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£4 KRONOS webTA 3.5 Employee’s Guide

Introduction

The purpose of this document is to provide employees information needed to use webTA for fulfilling
Employee role job functions. 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 help you work through the procedures and
understand the examples in the documents.

Using webTA, employees can:

*  View a summary of your current pay period time and attendance information

*  Submit leave and premium pay requests to your Supervisor

*  Maintain your contact information, including work address, phone number, and e-mail address
* Request that webTA validate your current pay period time and attendance information

*  View your historical time and attendance information

*  Run pre-defined reports

* Change your password

*  Submit requests to your Timekeeper

The Employee Main Menu page opens after you log in.

©webTha: Employee Main Menu: com.threeis.webta.P300mnuEmp - Mozilla Firefox =101

Fle Edt Yew Go Bookmarks Took Help

Help Logout

Employee Main Menu
_TeA Data |

vy
s |

EEFEIEM] webTA Reports
EELREEI Send Task to Your Timekeeper

User Functions

Change Passwaord I iew Tasks (29) |

i

4 KRONOS
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Entering and modifying T&A data

The T&A Data page is used to enter time and attendance transactions.
Open the page by clicking T& A Data on the Employee Main Menu page.

Transactions are sorted into work time transactions and leave and other time transactions.

To add a work time transaction:

1. Ifyou have not already done so, open the T&A Data page by clicking T& A Data on the Employee
Main Menu page.

The T&A Data page opens.

) webTA: T&A Data: com.threeis.webta.P330slineDataTAPay - Mozilla Firefox =10 x|

Ele Edt View Gr Bookmarks Tools Help

Help Logout

T&A Data

Mame! The Administrator Pay Period 17 - Aug 20, 2006 to Sep Z, 2006

Time Gard Type: Reqular Leave Year 2006

[ Aug Aug T se
S sl s el e o Z7aloe Bt ool 0 (T
|T aaaaaa Hon e ‘ 5 M T W T F :s |wki]| s im T W T i F 8 |Wk2|Torl
Work Time
it : :

Regu\avaase Pay £ 20000005000 00 800 800 00 §:00 | 40:00 ‘ ‘

(Ma Description) b i | |
[Hew] Work Time Total | 2:00 800 800 200 800 [40:00] £8:00 (8:00 | 5:00 | 5:00 : 8:00 | [
Leave and Other Time

(Mo Leave and Other Time transactions) |
Daily Total | 800§ 8:00 | 5:00 | §:00 | 8:00 [40:00] £8:00 i8:00  8:00 | 8:00 :8:00 +0:00[80:00]

[Remarka:] \

Upcdate I Save/Returm I Validats | Cancel

£4KRONOS

Done webta koonos.com ()

The Work Time section of the T&A Data Entry page contains your time and attendance work
time transactions.

2. Click New in the Work Time section.

The New Work Time Activity page opens.
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¥ webTA: New Work Time Activity: com.threeis.webta.P3301slineNew - Mozilla o | m 5[

Fle Edit Wew Go Bookmarks Tools Help

Help Logout

New Work Time Activity

|m -Regular Base Pay j

T

Er

| SelectAn Account j
ﬂﬂ Cancel

£4KRONOS
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3. Select the transaction type from the Transaction Code list, if necessary, type in the prefix and suf-
fix, then select the account from the Account list.

4. Click Save.

The system returns you to the T&A Data page. The work time transaction you added appears in the
Work Time section.

To enter work hours:

1. Ifyou have not already done so, open the T&A Data page by clicking T&A Data on the Employee
Main Menu page.

2. Type in your time under the appropriate date in the appropriate section, Work Time or Leave and
Other Time.

Enter daily time in hours and minutes in 15-minute increments by typing the number of hours, a
colon, and the number of minutes (HH:MM). Or you may enter the hours, a period, and a decimal
fraction.

Time entered in these ways are converted to hours and minutes, rounding to the nearest 15 minute
increment when updated or saved. For example, entering 3.5 converts to 3:50 hours, and 7:7 con-
verts to 7.00.

3. Ifyou want to continue working on the T&A Data page, click Update.
-OR -
If you are finished entering time, click Save/Return.

NOTE: Update saves your work, but the T&A Data page remains open. Save/Return saves your
work, but returns you to the Employee Main Menu page.

To add a Leave and Other Time transaction:

1. Ifyou have not already done so, open the T&A Data page by clicking T&A Data on the Employee
Main Menu page.

The Leave and Other Time section of the T&A Data Entry page contains employee leave time,
holiday time, and similar time transactions.
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2. Click New in the Leave and Other Time section.

The New Leave and Other Time Activity page opens.

I webTa: New Work Time Activity: com.threeis.webta P3301slineN izl =131

File Edt Wew Go Bookmarks Tools Help

Help Logout

New Leave and Other Time Activity

Transaction Code |ESIICIEEL =l
T
TR

Savel Cancel
£4KRONOS
| Done | webtakronas.com (5 2

3. Select the transaction type from the Transaction Code list, type in the prefix and suffix, if neces-
sary, then select the account from the Account list.

4. Click Save.

The system returns you to the T&A Data page. The leave and other time transaction you added
appears in the Leave and Other Time section.

To modify a transaction:

1. Ifyou have not already done so, open the T&A Data page by clicking T&A Data on the Employee
Main Menu page.

2. Click Edit next to the transaction you want to modify.
The edit page for the type of activity you want to modify opens.

3. Modify the transaction data as you see fit.

4. When you are finished, click Save
webTA returns to the T&A Data Entry page.

To delete a transaction:

1. Ifyou have not already done so, open the T&A Data page by clicking T&A Data on the Employee
Main Menu page.
2. Click Del next to the transaction you want to remove.

webTA permanently removes the transaction from the T& A Data Entry page.

NOTE: If you select or change the transaction information that is same as another line already present
in the spreadsheet, the hours for the two transactions are summed and displayed as a single transaction.
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Validating and affirming your T&A data

When you are finished entering your T&A data, the data validation process must initiated by you or
your Timekeeper. By validating the data, you are attesting to the accuracy of your T&A record. Your
Supervisor cannot certify the T&A data until it has been validated.

To validate your T&A data:

1. Open your T&A Data page by clicking T&A Data on the Employee Main menu.
2. Click Validate.

Your T&A Data summary page opens.
3. Click Affirm.
webTA checks the T&A data against OPM federal pay rules and regulations.

* Ifthere are any errors or other problems, webTA lists them on the Validation Summary page:

3 webTA; Yalidation Summary: com.threeis.webta.P311valErrors - Mozilla Firefor: B =0 x|

File Edit Wiew Go Bookmarks Tools Help

Help Logout

Validation Summary

PayPeriod|Error Message

cLve Christian 20 WARNING: [2038] - Please verify that hours are correctly recorded for
Yungk Federal holiday Columbus Day on OCT-08.
Christian WARNING: [7003] - There is an approved leave request for accrued
eflsi 20
Y¥ungk annual leave with no corresponding payroll transaction.
Continue Cancel
=
£4KRONOS

| Done

» If only warning messages are generated, you see the warning messages, but the data is
validated.

» If there are no error messages, webTA tells you that the data was validated successfully.

About validation errors and warnings

Errors are triggered when there is a clear failure of the T&A data to be validated, based on the
validation rules. Errors are indicated by the word “ERROR” in red, and include a description of the
problem that is preventing your T&A data from being validated.

Warnings are triggered when the system suspects that there may be a problem, but there is not enough

information to be sure. Warnings are indicated by the word WARNING, along with a description of
the possible conflict.
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Warnings will not prevent you from validating the time card, but should be reported to your Supervisor

to be resolved at a future date.

Errors must be corrected before your Supervisor can certify the data. Warnings may or may not need to

be corrected.

About the T&A Summary page

The T&A Summary page is a read-only view of your current T&A record. Open it by clicking T&A
Summary on the Employee Main Menu page.

¥ webTA: TA Data Summary: com.threeis.webta.P350dataTASum - Mozilla Firefox

Fle Edt Yiew Go Bookmarks Tools Help

=101

Help Logout

The Administrator
Time Card Type:Regular
Status Approved

MName:

Fay Feriod:
Lesve Yaan

17 : Aug 20, 2006 to Sep 2, 2006

2006

Tims In Pay: $0:00

Other Time: 0:00

Days In Pay: 10

[ Aug

Tranzaction Pfu:Sfk Account

Aug
20:21 22:23 2425 26 27.28:29 2031
SM T:W T:F S|Wk1|8 MIT W:T

Sep
12
F 8 |wk 2|Total

tatusiDate Supervi

20{21]22/23i24 /25126 27{28l25i30/31: 1 |2

s MiT WiIiT Fis S MTWTF S

Leave Requests

(No Leave Requests submitted)

Premium Pay Requests

(No Premium Pay Requests submitted)

Work Time
000000000000
Regular Base Pay D B i) ] | 40 | sjsjais o ‘ 40 ‘ 80
Work Time Total | | is| |40 [eieisiaia] |40 =0
Leave and Other Time
[ (No Leave and Other Time transactions) |
DailyTotal [ s 858 8.8 |40 &:8 8:8 8 |40 =0 |
Aug Aug Sep

T&A Profile Leave Data|Fudiaccriavail Used: Bal
Pay Plan &5 General Schadule| [Annual - 4:0014:00 -- 4:00
Tour of Duty Full Time Sick -- (4:00{4:00; -- i4:00|
D“‘L H“’: 30 Leave Year Projection
kad Lad M-F

R Available Annual 40:00
Alternative Schedule Reqular 8-hour Days

Available Sick 40:00

Aaarcy) B Uss o Loss Leave --
State oC
Toun 0001
Unit 01
Timekeeper o1
|Retain Data [Tcs and Accounts
Account Data Code [Manual Encry
Servics Computation Dars|Sep 04 2006
Annual Leave Category |4 hrfpp
Status History
Timestamp |Status Mame Mezzage

Oct 06 2006 12:26 PM|Validation Reset By Edit|Administrator, The (ADMIM)|

mployee Atested Administrator, The (ADMIN),

Qct02 2006 11:56 AM[E
Oct 02 2006 11:56 AM

Employee Validated

Administrator, The (ADMIM)!

Sep 04 2006 10:02 AM|P

ay peried set

Sep 04 2006 09:42 AM|New Record Created

SYSTEM

Administrator, The (ADMINA‘_PaA,I period changad from 01 1o 17,

Return

E4KRONOS

Done

webta.lronos.com =

The T&A Summary page also opens during validation, and is also the page used by the Supervisor to

certify the T&A record.

The top of the page contains an overview of employee profile information: name, pay period, status,

and so on.

webTA 3.5 Employee’s Guide
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These sections appear below the employee profile information:

*  Work Time provides information about time worked, in two week increments.

* Leave and Other Time provides information about leave and other time taken.

* Leave Requests shows any leave requests you’ve submitted.

*  Premium Pay Requests shows any requests for premium pay that you’ve submitted.

* Leave and Premium Pay Requests lists all approved Leave and Premium pay requests for the
pay period.

* T&A Profile contains a read-only copy of the T&A Profile for the current pay period.

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

* Leave Year Projection shows your annual and sick leave projections as of the current pay period.
The section also contains your used or lost leave as of the current pay period.

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

About the Leave/Prem Requests & Donations page

The Leave/Prem Requests & Donations page provides options for leave requests, premium pay
requests, and leave donations. Open this page by clicking Leave/Prem Pay on the Employee Main
Menu page.

) webTa: Leave,/Prem Request & Donations: com.threeis.webta.P35] i [=] 3]

Fle Edt Wew Go Bookmarks Tools Help

Help Logout

Leave/Prem Request & Donations

[EECH| Leave Requests
RCuNcrl@| Premium Pay Requests
Return
£4KRONOS
Done webta.kronos.com

The Leave and Premium Pay Request page lets you:

* Enter leave requests

* Review leave requests

* Enter premium pay requests
*  View premium pay requests

*  Approve leave and premium pay requests for which you have been designated as an
intermediate approver

e Submit leave donations
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To review current leave requests:

1. If you have not already done so, open the Leave/Prem Request and Donations page by clicking

Leave/Prem Pay on the Employee Main Menu page.
2. Click Leave.

The Current Leave Requests page opens showing all leave requests you have submitted that have

not yet expired, along with their current status.

9 webTA: Current Leave Requests: com.threeis.webta.P352leaveRequest - Mozi

=10l x|

File Edit Miew Go  Bookmarks  Tools  Help

Help Logout

Current Leave Requests

| statusl*]Request Typel*] From Datel#l[To Datel*] [Total Hrs[*]

: : 3 Oct 03 2006 ©ct 04 2006
Edit | Del |Pend|ng Compensatory Time Off (2006-20) | (2006-20) 16:00

. - . COct 18 2006 Oct 20 2006
Edit | Del |Pend|ng Sick Leave (2006-21) | (2006-21) 16:00

Mew Request | iew Histary | Calendar Yiew | Feturn |

£4KRONOS

| Dane | webta kronas.com (7 2

3. If you want to view current leave requests in calendar form, click Calendar View.

A calendar opens containing current leave request by date.

webTA 3.5 Employee’s Guide 8
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¥ webTA: Leave Request Calendar Yiew: com.threeis.webta.P353leaveCal¥iew - Mozilla Firefox

Fle Edt Yiew Go Bookmarks Tools Help

=10l x|

Help Logout

Leave Request Calendar View

The calendar below shows only approved and pending leave requests, not leave that is actually taken.

e

October 2006

Sun Mon Tue Wed Thr Fri Sat
1 2 3 4 5 [} T
P: ADMIN - 2:00 P2 ADMIN - 2:00
El a 1n Tk 12 13, 14
Columbus Dzy
15 16 17 13 19 20 21
PLADMIN-5:00 | P ADMIN-400 | P: ADMIN - 400
22 232 24 25 26 27 28
29 20 31

A spproved time, P: Pending time

Return

£4KRONOS

Done

webta kronos.com

In this view A: indicates approved requests, and P: indicates pending requests.

To submit a new request:

1. If you have not already done so, open the Leave/Prem Request and Donations page by clicking

Leave/Prem Pay on the Employee Main Menu page.

2. On the Leave/Prem Request and Donations page, click Leave.

The Current Leave Requests page opens.

webTA 3.5 Employee’s Guide
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¥J webTA: Current Leave Requests: com.threeis.webta.P352leaveRequest - Mozi

=10l x|

File Edit Miew Go  Bookmarks  Tools  Help

Help Logout

Current Leave Requests

| statusl*]Request Typel*] From Datel#l[To Datel*] [Total Hrs[*]

: : 3 Oct 03 2006 ©ct 04 2006
Edit | Del |Pend|ng Compensatory Time Off (2006-20) | (2006-20) 16:00

. - . COct 18 2006 Oct 20 2006
Edit | Del |Pend|ng Sick Leave (2006-21) | (2006-21) 16:00

Mew Request | iew Histary | Calendar Yiew | Feturn |

£4KRONOS

|D0ne webta kronas.com (7 2

3. Click New Request.

The Edit/View Leave Request page opens. Notice that this is a scrolling window. More leave

options are farther down on the page. Here is the top of the page:

/¥iew Leave Request: com.threeis.webta.P355leaveReqEdit - Mozilla Fir -0 ﬂ

Fle Edt Yiew Go Bookmarks Tools Help

Help Logout

Edit/View Leave Request

Request by: The Administrator (ADMIN)

Request Information

Leave Type Select Type 2
Transaction Type |EEE=REEUECETINES

E October 2006 o
Sun Mon Tue Wed Thr Fri Sat
1 Hr: 2 Hr: 3 Hr: 4 Hr: 5 Hr: 3 Hr: 7 Hr:
Fri Fr: Fri Fr: Fri Fr: Fri
Tot To: To To: Tor To: Tor
Hr: Hr: Hr: Hr: Hr: Hr: Hr:
8 "9 G A ] APl jqg oot
Fri Fr: Fr: Fr: Fr: Fr: Fr:
To To: To To: Tor To: To e
Hr: Hr: Hr: Hr: Hr: Hr: Hi
15 "% 1B jaz oMqg qg oM og vl !
Fri Fr: Fr: Fr: Fr: Fr: Fr:
To To: To To: To To: Tot
Hr: Hr: Hr: Hr: Hr: Hr: Hi
22 s |93 Yza oM g 26 oM o7 | gt
Fr Fr: Fr Fr: Fri Fr:| Fri
Tot To: Tot To: To To: Tot
Hr: Hr: Hi
29 ~"i3g "3 it
Fri Fr: Fri
Tot To: To

4. Select the type of leave you want from the Leave Type list.

webTA 3.5 Employee’s Guide 10
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5. Ifyour leave request is in a month other than the current one, click the forward and back arrows at
the top of the calendar to navigate to the month.

Calendar navigation controls

<= October 2006 e

¥ webTa: Edit,/¥iew Leave Request: com.threeis.webta P355leaveReqEdit - Mozilla Firefox -0 ﬂ

Fle Edt Wiew Go GBookmarks Tools Help

Help Logout

Edit/View Leave Request

Request by: The Administrator (ADMIN)

Request Information

Leave Type Select Type [
Transaction Type |EEE=REIEUET=TNES

— October 2006 November 2006 7)
Sun Mon Tue wed Thr Fri Sat Sun Mon Tue Wed Thr Fri Sat

1 Hr: 2 Hr: 3 Hr: 4 Hr: 5 Hr: B Hr: 7 Hr: 1 Hr: 2 Hr: 3 Hr: 4 Hr:

Fr Fri Fri Fr: Fr: Fri Fri Fr: Fr: Fr: Fr:

To: Tot To Tor To Tor To Tot To: To: To:

Hr: Hr: Hr: Hr: Hr: Hr: Hr: Hr: Hr: Hr: Hr: Hr: Hr: Hr:
E] g o e P g e g T g "B i "8 "9 Blag g e
Fri Fri Fri Fri Fr Fri Fri Fr: Fr: Fr:| Fr: Fr: Fr: Fr:|
To: Tot To Tor Tot Tot To To: To: To: To: To: To: To:

Hr: Hr: Hr: Hr: Hr: Hr: Hr: Hr: Hr: Hr: Hr: Hr: Hr: Hi
5 E T e e e R it b oy W e i peandtis| iRt | gt BE Y maa it [ e s el | p gt
Fr: Fri Fr: Fr: Fr: Fri Fri Fr: Fr: Fr: Fr: Fr: Fr: Fr:

To: To Tot To To To Tot Tot ;| To: To: To: Tot ;| To: To:

Hr: Hr: Hr: Hr: Hr: Hr: Hr: Hr: Hr: Hr: Hr: Hr: Hr: Hi
20| D3 A p e oDl o prrditia | o R pm =t | 19 et 9 e R o el B | g T AR Tt DT 9 g
Fr Fr: Fri Fr: Fr: Fr: Fri Fr: Fr: Fr: Fr} Fr: Fr: Fr:

To: Tot To To To Tot To To: To: To: To: To: To: To:

Hr: Hr: Hr: Hr: Hr: Hr: Hr: Hi
2 it 30 g BT g st pr R e R R e B
Fr Fri Fri Fr: Fr: Fr: Fr: Fr:

Tot Tor Tor To: To: To: To: To:
© medi

Each date on the calendar contains three time entry boxes:

Wed
Hr: 4 Hr:——; Hr
; - o Time entry boxes
b Tao: [To

6. In the first box, type in the number of hours of leave that you want to take for that date.
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7. If you want to enter the starting and ending times for leave on that date, in the second box, Fr, type
the leave start time. In the third box, To, type the end time.

Example:

Hr:
£l g:00 ————— Leave hours to be taken
Fri @00 ]
Start and end times
To: iS00

8. Ifnecessary, scroll down the page so that you can see the Sick Leave sections.

Please specify:

' Medical/dental/optical examination of requesting employes

© Care of family member/bereavement, including medical/dental/optical examination of
family member

€ care of family member with a serious health condition

© Other (e.q. personal illness or adoption). Provide the reason in Remarks.

& Mone

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:

(@ Birth/adoption/Foster Care

© Serious Health Condition of Spouse, Child, or Parent
€ Serious Health Condition of Self

© 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)

Save Cancel

A KRONOS

| bone

A

webta.kronos.com (=

9. Click to select the appropriate Medical Leave and Family Medical Leave Act options, if necessary.
10. If you want to add a remark to your request, type the remark in the Remarks box.
11. When you are finished entering your information, click Save.

webTA returns you to your Current Leave Requests page. The new leave request appears in the list
of leave requests.

To view or change a leave request.

1. If you have not already done so, open the Leave/Prem Request and Donations page by clicking
Leave/Prem Pay on the Employee Main Menu page.

2. Click Leave.

The Current Leave Requests page opens.

webTA 3.5 Employee’s Guide 12 © 2006 Kronos Inc.



) webTa: Current Leave Requests: com.threeis.webta.P352ZleaveRequest - Mozilla Firefox P[] 5|

Fle Edt Wew Go Bookmarks Tools Help

Help Logout

Current Leave Requests

| status/*]Request Typel*] From DatelAJTo Datel*] [Total Hrsl*]

Qct 02 2006 Oct 04 2006 .
Edit Del |Pending Compensatory Time Off (2006-20) | (2006-20) 16:00

Oct 18 2006 Oct 20 2006 ”
Edit Del |Pending  Sick Leave (2006-21) | (2006-21) 16:00

Mew Request | WView Histary | Calendar View | Return |

S4KRONOS

| bone

webta kronos.com ()

Status designations are:

*  Pending (A new leave request had neither been approved nor denied.)

*  Approved
* Denied

You cannot modify leave requests that have been approved or denied, but you can modify pending

request.

3. Ifyou want to delete a leave request, click Delete next to the request you want to delete.

webTA removes the leave request from the list.

4. If you want to change a leave request, click Edit next to the request you want to change.

The Edit/View Leave Requests page opens for the leave request you selected.

5. Change the information for the request as needed, then click Save.

webTA saves your changes and returns to the Current Leave Requests page.

To review your leave request history:

1. If you have not already done so, open the Leave/Prem Request and Donations page by clicking

Leave/Prem Pay on the Employee Main Menu page.
2. Click Leave.

The Current Leave Requests page opens showing a list of pending and approved leave requests.

webTA 3.5 Employee’s Guide 13
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) webTA: Current Leave Requests: com.threeis.webta.P352leaveRequest - M

File Edit Miew Go  Bookmarks  Tools  Help
Help Logout

Current Leave Requests
| statusl IRequest Typel*|___[From DatelAlTo Datel ] [Total Hrsl-]
Oct 03 2006 Oct 04 2006 1600

Edit | Del |Pend|ng Compensatory Time Off (2006-20) | (2006-20)
Oct 18 2006 ©ct 20 2006 1600

Edit | Del |Pend|ng Sick Leave (2006-21) | (2006-21)

Mew Request | iew Histary | Calendar Yiew | Feturn |

KRONOS

M|

webta kronas.com (7 2

| Done

3. Click View History.
The Leave Review History page opens listing past leave information.
~loix

¥JIwebTa: Leave Request History: com.threeis.webta.P354leaveReqHistory - Mozilla Firefox

Go  Bookmarks  Tools  Help
Help Logout

File  Edit Wiew

Leave Request History

- Request Type From PayPeriod|To PayPeriod|Total Hours
2006-20 8:00

 approved Annual Leave Oct 13 2006 Oct 13 2006 2006-20
2005-23 8:00

¢ Rejected Compensatory Time Off Nov 14 2006 Nov 14 2006 2006-23

ey | Return |

S£4KRONOS

| Dane:

The Leave Request History page shows leave requests that have been approved or denied, but not

those that are pending.
If you want to view a detailed version of a leave request, select the request, then click View.

If you want to remove a request, select it, then click Delete.

About the calendar view

By clicking Calendar View on the Current Leave Requests page, you can see, in calendar form, leave

or premium pay requests that are either pending or approved.

Each date on the calendar shows the status, your user ID, and the total time approved or pending for

that date.
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¥)webTa: Leave Request Calendar Yiew: com.threeis.webta.P353leaveCalView - Mozilla Firefox

fle Edt Wew Go Bookmarks Tools  Help

=10l

Help Logout

Leave Request Calendar View

The calendar below shows only approved and pending leave requests, not leave that is actually taken.

- October 2006 =

Sun Mon Tue Wed Thr Fri Sat
1 2 3 4 5 i} 7

P: ADMIN - 2:00 P: ADMIN - 8:00
=] 9 10 11 12 1z 14
Columbus Day
15 16 i7 ia 19 20 21
PADMING- G:00 | P:ADMIN- 400 P ADMIN - 00
22 23 24 25 26 27 28
20 a0 31
A Approved time, P: Pending time
Return

E4KRONOS

[ bane

webta.lronos.com =

A: denotes an approved request. P: denotes a pending request.

About premium pay requests

Current Premium Pay requests consist of all premium pay requests that are pending, regardless of your
current pay period. It also includes all the premium pay requests, regardless of their status, that are in
your current and future pay periods.

To view your current premium pay requests:

1. Click Leave/Prem Pay on the Employee Main Menu page.

The Leave/Prem Request & Donations page opens.

webTA 3.5 Employee’s Guide

15

© 2006 Kronos Inc.




=10lx|

) webTA: Leave/Prem Request & Donations: com.threeis.webta.P351leavi

Fle Edit View Go Bookmarks Tools Help

Help Logout

Leave/Prem Request & Donations

[EEEM| Leave Requests
[HEUNEETEl Premium Pay Requests

Return

£4KRONOS

| webka kronos.com

| Dane

2. Click Prem. Pay on the Leav/Prem Request & Donations page.

The Current Premium Pay Requests page opens showing all premium pay requests.
=lolx|

¥ webTA: Current Premium Pay Requests: com.threeis.webta.P352premPayRequs

Bookmatks  Tools  Help

File Edit View Go
Help Logout

Current Premium Pay Requests
[ [StotusiIRoguest Typel“IErom DatolAllTo Datel*] [Total Hrs|-|

Cct 04 2006 Cct 04 2006 2:00

Edit Del |Dend|ng Holiday worked (2006-20) | (2005-20)
Oct 12 2006 Oct 12 2006 .00

Edit Del |F‘End|ng Overtime (2006-20) {2008-20)

1 Oct 12 2006 Oct 12 2006
Edit | Del |Pend|ng Overtime (2008-20) | (2006-20) 00

Mews Request | “iew Histary | Calendar iew | Return I

£4KRONOS

webta.kronos.com (% 2

‘ Done

To make a new premium pay request:

1. Click Leave/Prem Pay on the Employee Main Menu page.

The Leave/Prem Request & Donations page opens.

=10lx|

¥ webTA: Leave/Prem Request & Donations: com.threeis.webta.p351le

Fle Edt Yiew Go GBookmarks Tools Help

Help Logout

Leave/Prem Request & Donations

[EEEM] Leave Requests
[HEUNRTE| Premium Pay Requests

Return

£4KRONOS

webta kronos.com 2

Done
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2. Click Prem. Pay.

The Current Premium Pay Requests page opens showing all current premium pay requests.

¥ webTA: Current Premium Pay Requests: com.threeis.webta,P352premPayRequest

File  Edit

View Go  Bookmarks Tools

Help

=10l

Help Logout

Current Premium Pay Requests

| Istatusl*]Request Typel*]From DatelAlTo Datel-1 [Total Hrsl*]
Editl Del |Pending Holiday worked

Edltl Del |Pending Owertime
Editl Del |Pending Qwertime

Mew Reguest

“iew History I Calendar ‘iew | Return |

Oct 04 2006 Oct 04 2006
(2006-20) | (2006-20)
oct 12 2006 Oct 12 2008
(2006-20) | (2006-20)
Oct 12 2006 Oct 12 2006
(2006-20) | (2006-20)

4:00

3:00

300

S4KRONOS

| Dane

webka.kronos.cam (2

3. Click New Request.

The Edit/View Premium Pay Request page opens.

Premium Pay Request: com.threeis.webta.P355premPayReqEdit

Fle Edt Yew &b Bookmarks Tools

Help

=lolx]|

Help Logout

Edit/View Premium Pay Request

Request by: The Administrator (ADMIN)

Request Information

Premium Pay Type |EECER¥E] -
Transaction Type Select Transaction |~

= October 2006 -
Sun Mon Tue Wed Thr Fri Sat

1 Hr: 5 Hr: 3 Hr: 4 Hr; 5 Hr: 3 Hr: 7 Hrs
Fr: Fr Fr: Fr: Fr Fri Fr:
To: Tos To: To: To: Tos HELD

Hr: Hr H Hry Hi Hr: H
8 ] "0 i1 12 TV .
Fri Frs Fri Fri Fr: Frs Fri
Tot Tos Tot To: Tot Tos Tot

Hi Hr: H Hr; Hi Hr: H
(gt lg iy wadlilyg Bl gt ont s B Loy g
Fr: Fr Fr: Fr: Fr: Fr Fr:
To: Tos To Te: To: Tos Tou

Hr Hr: Hi Hrt H Hr: Hi
22 i3 petthiog "2 " 28 7 penthiog 3
i Frs Fri Fri Fri Frs Fri
Tot Tos Tat Ta: Tot Tos Tot

Hi Hr Hr
29 il Ry .
Fr: Fr Fr:
To: Tos Tor
Remarks

(200 chars max)

Save Cancel

| bane

webta kronos.com ()

-l
4
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4. Select the type of premium pay request from the Premium Pay Type list.

NOTE: Only one type of premium pay request can be submitted at a time.

5. Ifyour pay request is in a month other than the current one, click the forward and back arrows at

the top of the calendar to navigate to the month.

Calendar navigation controls

- October 2006

Fle Edt Yiew Go Bookmarks Tools Help

=10l x]

Edit/View Premium Pay Request

Request by: The Administrator (ADMIN)

Request Information

Premium Pay Type |EEE=SI%E E
Transaction Type Select Transaction ¥

Help Logout

November 2006

= October 2006 =
Sun Mon Tue Wed Thr Fri Sat Sun Mon Tue wed Thr Sat
Hr: Hr: Hr: Hr: Hr: Hr: Hr: Hr: Hr: Hr: Hr:
1 2 3 4 5 B 7 1 2 3 4
Fr: Fr: Fr: Fr: Fr: Fr: Fr: Fr: Fr: Fr: Fr:
Tos To To To Tos To To To: To: To: To:
Hr: Hr: Hr: Hr: Hr: Hr: Hr: Hr: Hr: Hr: Hr: Hr: Hr: Hr:
g ol 10 " 12 13 14 5 & 7 a8 9 10 11
Fri Fri Fri Fr Fri Fri Fri Fr: Fr:| Fr: Fr: Fr: Fr:| Fr:
To To Tos To To To Tos To: To: Tor Tor To: To: Tor
Hr: Hr: Hr: Hr: Hr: Hr: Hr: Hr: Hr: Hr: Hr: Hr: Hr: Hr:
15 16 17 18 19 20 21 12 13 14 15 16 17 18
Fr: Fr: Fr: Fr: Fr: Fr: Fr: Fr: Fr: Fr: Fr: Fr: Fr: Fr:
To To Tos To To To To Tor To: To: To: Tor To: To:
Hr: Hr: Hr: Hr: Hr: Hr: Hr: Hr: Hr: Hr: Hr: Hr: Hr: Hr:
22 23 24 25 26 27 28 13 20 21 ] 23 24 25
Fr: Fr: Fr: Fr: Fr: Fr: Fr: Fr: Fr: Fr:| Fr: Fr: Fr: Fr:|
To To To To To To To To: To: Tot To: Tot To: Tor
Hr: Hr: Hr: Hr: Hr: Hr: Hr: Hr:
29 30 3 26 2 28 29 a0
Fr: Fr: Fr: Fr: Fr: Fr: Fr: Fr:
Tos To To Tor To: To: To: Tor
Remarks

(200 chars max)

Save Cancel

£4KRONOS

| Dane:

webta.kronos.com

Each date on the calendar contains three time entry boxes:
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Wed
Hr: Hr— Hr

Time entry boxes

6. In the first box, type in the number of hours of leave that you want to take for that date.

7. If you want to enter start and end times for the premium pay request (for example, if you only want
leave for part of a day) in the second box, Fr, type in the premium pay request start time for that
date. In the third box, To, type in the end time for the premium pay request for that date.

Example:

Hr:
£l g:00 ————— Hours applied to request
Fri @00 ]
Start and end times
To: iS00

NOTE: If you type in a start time, you should also enter an end time.

8. If you want to add remarks to the premium pay request, type them in the Remarks box.
Remarks are visible to the person approving the request.

9. When you are ready to submit the premium pay request, click Save.

webTA checks the form and tells you of any errors.

10. If webTA indicates that there are errors, fix the errors, then click Save.

You must correct the errors before the request can be submitted.

To modify a premium pay request:

1. Click Leave/Prem Pay on the Employee Main Menu page.

The Leave/Prem Request & Donations page opens.

¥ webTA: Leave/Prem Request & Donations: com.threeis wehta.P351leavePremRi I [

Fle Edit View Go Bookmarks Tools Help

Help Logout

Leave/Prem Request & Donations

[EEEM| Leave Requests
[HEUNEETEl Premium Pay Requests

Return

£4KRONOS

Done webta kronos.com ()
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2. Click Prem. Pay on the Leav/Prem Request & Donations page.

The Current Premium Pay Requests page opens showing all premium pay requests.

¥JwebTA: Current Premium Pay Requests: com.threeis.webta,P352premPayReque: Firefo = Dlﬂ

File Edit Wiew Go Bookmarks Tools Help

Help Logout

Current Premium Pay Requests

Status[*}Re uest Typel*llFrom DatelAliTo Datel*] [Total Hrs[+]

i i Cct 04 2006 Oct 04 2006
Edit Del |Pending Holiday Wworked (2006-20) | (2005-20) 400

Oct 12 2006 Oct 12 2006
Edit Del |Pending |Overtime (2008-20) (2006-20) 3:00
5 1 . Qct 12 2006 Oct 12 2006
Edit Del |Pending ©vertime (2006-20) | (2008-20) 3:00

New Request | “iew History | Calendar View I Return |

Al

4 KRONOS

|Done webka.kronos.com (%)

3. Click Edit next to the premium pay request you want to modify.

The Edit/View Premium Pay Request page opens showing the request you selected to edit.
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) wehTA: Edit/Yiew Premium Pay Request: com.threeis.webta,P355premPayReqEdi =101 x|
File Edit Wew Go Bookmarks Tools Help
Help Logout d
Request by: The Administrator {ADMIN)
Request Information
Premium Pay Type |HahdayWDrked j
Transaction Type  |REIEC RAECE =
Submitted Date Oct 16 2006 11:06 AM
- October 2006 o
Sun Mon Tue wed Thr Fri Sat
1 He g A g Ay mn? 5 B g Ao Hr:
Fri Fri Fre Fri \ Fri Fri
Tor o GTorl o PTerl STer STl SWJerl o T
g Hr g Hr g A Hi s Hr 13\Hu\ 4 o Hn
Fr: ! Fr: Fr: P e 42 S
To: To: T To: T To: To:
15 He: 1B Hr: 17 Hr: 158 He: 19 Hr: o0 Hr: Pl He:
Fri Fr: Fri Fr: Fr: Fri Fr:
To: To: | To: To: Te: e T ™~ Selected premium
R U DY LUV /1 CPN . 1 D L0 P pay request
Fr: Fr: Fr: Fr: Fr: Fr: Fr:
Tar Tot Tot STo Tor ! Tot Tar
og Mg Hnia Hri
Fr: Fr: Fr:
Tar Tot Tot
Remarks
(200 chars max)
Save Cancel |
S4KRONOS =
|Duns | webta.kronos.com (5

4. Ifyour pay request is in a month other than the current one, click the forward and back arrows at
the top of the calendar to navigate to the month.

Calendar navigation controls

<= October 2006 e

If you navigate to a month other than the current one, the page shows two successive months.
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¥)webTA: Edit/View Premium Pay Request: com.threeis.webta.P355premPayReqEdit - Mozilla Firefox o ] 54

Fle Edit View Go Bookmarks Tools Help

Help Logout

Edit/View Premium Pay Request

Request by: The Administrator (ADMIN)

Request Information

Premium Pay Type |EEEESINE -
Transaction Type Select Transaction

<= October 2006 November 2006 =
Sun Mon Tue Wed Thr Fri Sat sun Mon Tue wWed Thr Fri Sat
1 Hr 5 Hr 3 Hr 4 Hr 5 Hrt & Hr 7 Hr 1 Hr: 2 Hr: 3 Hr: 4 Hr:
Fr Fr: Fri Fr: Fr Fr: Fri Fr: Fr: Fr: Fr:
To! To! To! To! To! To! To! Tot Tot Tet Tat
Hr Hr Hr Hr Hr Hr Hr Hr: Hr: Hr: Hr: Hr: Hr: Hr:
g g e R B b T 1| "B it "8 " g g ey e
Fr: Fr: Fr: Fr: Fr: Fr: Fr: Fr: Fr: Fr: Fr: Fr: Fr: Fr:
To! To! To! To! To! To! To! Tat Tat Tat Tat Tat Ta: To:
Hr Hr Hr Hr Hr Hr Hr Hr: Hr: Hr: Hr: Hr: Hr: Hr:
15 i 1g prett 7 et g e g et g B 12 e g e g e B g g B G e g i g et
Fri Fri Fr Fr Fri Fri Fr Fni i Fn Fri Fri Fni i Fn Fri
To! To! To! To! To! To! To! Tat Tat Tat Tat Tat Tat Tat
Hr Hr Hrt Hr Hr Hr Hr Hr: Hr: Hr: Hr: Hr: Hr: Hr:
22 (=23 P24 [ 26 DG RO R 08 | (19 e 20 e Y (el g e iy 0 ety D4 e 2 e
Fri Fr: Fr: Fr: Fri Fr: Fr: Fr: Fr: Fr: Fr: Fr: Fr: Fr:
To! To! To! To! To! To! To! Tat To: Tet Tat Tat To: Tet
Hr Hr Hr Hr: Hr: Hr: Hr: Hr:
29 RS0 e DB ) D 0 ey et O
Fr Fr: Fri Fr: Fr: Fr: : Fr Fr:
To! To! To! Tot Tet Tat Tet Tot
Remarks

(200 chars max)

Save Cancel

£4KRONOS

| Dane | webta.kronos.com =,

5. Modify the request by selecting from the Premium Pay Type and Transaction Type lists, then
adding or changing the times requested for premium pay.

NOTE: Premium Pay Type and Transaction Type selections apply to changes and additions you
make on this page. For example, if you add 30 minutes to an existing 4-hour Overtime premium
pay request, but select Compensatory Time Earned as the premium pay type when you make the
change, the 4.5 hours for the edited request will be saved as Compensatory Time Earned.

6. Click Save.

webTA returns you to the Current Premium Pay Requests page, which shows the changes you’ve
made.

webTA 3.5 Employee’s Guide 22 © 2006 Kronos Inc.



To delete a premium pay request:

1. Click Leave/Prem Pay on the Employee Main Menu page.

The Leave/Prem Request & Donations page opens.

=10lx|

) webTA: Leave/Prem Request & Donations: com.threeis.webta.P351leavePremReq

Fle Edit View Go Bookmarks Tools Help

Help Logout

Leave/Prem Request & Donations

[EEEM| Leave Requests
[HEUNEETEl Premium Pay Requests

Return

£4KRONOS

| webka kronos.com

| Dane

2. Click Prem. Pay on the Leav/Prem Request & Donations page.
The Current Premium Pay Requests page opens showing all premium pay requests.

=10l

¥JwebTA: Current Premium Pay Requests: com.threeis.webta.P352premPayReque

File Edit Wiew Go Bookmarks Tools Help

Help Logout

Current Premium Pay Requests
[ [Statusl IRoguost TypelIErom Datol Ao Datol ] [Total Hrs[ ]

i i Cct 04 2006 Oct 04 2006
Edit Del |Pending Holiday Wworked (2006-20) | (2005-20) 400
Oct 12 2006 Oct 12 2006 200

Edit Del |Pending |Overtime (2008-20) (2006-20)

Qct 12 2006 Oct 12 2006 oo

Edit Del |Pending ©vertime (2006-20) | (2008-20)

New Request | “iew History | Calendar View I Return |

£4KRONOS

|Done webka.kronos.com (%)

3. On the appropriate premium pay request line, click Del.

webTA removes the request from the request list.

Viewing your premium pay request history

The Premium Pay Request View History page lists all your previously approved premium pay
requests.

To view your premium pay request history:

1. Click Leave/Prem Pay on the Employee Main Menu page.
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The Leave/Prem Request & Donations page opens.

¥ webTA: Leave/Prem Request & Donations: com.threeis.webta.P351leaw =gt (=] 4

Fle Edt Yiew Go GBookmarks Tools Help

Help Logout

Leave/Prem Request & Donations

[EEEM] Leave Requests
[HEUNRTE| Premium Pay Requests

Return

£4KRONOS

| pone webta kronos.com ()

2. Click Prem. Pay.

The Current Premium Pay Requests page opens.

) webTA: Current Premium Pay Requests: com.threeis.webta.P352premPayRequest - Mozill; P ] 55

fle Edt Wew Go Bookmarks Tools  Help

Help Logout

Current Premium Pay Requests

| |[status[*]Rrequest Typel*] From DatelAlTo Datel*] [Total Hrs[+*]
Qct 18 2006 Oct 18 2006 .
Edit Del |Pending Home Leave Earned (2006-21) | (2006-21) 400
Qct 30 2006 Oct 30 2006 "
Edit Del |Pending Hazard Pay (2006-22) | (2006-22) 400

Qct 31 2006 Oct 31 2006 .
Edit Del |Pending Compensatory Time Earned (2006-22) | (2006-22) g§:00

Mew Request | View Histary | Calendar View | Return |

E£4KRONOS

Done 4

3. Click View History on the Current Premium Pay Request page.
The Premium Pay Request View History page opens.

3 webTA: Premium Pay Request History: com.threeis.webta.P354premPayReqHistory - Mo: ! i =]

Fle Edit Wew Go Bookmarks Tools Help

Help Logout

Premium Pay Request History

- Request Type From PayPeriod|To PayPeriod|Total Hours

« approved Owvertime Oct 31 2006 Oct 31 2006 2006-22 2006-22 8:00

iew Return |

£4KRONOS

Done A
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4. Ifyou want to view detailed information about a request, click to select the request, then click
View.

The Edit/View Premium Request page opens showing your approved premium pay requests.

¥JIwebTa: Edit/View Premium Pay Request: com.threeis.webta.P355premPayReqEdit - fa o | m 5[

File Edt Wew Go Bookmarks Tools Help

Help Logout

Edit/View Premium Pay Request

Request by: Christian Yungk (CLY2)

Request Information

Overtirne

B el Cct 30 2006 12:55 PM
Approved by: The administrator Oct 30 2006 12:55 PM

October 2006

sun Mon Tue wed Thu Fri Sat

1 Hr: i2 Hr i3 Hr 4 Hr: 15 Hr: iB Hr (7 Hr:

22 Hr 123 Hn (24 Hr (26  He (26 He 27 He (28 He

29  Hr 130 He (31 HeoEo0

v
Remar|
chars max)
Return
Z4KRONOS
| Done S

5. If you want to delete a request, click Return to return to the Current Premium Pay Requests page,
then click Delete next to the request you want to remove.

The request you deleted is removed from the list of requests.

About the calendar view

By clicking Calendar View on the Current Leave Requests page, you can see, in calendar form, leave
or premium pay requests that are either pending or approved. Each date on the calendar shows the
status, your user 1D, and the total time approved or pending for that date.
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%) webTa: Premium Pay Request Calendar Yiew: com.threeis.webta.P353premPayCal¥iew - Mozilla Firefox ) I ] 54

fle Edt Wew Go Bookmarks Tools  Help

Help Logout

Premium Pay Request Calendar View

The calendar below shows only approved and pending premium pay requests, not premium pay that is actually taken.

- November 2006 .
Sun Mon Tue Wed Thu Fri Sat
1 2 3 4
5 &} 7 =] 9 10 11
Veterans Day
12 1z 14 15 16 17 13
19 20 21 22 23 24 25
Thanksgiving
Day
26 27 28 20 a0

A: spproved time, P: Pending time

Return

£4KRONOS

| bane webta.kronos.com =

A: denotes an approved request. P: denotes a pending request.

Viewing and editing leave donations

Leave donations may be made at any time, if you have sufficient leave available and you have not
exceeded the limitations on donations for your agency.

To make a leave donation:

1. On the Employee Main Menu page, click Leave/Prem Pay.

The Leave/Prem Requests and Donations page opens.

¥)webTA: Leave/Prem Request & Donations: com.threeis.webta.P351lcav: P =] 54
Fle Edt Yew Go EBookmarks Inols Help

Help Logout

Leave/Prem Request & Donations

[EEIEM| Leave Requests
BEUNGEIE| Premium Pay Requests

Return

4 KRONOS

v

Done webta bronos.com 2
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2. Click Donations.

The Leave Donations page opens.

%) webTA: Leave Donations: com.threeis.webta.P356leaveDonation - Mozilla Firefox =lol x|

fle Edt Wew Go Bookmarks Tools  Help

Help Logout

Leave Donations

Leave Transfer Program Donations

There are currently no leave transfer donations,
Total 0

Approved Donations This leave year Last leave year

WYoluntary Program: [l 0:00
Emergency Program: [IHili] 0:00

Mew Donation Return

£4KRONOS

| Done webta lronas.cam (=

3. Click New Donation.
A blank Edit Leave Donation page opens.

¥ webTa: Edit Leave Donation: com.threeis.webta.P357editDonation - -0l x|

Fle Edt Yiew Go Bookmarks Tools Help

Help Logout

Edit Leave Donation

Donor Information

[Lonve Ao | soven |
[postion___|

ormie (i
EE.
e

| Account | G|
IDDnated Annual Leave j

(256 chars mag)

Remarks:

Approved: Pending
Save I Cancel

£4KRONOS

| Dane: | webta kronos.com

4. Type the leave donation information in the appropriate fields, and select the appropriate options
from the lists.

* The Position, Grade, and Step fields are required for agency reporting purposes.
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* Ifyou do not know the specific name of the account, search for it using web7A4’s search

function.

*  Specify the account that the donation hours are to be charged to.

Leave type may be Annual Leave or Restored Annual Leave.

webTA does not permit employees to donate more leave than they have available.

5. Check to make sure that you have filled in all the fields on the form.

6. When you are ready to submit your request, click Save.

The status of any donation is Pending until it is approved by an HR Administrator. Once the donation
is approved, a payroll transaction is created in your T&A report, and the leave is deducted from your

leave balance.

To view and edit your leave donations:

1. On the Employee Main Menu page, click Leave/Prem Pay.

The Leave/Prem Requests and Donations page opens.

D webTA: Leave/Prem Request & Donations: com.threeis.webta.P351leavePrem q

o [ 3]

fle Edt Wew Go Bookmarks Tools  Help

Help Logout

Leave/Prem Request & Donations

[EEEH| Leave Requests
BCUNCIll Premium Pay Requests

Return

£4KRONOS

Done webta.kronos.com =

2. Click Donations.

The Leave Donations page opens.
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) webTaA: Leave Donations: com.threeis.webta.P356leaveDonation - Mogzilla Firefox

=10l x|

Fle Edt Wew Go Bookmarks Tools Help

Help Logout

Leave Donations

Leave Transfer Program Donations

| Account | Hours | Status [Pay Period [ Leave Year ]

There are currently no leave transfer donations.
Total

a

Approved Donations This leave year Last leave year

Voluntary Program: [l 0:00
Emergency Program: [iHul] 0:00

New Danation Return

£4KRONOS

| Bans

webta kyonos.com (),

A summary of donations you have made to the voluntary and emergency leave transfer programs
is provided for your information. If you have active donations, they appear on the page.

IMPORTANT! Once a donation is approved, you cannot modify it.

3. Ifyou want to view an already approved donation, click View next to the donation.

-OR -

If you want to make changes to a donation that has not been already approved, click Edit and

make changes.

The Edit Leave Donation page opens.

¥ webTA: Edit Leave Donation: com.threeis.webta.P35 7editDonation -

=10lx|

Fle Edt View Go Bookmarks Tooks Help

FBI Policy, Examples, and YWebT4 Information

Help Logout

Edit Leave Donation

Donor Information

IHurriEanE Katrina
ISyStems Analyst
[Grade: [
ECE

Search I

T (o oi0cARo001A2102_(No Description) <

I Donated Annual Leave j

Remarks:

Approved: Pending
Save I Cancel

S4KRONOS

| Dane

webta kronos.com (52

4. Make the appropriate changes, then click Save.
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About Locator Info

Some agencies may require an employee to keep their office address and contact information current
in the webTA Locator. The only information required by webTA, however, is your e-mail address if
you want to receive e-mail task notifications.

Only you, your Timekeeper and Master Timekeeper, or your HR Administrator can add or modify
your locator information, though those with other roles may view it.

To view and/or modify your location information:

1. Click Locator Info on the Employee Main Menu page.
The Locator Info page opens.

) webTa: Locator Info: com.threeis.webta.P360editinfo - Mozilla Firefox (=]

fle Edt Wew Go Bookmarks Tools  Help

Help Logout

Locator Info

Office Contact Information for The Administrator

Coudng
Coveoniiess 1 |
[oveoundiess |
Troomnumber |
i stop/moutng cod |
oo —
oo |
Coomry |
APO 1
Comecrione | I
Eromaees
Coorrions |
oo |
Comaimeme |
Fax l—

Save Cancel

Min

4 KRONOS

| bone webka kronos.com

The boxes on this page may already be filled or they may be blank, depending on what information
has already been included by you or your Supervisor

2. Ifyou want to add or change any of your information, type the information in the appropriate text
boxes or select from the list, if necessary.

3. When you are finished including or editing your information, click Save.
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Viewing previously certified T&A summaries

Employees may view their certified T&A data, but they may not change it.

To view previously certified T&A summaries:

1. Click Certified T&As on the Employee Main Menu page.
The Certified T&A Summaries page opens.

I webTA: Certified T&A Summaries: com.threeis.webta.P345viewCertifies a Fi -10] x|

Fle Edit Wew Go Bookmarks Tools Help

Help Logout

Certified T&A Summaries

Now viewing from Leave Year 2006, Pay Period 5 to Leave Year 2006, Pay
Period 26,

IEEII]E 'I h = IEEII]E 'I 2F =

Update
Christian Yungk (CLY2)

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

@ 18 - 2006 Sep 03 - Sep 16 ADMIN Oct 04 2006 WEBTA-GZ

“View Certified Summary | Return I

£4KRONOS

‘ Done

Your certified T&As are sorted by pay period and leave year, with the most recent records at the
top of the form.

2. Click to select the summary you want to view, then click View Certified Summary.
The T&A summary page for the selected pay period opens.
At the bottom of the page is the status history.

Certification Date : Cct 04 2006 12:10 PM

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

Status History

Timestamp Status Hame Message
©ct 03 2006 03:43 PM[Built SYSTEM Built in Build 1D 21,
====|0ct 04 2006 12:10 PM|Supervisor Certified [Administrator, The (ADMIN)

©ct04 2006 12:09 PM|[Employee Attested |Yungk, Christian (CLY2)
©ct04 2006 12:09 PM|[Employee Yalidated [Yungk, Christian (CLY2)
Oct04 2006 10:43 AM[Pay peried set Administrator, The [AGMIN)|Pay period changed from 17 to 18,
Oct04 2006 10:48 AM[Pay period set Administrator, The (AGMIN)|Pay period changed from 20 to 17,
Oct04 2006 10:09 AM[Hew Record Created|Administrator, The (ADMIMN)|[Created new record for pay period 20,

& Ll

Done
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Generating a Leave Audit report

The Leave Audit report is available to from the Employee Reports Menu, which opens when you click

Reports on the Employee Main Menu page.

) webTA: Employee Reports Menu: com.threeis.webta.P395mnuReport - Mozilla Fire

o [ 5]

fle Edt Wew Go Bookmarks Tools  Help

Help Logout

Employee Reports Menu

[EEERLIEI Leave Audit Report
_Fetum |

E4KRONOS

| bone

| webta.kronos.com <

The Leave Audit Report is used to reconcile historical leave records for an employee. The report
contains a line for each pay period for which an employee has certified records in the system.

To generate a Leave Audit report:

3. On the Employee Main Menu page, click Reports.
The Employee Reports Menu page opens.

)webTa: Employee Reports Menu: com.threeis.webta.P395mnuReport - Moz lla Firefo:

= =]

Eile Edit “ew @o Bockmarks Tools Help

Help Logout

Employee Reports Menu

[EECEULIEN Leave Audit Report
Return

Z4KRONOS

| Dane:

webta.kronos.com (%) 2

4. Click Leave Audit.
The Leave Audit Report opens.
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) webTA: Leave Audit Report: com.threeis.webta.P327leaveAuditReport - Mozilla Firefor } =10 5[

File Edit Wew Go Bookmarks Tools Help

Help Logout

Leave Audit Report

From To

Pay Period Range l_jEDDE - I___[1 = |__I2UUE = I__lz? -

Leove ype BT g
Update

Leave Audit (Annual) For Christian Yungk (CLY2)

Pay Period Ma_nual Forward |Accrued |Available Balance |Max. Available
Adjustment

18 - 2006 0:00 4:00 400/ 0:00 4.00 36:00
Download Return
=
S4KRONOS
| Daone ~

5. If'you want to change the report parameters, select a new date range by selecting beginning and
ending dates from the From and To lists, select a different leave type from the Leave Type list,
and then click Update.

The Leave Audit report changes to reflect your choices.
6. If you want to save the Leave Audit Report results, click Download.

A dialog box opens giving you the options of opening the report in Microsoft® Excel or saving it
as a file on your local computer in Excel’s .XLS format.

Sending a task to your Timekeeper

Tasks are sent to timekeepers when you need your Timekeeper to update information that you do not
have access to.

To send a task:

1. Click Send Task on the Employee Main Menu page.
The Task Timekeeper page opens.
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) webTA: Untitled: com.threeis.webta.P370sendTask - Mazilla

Fle Edit View Go Bookmarks Tools Help

Help Logout

Task Timekeeper

Please enter a tasking message
to send to your timekeeper.

(1000 chars max)

Send Task Cancel
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2. Type your message in the text box, then click Save.

Your message is sent as a task to your Timekeeper.
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