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S4KRONOS webTA 3.8 Administrator’s Guide

Introduction

The purpose of this document is to provide Administrators information needed to use
webTA for fulfilling Administrator 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 information on how to use the basic functions of webTA, see webTA Basics.

The Administrator is responsible for maintaining aspects of webTA that apply to all users.
webTA, however, does not provide Administrators access to employee time and
attendance data.

One of the responsibilities of the Administrator is to manage employee user accounts in
webTA. Administrators can grant any role to an employee.

Administrator functions in webTA are accessed from the Administrator Main Menu page,
which opens when you log on to webTA.

“weblA: Administrator Main Menu: com.threeis.webta P200mnufdmin - Microsoft Inkes
Fle Edk View Fgvorkes Took Help

o (=] |

Help Logout

Administrator Main Menu

Configure I Configure webTA
e
o |

User Functions
Delegate | Change Password | Wiew Tasks {0) |

Employes | | Timekosper | | Supensisor |

HR Admin_| Project Manager | A |

4KRONOS

=

This page provides access to all of the functions of the Administrator.

IMPORTANT! webTA documents contain graphical representations (“screen shots”) of
many of the webTA pages that you will see as you use the application. These screen shots
may not appear identical to pages on your own screen. They may differ in small details,
but they will be similar enough to what you see so that they will help you to work through
the procedures and understand the examples in the documents. For example, the screen
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shot of the Administrator Main Menu page contains role buttons for all roles, but your
main menu page will show only those roles you have been assigned to.

About employee profiles

The Employee Profile page is used when adding or modifying employee profiles.

When adding a new employee, the Employee Profile page opens when you click New.

webTA: Employee Profile: com threeis.webta PZ02editUse 1 =10] x|
Fle Edt Yiew Go Bookmarks Took 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.

User ID I

ADMIN Search |
ADMIN Search I
Organization ] ,EE*‘__I
First Pay Period = current © Previous
Grant Role | Select Role Property
Timakadper I
SUPSIVISOr I
Master Timekesper [ ™ Read only

Master Supervisor [
Project Managar -

™ account Menu Off
HR Administrator T ™ LTP Menu OFF
©  Org Tree Menu Off

Administrator r
Save I Cancal
S 4KRONOS -
Done webta kronos.com o

When modifying employee profiles, the Employee Profile page for the employee opens
when you click Search, then select the employee after he or she is located.
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The Employee Profile may include these sections, depending on how webTA is
configured for your agency:

» User ID and password fields

»  First, middle, and last name fields

» Social Security number

» Supervisor's and Timekeeper's user IDs
* Organization

»  First Pay Period

* Roles options

» Active Status

User IDs
User IDs may be up to 32 characters long.

A user ID must be unique. If you try to save the information with a user ID that already
exists, you will see an error message.

Passwords
User passwords may be as many as 32 characters long.

Passwords should not be easy to guess. Avoid using proper names, birthdays, and other
significant dates, or any name or number easily associated with the employee. (The best
passwords are random alpha-numeric strings.)

If your organization has password policies, they may be enforced in webTA. Some
password policies may require:

e A minimum length

» Both alphabetic and numeric characters
»  Upper and lower case characters

» Special characters

Some policies may also prohibit passwords derived from common words or alphanumeric
sequences

First, Middle, and Last Names

Entries in these boxes should be specific, and should not contain any information not
designated by the field. For example, full names must not be entered into the First or Last
Name boxes. However, “Jr.,” “Sr.,” or other name suffixes may be added after the last
name in the Last Name box.

First Pay Period
This option lets you specify the pay period to which the new record applies.
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If the person started within the current pay period, select Current. If the person started in
the previous pay period, select Previous.

Social Security Number

The full Social Security number must be entered into this box. Separators in the number
such as hyphens or spaces are optional.

Supervisor’s and Timekeeper’s user IDs

These user IDs may be entered directly or searched for and selected using the search
function.

Role section

Access to various modules of webTA is controlled by roles. Everyone in the system is
considered an employee. However, access to some webTA functions depends on the role
of the employee:

Timekeepers can edit, correct, and validate T&A data, and add or edit T&A
Profiles, employee profiles, and locator information such as addresses, phone
numbers, and e-mail addresses. They may also be able to reset passwords for a
specified set of employees.

Master Timekeepers perform the same functions as Timekeepers except that, in
addition, they can change the employee’s agency, and override validations. A
Master Timekeeper can be designated as Read Only, which means he or she can
view data for any user, but not edit data. Administrators for sites with multiple
agencies may also designate a Master Timekeeper as Restricted by Agency,
limiting a Master Timekeeper to administering or viewing users within their
agency.

Supervisors review and certify T&A reports and leave or premium pay requests
for a given set of employees.

Master Supervisors can review and certify T&A reports for any employee within
webTA (unless restricted by their administrators) before their data is sent to NFC
for payroll processing, though this is not required if Supervisors have completed

the task.

Project Managers create, modify, and deactivate projects, including adding
individual employees or groups of employees to projects, adding subprojects to
projects, and tracking hours charged to projects.

HR Administrators manage employees within their agencies, and also manage
leave transfer programs.

Administrators perform system maintenance functions, such as adding users,
assigning roles, scheduling and building transmission files, and configuring the
system.

IMPORTANT: Some Master Timekeeper and Master Supervisor role assignments are
agency-specific. webTA functions used by those with agency-specific roles are restricted
to employees in their own agencies. Also, there is an additional Master Timekeeper read-
only role that restricts those assigned to it to viewing employee data, but not adding to,
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removing, or changing it, and a Supervisor role that lets Supervisors certify their own time
cards.

Roles are assigned to an employee by clicking the role options in the Grant Role column.

Select Role Property

IMPORTANT: The Select Role Property section contains items specifically configured
for your installation. Therefore, not all of the items described here may be available to
you.

This section provides check boxes to enable or disable employee functions by role:
» Selecting Read Only restricts Master Timekeepers to seeing a non-editable

version of their employees’ T&A.

» Selecting Account Menu Off, LTP Menu Off, and Org Tree Menu removes the
Account, Leave Transfer Program, and Organization Tree menus from the HR
Administrator’s main menu.

Active Status

The Active Status check box on the Employee Profile page, by default, indicates that the
employee is active. If an employee becomes inactive, click to clear the check box.

23
Administrator r

Active Status ¥ _active Employee

When employees are made inactive, only unsubmitted time card data is deleted from the
system, but they will no longer be able to log into the T&A system, and their records will
be ignored during verification, certification, and transmission file builds.

If an employee's account has been rendered inactive, and the employee returns to the
organization, the account can be reactivated. There is no need to create a new webTA user
record for the returning employee.

To access the record for an inactive user:
1. On the Administrator Main menu page, click Search.
The Search for Employee page opens.

2. If you want to restrict the results of the search, type in all or part of
the employee’s first or last name, or the employee’s complete Social
Security number, type.

IMPORTANT! To search by SSN, you must enter the employee’s
complete Social Security number.
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NOTE: See the section “Searching for Employees” in webTA Basics
for details about how webTA searches using partial entries, wild
cards, and blank fields.

3. Select Inactive from the Status list.
4. Click Search.

webTA returns a list of all inactive employees meeting the search
criteria you specified.

Adding an employee

To add a new employee:
1. On the Administrator Main Menu page, click New.
A blank Employee Profile page opens.

webTA: Employee Profile: com threeis.webta PZ02editUse 1 =10] x|
Gle Edt View Go Bookmarks Tock Hep

Help Logout

Employee Profile

Please note that this data pertains only to employee access for the
Time & Attendance system, not to other personnel records.

User ID I

!ADMII‘J Search |
jADMII‘J Search I

] Search I
First Pay Period = current © Previous
Select Role Property

Timekesper

Supervisor

=
-
Master Tenokeapar ™ Read Only
Master Supervisor [
Project Manager 1

™ Account Menu Off
HR Admanistrator T [~ LTP Menu Off

™ Org Tree Menu OFf

Administrator 1
Save I Cancal
S 4KRONOS -
Done webta kronos.com :
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For descriptions of the fields and options on the Employee Profile page, see
“About employee profiles” on page 2

2. Type the new user ID, password, first and last names, a user ID, and the
employee’s Social Security number in the appropriate boxes.

An employee's first and last names must be in separate fields. Do not combine
first and last names in one field. You may include a suffix, such as Jr. or Ill, in
the Last Name field.

NOTE: User IDs and passwords may be up to 32 characters long. The user ID
must be unique in webTA.

3. Type in, or search for and select, the employee’s Supervisor and Timekeeper
user IDs.

4. Type in, or search for and select, the organization that the employee is to be
associated with.

5. Inthe Roles area, click to select the appropriate roles for the employee.

NOTE: When selected, the Read Only option associated with the Master
Timekeeper role gives the Master Timekeeper viewing privileges for T&A
records, but not editing privileges.

6. Inthe Special Case area, click to select or clear the appropriate special case
options for the employee.

7. Click Save.

Changing an employee’s active status

For details about status designations, see “Active Status” on page 5.

To deactivate an employee:
1. Search for and select the employee.
2. Click Emp Profile.
The employee’s profile page opens.
3. Click to clear the Active Employee check box.

Active Status [T active Employee

4. Click Save.

webTA 3.8 Administrator’s Guide 7 ©2009 Kronos Incorporated



To reactivate an employee:

1. Search for the employee you want to reactivate, selecting Inactive
from the Status list on the Search for Employee page.

..aman:er:hlanmplnvee:cmthgeu,mmm. crosoft Ink ol x|
| Bl Edt Yew Favorkes Tods Help "

Help Logout

Search for Employee

Employee's Last Name

Employee's First Name

Employee's SSN

Search | Cancel

E4KRONOS

=

The Search Results page opens listing only inactive employees.

2. Click to select the employee you want to reactivate, then click Emp
Profile.

The Employee Profile page for the selected employee opens.

3. If necessary, change the profile by assigning a Timekeeper and
Supervisor, appropriate roles, and so forth.

4. Click to select the Active Employee check box.

Active Status " active Employee

5. Click Save.

webTA returns you to the Search Results page. The employee you
reactivated no longer appears in the list of search results for an
inactive employee.

Modifying an employee profile

For descriptions of the fields and options on the Employee Profile page, see “About
employee profiles” on page 2.
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To modify an employee profile:
1. Search for and select the employee whose profile you want to modify.

2. Onthe Search Results page, click to select the employee, then click Emp
Profile.

The employee’s Employee Profile page opens.

webTA: Employee Profile: com.threeis.webta.P20ZeditUser B i =1of x|

File 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.

CPasowors |
Password (again) i”

First Name ]Yvonne

Middle Name [
or Initial (Optional)

e
Social Security Number 1788-99-9889

Supervisor's User ID IOHNELASL Search
Timekeeper's User 1D !ORNELASL Search

Select Role Property
Timekeeper -
Supervisar o
Master Timekeeper [ " Read Only
Master Supervisor [
Project Manager r
" Account Menu Off
HR Administrator [ LTP Menu Off
" Org Tree Menu OFf
Administrator r
Active Status M active Employee
Save I Cancel
Z4KRONOS
1 Done ‘ webka.kronos.cam (7 2

3. Type the new information in the appropriate fields and click to select the
appropriate check boxes.

IMPORTANT! An employee's first and last names must be in separate fields.
Do not combine fields. You may include a suffix, such as Jr. or I, in the Last
Name field.

NOTE: Supervisor’s User ID, Timekeeper’s User ID, and Organization for the
employee may be selected by clicking the Search button next to the
appropriate box, then searching for the name or selecting from the list of
organizations.
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4. Click Save.

About Build Maintenance

When transmission files are built, they are sent to the payroll office for processing.

Transmission files can be built automatically, or built on demand.

Building a transmission file

When a build is run, transmission records are created for all certified employees in the system
(unless their time cards are in a future pay period). Supervisors cannot certify or decertify records
while a build is in progress.

You can build a transmission file at any time. All certified records for the current pay period are
built.

NOTE: webTA only processes records for pay periods that have ended, unless there is an early
build. Only by using the Early Build function can records in the current pay period be built.
To manually build a transmission file:

1. Inthe Administrator Main Menu, click Build.

The Build Maintenance page opens:

=10/

File Edit Wew Go Bookmarks Tools Help

Help Logout

Build Maintenance

Current webTA Payperiod: 20 : 10/1/06 to 10/14/06

Build I Build Transmission File Now
Eatly | Early Build

Scheduls | Schedule Build
History I Build History
Compare I Compare Transmission File

Return

£4KRONOS

‘Done webta kronos.com (5

2. Click Build.
The build starts.

When the build is complete, a message tells you that the build completed
successfully.

3. Click OK.
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Re-transmitting after a transmission error

If webTA is configured to transmit the file, and a transmission error occurs, you can
transmit the file again.

To re-transmit a build file:
1. On the Administrator Main Menu page, click Build.

The Build Maintenance page opens.

webTA: Build Maintenance: com.threeis.webta.PZ03buildMaint - irefo: =100 x|
File Edit Wew Go Bookmarks Tools Help

Help Logout

Build Maintenance

Current webTA Payperiod: 20 : 10/1/06 to 10/14/08

Build I Build Transmission File Now
Eatly | Early Build

Scheduls | Schedule Build
History I Build History
Compare | Compare Transmission File

Return

£4KRONOS

‘Done webta kronos.com (7]

2. Click History.
The Build History page opens.

webTA: Build History: com.threeis.webta.P204buildHistory ’ ) | ll

Fle Edit Wew Go Bookmarks Took Help

Help Logout

Build History

List of successful builds

[ Jouid 1o]pp - Jouild Time |10 puitlee Jublaction |
(ol 221

p-
19 - 2006 Oct 05 2006 {09: 58:05)

1 Download
'8 121 18 - 2006 Sep 20 2006 (16:37:33) 2 Download
ol 162 18 - 2006 Sep 18 2006 (09:53:41) 3 Download
8 141 17 - 2006 Sep 15 2006 (16:16:03) 1 Download
8 121 17 - 2006 Sep 15 2006 (15:53:15) b Download
sl 101 17 - 2006 Sep 15 2006 (13:07:55) ik Download
@) 61 17 - 2006 Sep 15 2006 (10:00:50) 1 Download
(o) it 17 - 2006 Sep 06 2006 (16:04:08) it Download
8 22 17 - 2006 Sep 06 2006 (15:09:24) 2 Download
(Rejtransmit | Surnmary I Return
ZHKRONOS
<
| ane webtakronos.com (s
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For details about the Build History page, see “About Build History”
on page 16.

3. Click to select the build you want to re-transmit.
4. Click (Re)transmit.

The build data set is re-transmitted to the location configured as the
transmission destination.

Building a transmission file early

The Early Build function lets you create a transmission file during the second week of the
current pay period to include the records from that period. This function is used in
circumstances that require a build to occur on the Friday of the second week of the current
pay period.

To build a transmission file early:

1. Onthe Administrator Main Menu page, click Build.

The Build Maintenance page opens.

webTA: Build Maintenance: com.threeis.webta.P203buildMai Firefo 1Ol x|

Fle Edit Vew Go Bookmarks Tools Help

Help Logout

Build Maintenance

Current webTa Payperiod: 20 : 10/1/06 to 10/14/06

Build | Build Transmission File Now
Early | Early Build

Schedule I Schedule Build
History | Build History
Compare I Compare Transmission File

Return

£4KRONOS

‘Dune webta kronos.com (%) 2

2. Click Early.

webTA asks you if you’re sure that you want to process the build
before the end of a pay period.
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webTA: Perform Early Build: com.threeis.webta.P206earlyBuild =] 3}

File Edit W¥ew Go Bookmarks Tools  Help

Help Logout

Perform Early Build

The early build feature will perform a build for all certified
records in the CURRENT pay period as well as for any prior
pay period, New records created will be created as usual
for each employee built, but it will be for the next pay

period,
Early Build Cancel

£4KRONOS

|Dnna | webta kronos.com (2 2

3. If you want to continue with the build, click Early Build.

All certified T&A records for the current or prior pay periods are
processed.

About scheduled builds

Scheduled builds are performed in the first week of a new pay period. They may be
scheduled for Sunday through Saturday on the hour from midnight until 11:00 p.m.

There is no limit to the number of scheduled builds you can set up, but they should not be
done too frequently because they interfere with other processing. It is best to schedule
builds at off-hours, such as very early morning.

To schedule a build:

1. On the Administrator Main Menu page, click Build.

The Build Maintenance page opens.

webTA: Build Maintenance: com.threeis.webta.PZ03buildMaini =fo i ] 3}

File Edit Wew Go Bookmarks Tools  Help

Help Logout

Build Maintenance

Current webTA Payperiod: 20 : 10/1/06 to 10/14/06

Build | Build Transmission File Now
Early | Early Build

Schedule I Schedule Build
History | Build History
Compare | Compare Transmission File

Return

£4KRONOS

‘Dune webta kronos.com (%) 2
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2. Click Schedule.
The Schedule Build page opens.

R webTa: Schedule Bulld: com.threeis.webta.P205schedTrans - Microsoft Internet Explorer =101x|
|| Bl Bt vew Fawrtes Took Heb | &
=l

Help Logout

Schedule Build

Select up to 3 times to schedule a build for.

Day Time

|N0 Selection = [Mo Selection =]
|No Selection ¥| [No Selection ]
| Mo Selection =] Mo Selection =]

Next Build Time: (No scheduled builds)

SMI Retumn I

-

4 KRONOS

=

3. From the table, for each build, select the day of the week and time
you want the build to occur, then click Save.

webTA schedules the build and adds new rows in the Schedule Build
table showing the new scheduled build and for adding an additional
scheduled build.

webTA: Schedule Build: com.threeis.webta P205schedTrans =10] x|

Fle Edt Vew Go Bookmarks Tooks Help

Help Logout

Schedule Build
Select up to 5 times to schedule a build for.
Day Time
T [Sundey =] [2Am =
Transmission [Monduy | [3AM =
IR | Tuesday x| [2AM =

Transrmision | T ET
ENEEETe] | No Selection | [No Selection | \

Next Build Time: Tuesday, Nov 14, 2 AM ™

__Sﬂf_] Return I

£4KRONOS

| Done | webtabronos.com -

To remove a scheduled build:
1. On the Administrator Main Menu page, click Build.

The Build Maintenance page opens.
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webTA: Build Maintenance: com.threeis.webta.PZ03buildMaint - Mozillal

Firefox =101

File Edit Wew Go Bookmarks Tools Help

Help Logout

Build Maintenance

Current webTA Payperiod: 20 : 10/1/06 to 10/14/08

Build I Build Transmission File Now
Eatly | Early Build

Scheduls | Schedule Build
H\Slnryl Build History
Compare | Compare Transmis: File

Return

£4KRONOS

‘ Dane

2. Click Schedule.
The Schedule Build page opens.

webta kronos.com (7]

webTA: Schedule Build: com.threeis.webta P205schedTrans =10] x|
Fle Edt Yew Go Bookmarks Took Help

Help Logout

Schedule Build

Select up to 5 times to schedule a build for.

Day Time
ransmission e

smission [Monday =~ [3AM
Transmission | IR | 0 =l

Teansmiesion | T

e | Mo Selection »| [No Selection =]

Next Build Time: Tuesday, Nov 14, 2 AM

_S:av.e_] Return |

£4KRONOS

webta bronos.com =~

3. For the scheduled build that you want to remove, in the Day column,
select No Selection, then click Save.

webTA removes the scheduled build from the system.
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About Build History

When a build process runs, the records are stored in a database table. From the Build
History page you can review build results, download the transmission file to a disk drive,
or re-transmit the file, if necessary (for example, if a transmission error occurred) from the

Build History page.

To open the Build History page:

*  Click Build History on the Administrator Main Menu page.

webTA: Build History: com.threeis.webta.P204buildHistory =10 5[
File Edit Wew Go Bookmarks Tools Help
Help Logout
List of successful builds
| |Build ip]pp - LY [Build Time T&A Built|NFC Job
« 221 19 - 2006 Oct 05 2006 (09:58:05) 1 Download
) 181 18 - 2006 Sep 20 2006 (16:37:33) 2 Download
9 162 18 - 2006 Sep 18 2006 (09:53:41) £ Download
(o) 141 17 - 2006 Sep 15 2006 (16:16:03) 1 Download
o 121 17 - 2006 Sep 15 2006 (15:53:15) 1 Download
B 101 17 - 2006 Sep 15 2006 {13:07:55) it Download
Lo 61 17 - 2006 Sep 15 2006 (10:00:50) 1 Download
9 41 17 - 2006 Sep 06 2006 (16:04:08) 1 Download
k] 22 17 - 2006 Sep 06 2006 (15:09:24) 2 Download
(Rejtransmit I Summary | Return
£4KRONOS
! Done | webtakronos.cam (7 2

In the list of successful builds:

» Build ID shows the unique identifier for each build.

* PP - LY shows the pay period and leave year when the T&As were built.

e Build Time shows the date and time of the build.

e T&A Built shows the number of time cards submitted and built.

* NFC Job shows the JES Job Number, as returned by NFC at the time of
submission. If the job has been transmitted multiple times, all Job Numbers are
listed in this column, with the most recent transmission listed first.

» Action shows the actions available for the build. (Downloading the build file is
currently the only action available.)

To download a build history:

1. If you have not already done so, open the Build Maintenance page by
clicking Build on the Administrator Main Menu page.

2. On the Build Maintenance page, click History.

webTA 3.8 Administrator’s Guide
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The Build History page opens.

webTA: Build History: com.threeis.webta.P204buildHistory i =10 5[

File Edit Wew Go Bookmarks Tools Help

Help Logout

Build History

List of successful builds

Teuia 10]op - L ouid time 1A BuikInee Joblaction |
(ol 221

19 - 2006 Oct 05 2006 {09:58:05) 1 Download
) 181 18 - 2006 Sep 20 2006 (16:37:33) 2 Download
9 162 18 - 2006 Sep 18 2006 (09:53:41) £ Download
(o) 141 17 - 2006 Sep 15 2006 (16:16:03) 1 Download
o 121 17 - 2006 Sep 15 2006 (15:53:15) 1 Download
B 101 17 - 2006 Sep 15 2006 {13:07:55) it Download
Lo 61 17 - 2006 Sep 15 2006 (10:00:50) 1 Download
9 41 17 - 2006 Sep 06 2006 (16:04:08) 1 Download
k] 22 17 - 2006 Sep 06 2006 (15:09:24) 2 Download
(Rejtransmit I Summary | Return
S4KRONOS
=
! Done | webtakronos.cam (7 2

The columns show the name, Social Security Number, pay period and
year, if the record is a correction (CORR), and if the record is a
continuation (CONT).

3. On the Build History page, click the Download link next to the build
whose transmission file you want to download.

webTA asks you for a file name and location to save the file.

4. Either accept the existing file name or type in a new file name, then
either type in the path for the saved file or browse for the location by
clicking Browse and selecting a location from the folder tree.

IMPORTANT! If you change the name of the existing file name, you
must include in the new name the correct extension for the file,
usually .DAT.

5. Click Save.
webTA saves the file in the location you specified.
NOTE: The exact method of saving files may vary, depending on the
browser you are using.

To view a summary of builds:

1. If you have not already done so, open the Build History page by click-
ing Build on the Administrator Main Menu page.Click History.

The Build History page opens.
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wehTA: Build History: com.threeis.webta.P204buildHistory 1 o =] ]

File  Edit iew Go Bookmarks Tools Help

Help Logout

Build History

List of successful builds

" Jbuitd 10lPp - Ly [puid Time ———|Taa Buil NP Joblaction |

O 221 19 - 2006 Oct 05 2006 (09:58:05) it Download
C 151 18 - 2006 Sep 20 2006 {16:37:33) 2 Download
9 162 18 - 2006 Sep 18 2000 (09:53:41) 3 Download
9 141 17 - 2006 Sep 15 2006 {16:16:03) i Download
8 121 17 - 2006 Sep 15 2006 (15:53:15) it Download
£ 101 17 - 2006 Sep 15 2006 {13:07:55) i Download
9 61 17 - 2006 Sep 15 2006 {10:00:50) i Download
9 41 17 - 2006 Sep 06 2006 {16:04:08) i Download
8 22 17 - 2006 Sep 06 2006 (15:09:24) 2 Download
(Rejtransmit | Sumrary I Return
=
£4KRONOS
| Daone | webka.kronos.com (%),

2. Click to select the build history you want a summary of, then click
Summary.

The Build History Summary page opens for the history you chose.

webTa: Build History Summary: com.threeis.webta,P2041buildHistorySunmaty. =10 %]

fle Edt Wew Go Bookmarks Tools  Help

Help Logout

Build History Summary

QUINTARELLI, CAROLI 777-88-9999 19

Return

£4KRONOS

Dane webta.kronos.com =z

Comparing transmission files

After payroll records have been processed by NFC, you can compare the transmission

records on file at NFC with the data contained in webTA.

Transmission file comparison is not required for normal payroll operations in webTA. It is
only used when you must ensure that existing transmission files match the transmission

records contained in webTA.
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To compare a transmission file:

1. Click Build on the Administrator Main Menu page.
The Build Maintenance page opens.

2. Click Compare.

The Upload Transmission File page opens.

webTA: Upload Transmission File: com-threeis.webta P218xm vad B ] S

File Edt Wew Go Bookmarks Tools Help

Help Logout

Upload Transmission File

webTa can read an existing transmission file and verify that each record contained
in the file matches the record as stored within webTA.

Compare | Cancel

£4KRONOS

| Done | webtalkronas.com (2

3. Type the location of the file in the Transmission File box.

If you do not know the file’s location, click Browse to find it on your
computer.

4. Click Compare.

The result of the comparison appears in the Status column of the
Transmission File Comparison page.

Three results are possible for this comﬁarison:

» The transmission records you upload fail to match any records contained in
webTA.

This can happen if you try to compare an old file, such as one
generated outside of webTA.

* webTA finds an associated payroll record, but the transmission records contained
in webTA do not match the data in the transmission file.

This indicates that either the transmission file has been changed
or that a newer record has since been generated in webTA. In this
case, you must manually compare the two records to determine
the differences. The comparison results page identifies the
appropriate build number, so you can download the
corresponding transmission file from the build history page.

* webTA determines that the two records match exactly.

This indicates that the most recent build of payroll records for the
employee for that pay period matches the file you transmitted.
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About configuring webTA

The Configure webTA page lets Administrators configure various aspects of webTA. The
Configure webTA page opens by clicking Configure on the Administrator Main Menu

page.

webTA: Configure webTA: com.threeis.webta.Pz61canfigheny -1ol x|

Fle Edit Wew o Bookmarks Tools Help

Help Logout

Configure webTA

O <. iore passvora oty |
oo |

e, | [ AP

Return

£4KRONOS

| Dane | webta kronos.com

Messages provides functions for creating or editing the messages appearing on
the login page and on the top left of every webTA page.

Policy provides functions for establishing the rules for creating passwords.

License displays the status of webTA licenses for your installation, and provides
functions for adding and deleting licenses.

Tasks provides functions for establishing how webTA delivers tasks, configuring
message body headers and footers, setting task expiration, and configuring mail
server parameters.

FTP provides functions for configuring FTP parameters.

Audit provides options for setting what information is logged actions performed
on the database.

Session provides options for setting login and session time out parameters.

Holiday provides the option to enable or disable automatic insertion of Federal
holiday leave for full-time employees.

Structures provides functions to create, edit, copy, delete, and validate account
structures.

Edit Codes provides options for viewing and editing transaction code
descriptions, and to enable and disable transaction codes.

Reorder Codes lets you change the order in which transactions codes are
displayed.
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Changing login and banner messages

The login message appears on the webTA Login page.
f1=5 =i

webTA: Login: com.threeis.webta.P110login

Ele Edit View Go Bookmarks Yahoo! Tools Help

webTA Login

—— P This is the Demo zone
Please enter your User ID and Password for the Time & Attendance system:

e |

(password is case-sensitive)

Log In |

4 KRONOS

Al

| webta.kronos.com (7 2

|Dme

The banner message appears at the top of each page in webTA.

g - (ol x]

webTA: Login: com.threeis.webta.P110login
Fle Edit View Go Bookmarks Yahoo! Tools Help

—— P Welcome to webTA
webTA Login

This is the Demo zone
Please enter your User ID and Password for the Time & Attendance system:

e |

(password is case-sensitive)

Log In

4 KRONOS

i

)

| webtakronos.com (%)

‘Done

Password instructions appear on the Change Password pages for all roles.
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Password instructions

webTA: Change Employee Password: com.threeis. dchgl o = - ol x|

File Edit View Go Bookmarks Yahoo! Tools Help

Welcome to webTA Help Logout

Change Employee Password

Please follow the password creation policy.
The password must include:

* A minimum of 8 characters.

¢ Alphabetic, numeric, and special characters

+ A nonnumeric character in the first and last positions of the password.
Passwords may not contain the following:

* Two identical consecutive characters.

¢ More than three identical consecutive characters in any position from the

previous password.

+ Any dictionary word in any language.

¢ Any proper noun or name of person, pet, child, or fictional character.
Employee serial number, SSN, birth date, phone, or any information that could be
readily guessed about the creator of the password.
Any simple pattern of letters or numbers.
Any word or name spelled backwards.
Any word or name appended with a single digit or year string.

[ Current Password__|
[ew Pasoword |
[ ew Pasoword (agaim) |

Save Cancel |

*

* * &

i

4 KRONOS

| Done | webta.kronos.com (% ¢

You can change login, banner, or password messages to provide information or important

announcements for users of the system.

To change login, banner, and password instruction messages:

1. Click Configure on the Administrator Main Menu page.

The Configure webTA page opens.

webTa: Configure webTA: com.threeis.webta.P261configMent E = = =] 3]

File Edt Wew Go Bookmarks Tools Help

Help Logout

Configure webTA

Return

£4KRONOS

[ pone | webta.kronos.com <
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2. Click Messages.

The Configure Messages page opens.

webTa: Configure Messages: com.threeis.webta.P201config

=10l

File Edt Wew Go Bookmarks Tools Help

Help Logout

Configure Messages

The message that appears at login:
(1024 chars max}

This is the Dewmo zone

Login Message

The message shown at the top of every page:
(1024 chars mag)
WEBTL DEMO

Banner Message

The message that appears on the change password pages:
(1024 chars max}

Please follow password creation poliey. <bry -
The password must include:

<ulx

<lirL winimuwm of & characters.

<lizAlphsbetic, nuweric, and special characters

<lirL nonnuweric character in the first and last positions
of the password.

Save Cancel

Password Instructions

£4KRONOS

[ pone | webta kronos.com =

3. Inthe appropriate text boxes, either edit the existing message or type
in a new message.

You can use any standard HTML tags to format the message,
including links to other Web sites and figures.

IMPORTANT! Make sure that the password instructions accurately
describe your organization’s password policy.

Configuring password policy

As Administrator, you can configure password policies to enforce a variety of

requirements. Some parameters are activated using check boxes, and some are selected
from lists of options.

To configure password policy:
1. Click Configure on the Administrator Main Menu page.
The Configure webTA page opens
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Fle Edt Yiew Go Bookmarks Tools Help

igure webTa: com.threeis.webta.P261configMeny I [l 5

Help Logout

Configure webTA

Return

KRONOS

| Done | webta.kronos.com <

2. Click Policy.

The Password Policy page opens.

wehTA: Password Policy: com.thresis.webta.P265passwordPolicy i B ] 53

Fle Edit View Go Bookmarks Tools Help

Help Logout

Password Policy

The password policy you define here will be applied whenever a password is
created or modified. Rules for acceptable passwords are not applied to existing
passwords.

Minimum password length None =
|

Must contain an alphabetic character

Must contain an uppercase character L
Must contain a lowercase character L
Must contain a numeric character 1
Must contain special character ]

Must not be derived from common words N

Maximum common sequence length Any =

Password is valid for Forever x
Can reuse old password after Always ¥
Can reuse old password after Always B

Lockout account after bad logins Newver »
Save Cancel

KRONOS

| Dane | webta.kronos.com =

3. Configure your password policy by selecting the appropriate options

from the lists and by clicking to select the appropriate options.

4. Click Save.
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Managing licenses

The License Management page, accessed from the Administrator Main Menu page, shows
the licenses that are active in your webTA installation, and shows the current number of

active users and licenses at the top of the page.

webTA: License Management: com.threeis.webta.P260license

ol

File Edt View Go Bookmarks Tools Help

Help Logout

License Management

Total Active Employees: 21
Total valid webTaA Licenses: 5000
Total valid Labor Licenses: 6000

[ Toroduct — [version]users|pescription ————[expires
Del | weBTA i 5000  internal, WEBTA, 2004-02-01
Del | WEBTA-LABOR * 5000  internal, WEBTA-LABOR, 2004-02-01
Add ||
Return
| Done | webtakronos.com (=)

Each license on the License Management page has an accompanying delete button (Del).
Typically, the only time you will delete a license is if it has expired, and you have received
instructions to delete it. Therefore, the procedure for deleting a license is not routine.

To add a new license:
1. Click Configure on the Administrator Main Menu page.
The Configure webTA page opens.

wehTA: Configure webTA: com.threeis.webta.P261configMeny I ] |

Fle Edit View Go Bookmarks Tools Help

Help Logout

Configure webTA

e TR
s, | AR

Return

£4KRONOS

| Dane | webta.kronos.com =

2. Click License.

The License Management page opens.

webTA 3.8 Administrator’s Guide 25

©2009 Kronos Incorporated



wehTA: License Management: com.threeis.webta.P26Dlicense K =[Ol x|

Fle Edit View Go Bookmarks Tools Help

Help Logout

License Management

Total Active Employees: 21
Total valid webTa Licenses: 5000
Total valid Labor Licenses: 6000

| [product __version|users|pescription __________[Expires]

Del | WEBTA i 6000 internal, WEBTA, 2004-02-01

Del | WEBTA-LABOR * 6000 internal, WEBTA-LARCR, 2004-02-01

Add |

Return

S4KRONOS

| Dane: | webka kronos.com

3. Inthe text box next to the Add button, type the characters in the
license string exactly as it was received from Kronos, then click Add.

webTA adds the license.

To delete a license:
1. Click Configure on the Administrator Main Menu page.

The Configure webTA page opens.

wehTA: Configure webTA: com.threeis.webta.P261configMent B I ] |

Fle Edit View Go Bookmarks Tools Help

Help Logout

Configure webTA

Return

£4KRONOS

| Done | webta.kronos.com <

2. Click License.

The License Management page opens.
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wehTA: License Management: com.threeis.webta.P26Dlicense I f i =[Ol x|

Fle Edit View Go Bookmarks Tools Help

Help Logout

License Management

Total Active Employees: 21
Total valid webTa Licenses: 5000
Total valid Labor Licenses: 6000

|___[product __[versionfusers|pescription _______[Expires|
Del | WEBTA i 6000 internal, WEBTA, 2004-02-01
Del | WEBTA-LABOR * 6000 internal, WEBTA-LARCR, 2004-02-01
g ||
Return
£4KRONOS
| Dane: | webka kronos.com

3. Click Del to the left of the license you want to remove.

webTA deletes the license.

Configuring e-mail task notification

The task function in webTA can be configured to send tasks using various delivery
methods: by e-mail, to tasks lists, or both. This function also lets you set the expiration
date of tasks and include header and footer messages on every message.

To configure e-mail task notification:
1. Click Configure on the Administrator Main Menu page.
The Configure webTA page opens

webTA: Configure webTA: com.threeis.webta.P261configMeny ) [ 3]

Fle Edt Yiew Go Bookmarks Tools Hslp

Help Logout

Configure webTA

e, | [ AP

Return

£4KRONOS

| Dane | webta kronos.com

2. Click Tasks.
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The Task/E-mail Configuration page opens.

webTA: Task/Email Configuration: cnm.threeis.webta.ﬂZBZcp'r:p_ﬁbEﬁij' 3 = E||5|

File Edit Wew Go Bookmarks Tools Help

Help Logout

Task/Email Configuration

—Task Delivery
y ® webTa only
Task Delivery ' Email only
© webTA and Email

— Task Expiration

Task Expiration ® Tasks never expire
' Tasks expire in I manths

Mail server hostname or
IP address

Mail server port

Address to use in email
From: field

25

Il

(512 chars max)

Message body header

(512 chars maw)

Message body footer

Save Cancel | Test

£4KRONOS

| Done | webta.kronos.com (%) 2

3. Select task delivery and e-mail options by clicking to select options
and typing in the appropriate text boxes.

IMPORTANT! If you enable the e-mail option in the Task Delivery
section of the screen, you must complete all but the optional message
fields. The From: field must include a valid e-mail address in case
mail is returned, and that e-mail account should be checked
periodically to ensure that it is current.

Also, employee e-mail addresses must also be entered in the Locator
form in the Timekeeper module for e-mails to be received. Locator
information may be entered by employees or Timekeepers.

If there is a problem sending the mail message, webTA adds the task
to the appropriate task list.

4. Click Save.

5. If you want to test for the correct e-mail configuration by sending a
test message to the e-mail address you provided, click Test.

IMPORTANT: The person you send the test message to must have an
e-mail address set up in their Locator Info page.
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Configuring Build File FTP

The Build File FTP page lets Administrators initialize and configure webTA to
automatically transfer build files to remote FTP servers. Although this feature can be used
to transfer the file to any servers reachable from the database server, the most common
primary FTP server is the server maintained by the National Finance Center (NFC) for

accepting files from their customers.

To configure build file FTP:

1. On the Administrator Main Menu click Configure.

The Configure webTA page opens.

wehTA: Configure webTA: com.threeis.webta.P261configMent

=101 %]

Fle Edit View Go Bookmarks Tools Help

Help Logout

Configure webTA

Return

£4KRONOS

| Dane:

| webta.kronos.com <

2. Click FTP.
The Configure Build File FTP page opens.

~igix]
Bis [ Vew Fgvortes Took el I
Help  Logout _-’
Configure Build File FTP
Use Automatic Buld File FTP
Use Automatic Bulld File FTP T Enabled
= Disabled
—_—
: ¢ |
ite command (optional) |
=
ICL {eptional )
=]
] L
Saw| cancel
£4KRONOS
=
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3. Inthe top section, select the appropriate setting to enable or disable
FTP, and type in the appropriate information in the text boxes.

e Use Automatic Build File FTP - Enables or disables the FTP feature. If disabled,
none of the other settings in this page have effect.

e FTP server hostname or IP address - The host name or IP address of the
destination FTP server. Examples:

ftp.someplace.gov
192.168.1.17
* FTP account userid - The user ID that webTA will use to log into the remote
account. On many FTP servers, this is case sensitive.
* FTP password - The password used to log into the remote FTP server.

On many FTP servers, this is case sensitive. Note that this string
is encrypted before webTA stores it with the rest of the
configuration data, and is decrypted only when needed to connect
to the remote FTP server.

» FTPsite command - A site command is a special FTP command which is used to
tell remote FTP servers about special processing required for the file.

webTA users often use a site command when connecting directly
to the NFC FTP server. When doing so, the site command
filetype=jes instructs the NFC server to submit the file to the job
queue rather than saving it to disk. When connecting to a FTP
server other than at NFC, this field is usually left blank.

» JCL - The NFC transmission specification requires a block of JCL to be included
at the top of the transmission file, before any actual T&A data.

Text in this field will be prepended to the T&A data before it is
transmitted. If transmitting directly to NFC, you should put the
JCL required by NFC in this field. Otherwise, leave this field
blank.

4. Click Save.

Managing audits

The Audit Management function lets you log certain types of auditing information. There
are predefined channels that must be turned on to start auditing changes to the system. An
example of such a channel is “Audit T&A Validations.”

Each such channel can be individually turned on or off by the Administrator. Auditing is
turned off by default.

To manage audits:
1. On the Administrator Main Menu click Configure.

The Configure webTA page opens.
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nfigure webTA: com.threeis.webta.P261configens = =] 3]

Fle Edt Yiew Go Bookmarks Tools Help

Help Logout

Configure webTA

Return

| Done | webta.kronos.com <

2. Click Audit.
The Audit Management page opens.

webTA: Audit Configuration: com.threeis.webta.P266confighudit. E o ] 3}
Elle Edit Wew Go Bookmarks Tools  Help

Help Logout

Audit Management

[ Audit ToA Rocord Certification
[Audit Password chonges 4
[Audit Role Changes |
[ Audit Ton Rocord changes
[ Audit web A Employee Addton— d
[ Audit Employee Profile Changes d
[ Audit Leave And Promium Pay Requesrs |
[ Audit Leave Transfer Transactions g
[AuditSetpayperod |
[ Audit System Sioner Transactions
it T Record vadation |4

Save I Cancel

= $KRONOS

=

| Done | webtakronos.cam () 2

3. Click to select or clear the check boxes for the types of audits you
want.

4. Click Save.
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Managing sessions

The Session Management function lets you set the number of minutes a session can be idle
before an employee is automatically logged off, and provides an option that prevents
multiple simultaneous logins by the same employee.

To manage sessions:

1. On the Administrator Main Menu click Configure.

The Configure webTA page opens.

webTA: Configure webTa: com.threeis.webta.P261configMeny 1 ] 5
Fle Edt Yiew Go Bookmarks Tools Help

Help Logout

Configure webTA

Return

£4KRONOS

| Done | webta.kronos.com <

2. Click Session.

The Session Management page opens.

webTA: Session Management: com.threeis.webta.P269sessionManagement _1oix|

Fle Edt Wew Go Bookmarks Tools Help

Help Logout

Session Management

—Login Management

Login Management ™ Prevent Multiple Logins
MNote: Saving changes to this setting causes aif
exizting sesslons to be invalidated.

[~ Session Timeout
Session Timeout 30 (minutas})
™ Never Timeout

Save Cancel

£4KRONOS

! Done ! webta.kranas.com (5 %

3. Select the appropriate options and change the timeout value.
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» If Prevent Multiple Logins is selected, webTA stops any attempt to log in more
than once in a session using the same user ID and password combination.

NOTE: Saving changes to this check box invalidates all existing
sessions. The users of these sessions are alerted that a
configuration feature has been modified that will require them to
log in again.

e Session Timeout lets you set the length of time (in minutes) a session my be idle
before being automatically closed. Changes to this feature take affect immediately
upon clicking Save.

» If the Never Timeout option is selected, sessions remain open regardless of any
entry in the Session Timeout box.

4. Click Save.

Managing holidays

The Holiday Management page lists all holidays for current leave year. If the holiday is on
a weekend, then the date when the holiday is observed is listed.

When enabled, this feature automatically inserts holidays in the new pay periods at build
time.

NOTE: Holiday management functions are configurable. The options available to you
depend on how your webTA installation was set up, and may differ somewhat from what
you see in this section.

To manage holidays:
1. On the Administrator Main Menu click Configure.

The Configure webTA page opens.

webTA: Configure webTA: com.threeis.webta.PZ61configMens I ] |

fle Edt View Go Bookmarks Tools Help

Help Logout

Configure webTA

Return

£4KRONOS

[ pone | webta.kronos.com <
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2. Click Holiday.
The Automatic Holiday Entry page opens.

N =10jx

webTA: Holiday Configuration: conn.threeis.webta.F267configHol

Eile  Edit Wiew Go Bookmarks Toaols  Help

Help Logout

Automatic Holiday Entry

This feature enables automatic insertion of administrative leave for full time
employees on the following federal holidays

Holiday Date Holiday Name

Jan 02 2006 MNew Year's Day

Jan 16 2006 Birthday of Martin Luther King, Jr.
Feb 20 2006 Washington's Birthday

May 29 2006 Memaorial Day

Jul 04 2008 Independence Day

Sep 04 2006 Labor Day

Oct 09 2006 Columbus Day

MNow 10 2006 Veterans Day

Nov 23 2006 Thanksgiving Day

Dec 25 2006 Christmas Day

Enable | Disable | Retumn

£4KRONOS

| pane | webta kronos.com (=)

3. Click Enable or Disable, as required.

Working with Account Structures

An account structure is a definition of how webTA interprets an account string. An
account string consists of set of fields, each with its own settings and attributes.

webTA’s account structure management functions let you create, copy, modify, or remove
account structures. Also, cross-field validation rules can be defined that enforce
relationships between account field values.

All Manage Account Structures functions are accessed by clicking Configure on the
Administrator Main Menu page, then clicking Structures on the Configure webTA page.

The Manage Account Structures page opens when you click Structures.
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} webTA: Manage Account Structures: com.threeis.webtacpy. ZB00ACCESEY y - Micro - (ol x|
| Ble Edt wew Favortes ook Heb o

Help Logout

Manage Account Structures

- Agency Description
- Copy of BTS 26 - 1999
C BTS 26 - 1999
#  DHS-HQ Structure A
DHS-HQ KS-1000
DHS-HQ Copy of HQ Structure 1 26 - 1999
DHS-HQ HOQ Structura 1 26 - 1999
DHS-HQ DHS-HQ 26 - 1999
T DHS-HQ HQ Structure 2 01 - 2008 07 - 2008
~ ss Copy of S5 26 - 1999
ST 5T 26 - 1999
0 TSA Copy of TSA 26 - 1999
T TSA TSA 26 - 1999
© usce usce 26 - 1999
©  UsCG Copy of FAMS 01 - 2007
Selected Structure
Edit Clone Steucture Only I Clone All Components | Daleta I
‘alidation |

New Structure I Re‘uml

£4KRONOS

Al

|

The Manage Account Structures page lists of all the account structures already in the
webTA system.

NOTE: In this table, Agency is the agency that can use the account structure. Its
description is the name of the structure, and the start and end dates define the range for
which the account structure and its associated accounts are valid.

About account field parameters and settings

Every account structure contains account fields, each comprised of a set of field
parameters and settings.

Here is an example of a page showing the values for a field named “Tier 1”:
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‘3 webTA: Edit Account Field: com.threeis.webta.cpv.ViewZ804EditAcctField - Microsolt Tnk;

Ele Edt  View Favorkes Tools  Help

=ioixi

Help Logout

Edit Account Field

6
Time Shest Entry
Fixed/Default Value
Reaired
Transmit Type Send the entire field's value,
‘
No

Cancel

£4KRONOS

=

NOTE: The values on this example page are read-only because the account containing this
field has already been used. Once an account structure has had an account associated with
it, it is no longer editable.

Account field attributes are usually set when the field is created on the New Account Field

page:

R webTA: Edit Account Field: com.threeis.webta.cpv. View2B04EditAcctField - Microsolt Ints
| Efe Edt View Favorites TJooks Help

=10j

:l
1

=

Help Logout

New Account Field

(oo |
[rvea/oerout voue |

& Send entire field value.

Transmit Type
 Arbitrary
Do not transmit.

XMIT Length

Validate Field ¥

Save | Cancel

C Substring -

£4KRONOS

=

The following sections describe account field settings and their attributes.

Name

The name of the field
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Length

The length of the field that is displayed in webTA. (Other properties may cause a different
length to be transmitted to NFC.)

Type

The field type. That is, fiscal year, value, fixed type, key, key value, time sheet entry, and
SO on.

e Fiscal Year

This field contains the fiscal year information usually located at
the beginning of each account. The fiscal year is determined
when building the T&A data. Therefore, the value for this field
can not be directly entered during account creation process.

For “Fiscal year field” type fields, the value entered in the Fixed/
Default Value field are converted into the fiscal year for an
account. One to four asterisks are used to specify how the fiscal
year portion of the account will appear.

Examples for fiscal year 2008:

* appears as “8”

** appears as “08”

*** appears as “008”
*x** appears as “2008”

Therefore, G** would generate GO05 if used during fiscal year
2005, and G** would generate G08 when used in fiscal year
2008.

» Fixed Type

Fixed Type fields contain the value specified in the Fixed/Default
Value field of the field. These fields are read-only when creating
the account.

+  Key

A key field represents a unique combination of key values. It is
used to transmit a unique identifier that can be used to find key
values for the account in the webTA database. The value for a
key field is automatically generated, and cannot be explicitly
entered in webTA.

* Keyvalue

A Key value field contains a value to which the key refers. (A
single key may refer to multiple key values.) Key values are not
be transmitted; the key is transmitted in place of all key values in
an account when the transmission record is generated.

 Value
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This is a regular field in which a value must be entered when
creating the account.

Time Sheet Entry

IMPORTANT! We recommend that you do not use Time Sheet
Entry fields unless your webTA system has been specifically
customized for your agency to use this feature.

A Time Sheet Entry type field is used to create fields specified
when a user adds a new transaction to the time sheet. For
example, a time sheet entry field could be used to give an
employee the ability to select a work order when creating a new
line on the time sheet. This value is not entered during account
creation, but is added to the account when the account is selected
for the time sheet. For example, in the following employee Edit
Work Time Activity page, the fields Tier 1 and Tier 2 were
created by the Administrator as Time Sheet Entry type fields, and
are available with in customized view of the transaction page.

‘F web1a: Edit Work Time Activity: comthreets.webta.PI302slineEdit - Microsoft Intern =10 x|
| Ele gor wew Favortes Tooks  Help o

Help Logout

Edit Work Time Activity

|F0§u ar Base Fay :J
(e[

CCE.

Account Data

er | g

Save | Cance

E4KRONOS

Fixed/Default Value

A value must be entered in this box for Fiscal Year or Fixed Field type fields, and its value

must be of the length specified in the XMIT Length box.

A fixed/default value may also be specified for Value or Key Value Field fields. In these
cases, values you enter into the Fixed/Default Value field will be used if another value is

not entered when you create an account.

This field is not used with Time Sheet Entry or Key Field field types. Time Sheet Entry
field values are entered on the time sheet, and Key Field values are generated

automatically by webTA.

Entry Type

Required fields must contain a value and that value must be exactly the length specified

above. This is usually enforced at account creation time.
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Optional fields may contain no value or a value with a length exactly equal to the length specified
in the Length box. Also, an optional field must appear at the end of the structure.

Format type

Format types indicate how the field value will be entered or selected on the account creation
wizard.

* Free Form fields are fields in which users enter the value for the field in a text box.

» Drop Down fields are fields from which users select a value from a drop-down list of
valid and available values.

» Hidden fields are fields that do not appear on the account creation wizard, and the values
for these fields can not be entered on the account creation wizard.

» Searchable fields map to a lookup table that contains the valid and available values for the
field. This table can be searched and a value can be selected from there.

Transmission Type

The transmission type specifies how the field appears when an account of this structure is
transmitted to NFC.

* Send entire field value causes the entire field values to be sent.

» Substring causes a substring of the field's value to be transmitted. When this option is
selected, the substring boundaries must be specified in the Substring boxes. These
boundaries are the positions of the first and last characters in the field. The positions are
inclusive, and start with 1, for example if a field of length 6 is of transmission type
“substring” with a start and end position of 1 and 4, the field value ABCDEF would be
sent as ABCD.

» Arbitrary sends an unrelated value for Arbitrary type fields to NFC instead of the value
you enter. For example, an Arbitrary transmission type field may be used to transmit a
value that you may not want other webTA users to see, such as an employee’s Social
Security number, replacing the SSN with an unrelated value.

The display/transmit value mapping is done on the Edit Account Field
Values page. The displayed value refers to the value of the field shown in
webTA, and is stored in the account string in the webTA database.

» Do not transmit causes the field not to be transmitted. A field of this type leaves no
empty space in the transmitted version of the account.

Whenever an account is prepared for transmission to NFC, all underscore characters () are
replaced with spaces.

XMIT Length

This value specifies the transmission length of the field. This property is only editable if the
transmission type is set to Arbitrary.

Validate Field check box

This check box is used to choose if the field value is to be validated against the lookup table that
stores the possible valid/available values for the field. The field format type automatically sets the
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valid/available values from the lookup table, but Free Form format values can be
explicitly validated by selecting this option.

Creating an account structure

Account structures may be created from scratch or by cloning and then editing existing
structures.

The process of creating an account structure from scratch consists of setting up a structure
by naming the structure and designating the agency for which it is created and the start and
end dates for which it is valid. After the structure is set up, you create fields for the
structure. Creating fields includes setting each field’s parameters such as field type,
transmission length, default value, and establishing validation rules.

For information about cloning, see “Copying (cloning) an account structure” on page 43.

To set up an account structure:
1. On the Manage Account Structures page, click New Structure.

The Edit Account Structure page opens.

“J webTa: Edit Account Structure: com.threeis.webta.cpy.View2B0ZEditAcckStruct - Micrasol =101 x|
| Efe Edt View Favorites Tools Help | -

Help Logout

Edit Account Structure

Tone | —
R
EXIGETN

Name|Type|Entry|Format|Fixed Value Fleld Length (Yransmic
Length)

The table does not contain any segments.

The Account Structure is invalid for the following reasons:
= Account structures must contain at least one required field

Selected Field
ﬂl Qemm’eJ Vslues] Move Up | Move Down I

New Field | Save Structure | Reiurnl

£4KRONOS

2. In the Name box, type in the name of the new structure.

3. If want to set a start and end dates for the structure, type the pay
periods and years in the Start (PP-LY) and the End (PP-LY) boxes.

NOTE: Establishing start and end dates is optional. Leaving the start
date blank makes the structure available for all cases since the
structure was created. Leaving the end date blank makes the structure
available for all future cases.

4. Click New Field.
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The New Account Field page opens.

3 webTA: Edit Account Fiekd: com.threets.webta.cpv.View2B04Edt AcctField - Microsoft Tt =101 x|
He Ed Yew Fgortes Jook el i

Help Logout

New Account Field

ETTR
Fined fault Value li

* Send entire field valus,
 Substring

Transmit Type
™ Arbitrary
© Do not transmit,

XMIT Length

Validate Field i

£4KRONOS

=

5. Type in or select the appropriate parameters and options for the field’s
attributes.

For detailed information about setting field attributes, see “About
account field parameters and settings” on page 35.

6. Click Save.
webTA validates the field, and tells you if errors have been made.

IMPORTANT: Field validation is selected by default. If you chose to
turn off the default Validate Field option, webTA returns you to the
Edit Account Structure page without checking for errors.

7. Correct any errors, then click Save.

The new account structure field appears in the table on the Edit
Account Structure page.
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“J webTa: Edit Account Structure: com.threeis.webta.cpy.View2B0ZEditAcctStruct - Micrasolt Tnb

Help

Logout

Edit Account Structure

KX

Mew Field Key Required Free Form
Total Length: 11, Transmit Length: 11

Selected Field

start (PP - Ly) |JS

| H ]

__ (Place Holder) 11

* Click 'Save Structure' to commit changes.

Edit| Remove | Values | MoveUp | Move Down |

New Field |

Save Structure I Raluml

£4KRONOS

8. If you need to add more fields to the account structure, repeat Steps 4

through 17.

9. When you have finished adding fields, click Save Structure, then

click Return.

The Manage Account Structures page opens. The account structure
you created appears in the account structures list.

} webTA: Manage Account Structures: com.threeis.webtacpy. =10] x|
| e Edt Vew Favorkes Took Heb | &
=l
Help Logout

Manage Account Structures

- Agency Description m

£ BTS Copy of BTS 26 - 1999

C BTS BTS 26 - 1999

_> & DHS-HQ Structure A

DHS-HQ KS-1000

DHS-HQ Copy of HQ Structure 1 26 - 1999

DHS-HQ HOQ Structura 1 26 - 1999

DHS-HQ DHS-HQ 26 - 1999

C  DHS-HQ HQ Structure 2 01 - 2008 07 - 2008

~ ss Copy of S5 26 - 1999

ST 5T 26 - 1999

0 TSA Copy of TSA 26 - 1999

T TSA TSA 26 - 1999

© usce UscG 26 - 1999

©  UsCG Copy of FAMS 01 - 2007

Selected Structure

Edit Clone Structure Only I Clone All Components | Delete I
‘alidation |
New Structure I Retumn I

S4KRONOS
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Copying (cloning) an account structure

By cloning an account structure, you duplicate a structure, including all its fields.
However, the copy does not contain the field values for the structure, only its definition.

Using the Clone All Components function, however, you can not only copy the structure
of a selected account, but also its field values.

To clone an account structure:

1. On the Manage Account Structures page, click to select the account
structure you want to clone.

2. Click Clone Structure Only.

webTA copies the account structure and opens The Edit Account
Structure page for that structure and designates the structure as a copy
in the Name field by appending “Copy of” to the original structure
name.

3. If necessary rename and edit the cloned structure.

4. When you are finished working with the structure, click Save
Structure, then click Return.

webTA returns you to the Manage Account Structures page. The
cloned structure appears in the account structures list.

To clone an account structure and its values:

1. On the Manage Account Structures page, click to select the account
structure you want to clone.

2. Click Clone All Components.

webTA copies the account structure and its field values and opens
The Edit Account Structure page for that structure and designates the
copy as such in the Name field by appending “Copy of” to the
original structure name.

3. If necessary, rename and edit the copied structure on this page.

4. When you are finished working with the structure, click Save
Structure, then click Return.

webTA returns you to the Manage Account Structures page. The
cloned structure appears in the account structures list.

Viewing, creating, and editing account structure fields

Fields in account structures that do not have associated accounts can be edited, and new
fields added.

Account structures that have accounts associated with them cannot be modified.
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To view fields for structures with associated accounts:

1. On the Manage Account Structures page, click to select the account
structure you want to view.

2. Click Edit.

The Edit Account Structure page for the structure you selected opens.

‘3 webTa: Edit Account Structure: com.threeis.webta.cpv.¥iew2B02EditAcctStruct - Microsoft Int =10l x|
| Ble E® Vew Favorkes ook Help | &
=
Help Logout
[ame | —
start (PP - L) (EEASIIEEE]
End (PP - LY) |
I T -.- .
Fiscal year Fiscal Year Required Free Form *
Appropriation Code Value Required Hidden 2
3 Tier 1 Time Sheet Entry Required Searchable 6
4 Tier 2 Time Sheet Entry Required Drop Down 2
© 5 Tier 3 Fixed Required Hidden 0000 4
6 Tier 4 Fixed Required Hidden 000000000000 12
Total Length: 27, Transmit Length: 27
Selected Field
VlewI WValues I
Save Structure I Retumn
£4KRONOS
=

3. Click to select the account structure whose fields you want to view.
4. Click View.

The Edit Account Field page opens showing the structure’s fields.

3 webTA: Edit Account Field: conthreeis.webta.cpv.View2804EditAcctField - Microsoft Interr =10] x|
ble Et Yew Favorkes Jooks Help i

Help Logout

Edit Account Field

; I\ed;‘uefault Value

Entry Type Required

Format Type Searchable
Transmit Igrpr Send the entire field's value.

St Length 8
‘Jdllddte Field No

Cancel

Z4KRONOS

webTA 3.8 Administrator’s Guide 44 ©2009 Kronos Incorporated



To view, create, or edit fields for structures with no associated accounts:

1. On the Manage Account Structures page, click to select the account
structure you want to view.

2. Click Edit.

The Edit Account Structure page for the structure you selected opens.

) webTA: Edit Account Structure: com.threeis.webta.cpv. View280ZEditAcctStruct - Microsoft Ink =10l x|
Fle Edt Yew Favorkes Took Help i

Help Logout

Edit Account Structure

start (PP - L) ||(ZSIETT]

EEICRON -

i - - Field Length { Transmit
Pos.Name 1' pe I—orrlat - =
U ' Length)

&1 Field 1 Fiscal Year Required Free Form * i

2 Field 2 Fixed Required Free Form 1234 4
3 Field 3 Value Optional Free Form 7
Total Length: 12, Transmit Length: 12
Selected Field
ﬂl Remove I Walues | Move Up | Move Down |

Mew Field I Save Structure I Relurn|

£4KRONOS
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3. If you want to edit a field, click to select the field, then click Edit,
then type the appropriate values in the text boxes, select the type from
the drop-down list, and click to select or clear options, then click
Save.

4. If you want to create a new field, in the Edit Account Structure page,
click New Field, then in the New Account Field page that opens, type
the appropriate values in the text boxes, select the type from the drop-
down list, and click to select or clear options, then click Save.

5. On the Edit Account Structure page, click Save Structure.

Viewing, creating, and editing field values

Only field values for Required or Optional fields can be edited.

To view, create, or edit field values:

1. On the Manage Account Structures page, click to select the account
structure whose field values you want to see.

2. Click Edit.

The Edit Account Structure page opens for the selected structure.

webTA 3.8 Administrator’s Guide 45 ©2009 Kronos Incorporated



3} webTA: Edit Account Structure: comuthreeis.webta.cpv.ViewZ80ZEditAcctStruct - soft Inten =10] x|
|| Be Ed Wew Favorres Took el | &
=
Help Logout
Edit Account Structure
start (PP - Ly) |iSIFIT
DGR - -
" Field Length { Transmit
0 o o it [0
1 Field 1 Fiscal Year Required Free Form * 1
C 2 Field 2 Fixed Required Free Form 1234 4
3 Field 3 Value Optional Free Form 7
Total Length: 12, Transmit Length: 12
Selected Field
Edit | Remove I Walues I Move Up | Move Down |
Mew Field I Save Structure I Retum I
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3. Click to select the field whose values you want to view, then click

Values.

The Edit Account Field Values page opens showing the values for the
selected field.

/7 webTA: Edit Account Field Values: com.threeis.webta.cpv. View2i1 DeditFieldValues - Windows Internet E =10] x|

—

g - |e h gan ) Jeom theess.web 7| | 42| % || Pl

| B Bt ¥ew Favoites Took Help | ks *
El

Help Logout

Edit Account Field Values

values for Field 3

- Lt Start End
owe ___Jramsmit vooepescrption G 1ol

Addl
E“"IM 1111111 1111111 Field value 1
Edill E[ 2222222 2222222 Figld value 2
Edit I E‘ 3333333 3333333 Field value 3
Delete All | Retum I
£ 4KRONOS
Done i Internet RI00% v

If you want to add a new field value, type the value parameters in the
text boxes, then click Add.

If you want to edit a field value, click Edit for the appropriate field
value, modify the values on the Edit Account Field Value page as
necessary, then click Save.

If you want to delete individual field values, click Del next to each
field value.

-OR -
If you want to delete all field values for the account, click Delete All.
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Modifying an account structure

Only fields for account structures that have no associated accounts can be modified. These

structures, however, can be renamed and their start and end dates changed.

To modify an account structure:

1.

webTA 3.8 Administrator’s Guide 47 ©2009 Kronos Incorporated

On the Manage Account Structures page, click to select the account
structure whose field values you want to see.

Click Edit.

The Edit Account Structure page opens for the selected structure.

F webTa: Edit Account Structure: com.threeis.webta.cpy. View2B0ZEditAcckStruck - Microsolt Int =10] x|
| Ble Edt Yew Favortes Jook Help i
=
Help Logout
Edit Account Structure
start (PP - LY) |i
End (PP - LY) |8
e Field Length ( Transmit
* 1 Field 1 Fiscal Year Required Free Form * 1
o Field 2 Fixed Required Free Form 1234 4
.3 Field 3 Value Optional Free Form 7
Total Length: 12, Transmit Length: 12
Selected Field
Edill Remove I Values | Move Up I Move Down |
Mew Field | Sava Structure ] Retum [
£4KRONOS
=

NOTE: If accounts have already been created using the structure you
are trying to edit, the fields on the Edit Account Field page will be
read-only.

If you want only to change the name or start and end dates, make the
necessary changes by typing in the boxes, then click Save Structure.

If you want to remove a field, click to select the field, then click
Remove.

-0OR -

If you want to edit or add field values, go to “Viewing, creating, and
editing field values” on page 45.

-0OR -

If you want to change the order of the fields, go to “Changing the
order of fields in an account structure” on page 48.

-0OR -



If you want to create a new field, click New Field, type in and select
the values for the field in the New Account Field page, then click
Save.

Changing the order of fields in an account structure

To change the order of fields in an account structure:

1. On the Manage Account Structures page, click to select the structure
whose fields you want to reorder.

2. Click Edit.

The Edit Account Structure page opens.

3. Click to select the field that you want to move, then click Move Up or
Move Down.

4. Repeat the previous step until the field order is acceptable, then click
Save Structure.

Account Field Validation

An administrator can create or modify cross-field validation rules. Cross-field validations
are used by the system to enforce certain relationships among account field values. These
rules are used by webTA to determine if a given account may be used. They are also used
to aid in account creation.

Each cross-field validation rule can have start and end dates that determine the period for
which the rule applies. If either of the Start or End date fields are left blank then the rule's

period of availability is considered to have no start or end date.

Comparison operators

Comparison operators are used to compare a particular account field to a particular value.
For example, fieldl = ABCD.

The comparison operators are:

Equals (=)

Not equals (<>)

Less than (<)

Less than or equals (<=)
Greater than (>)

Greater than or equals (>=)
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Logical operators

Logical operators are used to combine two expressions in a logical way. There are three
logical operators:

* AND requires that both expressions must be true.
* OR requires that at least one expression must be true
* NOT requires that the expression not be true

Leaf node expression

A leaf node expression is the simplest type of expression in a cross-field validation rule. It
uses the comparison operators and specifies an account field and the comparison value.
For example, fieldl = ABCD.

When specifying the comparison value of a leaf node expression, certain wild card
characters may be used.

* 9% is awildcard for any number of characters with any value. For example, A%
matches ABCD, ABCDEFG, A123, AB234C, etc.

e _ (the underscore character) is a wildcard for any single character. For example,
A_CD matches ABCD, AZCD, A3CD, etc.

Composite expression

A composite expression is made up of two expressions joined by a logical operator. For
example, fieldl = ABCD AND field2 <= XYZ is a composite expression because it
consists of two expressions joined by the AND logical operator.

About cross-field validation rules

A cross-field validation rule contains an IF expression and a THEN expression. When
webTA applies a rule to an account it first checks that the IF expression is satisfied by the
account. If so, the THEN expression is applied to the account.

The account is considered valid if the THEN expression is satisfied. Should the IF
expression not be satisfied, the account is still considered valid for that rule.

On the Edit Account Field Validation Rule page, the IF expression and THEN expression
are represented in separate tables on the page. Each table is a work space in which the
administrator may add and edit expressions or combine multiple expressions into the a
single rule. Each rule can contain only one expression. However, until the expressions are
saved, the clause lists may contain multiple expressions.

Editing and creating the IF and THEN expressions is done by selecting the appropriate
expressions and clicking the appropriate function buttons.

Logical relationships (“logical operations™) between expressions in the clause tables are
created using these buttons:
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*  AND combines two expressions with an AND operator. This function requires
that two expressions be selected.

*  OR combines two expressions with an OR operator. This function requires that
two expressions be selected

* NOT negates the selected expression by altering its operators in such a way that
the resulting expression is opposite the selected one. This function requires that
one expression be selected.

These buttons are also available for working with expressions:

» Delete removes a selected expression from the table.

» Break splits a composite expressions into two component expressions.
» Edit lets the administrator modify a selected leaf node expression.

» New creates a new leaf node expression.

NOTE: Using the Break button breaks a composite expressions into two expressions only.
It will not break composite expressions contained in the main composite expression down
further. If necessary, continue to break down composite expressions by selecting them and
clicking Break until you reach the detail level you want.

Adding an account field validation rule

Validations restrict which account fields values can be used together across fields.

To add an account field validation:

1. On the Manage Account Structures page, click to select the account
structure to which you want to add an account field validation.

2. Click Validation.
The Edit Account Field Validations page opens.

“§ webTA: Edit Account Field Yalidations: com.threeis.webta.cpv.View2820Edit FieldValidation = [= ]3]
Be Edt View Favorkes Took Help | &
=l
Help Logout
Edit Account Field Validations
| |validation Rule _______[start __|End |
There are no field validations defined for this account structure,
Newl Return |
Z4KRONOS
=

3. Click New.

The Edit Account Field Validation Rule page opens for the selected
account structure.
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‘3§ webTA: Edit Account Field Validation Rule: com.threeis.webta.cpy.View2822EditValidationRu = (=] |
| -

(e et Soen s Famocbes Toce Tt L&

Help Logout

Edit Account Field Validation Rule

[our -0 [
EXICEEN

Error Message

If Clause
There are no expressions in this table.

Then Clause
There are no expressions in this table,

And | orf ] Dot | Erosk | Ece] New]

£4KRONOS

i

4. If necessary, establish the period for which the validation is active by
typing in the Start (PP-LY) and End (PP-LY) pay period boxes.

NOTE: Establishing start and end dates is optional. Leaving the start
date blank applies the validation to all cases since the field was
created. Leaving the end date blank applies the validation to all future
cases.

5. If desired, type in the error message that will be displayed for an
invalid field entry.

6. Inthe If Clause section, click New.
The Edit Rule Expression page opens.

7. Select the field and comparison operator from the drop-down menus,
type in the value for the expression in the Value box, then click Save.

The Edit Account Field Validation Rule page opens. The rule you
added appears in the If Clause list.
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Z webTa: Edit Account Field Yalidation Rule: com.threeis.webta.cpy.
| v e S0k

~ioix|

'(
s

5

Help Logout

If Clause

Then Clause

Edit Account Field Validation Rule

oo oo [
EXICETN
[crorvesooc |

—— P Appropristion Code < 10
And | orf Not| Dslste | Break | Edit| New|

There are no expressions in this table,

i
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8. If you want to add further If clauses, repeat Steps 6 through 7.

Example

Three If clauses have been added to the rule.

 webTa: Edit Account Field Yalidation Rule: com.threeis.webta.cpy.

| Be cor wow Favomss ok teb

Help Logout

Edit Account Field Validation Rule

oo oo [
e [
[crorvesooc |

Then Clause

I appropriation Code < 10
T Appropriation Code > 4

I Appropnation Code <> 0

There are no expressions in this table.

Ml

£4KRONOS

Note that these three rules, at this point, will be applied
independently. That is, if any one of these rules is satisfied, the If

statement will be considered valid.

9. Asnecessary, link the rules with operators by selecting two rules and
clicking the appropriate AND, OR, or NOT conditional button.
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10.

webTA 3.8 Administrator’s Guide

The If Clause list changes to reflect your choice.
Example

The first two clauses in the previous example have been linked by the

AND operator, and appear as one IF expression.

Z webTa: Edit Account Field Yalidation Rule: com.threeis.webta.cpy.

| B &% yow Favortes Ik teb

=ioix|

1
"

=

Help

Logout

Edit Account Field Validation Rule

oo o) [
EXCETN
[crorvesooc |

If Clause
_> " aAppropriation Code > 4 AND Appropriation Code < 10
I” Appropnation Code <> 0

Then Clause
There are no expressions in this table,

_An_dl o M Delete | Break | Edit| _Nﬂl
Sml Cancel |
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NOTE:

* An expression can be removed by clicking to select the expression, then clicking

Delete.

* A composite expression can be separated into two components by clicking to

select an expression, then clicking Break.

If necessary, create further relationships between If clauses by

repeating the previous step.

Example

The composite IF expression created in Step 10 has been linked with

the remaining expression by the AND operator, creating

one IF

expression combining the three conditions of the original three

clauses.
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Help Logout
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Error Message
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. r Appropriation Code <> 0 AND {Appropnation Code > 4 AND Appropriation Code <

1a)

Then Clause
There are no expressions in this table,

ﬂl Cancell
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11. Repeat Steps 6 through 10 using the Then Clause section and its
buttons to create the appropriate THEN clauses.

12. Click Save.

13. The Edit Account Field Validations page opens, showing the
validation rule that you created.

T} webTa: Edit Account Field Validations: com.threeis.webta.cpy.View2820EditFieldvalidations - M =10] x|
!_I_fle Edt  View Favortes ook Help

Help Logout

Edit Account Field Validations
[ validationRule Istartlend|

If - (Appropriation Code < 10 AND Appropriation Code > 4) AND
& Appropriation Code <> 0

Then - Appropriation Code =1
Selected Validation

il

£ 4KRONOS
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Editing a validation rule

To edit a validation rule:

1. On the Manage Account Structures page, click to select the structure
whose rule you want to edit.
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2. Click Validation.

The Edit Account Field Validations page for the rule opens.
3. Click to select the rule you want to edit.
4. Click Edit.

The Edit Account Field Validation Rule page opens.

5. If the expression is an individual expression, not a composite, click to
select the expression you want to edit.

-OR -

If the expression is a composite, break the expression into its
components by clicking Break for every composite expression
contained in the original until you see the expression you want to edit,
then click to select the expression.

6. Click Edit.
The Edit Rule Expression page opens.
7. Edit the expression as needed, then click Save.

Deleting a validation rule

To delete a validation rule:

1. On the Manage Account Structures page, click to select the structure
containing the rule you want to remove.

2. Click Validation.

The Edit Account Field Validations page for the rule opens.
3. Click to select the rule you want to delete.
4. Click Delete.

webTA Reports

The webTA reports section contains these pre-defined Administrator reports:

* Agency Status Report

* Employee Assignment by Supervisor Report
* Employee Assignment by Timekeeper Report
» User Role Assignment Report

e Organization Account Validation Report
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Generating the View Agency Status report

The Agency Status Report allows the Administrator to view a summary of the time cards
and the statuses by pay period, organization, contact information, and Timekeeper.

In the report, a line is generated for each employee in the system, and includes
incompletely processed records for pay periods that have ended. If there are no records in
the report, all records have been fully processed.

If this report is run near the end of the pay period, the listing is limited to corrected T&A
records in the system. This is because the report shows the status for the most recently
ended pay period. In the second week of a pay period there should be no regular T&A
records for the most recently ended pay period in the database. Therefore, the report
should show very few records.

To generate an Agency Status report:
1. On the Administrator Main Menu page, click Reports.

The Administrator Reports Menu page opens.

} webTA: Administrator Reports Menu: com.threeis.webta,P295mnuReport - Microsoft Ints =101 x|
| Bfe Edt Yew Favortes ook Hep | &

Help Logout

Administrator Reports Menu

=EE View Agency Status Report
=S Employee Assignment By Supervisor Report
EUSLM Employee Assignment By Timekeeper Report
LR User Role Assignment Report
Org Acct Val Organization Account Validation Report

Retum

£4KRONOS

2. Click Status.
The Agency Status Report Criteria page opens.
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“ webTa: Agency Status Report Criteria: com.threels.webta.PZ96agencyStatusieportPara -0 x|

Fle Edt View Favorites Tools

=
Help Logout
Agency Status Report Criteria
From
Pay Period Range IWZ' [_j IWZI l_j
Timekeeper Search |
Timekeeper's t‘!rganizatinn l—__[
Include Subordinate
EETR— - -
Continue I Retumn
£4KRONOS
=

3. Set the pay period range for the report by selecting the beginning and
ending dates from the From and To lists, and select the employee
status. You may also designate the timekeeper’s organization, choose
to include subordinate organizations, and select the Timekeeper’s
activity status.

4. Click Continue.

webTA generates the Agency Status Report, based the parameters
you entered.

werbi TA: Ay Sabus Reeport: e Hrecis. webila P20 sgene yStatasfeperk

B ER Yow o Bokexks ook Hep

=l x|

Help Logout

Agency Status Report

Pay Period Range: 0 = 2006 TO 19 = 2006

otal Tatal T&A otal TRA
‘ay [iT; anizat
pevEarer "'r“”"'“"“' ’“"m Code|Timekeeper| oo Emp.| 'Pending mm Certifiec

Tatal T&A
Bullt

2006-14 OHS=HO DOHS=HG DC ool o DEMOADMIN 2 o o 2 2

2006-15 DHS-HQ DHE-HG DC 0001 01 |02 DEMOADMIN L o '] 1 1 1
200617 DHS-HO DHE-HG DC oon1 01 01 ADMIN 1 1 1] n n n
20006-17 ot DHS-HQ DT oool 01 01 ADMIN 1 1 o o o o
2006-17 DHS-HOQ DHS-HQ DC 0001 0L 02 DEMOADMIN 2 1] 0 2 2 2
2006-17 DHS-HO DHE-HG DC oon1 o1 (01 MCELROY 2 2 o i} i i
2006-18 55 DHE-HQ DT ooo1l 01 01 ADMIN 1 1 o o ] ]
2006-18 DHS-HOQ DHS-HQ DO 0001 01 01 ADMIN 2 2 0 0 0 ]
a006-18 55 55 oc ool o o1 ADMIN 1 1 o o 0 0
2006-18 DHS-HQ DHS-HQ DC 0001 01 |02 DEMOADMIN & 3 o 2 1 1
2006-18 DHS-HO DHE-HT DT 0001 01 01 MCELROY 1 o 0 1 1 1
2000-18 TSA TSA oc oool 01 01 ORNELASL 4 o o 4 4 4
2006-19 DHS-HOQ DHS-HQ DC 0001 0L 02 DEMOADMIN 2 1 0 1 1 1
2006-19 TS4 TEA Do oon1 o1 (01 ORNELASL E 4 o 1 i i

Download Hetum
€4KRONOS
Done

wabta bronas.com [ o

NOTE: A single Timekeeper may appear in the table more than once
if that Timekeeper is assigned employees from different contact
points or organizations, though this usually will not be the case.)
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Generating the Employee Assignment by Supervisor report

The Employee Assignment by Supervisor Report lists the names of Supervisors and their
corresponding employees, and is available to those with HR Administrator or

Administrator roles only.

When the report is viewed by an Administrator, it contains all the employees in the
system. When the report is viewed by an HR Administrator, results are restricted to the

HR Administrator's organization.

The report is generated for every Supervisor/Employee relationship in webTA, but can be

filtered by Supervisor, organization, and status.

To generate an Employee Assignment by Supervisor report:

1. On the Administrator Main Menu page, click Reports.

The Administrator Reports Menu page opens.

“J webTA: Administrator Reports Menu: com threeis.webta,P295mnuiteport - Microsoft Ints
| Ele Edt Vew Favorites Tools Help

=10jx

Help

Logout

Administrator Reports Menu

=EE View Agency Status Report
Emp-Sup - ] gnment By Supervisor Report
EUSLM Employee Assignment By Timekeeper Report
LR User Role Assignment Report
Org Acct Val Organization Account Validation Report

Retum

£4KRONOS

2. Click Emp-Sup.
The Emp-Sup Assignment Report Criteria page opens.
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) webTA: Emp-Sup Assignment Report Criteria: com.threeis.webta P296suplseras
|| Ble Edt Vew Favortes JTooks Help

=10jx]

i
o

Help Logout

Supervisor

I j'

Include Subordinate Orgs N

Continue | Retumn

Supervisor's Organizatic

Emp-Sup Assignment Report Criteria

l— Search |

£4KRONOS

|

3. Type in, or search for and select, the Supervisor’s user ID, select the
Supervisor’s organization (optional) and employees’ status, and
choose if you want the Supervisor’s subordinate organizations

included in the report.
4. Click Continue.
The Emp-Sup Assignment Report page opens.

-2} webTA: Emp-Sup Assignment Report: com.t =101 x|
|| Ele Edt vew Favortes Took e | & |
=l
Help Logout
Emp-Sup Assignment Report
Showing supervisors and their employees for organization and its
subordinate organizations.
Result Page: 1 2 Next
|__Supervisor __|supervisor Org|_Employee Name_|Employee Org|
Amini, Thear
Astrator, Theo Mason, Bruce
Tet,Aine
Abe, Danan
: Best, Cal
Tes, Amin - Q
Cinguain, Tes
Test, Vilanelle
Result Page: 1 2 Next
| Downloed | Retum |
£4KRONOS
E

Generating the Employee Assignment by Timekeeper report

The Employee Assignment by Timkeeper Report lists all Timekeeper-Employee

associations that exist in webTA.
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This report is available to HR Administrators and Administrators only. When the report is
viewed by an Administrator, it contains all the employees in the system. When the report
is viewed by an HR Administrator, results are restricted to the HR Administrator's
organization. The organization name is displayed at the top of the report.

The report can be further filtered by specifying a Timekeeper, organization, and active
status.

To generate an Employee Assignment by Timekeeper report:
1. On the Administrator Main Menu page, click Reports.

The Administrator Reports Menu page opens.

I} webTA: Administrator Reports Menu: com.threeis.webta.P295mnuReport - Microsoft Ints =101 x|
| Bfe Edt Yew Favortes ook Hep | &

Help Logout

Administrator Reports Menu

=EE View Agency Status Report

Emp-Sup - ] nment By Supervisor Report

ALl Employee Assignment By Timekeeper Report

WECUEE] User Role Assignment Report
Org Acct Val Organization Account Validation Report

Retum

£4KRONOS

2. Click Emp-Tkp.
The Emp-Tpk Assignment Report Criteria page opens.

webTA: Emp-Tkp Assignment Report Criteria: com.threeis.webta. serd =100 x|

File Edt ‘Wew Go Bookmarks Tools  Help

Help Logout

Emp-Tkp Assignment Report Criteria

Timekeeper's Org INDne Selected vl

Continue Return |

£4KRONOS

|D0ne webka.kronos.com (%) 4
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3. Type in, or search for and select, the Timekeeper’s user 1D, then
select the Timekeeper’s organization (optional) and the employees’
status.

4. Click Continue.
The Emp-Tkp Assignment Report page opens.

webTA: Emp-Tkp Assignment Report: com.threeis.webta.PZ97 ' igns 2 -IEI ﬂ

Flle Edit Wew Go Bookmarks Tools Help

Help Logout

Emp-Tkp Assignment Report

Result Page: 1 2 Mext

Carpenter, Brad
Grant, Caroline
Quintarelli, Caroline

S B Quintarelli, Caroline
Quintarelli, Caroline
Test, Caroline
Test, Caroline
Test 3, Caroline
ADMIN, DEMO
ADMIN, DHSHQ

Administrator, The ADMIN, S5
Administrator, The
User, Sup

Carpenter, Brad Employee, New
meelroy, cheryl
MOUSE, MICKEY
Burl, Mary

mcelroy, cheryl

Dowd, Elaine
Ornelas, Leigh Malone, Ywvonne
ornelas, Leigh
Timekeeper, LO
Result Page: 1 2 Mext

Return

~4KRONOS

| Done | webtakronas.com (2

i

The report lists the names of the employees and their corresponding
timekeepers.

Generating the User Role Assignment report

The User Role Assignment Report gives the Administrator access to a list of active and
inactive employees grouped by their roles. The role can be selected from the list at the top
of the report. The report changes when the role is changed. For any role that can be
delegated, there will be an additional column in the report to show delegates’ information.

There are two options: to download T&A profile data or to download employee profile
data. Both these data files can be downloaded and opened in Microsoft® Excel.
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To generate a User Role Assignment report:
1. On the Administrator Main Menu page, click Reports.

The Administrator Reports Menu page opens.

R webTA: Administrator Reports Menu: com.threeis.webta P295mnuReport - Microsolt Inten =101 %]
| Ble Edt Yew Favortes Jook el | &
=
Help Logout
Administrator Reports Menu
=R View Agency Status Report
BT Employee Assignment By Supervisor Report
ALl Employee Assignment By Timekeeper Report
Org Acct Val Organization Account Validation Report
Retum
£4KRONOS
=
2. Click User Roles.
The User Role Report page opens.
webTA: User Role Report: com.threeis.webta.P287userRoleReport B | Dlﬁl
File Edit Wew Go Bookmarks Tools Help
Help Logout
Select user role: |EEGEReY=EE w| Update
Result Page: 1 2 Mext
Name User ID Agency
Burl, Mary BURLM1123 TEA
Carpenter, Brad CARPENTERR DHS-HQ
Quintarelli, Caraline CAQHQ DHS-HO
Test, Caroline CAQ4 DHS-HQ
Test, Caroline CAQE DHS-HQ
Test, Caroline CAQS DHS-HQ
Test 3, Caroline CAaQ3 DHS-HG
Timekeeper, LO TIMEKEEPERLO TEA
User, Sup SUPUSER DHS-HQ
mcelroy, cheryl MCELROY DHS-HO
Result Page: 1 2 Mext
Download TAProfile | Download EmpProfile | Retum |
=
Z4KRONOS
‘ Done: ‘ webta kronos.com (% 2

3. From the Select user role list, select the user role you want the report
based on, then click Update.
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4. The report changes to show results only for the role you selected.

5. If you want to view report results as T&A profiles or Employee
profiles, click either Download TA Profile or Download Emp
Profile, click to select Open with Microsoft Excel, then click OK.

The report you chose opens Microsoft® Excel.

6. If you want to download report results in Microsoft® Excel .XLS
format, click either Download TA Profile or Download Emp
Profile, click to select Save to Disk, then click OK.

webTA downloads the chosen profile results to your disk in .XLS
format.

Generating the Organization Account Validation report

This report displays all account validation errors for current T&As, ordered hierarchically
by organization.

The report is generated nightly and the results are cached.
To view the Organization Account Validation report:

1. On the Administrator Main Menu page, click Reports.

The Administrator Reports Menu page opens.

} webTA: Administrator Reports Menu: com.threeis.webta,P295mnuReport - Microsoft Ints =101 x|
| Bfe Edt Yew Favortes ook Hep | &

Help Logout

Administrator Reports Menu

ECIERI view Agency Status Report

LR User Role Assignment Report
Org Acct Val Organization Account Validation Report

Retum

£4KRONOS

2. Click Org Acct Val.

The Organization Account Validation report opens.
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‘3 webTA: Untitled: com.threeis.webta.cov.View2091OrgAcctValReport - Microsolt Internet E =101 x|
| Ble Edt Yew Favortes Jook el | &
=
Help Logout
Organization Account Validation
Report
This Cached Beport was last rum on: Mar 20 2008 12:00 AM
Organization User 1D Validation Message
There were no account validation errors
Regenerate Ratum |
£4KRONOS
=

Although the report is generated nightly, you can regenerate the report at any time.

3. If you want to regenerate the report, click Regenerate.

Any updates to the report since it was last generated appear on the
report page.

Delegating the Administrator role

You may delegate your webTA Administrator role to as many alternates as you want to

have access to your role in the event of your absence. The delegates you assign have all
rights to administer webTA records.

If you have more than one privileged role in webTA (such as being both a Supervisor and
Administrator), you must separately delegate each role. The Main Menu page from which
you access the delegate function determines the role you delegate.

The delegation remains in effect until you remove the user ID of the delegate from your
list of delegates.

To delegate the Administrator role:

1. On the Administrator Main Menu page, click Delegate.

The Delegate Administrator Role page opens.
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webTA: Delegate Administrator Role: com.threeis.webt: gate 10l =|

File Edit Miew Go Bookmarks  Tools  Help

Help Logout

Delegate Administrator Role

Administrator delegates for USERID: admin

Current Delegates

Mo delegates for this role.

Add I Search |

Undelegate All | Feturn |

£4KRONOS

| Done | webtakronas.com (7 s

2. Type the user ID of the employee you want to delegate the role to, or
search for the employee using webTA’s search function. then click
Add.

The delegated person is added to the Current Delegates table.

To remove a delegate:
1. On the Administrator Main Menu page, click Delegate.

The Delegate Administrator Role page opens.

webTA: Delegate Administrator Role: com.threeis.webta P jate B ] A

File Edit Wiew Go Bookmarks  Tools  Help

Help Logout

Delegate Administrator Role

Administrator delegates for USERID: admin
Current Delegates

Del | MCELROY - mcelroy, cheryl

Add || Search |

Undelegate All | Return |

£4KRONOS

| Dane | webta kronas.com (2 2

Employees who have been delegated the Administrator role appear in
the Current Delegates section.
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2. If you want to undelegate an individual employee, click Del next to
the person’s name in the Current Delegates table.

-0OR -
If you want to remove all delegates, click Undelegate All.
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