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webTA 3.8 Supervisor’s Guide

Introduction

The purpose of this document is to 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 as you use webTA. These screen shots may not appear exactly like the
pages on your own screen. They may differ in some ways. However, the screen shots in this document
are similar enough to what you will see so that they will help you work through the procedures and
understand the examples in the documents.

The 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
data is sent to NFC for payroll processing, and to approve or deny leave and premium pay requests.

The law requires that 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 a list 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 I 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 is validated is eligible for certification.

To search for employees:

1. On the Supervisor Main Menu page, click Search.

The Search for Employee page opens.
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webTA: Search for Employee: com.threeis.webta.P839searchilser =10l x|

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 =

Search Cancel

£4KRONOS

Done webta.lronos.com &

2. Type in the employee’s last name, first name, SSN or a combination of that information.

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

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

3. If you want 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 Type lets you limit search results to those records meeting these criteria:

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

» Unvalidated searches for 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.
e Current searches for records for the current pay period.

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

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

The Search Results page opens, listing employees who meet your search criteria.
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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.
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webTA: T&A Data Summary: co webta.P550dataTASum -0l x|
File Edt Vew Go Bookmarks Tooks Help
Help Logout =
Hame: User Fay Period: 18 : Sep 3, 2006 to Sep 16, 2006
Tims Card Type:Regular Lesve Yean 2006
Sratus: Approved
Time In Pay: 80:00 Other Time: 0:00 Gays In Pay: 10
[ Sep Sep
L . 3l4isisizinle 1oi11l12i13 1411518
fenaschey S M T WTFaWcls M T W T F s|wkzTotal
Work Time
000000000000
RegulsrBazs Pay : ‘ 8888 ‘ 32 ‘ isisigosis | 40 | 7z
Waork Time Total | 888 [32] :s 8.8 88 |40] 72
Leave and Other Time
£000000000000
Admin/Excused Absence (Mo Description) ‘ 8 | | S
Leave and Other Time Total [ 8
Daily Total | (9/0/68l8 [40] 80
[T&A Profile Leave Data|Fud AccrAvsiliUsed Bal
Pay Plan GLLEO (Grades 3to 10| |Annual
Tour of Duty Full Time sick
Duty Hours B e o
[wark Week m-f e
Alternative Schedule Regular B-hour Days Leave Year Projection
Masimum Available Annual 36:00
Agency DHS-HQ i
R Be Maimum Availsble Sicl 26:00
Town o001 Use or Lose Leavs o
Unit 01
Timekeeper o1
New Contact Paint Ves
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
Cct21 2006 0244 PM[Timekeeper Validstad | Adminiztrator, The (ADMIN)
Oct 17 2006 01:08 PM[Timekeeper Yalidated | Administrator, The [ADMIN)
et 17 2006 01:07 PM[Timekeeper Yalidsted | Administrator, The (ADMIN)
©ct 17 2006 01:06 PM[Timekeeper Validatad | Adminiztrator, The (ADMIN)
Oct 17 2006 01:05 PM[Timekeeper Yalidated | Administrator, The [ADMIN)
Oct 10 2006 01:22 PM|Validation Resst By Edit/Administrator, The (ADMIN)
et 02 2006 12015 PM|Timekeeper Validatad | Adminiztrator, The (ADMIN)
Oct 02 2006 12111 PM[Pay period set Administrator, The (ADMIM)[Pay period changed from 20 to 18,
et 02 2006 12108 PM|Mew Recard Created  |Adminiztrator, The (ADMIN)|Craated new record for pay period 20,
Your signature certifies that all reported time was worked and approved according to law and regulation.
Validated By : The Administrator
Yalidation Date : Oct 17 2006 1:05 PM
Centity | RejectDecertify | Cancel
Done webta kronos.com ()

3. 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 a reason for the rejection.

webTA 3.8 Supervisor’s Guide
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=101%]|

File 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.kranos.com (%) 2

4. Type the reason 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.
e Overtime was not authorized on Saturday.

5. Click Save.

The certification is removed or rejected, and a task 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.
-0OR -
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.
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3. Repeat the preceding step for every employee in the set.
You must review and click Certify, Reject/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 not 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 . = =] 23

Eile Edit Yew Go Bookmarks Tools  Help

Help Logout

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.

'webTA: Certified T&A Summaries:

: com.threeis.webta.P445view

=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)
[~ Toay pariadDate Range —|cart by|cart Data |Cart Typa)

@& 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 Type is 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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owardroark.kronos.com:2828 - webTA: Certified T&A Summary i =l |
Marme: Christian Yungh Pay Period: 20 : Oct 1, 2006 to Oct 14, 2006
Time Card Type: Regular Leaue Year: 2006
Time In Pay: 80:00 Other Time: 0:00 Days In Pay: 10
Oct
- i 2iaiaisieiv 8:9:
‘Transaction Sfe Account MIT WTF S|wkis M e 2/ Total
Work Time
Reqular Base Pay 1111112222222 igiBiain:a |4D| H |4n‘su
Work Time Total [ izisigizis. |40 8! isig [40[en
Leave and Other Time
(Mo Leave and Other Time transactions) |
Daily Total | izis gizis [40| sis sisis |40]e0]
T&A Profile Leave Data|Fwd AccridvailiUsed: Bal
Pay Plan G5 General Schedule | [Annual - 4:00:4:00 -- 4:00
Tour of Duty Full Time Sick - 4:0014:00 -- 4:00
D“t"l;H”“": 18 Leave Year Projection
HE el [ Maximum Available Annual 28,00
Alternative Schedule Reqular 8-hour Days
M Available Sick 28:00
EE i Use or Lose Leave --
Srate [}
Town 0001
Unit o1
Timekeeper o1
Mew Contact Point Yes
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 TRA 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 Gertified | Administrater, The (ADMIN)
ot 04 2006 10:47 AM|Timekeeper alidated|Administrator, The (ADMIN
ot 04 2006 10:48 AM{Employee Attested  |Vungh, Shristian (GLY1)
ot 04 2006 10:46 AM|Employee Validared | Vungh, Shristian (GLY1)
Ccr04 2006 10:09 AM|Mew Record Greated |Administrator, The (ADMIM)|Created new record for pay period 20,
Done 4

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

d 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 Name Message
Cct 16 2006 05:16 PM|Buil SYSTEM Builtin Build ID 41,
===+|Cct 04 2006 10:47 P Certified |Ad rator, The (ADMIM)|

Cct 04 2006 10:47 AM|Timekeeper Yalidated|Administrator, The (ADMIN)
Cct 04 2006 10:46 AM|[Employee Attested | Vungk, Christian (CLY1)
Cct 04 2006 10:46 AM|Employee Validated |[Vungk, Christian (CLY1)
Cct 04 2006 10:09 AM|Mew Record Crested |Administrator, The (ADMIM)[Created new recard for pay period 20,

Dane

Viewing and managing leave requests

All pending or approved leave 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 3.8 Supervisor’s Guide 9
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To view leave requests:

1. From the Supervisor Main Menu page, click Leave/Prem Pay.

The Leave/PremPay Request Menu page opens.

webTA: Leave /PremPay Request Menu: con.threeis.webta.P551leavePrem nu =100 x|

fle Edt Wew Go Bookmarks Tools  Help

Help Logout

Leave/PremPay Request Menu

[EEEM| Leave Requests
HEUREETE Premium Pay Requests
_FRetun |

E4KRONOS

Done 7

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

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

Ele Edt Wew Go Goclmads Took  Help

Help Logout

Current Leave Requests

Change View Criteria

Update || Show My Employeess ‘i
|status!* lEmployeel ‘| Request Typel * IFrom DatelAliTo Datel*] [Tatal Hrsl* ]

Oct 13 2006 Oct 13 2006
Chre: § d
E;fﬂ[.ﬂ\ppraved Christian Yungk (CLY2)4nnual 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 Criteria list, 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.

-0OR -

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 Leave Requests
page, click Edit next to the request.

-OR -
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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 Request page opens, which provides details about the leave request,
including remarks.
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A web TA: Approve /Deny Leave Request: com.theeeis.mebta.P555ieaveiteqEdit - Microsolt Internet Explorer
Bl £t Yew Fgvortes Jook  Hep

Help Logout

Approve/Deny Leave Request

Request by: excep5 excep5 (EXCEP5)

Request Information

Annual Leave

Annual Leave

Mar 20 2008 £:49 AM

~ 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)

H

]
Approve I Denj'l Cancel

€4KRONOS

6. 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

webTA 3.8 Supervisor’s Guide 12 ©2009 Kronos Incorporated



To approve or deny pending leave requests:

1. From the Supervisor Main Menu page, click Leave/Prem Pay.

The Leave/PremPay Request Menu page opens.

=10i x|

webTA: Leave/PremPay Request Menu: com.threeis.webta P55 1leavePremReqent

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 leave requests for
the employees you supervise.

webhTA: Current Leave Requests: com.threeis.webta PS52eaveR equest =10 x|

Ele Edt Wew Go Goclmads Took  Help

Help Logout

Current Leave Requests

Change View Criteria

Update || Show My Employess -I
|statusl* lEmployesl Request Typel * IFrom DatelAliTo Datel*] [Total Hrsl*]
Oct 13 2006 Oct 13 2006
| - S
Edit |approved Chnstian Yungk (CLY2)Annual Leave (2006-20) (2008-20) B:00

View History | Calendar View ] Returm !

£ 4KRONOS

3. If you want to filter the results by employee type, select from the Change View Criteria list, 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.
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A webTA: Approve Deny Leave Request: com.threeks webta PS5Sleaveft eqbdt -

Bl £t Yew Fgvortes Jook  Hep

Help Logout

Approve/Deny Leave Request

Request by: excep5 excep5 (EXCEPS)

Request Information

Leave Type Annual Leave
i Ll Arnual Leave
Mar 20 2008 6:49 AM

96:00 howrs

March 2008

Sun  Mon @ Tue ' Wed @ Thu @ Fri Sat

o

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)

o | oo | cwn

=

E

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

£ 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 Leave Requests page. Your change is reflected in the Status column

of the leave requests table.

To change the status of an already approved or denied request:

1. If you have not already done so, open the Current Leave Requests page by clicking Leave on the

Supervisor Main Menu.

2. If desired, filter the list of requests by selecting from the Change View Criteria list.

webTA 3.8 Supervisor’s Guide 14
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3. Click Edit next to the approved or denied request that you want to change.

The Approve/Deny Leave Request 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 all of the employees
assigned to you, or assigned to supervisors for whom you are a delegate, are accessed by clicking
Leave/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 Leave/Prem Pay.

The Leave/PremPay Request Menu page opens.

Fle Edt Wew Go Bookmarks Tools Help

Help Logout

Leave/PremPay Request Menu

[EEEM| Leave Requests
HEUREETE Premium Pay Requests

Return

Il

S4KRONOS

Done 7

2. Click Prem Pay.

The Current Premium Pay Requests page opens listing unexpired pending or approved leave
requests for the employees you supervise.
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webTA: Current Premium Pay Requests: com.threeis.webta.P552p eques! o[]S}

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

£4KRONOS

Done 7

3. If you want to filter the results by employee type, select from the Change View Criteria list, 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 Requests 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.
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T web TA: Appeove Deny Leave Request: com.theeels.webta P55 SieaveiteqEdst - Microsolt Internet Explorer =101 |

Be £t Yew Favokes ok teb

Help Logout

Approve/Deny Leave Request

Request by: excep5 excep5 (EXCEPS)

Request Information
[ Leave Type  EUATEIEOI
3 i Annual Leave
Mar 20 2008 6:49 AM
96:00 hours
8:00 hours

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

Hei Hei  He WRli Hn i Hei  HA

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

-OR -
If you want to view details about an individual request from the calendar view, click the premium
pay request on the date.
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! P EXCEPS - 8:00 !

i

Premium pay request calendar link

The Premium Pay Request page opens for the day the request was made, showing all premium pay

requests for that date.
- webTa: Current Premium Pay Request: com.threeis.webta PSS2singleEmpPremPayRequest - Micros

Logout

| Ble Edt wew Favortes Toos Hep

2008-03-31 Premium Pay Request

pay req

tai

This list

Edit |PendingBruce Mason (BMCGAR) Overtime
Retum

submitted by the given user for a single day.

Mar 31 2008Mar 31 2008 . o

(2008-07) | (2008-07)

[ TstatusjEmployee
Edit [PendingBruce Mason (BMCGAR) Compensatory Time Earned
Mar 31 2008Mar 31 2008
(2008-07) | (2008-07)

2:00

6. Click Edit next to the request.

£4KRONOS
El
To approve or deny a pending premium pay request:
1. From the Supervisor Main Menu page, click Leave/Prem Pay.
The Leave/PremPay Request Menu page opens.
=101

webTA: Leave/PremPay Request Menu: com.threeis.webta.P551leavePremRe

Help Logout

fle Edt Wew Go Bookmarks Tools  Help

Leave/PremPay Request Menu

LM Leave Requests
[HEUMEM| Premium Pay Requests

Return

£4KRONOS

Done

2. Click Prem Pay.
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The Current Premium Pay Request page opens listing unexpired pending or approved premium
pay 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 Employess -I
|statusl* lEmployesl Request Typel * IFrom DatelAliTo Datel*] [Total Hrsl*]

Oct 13 2006 Oct 13 2006
[ o 4
Edit |approved Chnstian Yungk (CLY2)Annual Leave (2006-20) (2008-20) B:00

View History | Calendar View ] Returm !

£ 4KRONOS

3. If you want to filter the results by employee type, select from the Change View Criteria list, 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 =101 x|
Ble Edt Yew Fgeorites Joodk  Hep ar

Help Logout

Approve/Deny Leave Request

Request by: excep5 excep5 (EXCEPS)

Request Information
y Annual 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

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)

=

]
[ [ I

€4KRONOS

5. Type your remarks in the Remarks box, if desired.
6. If you want to approve the request, 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 already 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 Criteria list.

3. Click Edit next to the approved or denied request that you want to change.
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 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. On the Supervisor Main Menu Page, click Reports.

The Supervisor Reports Menu page opens.

=101 %]

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

fle Edit View Go Bookmarks Tools Help

Help Logout

Supervisor Reports Menu

EEEEIELNERN Default Schedule Report
Return

Al

$KRONOS

webta.kronos.com (=

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

You can delegate your Supervisor role to one or more alternate supervisors. You may have as many
additional delegates as you like.

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

It is a good idea to have at least one delegate at all times, so that someone can perform your webTA
Supervisor responsibilities when you are not available.

To manage delegates:

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

The Delegate Supervisor Role page opens.

wehTa: Delegate Supetrvisor Role: com.threeis.webta.P5 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 Searchl
UndelegaleAIIl Return 1]

=

| Done ! wiebta kronos.com ()

2. 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.

-0OR -

If you want to remove all delegates, click Undelegate All.
webTA removes all delegates in the list.
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