 webTA
Time and
Attendance

webTA 4.2 Supervisor

Quick Referenc

e Card

Supervisor Main Menu Options

Inbox Tab: View messages.

Settings Tab: View your Employee profile and other information, such as licenses, calendars, roles, etc.

Inbox [1] | Settings | Help | Log Out

Help Tab: Access online help.

Log Out Tab: Exit the system.

Employee Section: View and certify Employee
timesheets and approve leave, premium pay, and

dollar transaction requests.

Reports Section: Run, export, print, and save

reports.

Continuation of Pay (COP) Section: View

Employee COP event details.

Schedule Section: View Employee schedules and

approve/deny schedule requests.

CWERTAY

Enpioee (TR

Supervisor Main Menu

Employees
Certify All

Select Timesheets

Employee Leave Requests
Employee Premium Pay Requests

Employee Dollar Transaction Requ

Reports
Reports
My Saved and Scheduled Reports

Adhoc Report Management

Continuation of Pay (COP)
COP Events

Schedule
Employee Schedules List View
Employee Schedules Grid View
Schedule Requests
Shifts

ests
Delegates/Reassignment

My Delegates

Emergency Contacts

Employee Contacts

Delegates/Reassignment Section: Assign or

unassign Delegates.

Emergency Contacts Section: View Employee emergency contact information.

Managing Leave/Premium Pay Requests

1. Select the Employee Leave Requests/Employee
Premium Pay Requests link from the Employees section

on the Supervisor Main Menu.

2. Select Pending next to the applicable Employee in the

Status column.

3. Enter any applicable remarks in the Supervisor Remarks

field.

4. Select the Approve or Deny button.

NOTE: A remark must be entered if the request is denied.

FWEBTA™  copioe

SuperisorMain Mem > Lo

Leave Request Form

Lea a
Employee. DOE, THOMAS

Leave Type: 6

&

Balance: AnnualLeave 140

ate AlDay| StartTime | Stop Time M Time Dally Hours Ttal Hours Acton
" 0w sm 800

f annua, sick. o

Condiir
1993 (FMLA),
ent to Family and Medica Leave or:

Certieation

Privacy Act
Secton 6311 o e 5,

use of aave. Tothe

92
aih 5o o Fedarl, Slo,or

i
Secion 7701 el as

Actviy Log

Acion  RessingStte  Date Name.
Submit Pendng T20620161230PM  DOE. THOMAS
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webTA 4.2 Supervisor

Certifying Timesheets

inbox [41] | Settings | Help | Log Out

Unvalidated Validated Certified Sent
e e ¢ -

FWEBTA™ oy

‘Supervisor Main Menu > Select Timesheets >

Timesheet Certification

[ centitying 1 of 1 timesheets |

Employee:  DOE. JANE Timesheet Type: Regular
Pay Period: 24 - 2016 November 27-December 10, 2016 Status: Validated
Work Time
Mon| Tue [Wed Thu | Fri | Sat [,y Sun Mon | Tue | Wed Thu | Fri ' Sal [y o
1271128 11729 11/3012/011210212/03 "X 12/041210512/06 1210712108 12109 12/40
Time In
Time Out
Meal Time

nsaction Account
01- Reguiar Base Pay 080HAD3HLF1 (Procedures) 800) 800 800 800 800  40:00 €00 800 :00/800 800  40:0080:00
Work

Time Total 800 800 800 800 8:00 40:00 8:00 8:00 8:00 8:00 8:00 40:0080:00
Leave Time
Absence Start
Absence End
Transacion Acoount
Leave Time Total
Daily Total 800 800 800 800 800 40:00 8:00 200 2:00 8:00 8:00 40:0080:00
Dollar Transactions
Transaction Account Date  Amount
Dollar Total

Schedule Week

Su M T w Th F Sa Su M T w Th F Sa
1127 | 1128 | 1129 | 130 | 1201 | 1202 | 12003 | 1204 | 1205 | 12/06 | 12/07 | 12008 | 12009 | 12/10

Transaction Totals
Timesheet Totals

Week One Hours:  40:00 Transaction Code Amount
Week Two Hours: ~ 40:00 01 - Regular Base Pay 80:00

Total Hours: 80:00

Time In Pay: 80:00

Other Time: 0:00

Dollar Transactions: $0 00

Days In Pay: 10

Pay Period Remarks

Daily
Date Entry Name, UserlD, Date/Time Role Feiill
Leave Requests
Date Times. Hours Transaction Status Approver

No leave requests found for this pay period

Premium Pay Requests
Date Times Hours Transaction Status Approver
No premium pay requests found for this pay period

| certify that the time worked and leave taken as recorded on

Action Remarks:

‘Gharacters Remaining: 255

Leave Data
Ad) " " EOY  Useor
Leave Type Forward | . A Accrued  Used AdustmentsExpired  Capped  Balance oEOY - {jseo!
Annual Leave 2000 | 2000 400 0:00 0.00 0.00 000 2400 3200  0:00
Sick Leave 20:00 20:00 4:00 0:00 0:00 0:00 0:.00 24:00 3200 0:.00
Other Leave 2400 2400 0:00 0:00 0:00 0.00 000 2400 2400  0:00
Timesheet Profile
Status Change Type: None Negative Religious Comp Time Balance: No
Status Change Day: None Leave Ceiling Overri
Qath of Office: F Leave Category Override: Default (Based on SCD)
Final Report: F Home Leave Computation Date:
On Hold: F Home Leave Category:
Payplan: GS General Schedule (reg) Home Leave End Date:
Tour of duty: Full Time State Code: Louisiana
Work Week: Mon-Fri Agency: OCFO
Duty Hours: 80 Town: 1690
Alternative Work Schedule: Regular 8-hour Days. New Contact Point: F
RSO / Salary Cap: None Unit: 40
Standby Hours Week 1: 0 Timekeeper: 50
Standby Hours Week 2: 0 BUS Code:
Standby AUO Percent: 0 Personal Leave Ceiling: 240.00
Negative Annual Leave Balance: Yes Actual Leave Accrual Rate: 4 Hours/PP
Military Emergency Leave Flag: F Accounting Type: Manual Account Entry
Military Regular Leave Flag: F Vol. Leave Recipient: No
Service Computation Date: 09/18/2016 Eme. Leave Recipient: No
Negative Sick Leave Balance: Yes
Activity Log
Action Resulting State Date Name Message
Afim  Validated by Employee 1210812016 01:56 PM CST DOE. JANE
Validate _ Pending Atestation 12/08/2016 01:57 PM CST DOE, JANE
Save Timesheet Saved 12/03/2016 02:29 AM CST SYSTEM

this form is true and correct to the best of my knowledge.

1. Select the Select Timesheets link from the Employees section on the Supervisor Main Menu.

2. Select the applicable employee.

3. Select the Certify Selected link from the Timesheets menu in the Select Action section.

4. Select the Certify button after verifying timesheet entries.

NOTE: A remark must be entered if the timesheet is rejected.
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webTA 4.2 Supervisor

Approving or Denying Work Schedule Requests
“WEBTA _ cnvos (0

‘Supervisor Main Menu > Schedule Requests >

Submitted Approved Denied

Schedule - DOE, JANE S et
Name: Regular schedule Schedule Type: Permanent
Description: Schedule Status:  Submitted

Start Date: Sep 16, 2016
End Date: Forever

1. Select the Schedule Requests link from the

Day ‘Shift RDO Transaction Code  Hours.
Schedule section on the Supervisor Main Menu. — T T
Tue 7:00am-3:30pm Regular Base Pay 8
2. Select Pending next to applicable Employee. Too 7ot | [RomiobasePorl
Fii 7:00am-3:30pm Regular Base Pay 8
3. Select the Approve or Deny button. e
Day Shift RDO Transaction Code  Hours.
Sun

NOTE: A remark is not required if the schedule T remie Gty
request is denied. e et B
= Week Two TOTAL 40:00

i

Activity Log
Action Resuling State  Action Date Name  Remarks
Submit Submitted | 11/09/2016 10:35 AM DOE, JANE

Managing Supervisor Delegates

1. Select the My Delegates link from the Delegates/ TWEBTA covonee STIED AT

Reassignment section on the Supervisor Main Menu. AdlegtspN
2. .Selt_-mt the Add Delegate button. A list of eligible Supervisors tome:
is displayed. T o
3. Select the Delegate(s) by selecting the box next to the T
Delegate’s name.

4. Select the Select Checked Users button. You may select
as many Delegates as you wish. A confirmation message

indicating that the delegation was successful is displayed. _WEBTA o I
Delegate Roles : Supervisor
NOTE: To remove a single Delegate, uncheck the box next to o 1
the Delegate’s name and select the OK button on the popup. A R
message indicating that the Delegate was removed is displayed. o s
Select the Undelegate All button to remove all Delegates.

Running Reports

“WEBTA' _capioyer

Supervisor Main Menu >

1. Select the Reports link from the Reports Reports
section on the Supervisor Main Menu. A Repor

i A ) L i Name Description
list of available reports with descnp’uons is Active Timesheels NFC ‘Aclive fimeshovls, ursonl10.4 pay provider
. Default Schedule Report Default Schedule for users that meet Retain Data Type values
d |3p|ayed . Employee Assignment Report USDA Emplayee Assignment Report
Employee Contacts Listing of employee's emergency contacts
2_ SeleCt the app'icab|e ||nk for the report from Employees on Ap;m.immam Limitations Report - Employees that have appeintment limitations
Employees with Projected AL Balances Greater than Ceiling z =
. Report USDA Emplnyees with projected AL balances greater than the ceiling
the list. The selected report parameters page Lo of s sssrel smpoyees
H H Leave Audit Leave Audit Report
isd ISplayed . Employees who do not have contadt information for self andior t least one
Missing Contacts emergency contact
3. Comp]ete the report parameters. My Employees Every employee you have permission to view
Number of Employees with Days of Telework Report Lists number of employees w/ 1-14 days of telework per organization
4. SeleCt the Run Report bUtton. ol Cal t-:‘x;g:"v;n active employees - can be printed out to track employees in an
Supenvisor Assignments Supenvisors and employees assigned to them
Telework - Summary of Hour by PP Telework - Summary of Hour by Pay Period
Telework by Employee Report Telework by Employee Report
NOTE: Reports can be exported to PDF, Excel, Telework by Organization Report Telework by Organizaton Report
. Timesheet Status Timesheet status counts by timekeeper
H T M L , an d C SV f| | es. Uncertified Timesheets Alisting of uncertified timesheets
Unvalidated Timesheets Alisting of unvalidated timesheets

My Saved and Scheduled Reports.
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