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Introduction

The purpose of this document isto provide supervisors information needed to use webTA for fulfilling
the Supervisor 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.

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 shotsin 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 Supervisor Main Menu opens when you log into webTA.

wehTA: Supervisor Main Menu: com.threeis.webta.P500mnuSup oy ] [
File Edit Yiew Go Bookmarks Tools Help

Help Logout

Supervisor Main Menu

Select I Select Employee
Search | Search For Employee

Leave/Pram Pay I Leave and Premium Pay Requests
Reports | webTA Reports

User Functions
Delegate | Change Password | Wiew Tasks (30) |

Employee I Superdsar |

Al

9 KRONOS

! Done | webta kronos.com () 2

As a Supervisor, you are responsible for certifying all T& A reports for your employees before their
datais sent to NFC for payroll processing, and to approve or deny leave and premium pay requests.

Thelaw requiresthat the data be certified as correct before issuance of pay. Therefore, webTA will not

create the transmission record for an employee until it is certified by you, one of your delegates, or the
Master Supervisor.
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Selecting or searching for an employee

To certify T& As and do other employee maintenance, you must either use the Select Employee
function to get alist of the employees that you are personally responsible for, or search for an
employee using webTA'’ s search function to get a subset of that list (either a specific employee or a set
of employees that report to the you).

NOTE: See webTA Basics for detailed information about searching.

To select an employee:

Click Select on the Main Supervisor Menu page.

webTA returns a complete list of the employees you can certify or maintain, along with the status
of their T& A.

webTA: Select Employee: com.threeis.webta.P510selEmp ] 1 ] 5

File Edt Wiew Go Bookmarks Tools Help

Help Logout

Select Employee
[ [ stotus | _Employas | _User1d_| pay period |imekesper|supervisor]

& No Profile  ADMIN, DEMO DEMOADMIN 17 - 2006 (C) ADMIN ADMIN
B ADMIN, DEMO DEMOADMIN 18 - 2006 ADMIMN ADMIN
B ADMIN, DHSHQ DHSHQADMIN 18 - 2006 ADMIMN ADMIN
1 Administrator, The ADMIN 17 - 2006 ADMIN ADMIN
L ADMIN, 55 S5ADMIN 18 - 2006 ADMIN ADMIN
 wal by Tkp User, Sup SUPUSER 18 - 2006 ADMIMN ADMIN

Selected Employee
Wiew/Certify T&A | Locator Info | Cerified T&As | Leave Audit

Certify All Return

£4KRONOS

Done webta.kronos.com =

The Status column for unvalidated employees will be empty.
T&A that isvalidated is eligible for certification.

To search for employees:

1. Onthe Supervisor Main Menu page, click Sear ch.
The Search for Employee page opens.
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fle Edt Wew Go Bookmarks Tools  Help

Help Logout

Search for Employee

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

T&A Type All =

Pay Period All v
Search Cancel
E£4KRONOS
Done webta.kronos.com

2. Typeinthe employee's last name, first name, SSN or a combination of that information.

You can also search for employees assigned to agiven Timekeeper, T& A type, and T& A datafor a
specific pay period by selecting from the appropriate lists.

NOTE: See webTA Basics for detailed information about setting basic search criteria.

3. If youwant to search by Timekeeper, Organization, T& A Type, or Pay Period, select the appropri-
ate search criterion from the associated drop-down lists.

T&A Typeletsyou limit search results to those records meeting these criteria:

» Corrections searches for T& A records in the system which are correction records.

» Unvalidated searchesfor records which have not been validated by either the employee or
the timekeeper.

» Validated searches for records which have been validated by the employee or the
timekeeper, but which have not yet been certified by the supervisor.

» Certified searches for records which have been both validated and certified, but not yet
built.

* No Profile searches for 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.

Pay Period lets you limit search results by pay period.
» Current searchesfor records for the current pay period.

» Previous searches for records for the previous pay period, which are typicaly completed
records which need to be certified and built.

» Older searchesfor records not in the current or previous pay periods.
4. Click Search.

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

webTA 3.7 Supervisor's Guide 3 © 2008 Kronos Incorporated



webT4: Select Employee: com.threeis.webta.P510selEmp

fle Edt Wew Go Bookmarks Tools Help

=101 %]

Help Logout

Search Results
[ Employas | Userid _|pay perind] _Timakespar |supervisor
o

Administrator, The ADMIN

[ store |
&

etw e leile eleile e lels e

Test, Test

TIMEKEEPER, HOQ
Mo Data TIMEKEEFRER, TSA
val by Tkp Yungk,

fungk,
val by Tkp ¥ungk,
Mo Data fungk,

Mo Data fungk,
Mo Data fungk,
Yungk,
fungk,

Mo Profile  ¥ungk,
Selected Employees

Christian
Christian
Christian
Christian
Christian
Christian
Christian
Christian
Christian

2| 2006 ADMIN ADMIN
EESTE 16 - 2006  ADMIN ADMIN
HOQTIMEKEEPER 21 - 2006 HQTIMEKEEPER ADMIN
TSATIMEKEERER 21 - 2006  TSATIMEKEEPER ADMIN
CLY1 21 - 2006  ADMIN ADMIN
CL¥10 20 - 2006 TSATIMEKEEPER ADMIN
CLy2 20 - 2006  ADMIN ADMIN
CLY3 21 - 2006  ADMIN ADMIN
CLY5S 21 - 2006  ADMIN ADMIN
CLY6 20 - 2006  ADMIN ADMIN
Al 20 - 2006  ADMIN ADMIN
CLY8 20 - 2006  ADMIN ADMIN
CLYg 20 - 2006  ADMIN ADMIN

Wiew/Certify T&Al Locator \nfnl CeniﬁedT&Asl Leave Audit

Certify All Return

£4KRONOS

| bone

Viewing and certifying T&A

After selecting or searching for employees, you can select an employee for certifying an individual
T&A record, or you may certify all validated records in one operation.

To view and certify or decertify an employee’s T&A:

1. Select, or search for and select, the employee whose T& A you want to view or certify.
2. Click View/Certify T&A.
The employee’'s T& A data summary page opens.

webTA 3.7 Supervisor's Guide
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webTA: T&:A Data Summary: com.threeis.webta.P550datal ASum I =]
File Edt Yew Go Bookmarks ook  Help
Help Logout i—
Name: User Pay Feriod: 18 : Sep 3, 2006 to Sep 16, 2006
Time Card Type:Regular Lesve Yaan 2006
Status: Approved
Time In Pay: 80:00 Gther Time: 0:00 Cays In Pay: 10
‘ Sep
7 q i 3 3l4isisl7lnis
fenaschey e S M T WTF SWk1S M T w T F S|wk2Total
Work Time
{6000000000000
RegulsrBase Pay R ‘ CRESERE ‘ 32‘ 8 | 40 | 72
Waork Time Total | 8888 [32] i3 8.8 88 |40]72
Leave and Other Time
£000000000000
Admin/Excused Absence (Mo Description) ‘ 8 ‘ 8 ‘ | | £l
Leave and Other Time Total [ 8 [ e ]
Daily Total [ (815 .8 .8 8 |40 [40] e0 ]

'T&A Profile

Leave Data[Fwd Accr AusiliUsed Bal

P2y Plan GL LEQ (Grades 3o 10)| [Annusl
[Tour of Duty Full Time. sick
Duty Hours 50
[wark wesk -t =
Alternative Schedule Regular B-hour Days Leave Year Projec
Maximum Available Annual Z6:00
Agency DHS-HQ
State Dc Manimum Awvailable Sick 36:00
s oo Uss or Loza Leavs --
Unit o1
[Timekeeper 01
New Contact Poine Ver
Retain Data [Mone

Account Data Code

[Manual Entry

Service Computation Date|Oct D2 2006

Annual Leave Category |4 hripp
Status History
[Timestamp Status Name Message

Gor21 2008 0

Timskesper Validated

Administrator, The (ADMIN)

©Cct 17 2006 0

Timekesper Validated

Administrator, The (ADMIM)

Ger 17 2008 0

ckeeper Validated

Administrator, The (ADMIN)

©cr 17 2006 01:06 PM

Timskesper Validated

Administrator, The (ADMIN)

©ct 17 2006 01:05 PM

[Timekesper Validated

Administrator, The (ADMIM)!

e 102006 01:22 PM

Walidstion Reset By Edit|

Administrator, The (ADMIN)]

©cr02 2006 12115 PM

Timskesper Validated

Administrator, The (ADMIN),

©ct 02 2006 12111 PM

Pay perind set

Administrator, The (ADMIM)!

Pay periad changed from 20 to 18,

©cr02 2006 12:08 PM

Mew Record Created

Administrator, The (ADMIN)]

Crested new record for pay period 20,

3.

Your signature certifies that all reported time was worked and approved according to law and regulation.
Yalidated By : The Administrator
Yalidation Date : Oct 17 2006 1:05 PM
Centity | RejectDecertify | Cancel
Done webta kronos.com ()

If you want to certify the employee’'s T& A, click Certify, then stop here.

-OR-

If you want to decertify an employee’'s T& A, click Reject/Decertify.

The Reject Employee Data page opens, asking you for areason for the rejection.

webTA 3.7 Supervisor's Guide
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=101%]|

Edit Wiew Go Bookmarks Tools Help

Help Logout

Reject Employee Data

Mame: Jerry Spenser Pay Period: 05 : Mar 5, 2006 to Mar 18, 2006
Time Card Type: Gorrection Leave Year: 2006
Please enter the reason for which
the the record will not be certified.
Save Cancel

‘Done

webta. kronos.com (<) 4

4. Typethereason for not certifying or for removing the certification from this record.

The explanation should be relatively short, but you may enter as much information as you feel
necessary to explain the situation. For example,

* The 8 hours of annual leave reported on the first Tuesday should be a holiday.
» Timekeeper requested de-certification to change profile data.
»  Overtime was hot authorized on Saturday.

5. Click Save.

The certification is removed or rejected, and atask is sent to the affected employee and his or her

Timekeeper.

To certify all records in one session:

1. Ineither the Select Employee or Search Results pages, click Certify All.

The T& A Data page opens for the first employee eligible for T& A certification. Only records that
have been validated successfully are displayed.

2. If you want to certify the employee’'s T& A, click Certify.

-OR -

If you want to go to the next employee without taking any action, click Skip.

Clicking Skip opens the next employee's data page without certifying the T& A data on the current

page.

webTA 3.7 Supervisor's Guide 6
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3. Repeat the preceding step for every employee in the set.
You must review and click Certify, Re ect/Decertify, or Skip for each employee.

IMPORTANT! Once you certify records, changes cannot be made by anyone during the current
pay period unless you remove the certification.

About Locator information

Some agencies may require you to keep their employees’ office address and contact information
current in the webTA Locator. However, webTA does use this information for its functions.

IMPORTANT! The e-mail address must be supplied for the webTA to send tasks to recipients.

To view an employee’s location information.

1. From the Supervisor Main Menu page, select or search for and select the employee.

2. Click Locator Info.

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

Eile Edit Yew Go Bookmarks Tools  Help

Locator Info

Office Contact Information for Christian Yungk

(g | —
Croom oo |
e stop/mouting cocs |
Coomny [
o [ —
a0
Fax [

Save Cancel

£4KRONOS

| Done 4

Employees and supervisors can modify the information on this page.
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Viewing a summary of an employee’s certified T&A

To view a summary of an employee’s T&A:

1. After selecting, or searching for and selecting, an employee, click Certified T& As.
The employee’s Certified T& A Summaries page opens.

=101%]

Fle Edit Yiew 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 ] [2008 =] [26 =

Update
Christian Yungk (CLY1)

- Pay Period|Date Range Cert By|Cert Date |Cert Type

@& 20 -2006 OctO01-0Oct 14 ADMIN Oct 04 2006 WEBTA-GZ

Wiew Certified Summary Return

£4KRONOS

| Dane 4

This page shows all of the certified T& As for an employee. The columns show the pay period,
dates of the pay period, and how, when, and by whom each was certified. Corrections are
designated by (C) to the right of the Pay Period.

Cert Typeis the mechanism used to certify the record. This may be the standard webTA electronic
certification, PKI (if it was digitally signed using an authenticated digital signature system), or
another mechanism.

2. If you want to restrict the range of records displayed, select the appropriate From and To pay
period dates, then click Update.

3. If you want to view the summary form, click to select the line you want to view, then click View
Certified Summary.

The employee's summary opens with the employee's name and current status at the top.
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=10 x|

Mame: Christian Yungk
Regular

Pay Period: 20 : Oct 1, 2006 to Oct 14, 2006

Time Card Type: Leaue Year: 2006

Time In Pay: 80:00 Other Time: 0:00 Days In Pay: 10

Oct

[Transaction SfuiAccount

Wk 2| Total

g |4D‘ED

£ _6 7
WITIF 8 |Wht

Work Time

Reqular Base Pay 1111112222222 ai8:8 |4D| 868

Work Time Total | isigigis |40 [eimisisis. |40 s0
Leave and Other Time
(Mo Leave and Other Time transactions) |
Daily Total | izieieial |40 ‘sizsieisis! |40 &0
T&A Profile Leave Data|Fwd AccridvailiUsed: Bal
Pay Plan 55 General Schedule Annusl -- {4:00i4:00! -- i4:00
| Tour of Duty Full Time Sick -- {4:00{4:00{ -- i4:00

D“t"l;H”“": 18 Leave Year Projection
Wark W M-F
SR Masimum Available Annual 2300
Alternative Schedule Regulsr 8-hour Days
" Auasilable Sick 28:00
EE i Use or Lose Leave --
state [FY
Town o001
Unit 01
Timekeeper o1
Mew Contact Paint es
Retain Data [Exception Procassing

Account Data Code [Manual Entry

Service Computation Date|Oct 04 2006
Annual Leave Categary |4 hefpp

Your signature certifies that all reported time was worked and approved according to law and regulation.

Affirmed By: Christian Yungk
Affirmation Date: Oct 04 2006 10:46 AM

Certified By : The Administrator
Certification Date : Oct 04 2006 10:47 &AM

The complete T&A status history is displayed below; it may contain events that happened since the certification shown above took place.

Status History

[Timestamp Status Mame Message
Cct 16 2006 05:16 PM|Built SYSTEM Builtin Build ID 41,
===>|Gct 04 2006 10147 P Certified |Administrator, The (ADMIN)

Cct 04 2006 10:47 AM|Timekeeper Yalidated|Administrator, The (ADMIM)]
Cct 04 2006 10:46 AM|Employee Attested | Vungk, Christian (GLV1)
Cot 04 2006 10:46 AM|Employee Validated |Yungk, Christian (GLY1)
Cct 04 2006 10:0% AM[MNew Record Created |Administrator, The (ADMIM)|Created new record for pay petied 20,

Done

At the bottom of the page is the certification statement and a history of actions taken on this record.

|nnual Lesve catego |

Your signature certifies that all reported time was worked and approved according to law and regulation.

Affirmed By: Christian Yungk
Affirmation Date: Oct 04 2006 10:46 AM

ed By : The Administrator
cation Date : Oct 04 2006 10:47 AM

The complete T&A status history is displayed belo. may contain events that happened since the certification shown above took place.

Status History

Timestamp Statuz Mame

Cct 16 2006 05:16 PM |Built SYSTEM

===:|Cct 04 2006 10:47 P Certified |Ad ratar, The (ADMIN)
Cct 04 2006 10:47 AM|Timekeeper Validated Adminiztrator, The (ADMINY
Cct 04 2006 10:46 AM|Employes Attested | Yungk, Christian (CLY1)
Cct 04 2006 10:46 AM|Employes Validated | Yungk, Christian (CLY 11
Cct 04 2006 10:09 AM|New Record Crested |Administrator, The [ADMIN)|Created new recard for pay periad 20,

Message
Built in Build ID 41,

Dane

Viewing and managing leave requests

All pending or approved |eave requests that have not yet expired for all of the employees assigned to
you, or assigned to supervisors for whom you are a delegate, are accessed from the Supervisor Main

Menu page.

webTA 3.7 Supervisor's Guide 9
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To view leave requests:

1. From the Supervisor Main Menu page, click L eave/Prem Pay.
The Leave/PremPay Request Menu page opens.

webTh: Leave/PremPay Request Menu: com.threeis.webta P551leayePremReqMent 1o x]

fle Edt Wew Go Bookmarks Tools  Help

Help Logout

Leave/PremPay Request Menu

[EEEM| Leave Requests
HEUREETE Premium Pay Requests

Return

E4KRONOS

Done 7

2. Click Leave.
The Current Leave Request page opens listing unexpired pending or approved |eave requests for
the employees you supervise.

webTA: Current Leave Requests: com.threeis.webta PS52ieavelequest A =10} x|

Ele Edt Wew Go Goclmads Took  Help

Help Logout

Current Leave Requests

Change View Criteria

Update || Show My Employees 'i

[Status!* lEmployeal ‘1 Request Typel*IFrom DatelAllTo Datel*] [Total Hrsl*]
Oct 13 2006 Oct 13 2006
Chre: § Ly - d
Edit |approved Chnstian Yungk (CLY2)Annual Leave (2006-20) (2008-20) B:00

View History | Calendar View | Return J

£ 4KRONOS

3. If you want to filter the results by employee type, select from the Change View Criterialist, then
click Update.

4. If you want to view approved and pending leave requests for the requests on the Current Leave
Requests page, click View History.

-OR -

If you want to view a monthly calendar of all pending and approved leave requests, click
Calendar View.

5. If you want to view details about an individual leave request from the Current L eave Requests
page, click Edit next to the request.

-OR -

webTA 3.7 Supervisor's Guide 10 © 2008 Kronos Incorporated



If you want to view details about an individual leave request from the calendar view, click the
|leave request on the leave date.

...................

Leave request calendar view link

The Approve/Deny Leave Reguest page opens, which provides details about the |eave request,
including remarks.

webTA 3.7 Supervisor's Guide 11 © 2008 Kronos Incorporated



6.

A} wehTh: Approve Tieny Leave Request: com theeeis webta PSSSleaveR egEdst - Microsolt Intermet Explorer

Ble Edt Vew Fgvorkes Jook Hep

webta-gamar2-usaid 3.7.0.24540 March 18, 2008 Help Logout

Approve/Deny Leave Request

Request by: excep5 excep5 (EXCEP5)

Request Information

Leave Type Annual Leave

Transaction Type EUGUENEEN]

submit Mar 20 2008 6:49 AM
96:00 hours
Ho st 8:00 hours
i ~ March 2008

Sun  Mon @ Tue ' Wed @ Thu @ Fri Sat

Hei Hei  He Wai  Ho: WAt He

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

Please specify:  None

Family and Medical Leave Act

If annual, sick, or leave without pay will be used under the Family and Medical Leave Act of
1993 (FMLA), indicate what it will be used for.

Please specify: None
Contact your supervisor and/or your personnel office to obtain additional information about your
entitlements and responsibilities under the FMLA. Medical certification of a serious health condition
may be required by your agency.

Remarks
(200 chars max)

H

E

Approve I Denj'l Cancel

€4KRONOS

Leave request calendar view link

webTA 3.7 Supervisor's Guide 12

If you want to view details about an individual leave request from the calendar view, click the
leave request on the |eave date.
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To approve or deny pending leave requests:

1. From the Supervisor Main Menu page, click L eave/Prem Pay.
The Leave/PremPay Request Menu page opens.

webTa: Leave,/PremPay Request Menu: com.threeis.wehta P551leavePremReqMent =10i x|

fle Edt Wew Go Bookmarks Tools  Help

Help Logout

Leave/PremPay Request Menu

LM Leave Requests
[HEUMEM| Premium Pay Requests

Return

£4KRONOS

Done

2. Click Leave.

The Current Leave Request page opens listing unexpired pending or approved |eave requests for
the employees you supervise.

webhTA: Current Leave Requests: com.threeis.webta PS52eaveR equest =10 x|
Bl Edt Wew Go Bochmards Tools  Help

Help Logout

Current Leave Requests

Change View Criteria
Update || Show My Employeess v!
|statusl* lEmployeal ‘1 Request Typel*lFrom DatelAliTo Datel*] [Total Hrs(*]

Oct 13 2006 Oct 13 2006
Chre: d
E;fﬂ[.ﬂ\ppraved Chnstian Yungk (CLY2)Annual Leave (2006-20) | (2006-20) B:00

View History | Calendar View | Returm I

£ 4KRONOS

3. If you want to filter the results by employee type, select from the Change View Criterialist, then
click Update.

4. Click Edit next to the appropriate request.

The Approve/Deny Leave Request page opens, which provides details about the leave request,
including remarks.

webTA 3.7 Supervisor's Guide 13 © 2008 Kronos Incorporated



] webTA: Approve, Deny Leave Request: com theeeis.webta P5SSleaveReqEdt - ternet Explorer =101 x|
Ble Edt Yew Fgeorites Joodk  Hep af

webta-gamar2-usaid 3.7.0.24540 March 18, 2008 Help Logout

Approve/Deny Leave Request

Request by: excep5 excep5 (EXCEPS)

Request Information

Leave Type Annual Leave

3l Arnual Leave
Mar 20 2008 6:49 AM
96:00 hours

March 2008

Sun  Mon @ Tue ' Wed @ Thu @ Fri Sat

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

Please specify:  None

Family and Medical Leave Act

If annual, sick, or leave without pay will be used under the Family and Medical Leave Act of
1993 (FMLA), indicate what it will be used for.

Please specify:  None

Contact your supervisor and/or your personnel office to obtain additional information about your
entitlements and responsibilities under the FMLA. Medical certification of a serious health condition
may be required by your agency.

Remarks
(200 chars max)

=

E

o | oo | cwn

€4KRONOS ||

5. If you want to approve the request, click Approve.

6. If you want to deny the request, click Deny.

webTA returns to the Current L eave Requests page. Your change is reflected in the Status column
of the leave requests table.

To deny an already approved or denied request:

1. If you have not aready done so, open the Current Leave Requests page by clicking L eave on the
Supervisor Main Menu.

2. If desired, filter the list of request by selecting from the Change View Criterialist.

webTA 3.7 Supervisor's Guide 14 © 2008 Kronos Incorporated



3. Click Edit next to the approved request that you want to deny.
The Approve/Deny Leave Reguest page opens.
4. Click Revert Pending.

webTA sets the request back to Pending and returns to the Current Leave Requests page.
5. Approve or deny the request as usual.

Viewing and editing premium pay requests

All pending or approved premium pay requests that have not yet expired for al of the employees
assigned to you, or assigned to supervisors for whom you are a delegate, are accessed by clicking
L eave/Prem Pay on the Supervisor Main Menu page.

Supervisors can approve or deny pending requests, or change the status of requests after they are
approved or denied.

To view premium pay requests:

1. From the Supervisor Main Menu page, click L eave/Prem Pay.
The Leave/PremPay Request Menu page opens.

webTA: Leave/PremPay Request Menu: com.threeis webta P551leavePremRegMen =10l x|
Fle Edt Yew Go Eookmarks Tooks Help
Help Logout
Leave/PremPay Request Menu
HEUREETE Premium Pay Requests
Return

£4KRONOS

Dane 4

2. Click Prem Pay.

The Current Premium Pay Requests page opens listing unexpired pending or approved leave
reguests for the employees you supervise.

webTA 3.7 Supervisor's Guide 15 © 2008 Kronos Incorporated



g =[5

Flle Edt Yiew Go Bookmarks Tools Help

Help Logout

Current Premium Pay Requests

Change Yiew Criteria
Update || Show My Employess =
StatuslEmployeelRequest TypelFrom DatelTo DatelTatal Hrs|

The requests table is currently empty.

“iew History | Calendar View | Return i

E4KRONOS

Done 7

3. If youwant to filter the results by employee type, select from the Change View Criterialist, then
click Update.

4. If you want to view all approved and pending premium pay requests for the employees on the Cur-
rent Premium Pay Reguests page in table format, click View History.

-OR -

If you want to view a monthly calendar of all pending and approved premium pay requests, click
Calendar View.

5. If you want to view details about an individual premium pay request from the Current Premium
Pay Requests page, click Edit next to the request.

The request’s Approve/Deny Premium Pay Request page opens.

webTA 3.7 Supervisor's Guide 16 © 2008 Kronos Incorporated



-OR-

Approve,/Dervy Leave Request: com.t

Ble Edt Vew Fgvorkes Jook Hep

webta-gamar2-usaid 3.7.0.24540 March 18, 2008 Help Logout

Approve/Deny Leave Request

Request by: excep5 excep5 (EXCEP5)

Request Information

Leave Type Annual Leave
1 Annual Leave
Mar 20 2008 £:49 AM

8:00 hours

~ March 2008
Sun  Mon @ Tue ' Wed @ Thu @ Fri Sat

Hr el me Wai  Ho: WAt He

Sick Leave

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

Please specify:  None

Family and Medical Leave Act

If annual, sick, or leave without pay will be used under the Family and Medical Leave Act of
1993 (FMLA), indicate what it will be used for.

Please specify:  None

Contact your supervisor and/or your personnel office to obtain additional information about your
entitlements and responsibilities under the FMLA. Medical certification of a serious health condition
may be required by your agency.

Remarks
(200 chars max)

H

E

Approve I Denj'l Cancel

€4KRONOS

If you want to view details about an individual request from the calendar view, click the premium
pay request on the date.

webTA 3.7 Supervisor's Guide 17
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! P EXCEPS - 8:00 !

S \

Premium pay request calendar link

The Premium Pay Request page opensfor the day the request was made, showing all premium pay
requests for that date.

- webTa: Current Premium Pay Request: com.threeis.webta PS52singleEmpPremPayequest - Mic
| Ble Edt wew Favortes Toos Hep

=1alx
| &
|
Help Logout
2008-03-31 Premium Pay Request
This list tains p i pay req submitted by the given user for a single day.
|__[status/Employee
: Mar 31 2008Mar 31 2008
Edit [PendingBruce Mason (BMCGAR) Compensatory Time Earned (2008-07) | (2008-07) 4:00
Edit [PendingBruce Mason (BMCGAR) Cvertime "’E;B;;_E‘?‘,U)S"gog;_%ﬂga 2:00
Retum
£ 4KRONOS
El

6. Click Edit next to the request.

To approve or deny a pending premium pay request:

1. From the Supervisor Main Menu page, click L eave/Prem Pay.
The Leave/PremPay Request Menu page opens.

webTA: Leave/PremPay Request Menu: com.threeis.webta.P5511eavePremRe: 5 o ] |
fle Edt Wew Go Bookmarks Tools  Help

Help Logout

Leave/PremPay Request Menu

LM Leave Requests
[HEUMEM| Premium Pay Requests

Return
£4KRONOS
Eate 4
2. Click Prem Pay.
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The Current Premium Pay Request page opens listing unexpired pending or approved premium
pay reguests for the employees you supervise.

webhTA: Current Leave Requests: com.threeis.webta PS52eaveR equest =10 x|
Bl Edt Wew Go Bochmards Tools  Help

Help Logout

Current Leave Requests

Change View Criteria

Update || Show My Employeess v!
[status!* lEmployeel ] Request Typel* IFrom DatelAllTo Datel*] [Total Hrs(*]

Oct 13 2006 Oct 13 2006
Chre: d
Edit |approved Chnstian Yungk (CLY2)Annual Leave (2006-20) (2008-20) B:00

View History | Calendar View | Returm I

£ 4KRONOS

3. If youwant to filter the results by employee type, select from the Change View Criterialist, then
click Update.

The list of requests appearing in the table change to reflect your choice.
4. Click Edit next to the appropriate request.

The Approve/Deny Premium Pay Request page opens for the request you selected.
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Y webTA: Approve Deny Leave Request: com. theeets webta PSS5leavei eqEdit - Microsolt Internet Explarer

Bl £t Yew Fgvortes Jook  Hep

webta-gamar2-usaid 3.7.0.24540 March 18, 2008

Help Logout

Approve/Deny Leave Request

Request by: excep5 excep5 (EXCEPS)

Request Information
y Annual Leave

il ~rnual Leave

Mar 20 2008 6:49 AM

96:00 hours

8:00 hours

March 2008

Sun  Mon @ Tue ' Wed @ Thu @ Fri Sat

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

Please specify:  None

Family and Medical Leave Act

1993 (FMLA), indicate what it will be used for.

Please specify:  None

may be required by your agency.

Remarks
(200 chars max)

If annual, sick, or leave without pay will be used under the Family and Medical Leave Act of

Contact your supervisor and/or your personnel office to obtain additional information about your
entitlements and responsibilities under the FMLA. Medical certification of a serious health condition

[ [ I

=

E

€4KRONOS

Type your remarks in the Remarks box, if desired.
If you want to approve the regquest, click Approve.
-OR -

If you want to deny the request, click Deny.

webTA returns to the Current Premium Pay Requests page. Your change is reflected in the Status

column of the table.

To change the status of an already approved or denied request:
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1. If you have not aready done so, open the Current Premium Pay Requests Page by clicking Prem
Pay on the Supervisor Main Menu.

2. If desired, filter the list of request by selecting from the Change View Criterialist.
3. Click Edit next to the approved request that you want to deny.
The Approve/Deny Premium Pay Request page opens.
4. Click Revert Pending.
webTA sets the request back to Pending and returns to the Current Premium Pay Requests page.
5. Approve or deny the request as usual.

Generating a Leave Audit report

The Leave Audit Report is used by the Supervisor to reconcile historical leave records for a selected
employee. Y ou can select the starting and ending leave year range for the report, as well as the type of
leave you want to examine. The report displays aline for each pay period that has a certified T& A
record in which the selected type of leave was taken.

To generate a Leave Audit report:

1. From the Supervisor Main Menu page, select or search for and select the employee you want to
create the report for.

2. Click Leave Audit on either the Search Results or Select Employee page.
3. The Leave Audit Report opens for the default settings.

webTA: Leave Audit Report: com.threeis.webta.P427leavesuditReport -0 _)Q

Fle Edt Yiew Go Bookmarks Tools Help

Help Logout

Leave Audit Report

From To

Pay Period Range r——_IZUUE — l__'1 - l__IZDUE - l__IZU =

Leave Type [ Annual =
Update
Leave Audit (Annual) For Christian Yungk (CLY1)
Pay Period Ma.nual Forward |Accrued |Available Balance |Max. Available
Adjustment
20 - 2006 0:00 4:00 4:00/ 0:00 400 28:00
Download Return
| o b

4. Set the pay period range and leave type you want the report generated for, then click Update.
webTA generates the Leave Audit report based on the settings you made.
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If you want to view or download the report in Microsoft® Excel .X LSformat, click Download,

then either open or save the report.
If you want to view or download the report in Adobe® .PDF format, click Download PDF and

-OR -

either open or save the report.

Generating a Default Schedule report
A Default Schedule report lists the default schedule for each of the Supervisor’s employees.

To generate a Default Schedule report:
1. Onthe Supervisor Main Menu Page, click Reports.

The Supervisor Reports Menu page opens.

webTA: Supervisor Reports Menu: com.threeis.webta.P595mn:

=1gix]

Help Logout

el
File Edt Yiew Go Bookmarks Tools Help

Supervisor Reports Menu
_be. Scheduls |

Return

webta.kronos.com (=

$KRONOS

Al

2. Click Def. Schedule.
webTA generates the report.

22 © 2008 Kronos Incorporated
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webTA: Default Schedule Report: com.threei 46 2defScheduleReport ! o ] 5}

File Edit “ew Go Bookmarks Tools Help

Help Logout

Default Schedule Report

n

Week 1 Hours [ vieokotows [
» 3chedule o
5 T A 5 5 T A

Test, Test TEST Full Time 4 Ten-hour Days 10:00 10:00 10:00 10;00 10:00 10:00 10:00 10:00 80:00
Y¥ungk, Christian CLY¥8 Full Time Regular 8-hour Days| |10:00 10:00/10:00 10:00 10:00 10:00 10:00 10:00 80:00
Yungk, Christian CLY1 Full Tire Regular 8-hour Days §:00/ §:00 8:00 £:00/6:00 §:00 9:00 B§:00 8:008:00 |80:00
Yungk, Christian CLY2 Full Time Regular 8-hour Days 8:00/ 8:00 8:00 8:00 800 8:00 8:00 8:00 8:008:00 80:00
Y¥ungk, Christian/CLY¥7 Full Time 4 Ten-hour Days 10:00 10:00 10:0010:00 10:00 10:0010:00 10:00 80:00

Return

| Done ]
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Delegating the Supervisor role

Y ou can delegate your Supervisor role to one or more alternate supervisors. Y ou may have as many
additional delegates asyou like.

Aslong as your delegates are active, they can view, approve, or reject T& A records and leave and
premium pay requests.

It isagood ideato have at |east one delegate at all times, so that someone can perform your webTA
Supervisor responsibilities when you are not available.

To manage delegates:

1

In the User Functions section of the Supervisor Main Menu, click Delegate.

The Delegate Supervisor Role page opens.

webTA: Delegate Supervisor Role: com.threeis.webta P59 ate: P ] |

Ele Edit Wew Go Bookmarks Tools Help

Help Logout

Delegate Supervisor Role

Supervisor delegates for USERID: admin

Current Delegates

Mo delegates for this role.

Add I Search |
Undelegate All | Return 1]
=
| Done ! wiebta kronos.com ()

If you want to add a delegate, type the user ID in the field or select the employee using webTA’s
search function, then click Add.

webTA adds the new delegate to the Current Delegates list.
-OR -

If you want to remove a single delegate, click Del next to that delegate’s name in the Current
Delegates list.

webTA removes the delegate.

-OR -

If you want to remove all delegates, click Undelegate All.
webTA removes all delegatesin thelist.
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