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%/0 KRONQOS webTA 3.5 Master Timekeeper’s Guide

Introduction

The purpose of this document is to provide Master Timekeepers information needed to use web7TA4 for
fulfilling the Master Timekeeper role. It is not intended to provide you with information about basic
procedures such as logging in, searching for employees, or getting help. For basic information, 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.

The Master Timekeeper Main Menu page is the first page that opens after a Master Timekeeper logs in
to webT4.

The Master Timekeeper Main Menu page provides access to all time- and attendance-related
information for a Master Timekeeper.

I webTa: Master Timekeeper Main Menu: comthreeis.webta P800MnUM 1ol x|
Eile Edit “ew Go Bockmarks Tools Help
Help Logout
Master Timekeeper Main Menu
ELEEM] Search For Employee
{ETMl Add Employee
User Functions
Change Password | Wiew Tasks (50) |
Employee | Master Timekeeper |
£4KRONOS
| Done ‘ webka kronos.cam (2

Although a regular Timekeeper’s access to employee records is restricted to employees who are
assigned to the given Timekeeper, Master Timekeepers can enter and validate T&A data on behalf of
employees, review an employee’s previously certified T&A data, and manage an employee’s
Employee Profile. Master Timekeepers may also add new employees or make an employee inactive.
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Within webTA, there are specific groups of employee information managed by the Master Timekeeper.
For organizations that utilize Master Timekeeper-based data entry, Master Timekeepers enter time and
attendance information, including hours worked and hours absent.

Once all information for an employee in a given pay period is entered, the Master Timekeeper
validates the T&A record.

Searching for employees

The Search for Employee page provides the capability to search for employees who are assigned to the
Timekeeper. From this page, you can search by:

*  Employee last name

* Employee first name

*  Employee Social Security Number
«  T&A type

*  Pay period

) webTa: Search for Employee: com.threeis.webta.P839searchUser - Mozilla Firef =] |

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 -
Search Cancel
£4KRONOS
Done webta.kronos.com

All searches (except SSN) use fuzzy matching. For example, a search for users with last name of 'Joh'
matches 'Joh', 'Johnson', and 'Johansen'.

To search by SSN, you must give the complete SSN.

An alphabetical range can also be provided when searching on the last name. For example, 'c-h'
displays users with last names starting with characters 'c' through 'h'.

The search criteria can be specified to search for either active or inactive users. This can be used to
select an inactive user for reactivation. Inactive employees are those who worked for your agency in
the past and have records in the webTA database. You can reactivate them instead of creating a new
record for them.
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If the Timekeeper is a delegate for more than one Timekeeper, or if they are both an actual Timekeeper
and another Timekeeper’s delegate, they can configure the search to only display employees assigned
to a particular Timekeeper.

The T&A Type field lets you limit T&A records to those records meeting the following criteria.

Corrections displays T&A records in the system that are correction records.

Unvalidated displays records that have not been validated by either the employee or the
Timekeeper.

Validated displays records which have been validated by the employee or the Timekeeper, but
which have not yet been certified by the Supervisor.

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

No Profile displays records for which no T&A profile data has yet been stored. Records must
have T&A profile data recorded before time can be entered for that record.

The Pay Period field lets you restrict the records displayed based on the pay period.

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.

Once search results are returned, you can perform T&A and employee activities for the list of returned
employees.

Adding employees

Employees may be entirely new in webTA or may have transferred or been reassigned to your group.
Employees who are completely new to webTA must be added to the webTA database.

To add an employee:

1. On the Master Timekeeper Main Menu page, click New.

A blank Employee Profile page opens.
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Y webTa: Employee Profile: com.threeis.webta.Pa02editUser_1 - Mozilla Firefox =100 x|

Fle 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.

[oer |
T 0
Password (again)

[rrstnome |
Middle Name l—
or Initial (Optional)

[oecome
Social Security Number

Supervisor's User ID ADMIN Search
Timekeeper's User ID  |fa84IY Search

First Pay Period ® current © Previous

Active Status ¥ active Employee
Save Cancel
£4KRONOS
Done webts.kronos.com (=)

2. Type in, or search for and select, the employee’s profile information, then click Save.

For detailed information about the information fields on this page, see the next section, “About the
Employee Profile fields.”

About the Employee Profile fields

Employee Profile page fields must be completed according to specific requirements, listed below
under the field name.

User ID and password fields
The user ID must be unique in the webTA database. If you try to save the information with a user ID
that already exists, webTA informs you that there is an error, and you must select another user ID.

Type in identical passwords on both password lines. User IDs and passwords may be up to 32
characters long.

Name fields

An employee's first and last names must be typed in separate fields. You may include a suffix, such as
Jr. or 111, in the Last Name field. Do not combine an employee’s first and last names and suffix in the
same field.
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Social Security Number

This field is required. You do not need to enter the dashes between the 3 parts of the SSN (though you
may if you like). webTA reformats the field with them when you move to the next field.

Supervisor's User ID

This specifies the employee’s Supervisor. You can specify the Supervisor either by entering their user
ID or by clicking Search to locate the Supervisor by name.

Timekeeper's User ID

This is the user ID for the employee's Timekeeper. The Timekeeper can specify the employee’s
Timekeeper either by entering their user ID or by clicking Search to locate the employee’s
Timekeeper by name.

Organization

This indicates the employee’s organization. In some installations of webTA4, the agencies are
subdivided into organizations for HR Administration purposes, but FBI only uses one organization
(FBI). The Timekeeper can either type in the Organization name (FBI) or click Search to select the
organization from a list.

First Pay Period

This option appears only in the pay period when an employee is first added to webTA. It lets you
specify the pay period to which the new record applies. If the person started within the current pay
period, select Current. If the person started in the previous pay period, click Previous.

IMPORTANT! This record must be entered correctly. Once a transmission record has been built for an
employee, the record can not be changed.

Active Status

This check box indicates whether the employee is active (that is, eligible to use webTA) or inactive.

To activate an employee, click to select the Active Employee check box (this check box is selected by
default when a new employee record is created).

If an employee becomes inactive, click to clear the check box. When an employee is inactivated, none
of his or her records are deleted from the system, but he or she will no longer be able to log into the
T&A system and her records will be ignored during verification, certification and transmission file
builds.

IMPORTANT: Check with your Administrator to identify the correct user ID that matches Active
Directory, else a mismatch will occur with Active Directly lookup. Employees may be entirely new in
webTA or may have transferred or been reassigned to your group. Employees who are completely new
to webTA must be added to the webTA database.
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Entering and editing T&A data

Transactions are sorted into work time transactions, and leave and other time transactions.
The T&A Data page is used to enter time for time and attendance transactions.
To enter T&A work hours:

1. From the Master Timekeeper Main Menu, click Search, then search for the employee.
2. Click to select the employee whose hours you want to enter, then click Edit T&A.
The employee’s T&A Data page opens.

¥JwebTA: TRA Data: com.threeis.webta.P430slineDatal APay - Mozilla Firefox =101 x|
fie Edt bMew Go Bookmarks Took  Help

Help Logout

T&A Data
Namer The Adninistrator Pay Perind: 17 : Aug 20, 2006 to Sep 2, 2006
Time Gard Type: Regular Leave Vean 2006
[ Aug Aug T
- E’H;Acmw 20 | 21 ; 22 | 23 | 24 | 25 : 26 20 [A2E . 29 [ 90 ARt o 2
i s M T w i F i |[wki| s im [T w s I § | Wk32|Total
1000990000300 8100 1900 (8100 £100 8100 | 40100 l8i00 i8i00 #100 (8100 (10100 42100/32100)
(Mo Description) _ 5 i L _
Work Time Total | 00 8:00 00 &:00 | 00 [a0:00] T8:00 (800 800 | 5:00 10:00 [42:00]82:00
Leave and Other Time
6000000000000 i i H
[oa] [0 L :
Leave and Other Time Total | 5 E | | : s 5 | |
Daily Total | 5:00 §8:00 | 8:00 | §:00 | 8:00 [40:00] 18:00 i8:00 8:00  8:00 (10:00 [+2:00[82:00

[REmaniE] \

Updalel Save/Return | Carncel

£4KRONOS

| bone webta kronos.com (%2

3. Type the times, by date, for the appropriate transaction in the Work Time section.
4. If you want to update the display, but not close the page, click Update.
-OR -
When you are finished entering or editing the employee’s T&A data, click Save/Return.

To add a new work time transaction:

1. From the Master Timekeeper Main Menu, click Search, then search for the employee.
The Search Results page opens listing employees who meet the criteria you searched for.
2. Click to select the employee whose time you want to enter, then click Edit T&A.
The employee’s T&A Data page opens.
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¥)webTA: Tk Data: com.threeis.webta.P430slineDataTAPay - Mozilla Firefox =10 x|
Ele  Edt Wiew Go Bookmarks Tooks  Help
Help Logout
T&A Data
e The Admimistrator Fay Peried T7 : Aug 20, 2006 to Sep 2, 2006
Time Card Typet Regular Leave Yean 2008
T Y e =
' 7 ER ) EE LR e PR s 27 P28 2 w0 fsl 1| 2
|T 555555 Ha Bk anis ‘ 8 iMm T W  T:IF s |wkif] s im i T ! w T F s |[wk2[Toml
Waork Time
Regu\avBaseDay eIy 300 800 B:00 B:00 B00 40100 800 200 B:00 SO0 1000 4 |
(Mo Deseription) : : : |
[Hew] Work Time Total | £8:00 8100 500  £:00 800 [+0:00] P800 5:00  5:00 ¢ 8:00 | 10:00 [42:00[52:00
Leave and Other Time
I {6000000000000
(Mo Daseription) H H
[Hew] Leave and Other Time Total | : [—— : Il
Daily Total | £8:00 1 8:00 (8:00  6:008:00 [+0:00] 18:00  8:00  8:00 : 8:00 |10:00 [42:00[82:00
[Remarks: |
Update | SaveRetum | Gancel
| bone webta kronos.com (%)

3. Inthe Work Time section, click New.

The New Work Time Activity page opens.

€I webTA: New Work Time Activity: com.threeis.webta.P4301slineNew - | ire =10 x|

File Edit Vew Go Bookmarks Tools Help

Help Logout

New Work Time Activity

I 01 - Regular Base Fay j

o[

ECE

I Select An Account j
&I Cancel

£4KRONOS

‘ Dane | webta.kronos.com (%) 2

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

The employee’s T&A Data page changes to reflect the changes you made

To edit a work time transaction:

1. From the Master Timekeeper Main Menu, click Search, then search for the employee.

The Search Results page opens listing employees who meet the criteria you searched by.
2. Click to select the employee whose time you want to enter, then click Edit T&A.
The employee’s T&A Data page opens.
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¥)webTA: Tk Data: com.threeis.webta.P430slineDataTAPay - Mozilla Firefox =10 x|
Ele  Edt Wiew Go Bookmarks Tooks  Help
Help Logout
T&A Data
e The Admimistrator Fay Peried T7 : Aug 20, 2006 to Sep 2, 2006
Time Card Typet Regular Leave Yean 2008
T Y e =
' 7 ER ) EE LR e PR s 27 P28 2 w0 fsl 1| 2
|T 555555 Ha Bk anis ‘ 8 iMm T W  T:IF s |wkif] s im i T ! w T F s |[wk2[Toml
Waork Time
Regu\avBaseDay eIy 300 800 B:00 B:00 B00 40100 800 200 B:00 SO0 1000 4 |
(Mo Deseription) : : : |
[Hew] Work Time Total | £8:00 8100 500  £:00 800 [+0:00] P800 5:00  5:00 ¢ 8:00 | 10:00 [42:00[52:00
Leave and Other Time
I {6000000000000
(Mo Daseription) H H
[Hew] Leave and Other Time Total | : [—— : Il
Daily Total | £8:00 1 8:00 (8:00  6:008:00 [+0:00] 18:00  8:00  8:00 : 8:00 |10:00 [42:00[82:00
[Remarks: |
Update | SaveRetum | Gancel
| bone | webta.kranos.com (=~

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

The Edit Work Time Activity page opens.

) webTh: Untitled: com.threeis.webta.P4302slineEdit - Mozilla Firefox I =loi=

Flle Edit Wew Go Bookmarks Tools Help

Help Logout

Edit Work Time Activity

I 01 - Regular Base Fay j

T

EC

|Eunnunnunnunn {Mo Description) =]
ﬂl Cancel

£4KRONOS

| Done | webta.kronos.com (%)

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

The employee’s T&A Data page changes to reflect the changes you made.

To add a new Leave or Other Time transaction:

1. From the Master Timekeeper Main Menu, click Search, then search for the employee.

The Search Results page opens listing employees who meet the criteria you searched by.
2. Click to select the employee, then click Edit T&A.

The employee’s T&A Data page opens.
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) webTA: T&A Data: com.threeis.webta.P430slineDataTAPay - Mozilla Firefox

Ele  Edt Wiew Go Bookmarks Tooks  Help

=Iolx|

Help Logout

T&A Data
e The Admimistrator Fay Peried T7 : Aug 20, 2006 to Sep 2, 2006
Time Card Typet Regular Leave Yean 2008
T = 5 Ser
7 ER ) EE LR e PR s 27 P28 2 w0 fsl 1| 2
|T aaaaaa o Bl s ‘ s M T W T :iF 5 |wi]|s T W T F 5 |wkz|Toml
Waork Time
& i i : i ;
Regu\avBaseDay eIy 300 800 B:00 B:00 B00 40100 800 200 B:00 SO0 1000 4 |
(Mo Deseription) : : : : |
[Hew] Work Time Total | £8:00 8100 500  £:00 800 [+0:00] P800 5:00  5:00 ¢ 8:00 | 10:00 [42:00[52:00
Leave and Other Time
Edit {6000000000000
Annual Leave :
(Mo Daseription)
[Hew] Leave and Other Time Total | : [—— : Il
Daily Total | £8:00 1 8:00 (8:00  6:008:00 [+0:00] 18:00  8:00  8:00 : 8:00 |10:00 [42:00[82:00
[Remarks: |

Update | SaveRetum | Gancel

£4KRONOS

| bone

webta,kronos.com (] 7

3. Inthe Leave and Other Time section, click New.

The New Leave and Other Time Activity page opens.

) webTa: New Work Time Activity: com.threeis.webta.P4301slineNew - Mozi

=10 %]

File Edit Wew G0 Bookmarks Tools  Help
Help Logout
New Leave and Other Time Activity
o[
ECE
[ Account | EEIGIIIINERE!
Savel Cancel
£4KRONOS
‘Dune ‘ webta kronos.com () 2

4. Enter the information for the new transaction by selecting it from the appropriate lists or typing it

in the text boxes, then click Save.

The employee’s T&A Data page changes to reflect the changes you made
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To edit a Leave or Other Time transaction:

1. From the Master Timekeeper Main Menu, click Search, then search for the employee.

The Search Results page opens listing employees who meet the criteria you searched by.

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

) webTA: T&A Data: com.threeis.webta.P430slineDataTAPay - Mozilla Firefox o =[]

Elle  Edit YWew Go  Bookmarks  Tools  Help

Help Logout

T&A Data
Name The Administrator P ay Period: 17 : Aug 20, 2006 to Sep 2, 2006
Tire Card Typa: Reqular Lesue Vean 2006
[ Aug Aug Sep
g A e e e | o D 2rlioe s an iR
‘T aaaaaa tion  [Phe S Account ‘ s im T iw T Fois |weils miTiw T F 5 |wkz|Tom
Work Time
e qular ese pay: 5000000000000, 8:00 8:00 8100 8100 8100 40:00 8:00 i:00 8100 8100 10:00; ‘ ‘
£ (Mo Dezcription) i f H i i | |
otk Time Total | 800 8:00 (800 800 00} [40:00] 00 1 8:00 (=00 800 10:00 _ |4z:00[52i00
Leave and Dther Time
i £000000000000
Annual Leave
: No Deszcription: : : :
Leave and Other Time Total | i l | | l H H [ I
Daily Total [ ©00 | 5:00 800 800 §00: [40:00] 00 | 8:00  8:00 ;| 8:00 10:00; [4z:00]82:00
Remarks: |
Update | Save/Retum | Cancel
| one wiebta kronos.com (%)

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

The Edit Leave and Other Time Activity page opens.

)webTA: Untitled: com.threeis.webta.P4302slineEdit - Mozilla Firefox =10 x|
File  Edit  Wiew E Bookmarks  Tools  Help

Help Logout

Edit Leave and Other Time Activity

I B1 - Annual Leave j

(ron [

ECE

|Eunnunnunnunn {Mo Description) =]
ﬂl Cancel

£4KRONOS

| Done ‘ webta kronos.com (%) 2

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

The employee’s T&A Data page changes to reflect the changes you made.
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Viewing an employee’s T&A Profile

An employee’s T&A Profile opens by clicking T&A Profile after selecting an employee on the Search
Results page.

) webTA: T&A Profile: com.threeis.webta.P420dataT AEmp - Mozilla Firefox =10 5‘

Fle Edt Wew Go Bookmarks Tools Hslp

Help Logout

T&A Profile

Mame; DEMO ADMIN Pay Period: 18 : Sep 3, 2006 to Sep 16, 2006
Time Card Type: Regular Leave Year: 2006

Status Change

Status Change Type |[EIENA
Status Change Day |GG -

work Schedule

| GE General Schedule j
Couty rowrs [
|Regu\ar B-hour Days j

Contact Point

[ Agency [
(ome |
[imekeopor |

New Contact Point |5
Overtime/Standby Status

[Standoy s/ weer 1 [N
[ Standoy s/ week 2 [N
CStandby /00 7 [

Miscellaneous

Oath Of Office N

Final Report I

On Hold ]
Retain Data None -
Accounting

Manual Account Entry [Ed
Stored Account (NFC) sl
Local Account (Local) [Ess
Account

Leave Parameters

Service Computation Date |EERERENE :'I
Override Lv Category T [ 4hrpp ©

Approved Leave i
Recipient (VLTP)
Approved Leave 5
Recipient (ELTP)

Personal Leave Ceiling

Dual T&A Save Cancel

4KRONOS

| Done | wehta.laonos.com (5

Only the Master Timekeeper can modify an employee’s T&A Profile.

The information on the T&A Profile page identifies an employee's basic payroll profile, including tour
of duty and pay plan. The sections that follow detail segments of the T&A Profile page.
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Status Change

Status Change

Status Change Type INone vi
Status Change Day INDne vi

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

e The Status Change Type list provides choices for the type of status change. The field can
have the values None, End, or Start.

End and Start apply only when the employment status actually starts or ends within a given
pay period.

If a status change is needed, select the appropriate type from the list and select the day that
status is effective from the Status Change Day list. If no status change occurs within the pay
period, the field should be set to None.

*  The Status Change Day list is used to set the day of the status change.

If the Status Change Type field is set to Start or End, this field must be set to indicate the day
of the change. The list contains fourteen selections, one for each day of the pay period. If no
status change is needed, select None.

Work Schedule section

Waork Schedule

| &3 General Schedule j
Crourotbuty |REE 7
Coutyrours [
| 4 Tern-hour Days ;I

All Work Schedule section fields must be completed by the Master Timekeeper before the T&A
Profile form can be saved, since a nightly job is executed that updates the data in this section. The
following are a list of fields within the section.

* Pay Plan shows the pay plan.

*  Tour of Duty shows the tour of duty.

*  Duty Hours shows the employee's scheduled biweekly hours.
For full time employees this number should usually be 80.

*  Work Week shows the employee’s regular hours.

* Alternative Schedule shows the alternative or compressed work schedule.
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Contact Point section

Contact Point

| Agency LR
e [
Cimekeeer |

Mew Contact Point N

The Contact Points section of the T&A Profile is populated from the employee’s Timekeeper’s
Timekeeper Profile on an employee’s first refresh. All Contact Point fields are required fields. The
Contact Point section is a read-only page for the Timekeeper. The following are the fields for the
Contact Point section:

* Agency — The employee’s agency

»  State displays the state code.

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

* Timekeeper displays your 2-digit unit Timekeeper code.

* New Contact Point box is selected if the employee’s contact point information changed
during a pay period.

Overtime/Standby Status section

Overtime /Standby Status

Rs0/Selary Cap | =
Standoy Hrs/ weok 1 [N
Standoy Hrs/weok 2 [N
CStandoy/Au0 oo |

* RSO/Salary Cap — The Master Timekeeper must enter an employee's regularly scheduled
overtime hours in the first, the second or both weeks of the pay period.

This box is also used to indicate employees who are authorized to exceed the salary cap.

* Standby/AUO Week 1 and Standby/AUO Week 2 — Employees may be entitled to premium
pay for standby duty.

Entries are only required for the pay periods during which the standby hours begin, change or
end.

The Master Timekeeper must enter the number of Standby or AUO hours in the appropriate
field.

* Standby/AUO % — The Master Timekeeper must enter the applicable percentage for the
number of hours of standby used in week 1 and week 2 or the Administratively Uncontrollable
Overtime percentage.

Enter 99 to end standby hours.
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Miscellaneous section

Miscellaneous

CQath Of Office N

Final Report r

On Hold r

Retain Data IExceptiDn Frocessing v |

*  QOath of Office — The Master Timekeeper must check this box if this is the first T& A for this
employee within your agency (that is, an accession to duty).

* Final Report — The Master Timekeeper must check this box if this is the last T&A for this
employee (that is, a separation from duty).

*  On Hold — The Master Timekeeper must check this box when a T&A report is not required for
an employee, for example when the employee is on extended leave without pay.

The employee can still access the webTA4 system, but no T&A is generated until you deselect
the check box.

* Retain Data - These options control how much and what type of data is maintained from one
pay period to the next.

The options include:
* None, to delete all payroll information at the beginning of each pay period
* AlL to save all payroll information

* TCs and Accounts, to delete only the hours while retaining the transaction information
and accounting

* Restore from Default, to copy the information in the employee's default schedule to the
payroll forms

* Exception Processing, to clear exceptions from the payroll forms.
Leave Parameters section

Leave Parameters

Service Computation Date IOCT 11 2006 :I
Override Lv Category ' [4hriop =

Approved Leave N
Recipient (¥LTP)
Approved Leave N
Recipient {ELTP)

Personal Leave Ceiling |

* Service Computation Date is used to determine the employee's annual leave earning
category.

When this field is correctly entered by the Master Timekeeper, webTA automatically adjusts
the annual leave category when 3 and 15 years of service have been reached.
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NOTE: Clicking the calendar icon opens a calendar from which you can select the date by
navigating to the appropriate month and clicking on a date.

9 https://webta.kronos.c i ]|

Ee8  September 2006 [

Sun Mon Tue Wed|https:fjwebta.kronos.cc
i |

5 af | | & | e |
2 e |BEk)| heRR)| Dk | el lads
Sy M IO AT B R e B

ZaENESRNEEl R fEa 2R 2

Cancel |

| Done | webta kronos.com (%) 2

17

* Override Lv Category is used to set the Annual Leave Category for the employee.

By default the Annual Leave Category is calculated based upon the Service Computation Date
and is not editable. The Master Timekeeper may override the default Annual Leave Category
by selecting the check box on the Override Lv Category line and then selecting the Annual
Leave Category from the list.

* Approved Leave Recipient (VLTP)/Approved Leave Recipient (ELTP) — The Master
Timekeeper must check this box if this employee is approved to receive donated leave in the
Emergency Leave Transfer Program.

If your agency uses the Leave and Premium Pay Request Module, this field will be completed
by the system.

* Personal Leave Ceiling — Under certain circumstances (for example, upon returning from
overseas duty) employees are entitled to carry more than 240 hours from one leave year to the
next.

The employee's personal leave ceiling should be entered by the Master Timekeeper in this
field. Nothing needs to be entered in this field if the employee is subject to the standard
240-hour limitation.

webTA automatically adjusts the employee's annual leave balance and the personal leave
ceiling, as necessary, in the first pay period of the new leave year.

About the Leave Data page

The Leave Data page lets the you or the Timekeeper modify leave balances for a given pay period.

The Leave Data page opens when you click Leave after selecting an employee from the Search Results
page.
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¥ webTA: Leave Data: com.threeis.webta.P435dataTALeave - Mozilla Firefox -0l x|

Fle Edt Yiew Go GBookmarks Tools Help

Help Logout

Leave Data

Mame: Sup User Pay Period: 18 : Sep 3, 2006 to Sep 16, 2006

Time Card Type: Regular Leave Year: 2006
Type of Leave Forward Accrued Available Used Balance
W 4 400 0:00 400
W 4 400 000 400
W 0:00 000 o000 @00

W 0:00 0:00 000 000
W 0:00 0:00 0:00 000
W 0:00 0:00 000 000
W 0:00 000 o000 @00
W 0:00 000 o00 @00

Leave Donations
M Cancel
H
Done | webta kranos.com (5

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

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

Part time employees must have Annual and Sick unapplied balances entered to properly calculate the
annual and sick leave accruals.

The accrued values on the Annual and Sick leave lines of the page are calculated by the system. This
applies to employees not entitled to an annual or sick leave accrual because of employment status or
excess non-pay hours. On rare occasions, you may have to enter the annual and sick leave accruals. On
such occasions, you will have access to those fields on this page. The only time this occurs is when
there is a status change end or start in the middle of the pay period.
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Setting the employee pay period

The Set Pay Period function lets the Timekeeper adjust the employee’s pay period to correct situations
in which an employee might not have entered their time for a previous pay period or their time was not
validated, certified, and built for a previous pay period.

Pay periods is determined by when the employee last had a certified T&A record.

« Ifthe employee’s last certified record was the previous pay period, then there are no choices.

» Ifthe 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 has a certified T&A record, then all pay periods for that calendar
year can be chosen.

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

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

To set an employee’s pay period:

1. Select an employee from the Search Results page.
2. Click Set Pay Period.
The Set Employee Pay Period page opens.

) webTA: Set Employee Pay Period: com.threeis.webta.P826setPay =101 x|

File Edit Wew Go Bookmarks Tools  Help

Help Logout

Set Employee Pay Period

cheryl mcelroy {(MCELROY)

|_|pay period|oate Range |
¢ 21 -2006 Octl5-o0ct28
@ 20 - 2006 Oct 01 - Oct 14
(" 19 - 2006 Sep 17 - Sep 30

Select Cancel

Z4KRONOS

|Duns webta.kronos.com (%

3. Click to select the employee, then click Select.
4. Click to select the pay period from the list.
5. Click Select.
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Splitting T&A

When an employee’s T&A Profiles changes in mid pay period, such as when an employee changes
contact points, work schedules, or overtime status, then a “split T& A” may be needed to update their
profile to reflect the changes.

IMPORTANT: An employee who starts in the middle of a pay period or who leaves in the middle of a
pay period would not have split T&A, but will have a change in status.

To change an employee’s status using split T&A:

1. Search for and select the employee.
2. On the Search Results page, select the employee, then click T&A Profile.
The employee’s T&A Profile page opens.
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) webTa: T&A Profile: com.threeis.webta.P420dataT AEmp - Mozilla Firefox

Fle Edt Wew Go Bookmarks Tools Help

=10l x|

Help Logout

T&A Profile

MName: DEMO ADMIN

Regular

Pay Period:

Time Card Type: Leave Year:

18 : Sep 3, 2006 to Sep 16, 2006
2006

Status Change

Status Change Type |[EIENA
Status Change Day |GG -

work Schedule

| GE General Schedule j
[uty ours [
|Regu\ar B-hour Days j

Contact Point

| Agency  [iERi
o |
imekeopor |

New Contact Point |5
Overtime/Standby Status

[Standoy rirs/weok T [N
[ Standoy rirs/weok 2 [N
CStandby/Au0 oo [

Miscellaneous

Oath Of Office N

Final Report I

On Hold ]
Retain Data None -
Accounting

Manual Account Entry [Ed
Stored Account (NFC) sl
Local Account (Local) [Ess
Account

Leave Parameters

Service Computation Date |EERERENE :'I
Override Lv Category T [ 4hrpp ©

Approved Leave i
Recipient (VLTP)

Approved Leave oo
Recipient (ELTP)

[bersonal Leave Coiing [
Dual T&A Save Cancel

E4KRONOS

| Dane

[ webta kronos.com =,

3. Click Dual T&A.
A split T&A Profile page opens.
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) webTa: T&A Profile: com.threeis.webta.P820dataTAEmp - Mozilla Firefox i o [ 5

File Edt Wiew Go GBookmarks Tools Help

Help Logout =
T&A Profile
Mame: Caroline Test Pay Period: 18 : Sep 3, 2006 to Sep 16, 2006
Time Card Type: Regular Leave Year: 2006
Status Change
Ending Status Data Starting Status Data
Work Schedule Work Schedule
I GS General Schedule j | GE General Schedule Ll
[ Alternative Schedule | EXEREEEIE E | 5747 Schedls =
Contact Point Contact Point
| Agency ~ [iCERH | Agency ~  [EE
New Contact Point | New Contact Point |3
Overtime/Standby Status Overtime/Standby Status
Standby Hrs/Week 1 '—
[ Standby rirs/weok 2 SN
Standby Hrs/Week 2
Standby/nU0 oo [N —
[Standby /700 o |
Miscellaneous
Qath Of Office N
r
On Hold L]
Restore from Default  »
Accounting
c
Account Enti
:
Account (NFC)
:
(Local)
Leave Parameters
i
Recipient (VLTP)
Er
Recipient (ELTP)
personal Leave caiing [
Unsplit T&A | Save Cancel
S4KRONOS -
< E
| bane | webta.kronos.com =,

Select the starting date for the new status from the list at the top of the page.
In the Starting Status Data section, type in and selected the new status information from the lists.

Click Save.

N » s

If you want to return to the original T&A Profile view, click Unsplit.
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IMPORTANT! If you click Unsplit T& A before you click Save, any changes you’ve made to the split
T&A Profile page, including status change information, are lost.

Deleting records

The Delete feature lets the Timekeeper or Master Timekeeper delete an uncertified corrected T&A
record. A corrected T&A record is designated with a (C) next to the record on the Search Results page.

{+ Mo Data Test, Caroline CAQ4 17 - 2006 {C) DEMOADMIN DEMOADMIN
To delete a corrected T&A record:

1. Select, or search for and select, the employee.
2. Click to select the employee record from the Select Employee page.
3. Click Delete.

webTA permanently deletes the record.

Validating records

Before data can be certified and transmitted to payroll, it must be validated. The Validation feature lets
the Timekeeper or Master Timekeeper validate employees’ T&A.

To validate individual employee records:

1. Search for and select the employee.
2. Click Validate.

You see a message indicating the progress of the validation. When validation is completed, the
Validation Summary page opens, showing you the results of the validation.
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I webTa: validation Summary: com.threeis.webta.P411valErrors - Mozilla Firefox: 1ol x|

Eile Edit “ew @o Bockmarks Tools Help

Help Logout

Validation Summary

PayPeriod|Error Message

DEMGADMIN DEMO ERROR: [3024] - An account must be selected for the automatically

AOMIN added leave/premium pay line Admin/Excused Absence

DEMO ERROR: [4001] - Base hours recorded can not be less then duty hours.
DI ADMIN BASE hours: 8:00 , Duty hours: 80 .
DEMOADMIN DEMO WARNING: [2038] - Please verify that hours are correctly recorded for

ADMIN Federal holiday Labor Day on SEP-04.

Return
Z4KRONOS
=
! Done | webta.kronos.com (%)

Two types of messages are generated during the validation: errors and warnings.

Errors are identified in the Error Message column with the word “ERROR” in red. Errors are
generated when the system has enough information to determine that data entered is incorrect. Errors
may occur for many reasons, most commonly when the daily, weekly or pay period tour of duty are not
balanced or when unauthorized transaction codes for the employee's pay plan or tour are attempted to
be used.

Warning messages are generated when the possibility of an error exists, but webTA4 does not have
enough information to determine with certainty that an error has occurred. As an example, prior
approval is required before using certain transaction codes. If overtime hours are recorded, the system
generates a warning because it does not know whether the employee has received prior approval.

Before a Supervisor can certify a T&A report, all errors must be corrected. Warnings should be
checked before the Supervisor certifies the T&A report.

To override a validation:

1. Search for and select the employee.
2. On the Search Results page, click Override Validation.
The Validation Summary page opens for the employee.
3. On the Validation Summary page, click Override Validation.

The Search Results page reopens. The Status column message for that employee indicates that the
validation has been overridden.
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¥JwebTA: Master Timekeeper Select Employee: com.threeis.webta.P810selEmp

File Edit Miew Go Bookmarks Tools Help

=10/x|

Help Logout

Search Results

Search Criteria: Last name like m

Employee | ser 1d | Pay Period [Timekesperlsupervisor]

= ‘al Dverride McGarner, Bruce MCGARL 22 - 2006 ADMIN ADMIN
 Val by MstrTkp meelroy, cheryl MCELROY 17 - 2006 (C) MCELROY MCELROY
‘8 mcelroy, cheryl  MCELROY 18 - 2006 (C) MCELROY MCELROY
® mcelroy, cheryl  MCELROY 21 - 2008 MCELROY MCELROCY
e MOUSE, MICKEY MOUSE 17 - 2008 MCELROY MCELROY
Selected Taa
Edit T&A | T&A Prafile | Leave | Set Pay Period | Delete | “validate | Oweride Val
Surmmary |
Selected Employee
Default Schedule Correction I Locator Info | Certified T&As Emp Profile Leave Audit

Return |

KRONOS

Dane:

webtakronas.com (5 2

About the T&A summary page

The Summary page opens when you select an employee from the Select Employee or Search Results

page, then click Summary.
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%9 webTA: Employee Summary: com.threeis.webta.P450dataTASum - Mozilla Firefox

File Edit Yiew Go

Bookmarks  Tools  Help

Help Logout

Marna: Christia

n Vungh

Time Card Type:Regular

Status:

Approved

Pay Pariod:

19 : Sep 17, 2006 to Sep 30, 2006

Leave Vear: 2006

Tirne In Pay: 80:00

Other Time: 0:00

Crays In Pay: 10

Transaction

Wk 2[Total

Wik 1
Work Time
Resular Baze Pay: (BT, | 45 | | 40 e
Work TimeTotal | (s:sis.s:8: |40| isisis.s s: | 4080
Leave and Other Time
[ (Mo Leaue and Other Time transactions) |
[40] ERE

upe

3 1
ruizor]

Leave Requests

(Mo Leave Requests submitted) ]

Premium Pay Requests

(Mo Premium Pay Requests submittad) |

T&A Profile Leave Data|Fwd Accrifvaillsed: Bal
Pay Plan G5 General Schedule| |[Annual -- 0nid:0n: -- 400
Taur of Duty Full Time Sick -- 4:00:4:00: -- 400
D”ti Hourks £ Leave Year Projection
Ll W M-F

o hies Marimum Available Annual 32:00
Alternative Schedule Regular &-hour Days

Manimumn Available Sick 2200

eIy DS HO Use or Lose Leave --
State [xls]
Taown oool
Unit 0z
Timekeeper 01
Mew Contact Point Yes
Retain Data |None
Account Data Code [Manual Entry
Service Computation DatalOct 12 2006
Annual Leave Category |4 hfpp
Status History
Timestamp Status Mame Message

Oct 17 2006 01:22 PM

Timekeeper Validated

Administrator, The (ADMIN)

Oct 12 2006 11:56 AM

MastarTimekeeper Yalidated|Administrator, The (ADMIM)

Oct 12 2006 11:45 AM|Validation Reset By Edit

Administrator, The (ADMIN)

Oct 12 2006 11:45 AM|Timekeeper Yalidated

Administrator, The (ADMIN)

iDct 12 2006 11:45 AM|Validation Reset By Edit

Adrinistrator, The [ADMIM]

Dct 12 2006 11:45 AM|Timekeeper Y alidated

Administrator, The [ADMIM]

Ocr 1z 2006 11:44 AM|Pay period set

Administrator, The (ADMINM)

Pay period changed from 2010 19,

Oct 12 2006 11:44 AM|New Record Created

Administrator, The (ADMIN)

Created new record for pay period 20,

Yalidated By : The

Adrninistrator

Validation Date : Oct 12 2006 11:56 AM

Return |

| Done

N Ell

The T&A Summary page is presented to the employee during affirmation and is the page used by
Supervisors to certify T&A records.

The T&A Summary page is a read-only view of the employee’s T&A record. The page includes these
sections:

* The employee overview at the top of the page contains employee profile information. The
section contains such information as the employee’s name, the Timecard Type, the Timecard
Status, the pay period, and the leave year.
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The T&A data section contains a read-only version of the T&A transactions. The transactions
are grouped by Work Time activities and Leave and Other Time transactions.

T&A Profile contains the employee’s T&A Profile for the current pay period.

Leave Data contains the employee’s leave balances for the current pay period. Any non-zero
leave balances are displayed in this section.

Leave Requests, Leave Transfer Donations, and Premium Pay Requests list all approved
leave, leave donations, and premium pay requests for the pay period.

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

Status History contains an audit log of all actions taken against the current T&A record.

About the Default Schedule page

The Default Schedule page lets Timekeepers and Master Timekeepers create or modify a default
schedule for a selected employee. The default schedule is used by employees whose T&A data change
little from one pay period to the next.

To activate the Default Schedule function for an employee, that employee’s T& A Profile Retain Data
field must be set to either Restore from Default or Exception Processing.

webTA supports two types of default schedule processing:

Restore from Default — Default schedule times entered into the default schedule are
automatically entered into the employee’s time sheet when the new pay period begins. Moving
forward, the T&A data behaves normally.

If the employee works a normal schedule with no changes, then no changes need to be made to
the time sheet.

If the employees time differs for a given pay period, then the employee must make the
necessary changes in the Edit T& A Data screen.

Exception Processing — Rows of time entered into the default schedule will automatically be
included in the employees T&A record unless the employee replaces it with entries made on
the Edit T&A Data page. For instance, if a given day contains 8 hours in the Default Schedule,
but the employee charges 4 hours to Annual Leave, only the Annual Leave line need be
entered in the Edit T&A Data screen.

On the T&A Summary page, however, you will see the Annual Leave line (with 4 hours) and
the Default Schedule line appropriately reduced to 4 hours. The Default Schedule lines never
appear in the Edit T&A Data screen, only the exceptions to the Default Schedule.

To view and modify the default schedule for an employee:

1. Search for and select the employee from the Search Results.
2. Click Default Schedule.
The T&A Data: Default Schedule page opens.
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¥ webTA: T&A Data: com.threeis.webta.P430slineDefaultSchedule - Mazilla Firefox ] =10l x|

Fle Edt Wew Go Bookmarks Tools Hslp

Help Logout

T&A Data : Default Schedule

Mame: Chiistian Yungk Fay Feriod: 21 Oct 15, 2006 to Oct 25, 2006
Time Card Type: Regular Lesve Yaan 2006
| Oct Oct
el 15 | 16 {17 | 18 | 19 | 20 | 21 22 | 23 | 24 | 25 | 26 | 27 | 28
5 M i T wiT Fis |wki| s i m T W T i F 5 | wk2 | Totsl
s 2:00 8:00 200 8:00 200 40: 00, 8:00 200 8:00 2:00 8:00 40:00/20:00
Cows make da milk
Viork Time Total | 9:00 | 8:00 | 8:00 | &:00 | 8:00 | [40:00] Tgi00 g:00 200 8:00 isi00 [40:00[z0:00
Daily Total | 9:00 | 8:00 | 8:00 | &:00 | 8:00 | [40:00] Tgi00 g:00 200 800 is00 |40:00[z0:00]

Update | Save/Return | Cancal

£4KRONOS

Done v

3. Ifyou want to change the employee’s default schedule, type in the new work times for their
respective days.

4. Ifyou want to update the page to reflect your changes without saving the changes to webT4, click
Update.

-OR -

If you want to save your changes to webTA4, click Save/Return.

Correcting T&A reports

webTA’s Correction feature lets Timekeepers and Master Timekeepers enter corrected T&A records
that are less than one year old. If the original T&A was created using webT4, the Timekeeper or
Master Timekeeper can modify the record. Otherwise, they will have to enter the entire record in
webTA.

Only Timekeepers and Master Timekeepers can correct T&A reports. Only Supervisors and Master
Supervisors and certify reports.

Corrections are performed on the Select Employee page.
To correct T&A records:

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

The Timekeeper Select Previous page opens, listing the pay periods for the employee you selected.
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¥ wehTA: Timekeeper Select Previous: com.threeis.webta.P4i -|o] x|

Fle Edit View Go Bookmarks Tools Help

Help Logout

Timekeeper Select Previous

DEMO ADMIN (DEMOADMIN)
[Ty period {pote Range—starus |
o

18 - 2006 Sep 03 - Sep 16 Correction
1= 2nRs Aug 20 - Sep 02 Correction
16 - 2006 Aug 06 - Aug 19 Caorrection
o s s Jul 23 - Aug 05 Missing
14 - 2006 Jul 09 - Jul 22 Missing
N 8 =006 Jun 25 - Jul 08 Missing
12 - 2006 Jun 11 - Jun 24 Missing
oL Bas May 28 - Jun 10 Missing
10 - 2006 May 14 - May 27 Missing
09 - 2006 Apr 30 - May 13 Missing
08 - 2006 Apr 16 - Apr 29 Missing
07 - 20086 Apr 02 - Apr 15 Missing
C 06 - 2006 Mar 19 - apr 01 Missing
05 - 2006 Mar 05 - Mar 18 Missing
04 - 2006 Feb 19 - Mar 04 Missing

Correction I Cancel
£4KRONOS
Done | webta kronos.com (4},

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

If a T&A record is available for a given pay period and is designated as Historical, it is opened for
the correction.

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

€D wehTA: Insert New Historical Record: com.threeis.webta.P: ert (=] 3]

Fle Edit View Go Bookmarks Tools Help

Help Logout

Insert New Historical Record

Pay Period: 17
Leave Year: 2006

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

Click 'add Record' to create the correction record,

Add Record Cancel

£4KRONOS

| Dane: webka kronos.com (%}

3. Ifthe record is historical, and its page opened, make the changes that are required.
-OR -

If the Insert New Historical Record page opened, create the new record in the T&A Profile page
that opens.
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4. Enter the new data, save it, and validate and certify it just like regular T&A.

When the correction is completed and processed for submission to NFC, the system roles updated
leave balances forward to the new pay period, provided that all of the intervening pay period

records exist in webTA.

A correction may be deleted before certification if it is determined that it is not required. To delete the
correction, select the correction record on the Select Employee form, then click Delete in the Selected

T&A section.

About Locator Info

Open the Locator Info page by selecting from the Search Results page the employee whose
information you want to access, then clicking Locator Info.

Y webTa: Locator Info: com.threeis.webta.P460editinfo - Mozilla Firefox

=10lx|

Fle Edt Wew Go Bookmarks Tools Help

Help Logout

Locator Info

Alw

Office Contact Information for Christian Yungk

Coadng |
Troomnumber I
i stop /mouting code |

Ccomny [ I—
APO 1

oo [ —
Fax =

Save Cancel

4 KRONOS

| bone

The Locator Info feature lets Timekeepers or Master Timekeepers maintain contact information for
employees. webTA does not require that this information be maintained, but if your agency is
configured to distribute webTA tasks via e-mail, the e-mail entry in this form is used by webT4 to
deliver the task. If the E-mail/Internet box is blank for an employee, tasks are delivered to the webTA

task list.

The information on the Locator Info page is work information. Personal information, home address
and phone number, must be changed through the personnel office.
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About the Certified T&As page

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

To view a T&A summary:

1. Select the employee from the Select Employee or Search Results page.
2. Click Certified T&As.
The Certified T&A Summaries page for the selected employee opens.

) webTa: Certified T&A Summaries: com.threeis.webta.P445viewCertified = Moz =100 x|

Fle Edt Wew 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 7] [2008 =] [25 =

Update
Christian Yungk (CLY1)
|_|Pay Period|Date Range _[Gert By[Gert Date |cert Type|

 20-2006 Oct0l-0Oct 14 ADMIN Oct 04 2006 WEBTA-GZ

“iew Certified Summary | Return |

£4KRONOS

| bane Y

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

The list of certified T&A summaries for the employee changes to reflect the new date range you
selected.

4. Click View Certified Summary.

The employee’s summary page opens.
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howardroark.kronos.com:2828 - webTé: Cel

d T&A Summary - Mozilla Firefox

=10/|

Mame: Christian Yungh Pay Period: 20 : Oct 1, 2006 to Oct 14, 2006

Time Card Type: Regular Lesue Year: 2006

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

Transaction

PiiSfi Account

Wk 1

gitni1i1zi1ai14
MiT W TiF s

Wk 2| Total

Work Time

1111112222222

Regular Base Payg o R 3 | 40 | Bgs B a 3 | 40 ‘ 30
Work Time Total | is. |40 ] sisisisis; |40] 80
Leave and Other Time
[ (Mo Leave and Other Time transactions) |
Daily Total | isigigis |40 ieim.sisis. |40 &0 |
Type Stats  Date ‘Buperuiser

Leave Requests

[Annusl Lesuelapproved 04-0CT-06The Administrator (4DMIN |

Premium Pay Requests

(Mo Premium Pay Requests submitted)

Fetain Data

[Exception Processing

Account Data Code

[Manual Entry

Service Computation Date|Oct 04 2006

Annual Leave Category

|4 heep

T&A Profile Leave Data|Fwd AccriAvailiUsed: Bal
Pay Plan G5 General Schedule | [Annual - 4:00:4:00 -- 4:00
Tour of Duty Full Time sick - 4:0014:00 - 4:00
BhEl ol o Leave Year Projection
e bt B2 Wasimum Available Annual 28:00
alternative Schedule Regulraihalibays

M Available Sick 28:00
(i Bl Use of Lose Leave --
State [=1=3
Town 0001
Unit a1
Timekeeper o1
Mew Contact Point Yes

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

events that haj

ened since the certification shown above took placa.

The complete T&A status history is displayed belo may con pp p

Status History

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

ot 04 2006 10047 AM)

Timekeeper Walidated

Administrator, The (ADMIM)

Cct 04 2006 10:46 AM|Employee Attested | Yungk, Christian (GLV1)

Cct 04 2006 10:46 AM|Employee Validated |Yungk, Christian (GLV1)

Cct 04 2006 10:0% AM|MNew Record Created |Administrator, The (ADMIM)|Created new record for pay petied 20,

Done

About the Employee Profile page

The Employee Profile page lets the Timekeeper or Master Timekeeper change an employee’s
Employee Profile information. Information that can be changed includes the employee’s name, social
security number, assigned Timekeeper, and assigned Supervisor.

To view or edit an employee’s profile:

1. Select the employee from the Select Employee or Search Results page.

2. Click Emp Profile.

The Employee Profile page for the selected employee opens.
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) webTa: Employee Profile: com.threeis.webta.Pa0zeditUser_1 - Mozill for 1ol x|

Elle 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.

T —
astiors ]
Password (again) |

eirstnome |

dle Name
or Initial ptional}

[Lastrame |

Social Security Number ||

Supervisor's User TD ADMIN Search
Timekeeper's User ID |15 Search

First Pay Period & current © Previous

Active Status M active Employee

Save Cancel |

| Done ‘ webta kronos.com (%) 2

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

webTA 3.5 Master Timekeeper’s Guide 31 © 2006 Kronos Inc.



	Master Timekeeper’s Guide
	Introduction
	Searching for employees
	Adding employees
	About the Employee Profile fields

	Entering and editing T&A data
	Viewing an employee’s T&A Profile
	About the Leave Data page

	Setting the employee pay period
	Splitting T&A
	Deleting records
	Validating records
	About the T&A summary page
	About the Default Schedule page
	Correcting T&A reports
	About Locator Info
	About the Certified T&As page
	About the Employee Profile page



<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /All
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Warning
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.0000
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages true
  /ColorImageMinResolution 300
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /CropGrayImages true
  /GrayImageMinResolution 300
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /CropMonoImages true
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName ()
  /PDFXTrapped /False

  /Description <<
    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000500044004600206587686353ef901a8fc7684c976262535370673a548c002000700072006f006f00660065007200208fdb884c9ad88d2891cf62535370300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>
    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef653ef5728684c9762537088686a5f548c002000700072006f006f00660065007200204e0a73725f979ad854c18cea7684521753706548679c300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>
    /DAN <>
    /DEU <>
    /ESP <>
    /FRA <>
    /ITA <>
    /JPN <>
    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020b370c2a4d06cd0d10020d504b9b0d1300020bc0f0020ad50c815ae30c5d0c11c0020ace0d488c9c8b85c0020c778c1c4d560002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>
    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken voor kwaliteitsafdrukken op desktopprinters en proofers. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)
    /NOR <>
    /PTB <>
    /SUO <>
    /SVE <>
    /ENU (Use these settings to create Adobe PDF documents for quality printing on desktop printers and proofers.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)
  >>
  /Namespace [
    (Adobe)
    (Common)
    (1.0)
  ]
  /OtherNamespaces [
    <<
      /AsReaderSpreads false
      /CropImagesToFrames true
      /ErrorControl /WarnAndContinue
      /FlattenerIgnoreSpreadOverrides false
      /IncludeGuidesGrids false
      /IncludeNonPrinting false
      /IncludeSlug false
      /Namespace [
        (Adobe)
        (InDesign)
        (4.0)
      ]
      /OmitPlacedBitmaps false
      /OmitPlacedEPS false
      /OmitPlacedPDF false
      /SimulateOverprint /Legacy
    >>
    <<
      /AddBleedMarks false
      /AddColorBars false
      /AddCropMarks false
      /AddPageInfo false
      /AddRegMarks false
      /ConvertColors /NoConversion
      /DestinationProfileName ()
      /DestinationProfileSelector /NA
      /Downsample16BitImages true
      /FlattenerPreset <<
        /PresetSelector /MediumResolution
      >>
      /FormElements false
      /GenerateStructure true
      /IncludeBookmarks false
      /IncludeHyperlinks false
      /IncludeInteractive false
      /IncludeLayers false
      /IncludeProfiles true
      /MultimediaHandling /UseObjectSettings
      /Namespace [
        (Adobe)
        (CreativeSuite)
        (2.0)
      ]
      /PDFXOutputIntentProfileSelector /NA
      /PreserveEditing true
      /UntaggedCMYKHandling /LeaveUntagged
      /UntaggedRGBHandling /LeaveUntagged
      /UseDocumentBleed false
    >>
  ]
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


