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%/Q KRONOS webTA 3.5 Master Supervisor’s Guide

Introduction

The purpose of this document is to provide Master Supervisors information needed to use web7TA4 for
fulfilling the Master 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 3.5 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.

As a Master Supervisor, you can certify T&A reports for all employees in webTA before their data is
sent to NFC for payroll processing. (Some Master Supervisors can only certify T&A records for
employees in their own agencies.)

The law requires that the data be certified as correct before pay is issued. Therefore, webTA does not
create the transmission record for an employee until it is certified by you or by their regular supervisor.

When you log in, the Master Supervisor Main Menu page opens.

¥ webTA: Master Supervisor Main Menu: com.threeis.webta.PAODM Ip - = |EI|1|

File Edit Miew Go  Bookmarks  Tools  Help

Help Logout

Master Supervisor Main Menu

User Functions
Change Password | Yiew Tasks (42) |

Employee | MWaster Supervisor |

£4KRONOS

| Done 4

This page gives you access to all the functions available for the Master Supervisor role.
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Searching for an employee

webTA provides options for searching for an employee beyond the capability of searching using basic
name and Social Security information. webTA also lets you search by the employee supervisor and set
T&A type and pay period criteria.

You can search using the T&A Type field, which lets you limit T&A records to those records meeting
these criteria:

* Corrections returns correction records in the T&A system.

¢ Unvalidated returns records that have not been validated by either the employee or the
timekeeper.

* Validated returns records that have been validated by the employee or the timekeeper, but that
have not yet been certified by the supervisor.

e Certified returns records that have been both validated and certified, but not yet built.

* No Profile returns records for which no T&A profile data has yet been stored. (Records must
have T&A profile data recorded by the employee’s Timekeeper before time can be entered for
that record.)

Searching by pay period by selecting from the Pay Period list lets you restrict the records returned,
based on the pay period.

*  Current matches records for the current pay period.

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

*  Older matches records not in the current or previous pay periods, but that still are awaiting
certification and building.

To search for an employee:

1. From the Master Supervisor Main Menu page, click Search.

The Search for Employee page opens.
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¥ webTA: Search for Employee: com.threeis.webta.PA39searchUser - 3 =] P3|

Ele Edit Wew Go Bookmarks Tools Help

Help Logout

Search for Employee

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

Employee's SSN |

Cswerisor | Ry
T&A Type All E
Pay Period All -

Search Cancel

4KRONOS

Al

| Done ‘ webka.kronos.cam (% 2

2. Type in the appropriate boxes, select from the T&A Type and Pay Period lists, and search for the
employee’s Supervisor, according to the criteria you want to search by.

3. Click Search.

The Search Results page opens listing employees who match your search criteria, along with their
current status and login user IDs, pay periods, timekeepers, and supervisors.

¥ webTA: Select Employee: com.threeis.webta.PA10selEmp - Mozilla Firefox N 2 | [m] ﬂ

File Edit Wew Go Bookmarks Tools Help

Help Logout

Search Results

Search Criteria: Last name in range : c-x

1 “status | employee ] Useria | Pay period [Timekeeper] supervisor]

& wal by Tkp User, Sup SUPUSER 18 - 2006 ADMIN A0OMIN

@ Employee, New NEWEMPE 20 - 2008 CARPENTERE Ca&RPENTERE
¢ Mo Data Carpenter, Brad CARPEMTERB 20 - 2008 DEMOADMIN DEMOADMIN
" No Data Grant, Caroling GRANTC4321 20 - 2006 DEMOADMIN DEMOADMIN
" Mo Data Quintarelli, Carcline CaAQ1 20 - 2006 DEMOADMIN DEMOADMIN
el Quintarelli, Caroline CaAQ2 18 - 2008 DEMOADMIN DEMOADMIN
" Mo Data Quintarelli, Carcline CAQHQ 19 - 2006 DEMOADMIN DEMOADMIN
@) Test 3, Caroline Ca03 18 - 2008 DEMOADMIN DEMOADMIN
« Test, Caroling CaQ4 1 - 2008 DEMOADMIN DEMOADMIN
 wal by Tkp Test, Caroling CaQe 18 - 2006 DEMOADMIN DEMOADMIN
" Wal by MstrTkp mcelroy, cheryl MCELROY 17 - 2006 (C) MCELROY MCELROY

» meelroy, cheryl MCELROY 18 - 2006 (C) MCELROY MCELROY
(el meelroy, cheryl MCELROCY 20 - 2006 MCELROY MCELROY

@ MOSE, MIKE MOSE 17 - 2008 MCELROY MCELRCY

Selected Employes
View/Gertify T&A | Lacatar Info | Certified Tas | Leave Audit

Certify All Return |

E4KRONOS

Dong webta.kronos.com (% 2
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Viewing and certifying T&A

The Master Supervisor can certify individual time cards or all validated time cards in a set of search
results.

IMPORTANT! Once you certify the time cards, changes cannot be made by anyone during the current
pay period unless you or a Supervisor removes the certification.

To certify all time cards:

1. Search for the employee using webTA s search function.
2. On the Search Results page, click Certify All.

webTA certifies all the validated time cards for employees included in the search results.

To certify an individual employee’s time card:

1. Search for the employee using webTA s search function.
2. Click to select the employee from the Search Results page.
3. Click View/Certify.

The time card for the employee opens.
4. Click Certify.

The time card is certified, and the Search Results page re-opens.

b

If you want to certify additional employees, repeat steps 2 through 4.

Decertifying or rejecting a time card

Master Supervisors can use the Reject/Decertify function to:

*  “Release” a time card that has already been certified by a Supervisor or Master Supervisor so
that an employee or timekeeper can make changes to it. (Without removing the certification,
no changes can be made.)

* Reject a time card before it is certified. (For example, when there is an error on the time card.)

IMPORTANT! Once a time card is decertified, the employee or Timekeeper can modify it. The time
card needs to be validated and certified again before it can be included in the build.

To decertify or reject a time card:

1. Using webTA’s search function, search for the employee whose time card you want to decertify or
reject.

2. Click to select the employee.
The employee’s T&A record opens.
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3. Click Reject/Decertify.

The Reject Employee Data page opens, prompting you for a reason for the rejection or decertifica-
tion.

IwebTa: Reject Employee Data: com.threeis.webta.PA30noCert - Mozill — 1ol x|

Eile Edit “ew Go Bookmarks Tools Help

Help Logout

Reject Employee Data

Marne: Christian Yungk Pay Period: 21 : Oct 15, 2006 to Oct 28, 2006
Titme Card Type: Regular Leave Year: 2006

Please enter the reason for which
the the record will not be certified.

(180 chars max)

Save Cancel

£4KRONOS

| Done A

4. Type in the reason.

The explanation for decertification/rejecting the record should be short, but you may enter as much
information as you feel necessary to explain the situation.

Examples:

e “The 8 hours of annual leave reported on the first Tuesday should be a holiday.”
*  “The employee’s timekeeper requested decertification to change profile data.”

*  “Overtime was not authorized for Saturday.”

5. Click Save.
webTA decertifies/rejects the time card.

When a time card is decertified or rejected, webTA4 sends a task to the affected employee and
Timekeeper.

Viewing Locator information

Locator information provides access to an employee’s address, telephone, e-mail, and fax information.

webTA includes the Locator feature for storing employee office addresses and contact information
current in the webTA Locator. The only information required by webTA, however, is the e-mail address
for use if you want to receive task notifications by e-mail.

The Master Supervisor has the option to view locator information for employees.
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To view location information for an employee:

1. Search for the employee whose location information you want to view.
2. On the Search Results page, click to select the employee, then click Locator Info.

The Locator Info page opens.

¥ webTA: Locator Info: com.threeis.webta.PAGDeditinfo¥iew 3 = I EI|1|

File Edit Wiew Go Bookmarks  Tools  Help

Help Logout

Locator Info

Office Contact Information for Bruce McGarner

o
~
o

Building
Street Address 1 123 Maple
Street Address 2

Room Number 3700
Mail Stop/Routing Code

City Bethesda
State Maryland
Zip Code 01109
Country Usa

I>
5
o

Office Phone 555 555 5555
Extension

[ny]
[ny]
(ai]

Cell Phone

Pager

Email/Internet
Fax

J

Return

Z4KRONOS

I Done ! webtakronas.com () ¢

Viewing certified T&As

The Certified T&A Summaries page shows 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 webTA4 electronic
certification, PKI, if it was digitally signed using an authenticated digital signature system, or another
mechanism. If the Cert Type is WEBTA-GZ, the record was zipped before stored. If the Cert Type is
WEBTA, the record was stored as HTML.
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To view a summary of an employee’s certified T&As:

1. Search for the employee, then click to select the employee from the Search Results page.

2. Click Certified T&As.

The Certified T&A Summaries page opens showing all of the certified T&As for the employee.

¥ webTA: Certified T&A Summaties: com.threeis.webta,P445viewr d - | = ||:||1|

File 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 =] [25 -]
_Upuate |
Christian Yungk (CLY1)
| [Pay periodbate Range _|Gert by|Gort Date_|Gert Type |

& 20 - 2006 Oct 01 - Oct 14 ADMIM  Oct 04 2006 WEBTA-GZ

“iew Certified Sumrmary | Return |

£4KRONOS

| Done

4

3. If you want to restrict the range of records displayed, select the appropriate range limits from the

From and To lists, then click Update.

4. Click to select the summary that you want to view, then click View Certified Summary.

The employee summary opens with the name and current status at the top. The first section after

the header is the Work Time data for the employee.
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) http:/ /howardroark kronos.com:2828 - webT:

d T&A Summary

~=101x]

Hame: Christian Yungh Pay Period:
Time Card Type: Regular Leave Vean

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

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

Days In Payi 10

Cowsiétemakeiitadaiitamilk

" o 1314
Transaction EI:‘f ESr'H Account e F S |wk 2(Total
Work Time
Regular Base Pay! Ll g zazg0 2 ] | 40 | 8! 8 | 40 ‘ 80

Work Time Total | zis gizia |40

[ si el |40 80

Leave and Other Time

(Mo Leave and Other Time transactions) |

Daily Total | [+0] is8ie [40 ] 80|
Type Status  [Date uperuizar ; g 1: 134

Leave Requests

[Annual Leave Approved 04-0CT-06The Administrator (ADMIN )|

Premium Pay Requests

[ (Mo Premium Pay Requests submitted)

Account Data Gode [Manual Entry

Seruice Computation Date[Oct 04 2006
Annual Leave Category |4 hi/pp

T&A Profile Leave Data|Fud AccriduailiUsed: Bal
Pay Plan 55 General Schedule | [Annual - 41004100 -- 4100
Tour of Duty Full Time sick -- 410004100 -- 4100
Duty Hours 50 Leave Year Projection
orkiek k7 Mazirum Available Annual 28:00
Alternative Schedule Reqular 8-hour Days

Mai Available Sick 28100
Ceriisg CLE ZHE Use or Lose Leave --
State Dc
Town 0001
Unit o1
Timekeeper [
Mew Cantact Point e
Retain Dats [Exception Pracessing

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 shovn above took place.

Status History

[Timestamp Status Name

Message

Ot 16 2006 05:16 PM|Built SYSTEM

Builtin Build ID 41,

Oct 04 2006 10:47 P Certified d rator, The (ADMIN)

Ot 04 2006 10:47 AM|Timekeeper Validated Administrator, The (ADMIN)

Cct 04 2006 10:46 AM|Employes Attested | Yungk, Christian (CLY1)

Cct 04 2006 10:46 AM|Employes Validated |Yungk, Christian (CLY1)

Ot 04 2006 10:09 AM|Mew Record Created |Administrater, The (ADMIN)

Creatad new record for pay peried 20,

Dane

At the bottom of the page is the certification statement.

de IManual Entry ]

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 shovn above took place.

Status History

Timestamp Status Hame Message

Ot 16 2006 05:16 PM|Built SYSTEM

Builtin Build ID 41,

Oct 04 2006 10:47 Certified d rator, The (ADMIN]

Ot 04 2006 10:47 AM|Timekeeper Validated | Administrater, The (ADMIN)

Cct 04 2006 10:46 AM|Employes Attested | Yungk, Christian (CLY1)

Cct 04 2006 10:46 AM[Employes Validated |Yungk, Christian (CLY1)

Cict 04 2006 10:09 AM|New Record Created |Administrator, The (ADMIM)|Created new racord for pay peried 20,

Done
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Generating a Leave Audit report

The Leave Audit report is used by the Master Supervisor to reconcile historical leave records for a
selected employee. The report displays a line for each pay period that has a certified T&A record. The
Master Supervisor can select the type of leave, and the start and end data range for the report.

To create a Leave Audit report:

1. Select the employee from the Search Results page.
2. Click Leave Audit, below the list of search results.

¥ webTA: Leave Audit Report: com.threeis.webta.PAZ7leaveAuditRepork - Mozilla Firefox = Dlﬂ

File Edit Wew Go Bookmarks Tools Help

Help Logout

Leave Audit Report

From To
Pay Period Range [__I2DDE = l__l1 = I__IEDDE — |__|20 -
Clenve e o 5
Update

Leave Audit {(Annual) For Christian Yungk (CLY1)

Pay Period Ma.nual Forward |Accrued |Available Balance |Max. Available
Adjustment

20 - 2006 0:00 400 4:00) 0:00 400 28:00
Download Return
=
S4KRONOS

| Dane

3. Ifyou want to change the criteria for the reported leave information, select new end and start dates
and leave type from the Change Report Criteria lists, then click Update.

The system updates the report display to reflect your changes.
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