click
Save, navigate to the location where you want to save the file, then click OK.

If you want to view alist of employee profiles, click Download TAProfile, click to select Open,
then click OK.

-OR -

If you want to save alist of employee profilesin Microsoft Excel .XLS format, click Download,
click Save, navigate to the location where you want to save thefile, then click OK.

Finalized Timecards report

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

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

To generate the Finalized Timecards report:

1

On the HR Administrator Main Menu page, click Reports.
The HR Administrator Reports Menu page opens.

Click Final T& As.

The Finalized Timecard Report Parameters page opens.

wehTA: Finalized Timecard Report Parameters: com.threeis.webka.P 0 dTAReportPs = =] ﬂi

Flle Edit Wew Go Bookmarks Tools Help I

Help Logout

Finalized Timecard Report Parameters

From To

Pay Period Range r___[2005 ~ I——u = lﬁDDE = rmj% ~

Continug Return |

£4KRONOS

| Dong | webta.kronos.com (7 2

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

Click Continue.
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4. The Finalized Timecard Report opens listing employees with finalized time cards for the range of
pay periods you selected.

webTa: Finalized Timecard Report: com.threeis.webta.P6551 finalizedT AR eport _ 1ol x|

fle Edt Wew Go Bookmarks Tools

Help Logout

Finalized Timecard Report

Employee Name Employee User Id Employee 88N Timekeeper User Id Supervisor User Id Organization Pay Period

Quintarelli, Caroline (CAQ1 F77-858-9999 BLACKTS CALLI DHS-HQ 19 2006
Smith, Robert SMITHR1 606-999-1234 BLACKTS CALLI DHS-HQ 20 2006
Download Return
E£4KRONOS

| Bans webts.kronos.com (]

5. If you want to download the report in Microsoft® Excel .X LSformat, click to select Saveto Disk,
then click OK.

The New Employee report

The New Employee report lists the names of the employee new to the system, their user ID, their SSN
(if configured), their Timekeeper's ID, and their Supervisor's ID. (An employee remains new until one
of their time cardsisincluded in abuild.)

IMPORTANT! New Employee report results include only those employees who have been assigned to
arequesting HR Administrator’ s organization.

To generate the New Employee report:

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

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

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

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

=10I x|

webTa: New Employee Report: com.threeis.webta.P6552newEmployeeReport:,

fle Edt Wew Go Bookmarks Tools  Help

Help Logout

New Employee Report

Employee Name Employee UserId Employee 88N Timekeeper User Id Supervisor User Id Organization Pay Period

Lamier, Rocco LAMROC 999-99-9997 SMITH23 MCHAIR DHE-HO 18 2006
McGarner, Bruce  |MCGARL 999-88-7777 SMITH23 SMITHFG DHS-HQ 22 2006
Test, Caroline CAQ4 888-77-6545 BLATTE SEMME DHS-HQ 17 2006
mcelroy, cheryl 5 MCELROY 100-00-0000 BLEVINS MCNAIR DHS-HO 17 2006
Download Return
£4KRONOS

| bane webta kronos.com

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

-OR -
If you want to download the report in Microsoft Excel .XLS format, click to select Saveto Disk,
then click OK.

The Uncertified Timecards report

This report lists employees’ names, user IDs, SSNS (if configured), Timekeeper's IDs, and
Supervisor's IDs of employees whose time cards have not been certified.

Results are restricted to the HR Administrator's organization.
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To generate the Uncertified Timecard report:

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

The HR Administrator Reports Menu page opens.

2. Click Uncertified T& As.

The Uncertified Timecard Report page opens.

webTA: Uncertified Timecard Report: com.threeis.webta.P6553uncertifiedTAReport

Fle Edit View Go Bookmarks Tools

Help

-0 x|

Help Logout

Uncertified Timecard Report

Timekeeper
User Id

ThAMIG 1
NEBO2
NEBOZ2

FPOLAN
FPOLAN

Supervisor
User Id

BMCGAR
EMCGAR
KELL

LORD3
LORD3

Employee Employee
Name User Id
Srith, Fred SMITH34
Jones, Hal CLYE
Smith, James CLY?
Sallie, John CLYB
Yungk, Christian CLY9

Download Return

Employee
SSN

123-45-9054

123-45-6785
123-45-6786
123-45-6787
123-45-6788

Organization

DHS-HQ

DHS-HQ
DHS-HQ
DHS-HQ
DHS-HQ

Pay
Period
20 2006
20 2006
20 2006

20 2006
20 2006

i

4 KRONOS

)

3. If you want to open the report in Microsoft® Excel, click Download, click to select Open with

Microsoft Excel, then cli
- OR -

ck OK.

If you want to download the report in Microsoft Excel .XLS format, click to select Saveto Disk,

then click OK.

The Unvalidated Timecards report

Thisreport lists employees names, user IDs, SSNS (if configured), Timekeeper's IDs, and
Supervisor's IDs of employees whose time cards have not been validated.

Results are restricted to the HR Administrator's organization.

To generate the Unvalidated Timecards report:

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

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

The Unvalidated Timecard Report page opens.
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Help Logout [
Result Page: 1 2 Next
Timekeeper Supervisor Employee Employee Employee Organization Pay
User Id User Id Name User Id SSN Period
Shock, Anna R -
ADMIN ADMIN Phylactic ANNA 987-65-4878 AELRED 23 2007
ADMIN ADMIN FUNBLON:  GERTHAF  369-85-2147 AELRED 24 2007
ADMIN ADMIN Littleleft, Tlon= |y rriy 234-34-3454 |AELRED 24 2007
ADMIN ADMIN THL, HQ HQTIME 282-28-2777 |TSA 09 2007
Timekeeper 1 | b % *
ADMIN ADMIN ‘;‘::““'S"a“"' ADMIN 000-00-0001 |TSA 23 2007
TSAADMIN TSASUPER Test, Bongo ) |BONGO 101-01-0101 | TSA 01 2007
TSAADMIN TSASUPER Test, Cup ) |CUP 234-89-7234 | TSA 05 2007
TSAADMIN TSASUPER Test, Pebble J |PEBBLE 320-30-0000 | TSA 05 2007
Test, TSA i - = -
TSAADMIN TSASUPER Supervisor J TSASUPER 359-35-9359 |TSA 06 2007
. Test, TSA L g i
TSAADMIN TSASUPER Timekeaepar 3 | TSATIME 230-38-8888 | TSA 06 2007
TSAADMIN TSASUPER Test, Boulder 1 BOULDER 333-77-3777 |TSA 07 2007
Result Page: 1 2 Next
Diownload I Raluml
TAKRONOS |
-

3. If you want to view the report, click Download, then click Open.

-OR-

If you want to save the report in Microsoft Excel . XL S format, click Download, click Save,
navigate to the location where you want to save the file, then click OK.

The FESI Extract for Agency report

Thisreport lets HR Administrators view or download a FESI file containing the built T& A records for
a specified pay period range. The report includes all records that were built in that range. For example
if acorrection for pay period 09 of leave year 2005 was built in pay period 15 of the same pay period
year, then asearch for pay period 15 of leave year 2005 will include this record.

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

To generate the FESI Extract for Agency report:

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

The HR Administrator Reports Menu page opens.

2. Click FESI extract.

The Agency FESI Report Criteria page opens.
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3. Definethe pay period range you want the report generated for by selecting from the From and To
lists, select the status of the employees reported on from the Status list, then click Download.

A dialog box opens asking you if you want to save thefile.

4. Click Save
Name the file and navigate to the |ocation where you want to save thefile.
IMPORTANT! Make sure you savethe filein DAT format.

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

-OR -
If you want to save the filein .DAT format, click to select Save to Disk.

webTA 3.7 HR Administrator’s Guide 40 © 2008 Kronos Incorporated



	webTA 3.7 HR Administrator’s Guide
	Introduction
	Selecting employees
	About employee profiles
	About the Leave Audit Report page
	Setting an employee’s pay period
	About the Locator Info page
	Adding a new employee
	About inactive status
	Reactivating an employee

	About Role Management
	Managing Timekeeper delegates
	Managing Supervisor delegates
	Managing Project Manager delegates
	Making Timekeeper global changes
	Making Supervisor global changes

	Importing employee data
	About webTA HR Administrator reports
	The View Agency Status report
	The Employee Assignment by Supervisor report
	The Employee Assignment by Timekeeper report
	The Active T&A report
	The Timekeeper, Supervisor, HR Administrator by Organization report
	The User Role report
	Finalized Timecards report
	The New Employee report
	The Uncertified Timecards report
	The Unvalidated Timecards report
	The FESI Extract for Agency report



