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Training Objectives and webTA Navigation Overview

The purpose of this training manual is to provide supervisors information needed to perform the
supervisor functions in webTA. This training manual contains images ("screen captures") of the
pages that you will see while using webTA.

As a Supervisor, you are responsible for certifying all Time and Attendance (T&A) data for your
employees before their data is sent to the National Finance Center (NFC) for payroll processing,
and to approve or deny leave and premium pay requests. Note: The law requires that the data be
certified as correct before issuance of pay. Therefore, webTA will not create the transmission
record for an employee until it is certified by you, one of your delegates, or the Master Supervisor.

This section includes the following topics:

TrainNing ODJECTIVES ....ccoiiiiiiiiiie e 3
AVAVZ=T o B AN N o\ o = 1 T ] o SRR 4
TO LOG INTO WEDTA ..o e e st ene e e e e 4
TO LOG OUL OF WEDTA ...ttt et e et ee e e e e e e nees 5
TO Change YOUE PASSWOIA .......ccoiiiiiiiiiieeiiiie ettt 5
AccesSsiNg Help INWEDTA ... 6

Training Objectives

After completing the training on webTA you will be able to:

Search for and select employees to certify T&A data.

View and certify employee T&As.

View employee locator information.

View previously certified T&A summaries for employees.
View and manage employee leave and premium pay requests.
Generate various reports for default schedule and telework.
Delegate your supervisory role.

Perform the functions of a Master Supervisor.

The supervisor functions described above are accessed from the Supervisor Main Menu page
which is displayed after you log in.
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WebTA Navigation

The navigation within webTA is relatively simple to follow. All main supervisor functions are
accessed from the Supervisor Main Menu Page which is displayed after you log into webTA.
Additionally, most pages are exited by selecting the Return button once you have completed the
task you were trying to accomplish. In the section below, instructions are outlined on how to log in
and out of webTA, manage your password, and access help in webTA.

To Log into webTA

TRAINING

webTA Login

Welcome.

Login using eAuthentication

To login using webTA Credentials, please enter your User ID and Password for the
Time & Attendance system:

(password is case-sensitive)

Figure 1: webTA Login page
1. Complete the User ID and Password fields.

2. Click Log In. The Supervisor Main Menu Page is displayed.

TRAINIMNG Help Legout

Supervisor Main Menu

User Functions
[ Delegate ] [ Change Password ] [ View Tasks (398) ]

Figure 2: Supervisor Main Menu page
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To Log out of webTA

1. Select the Logout option in the upper right hand corner of any webTA page to exit the
webTA application.

TRAINING Help Logout

Supervisor Main Menu

User Functions
[ Delegate H Change Password H View Tasks (398) ]

Figure 3: Supervisor Main Menu page (Logout option)

2. Depending upon your browser settings, you may be automatically exited from webTA at
this point or returned to the webTA Login page.

To Change Your Password

1. Click Change Password on Supervisor Main Menu page to display the Supervisor Change
Password page.

TRAIMIMNG Help Logout

Supervisor Change Password

Current Password

New Password

New Password (again)

Cancel

Figure 4: Supervisor Change Password page

2. Complete the Current Password, New Password, and New Password (again) fields.

3. Click save. Your password has now been changed.
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Accessing Help in webTA

1. Select the Help option in the upper-right hand corner of any webTA page to access help
information for the webTA application. The Supervisor Module help page is displayed.

2. Select a topic in the left-hand menu for help with a particular function within webTA.
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Supervisor Module

Contents

Introduction
Getting Started

@ Main Menu

Select Employee
Search For Employee
Leave/Prem Pay Req

Delegate
Change Password
View Tasks

webTA Reports

Figure 5: Help Content page

Main Menu

The main menu options for Supervisor access
includes options to:

View or Certify T&A Data

You can look at the current state of all
employees directly assigned to you or
assigned to supervisors you are a supervisor
delegate of. Within this function you may
electronically certify that the T&A report is
correct and lock the record to prevent
changes. You may reject a record or remove
the certification if you need to.

Leave/Premium Pay Requests

If your organization has on-line leave and
premium pay requests use this function to
view all requests for the employees assigned
to you. Within this function you can approve
or deny the requests.

webTA Reports

Any reports that are available to supervisor
are listed under reports menu.

User Functions:
Delegate

Delegate temporary access to the Supervisor
Module to another employee. This employee
will be able to perform actions on your behalf.

Change Password

Change your own system access
password.This option does not appear if your
system is configured to authenticate against
an external system, such as an organizational
directory service.

View Tasks

Administrative notices and requests for
support, known as 'tasks’, show up in your
task list. If the system is not configured to
email tasks, or the system cannot, for some
reason, deliver the email, then you can check
here to view your outstanding tasks. This
option will not appear if you have no tasks, or
if all vour tasks were successfully emailed.

Role Selection

If you possess more than a single role in
webTA, you will see buttons that allow you to
switch between the roles. You only see the
buttons for modules that you are authorized
to use. Most people in the system have only
the employee role, so do not need menu
selection buttons.

3. To exit the Help function, click the X in the upper right-hand corner of the new window.
You will be returned to the page you were on in webTA when you selected the Help option.
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Selecting or Searching for an Employee

To certify T&As and do other employee maintenance tasks, you must either use the Select
Employee function to get a list of the employees that you are responsible for, or search for an
employee using webTA’s Search function to get a subset of that list (either a specific employee or
a set of employees that report to you).

This section includes the following topics:

TO SeleCt an EMPIOYEE......c.ccciiiiiiiiii et e et e e e e 9
To Search for an EMPIOYEE ........ouviiiiiiiiie e 10

To Select an Employee

1. Click Select on the Supervisor Main Menu page. The Select Employee page is displayed.

TRAINIMNG Help Logout

Select Employee

Result Page: 1 2 3 MNext Last 3

L ] tmporce | veeria L par peiod | timekeeper Touperior

Employee, Andrea EMPLOYEEA™*** 10 - 2012 EMPLOYEES EMPLOYEES
O Employee, Autumn EMPLOYEEA 10 - 2012 EMPLOYEES EMPLOYEES
» Employee, Betty EMPLOYEEB**** 09 - 2012 EMPLOYEES EMPLOYEES

Selected Employee

View/Certify T&A || Locatorinfo || Certified T&As || Leave Audit

Figure 6: Select Employee page

WebTA displays a list of employees you can certify or maintain, along with the status of
their T&A record.

Note: The Status column for invalidated employees will be blank.

2. Click the radio button next to the desired employee and select the function you would like
to perform or click Return to return to the Supervisor Main Menu page.
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To Search for an Employee

1. Click Search on the Supervisor Main Menu page to display the Search for Employee page.

TRAIMNING Help Logout

Search for Employee

Employee’s Last Name [ERIES
Employee's First Name [ERE[EE]

Employee’s SSN

Al
T&A Type Al v

Pay Period All v

Figure 7: Search for Employee page

2. To search by employee name, type the last name in the Employee’s Last Name field and
type the first name in the Employee’s First Name field. You may also search by the Social
Security number (SSN) by typing the SSN in the Employee’s SSN field.

To search by T&A Type, click the down arrow in the T&A Type field. T&A Type allows
you to search results to records meeting these criteria:

Corrections for corrected T&As.

Unvalidated for records which have not been validated by either the employee or the
timekeeper.

Validated for records which have been validated by the employee or the timekeeper,
but have not been certified by the supervisor.

Certified for records which have been both validated and certified.

No Profile for records when no T&A profile data has been stored. Records must have
T&A profile data saved before time can be entered.

To search by Pay Period, click the down arrow in the Pay Period field. Pay Period allows
you to search for a specific pay period using these criteria:

Current for records for the current pay period.

Previous for records for the previous pay period (completed records which need to be
certified and built).

Older for records not in the current or previous pay period.

10
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Click search. The Search Results page is displayed listing the employee(s) who met the
search criteria.

TRAIMNING Help Logout

Search Results

Search Criteria: Last name like employee

Result Page: 1 2 3 Next Last 3

-m

Employee, Andrea EMPLOYEEA™™** 10 - 2012 EMPLOYEES EMPLOYEES
O Employee, Autumn EMPLOYEEA 10 - 2012 EMPLOYEES EMPLOYEES
& Employee, Betty EMPLOYEEB™™** 09 - 2012 EMPLOYEES EMPLOYEES
Selected Employee
View/Certify TRA || Locatorinfo || Certified TRAs | [ Leave Audit

Figure 8: Search Results page

4. Click Return to return to the Supervisor Main Menu page.

11
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Viewing, Certifying, and Rejecting/Decertifying T&AS

After selecting or searching for employees, you can select an individual employee to certify their
T&A, or you may elect to certify all T&As.

Note: The employee or the employee’s timekeeper must have validated the T&A before you can certify it.

This section includes the following topics:

To View or Certify an Individual Employee’s T&A

.................................................. 13
To Reject or Decertify an Individual Employee’s T&A.............cccoocvveiiiiieeiiniieennnn 15
To Certify All Employee T&AS iN ONE SESSION ...ocovvviiiiiiiieiiiie e 17

To View or Certify an Individual Employee’s T&A

1. Click Select on the Supervisor Main Menu page. The Select Employee page is displayed.

TRAINING Help Logout

Select Employee

Result Page: 1 2 3 Next Last 3

| status | Employee | user1d | pay period

® val by Tkp Employee, Andrea EMPLOYEEA™*** 10 - 2012 EMPLOYEES EMPLOYEES
O Employee, Autumn EMPLOYEEA 10 - 2012 EMPLOYEES EMPLOYEES
O Employee, Betty ~EMPLOYEEB™*** 09 - 2012 EMPLOYEES EMPLOYEES
Selected Employee

View/Certify TRA | [ LocatorInfo | [ Certified T&As | [ Leave Audit

Figure 9: Select Employee page

2. From the Select Employee page, select the employee you want to view or certify by
clicking the radio button next to the employee.

13
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3. Click View/Certify T&A. The Employee’s T&A Data Summary page is displayed.

TRAINING Help Logout
Mzme Andrea Employee Pay Peried 10 : May 6, 2012 to May 19, 2012
Time Card Type:Regular Lezve Year 2012
Status Validated
Time In Pay: 82:00 Cther Time: 0:00 Dellar Transactions: 50,00 Dizys In Pay: 10
T ti SFxA t
ransaction = ccoun s
Work Time
Timz In
Tims Out
. I 1 1129NXC2QDDT|
Eem = Earned: i i[Mo Description)| = =
|1 I129NXC3TRNG| |
FegrErEeez Ay i1 i[Mo Description)| 1! ] = il

Work Time Total |

Leave and Other Time
Absence Sl:artl
Absence End |

(Mo Leave and Other Time transactions)

Daily Total | [42] [40]s2]
T&A Profile Leave Data Fwd Accri Awvail iUsed! Bal
Pay Flzn Generzl Schedule [reg]|| |2nnuzl 53:00i4:00i{57:00{ -- i57:00
Tour of Duty Full Time Sick 4:00 i4:00{ 8:00; -- 8:00
Dty Hours 80 Compensatory -- i2:00f{ 2:00% -- | 2:00
ik we_Ek Leave Transfer Donations
Alternative Schedule Regular 8-hour Days TalmEr Program‘ 1001 T Ti.00
Agency OCFo Leave Year Projection
State L& n T

Maximum 125:00

Town 1650 Annual )
Unit 1a Maximum Available Sick 76:00
Timskseper ot Use or Lose Leave =
Mew Contact Point Yes
Retain Data |None
Account Data Code |Manua| Entry
Service Computation Dats|Oct 21 2010
£nnuzl Leave Categery |4 hr/pp
Persenal Leave Ceiling 240:00
Status History
Timestamp Status Mame Message
May 31 2012 12:02 Timekespar Employes, Sus
PM "validated ([EMPLOYEES)
May 18 2012 10:31 . Employes, Sus .
A Pay period sat (EMPLOVEES) Pay peried changed from 22 to 10,
Oct 27 2011 05:35 Leave adiusted Employes, Sus Restored denated leave of 1:00 hours added te Annuzl leave zvailable dus to closure of leave transfer zccount ¢
20 1 [EMPLOYEES) emplayesp
QOct 25 2011 01:15 PM|New Recerd Created |SYSTEM Creatad during Build 1D 17 for pay peried 22,

|M\ssing Leave/FremPay requests |
"There is a payroll transaction for Comp Time Earned on 05/07,/2012 with no corresponding approved request for 2:00 hDurs."

Supervisor

Remarks:

Your signature certifies that all reported time was worked and approved according to law and regulation.

Validated By : Sue Employee
Validation Date : May 31 2012 12:02 PM

[ Certify ” Reject/Decertify ” Cancel ]

Figure 10: T&A Data Summary page

Note: The T&A Data Summary page is a read—only view of the employee’s current T&A record.

At the bottom of the Certified T&A Summary page is a certification statement and a history of actions
pertaining to the record.

4. If you want to certify the employee’s T&A, click Certify.

14
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Note: The Status on the Select Employee page is now displayed as Certified.

TRAIMING Help Logout

Select Employee

Result Page: 1 2 3 MNext Last 3

" status | Employee | uUser1d | Pay Period | Timekeeper |supervisor

® Certified Employee, Andrea EMPLOYEEA™*** 10 - 2012 EMPLOYEES EMPLOYEES
* Employee, Autumn EMPLOYEEA 10 - 2012 EMPLOYEES EMPLOYEES
* Employee, Betty EMPLOYEEB**** 09 - 2012 EMPLOYEES EMPLOYEES

Selected Employee

View/Certify T&4 | [ LocatorInfo | [ Certified T&As | [ Leave Audit

Figure 11: Select Employee page (with Certified Status)

5. Click Return to return to the Supervisor Main Menu page.

To Reject or Decertify an Individual Employee’s T&A

1. Click Select on the Supervisor Main Menu page. The Select Employee page is displayed.

TRAINIMNG Help Logout

Select Employee

Result Page: 1 2 3 MNext Last 3

L s | cmoree [ vscr o T par o | Tt superiior

Employee, Andrea EMPLOYEEA™*** 10 - 2012 EMPLOYEES EMPLOYEES
O Employee, Autumn EMPLOYEEA 10 - 2012 EMPLOYEES EMPLOYEES
» Employee, Betty EMPLOYEEB**** 09 - 2012 EMPLOYEES EMPLOYEES

Selected Employee

View/Certify T&A || Locatorinfo || Certified T&As || Leave Audit

Figure 12: Select Employee page

2. From the Select Employee page, select the employee you want to view or certify by
clicking the radio button next to the employee.

3. Click Vview/Certify T&A. The Employee’s T&A Data Summary page is displayed.

15
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Note: The T&A Data Summary page is a read—only view of the employee’s current T&A record.

TRAINING Help Logout
MName Andrea Employee Pay Period 10 : May 6, 2012 to May 19, 2012

Time Card Type:Regular Leave Year 2012

Status Validated

Time In Pay: 82:00 Cther Time: 0:00 Dellzr Transactions: $0.00 Dizys In Pay: 10

Transaction

Wh 2[Total

Work Time

Times In

Time Cut
1129NXC3QDDT
o Description)

129NXC3TRNG
\[No Description)

Comp Time Earnad;

Regular Base Pay |

Work Time Total |

Leave and Other Time
Absence Sl:an:l
Absence Endl

o Leave and Other Time transactions)

Daily Total | [az] [40] sz ]
T&A Profile Leave Data Fwd iAccri Avail iUsed! Bal
Pay Elzn General Scheduls (r=g]| [[&nnual 53:00i4:00{57:00f - i57:00
Tour of Duty Full Time Sick 4:00 i4:00} 8:00; -- | §:00
Duty Hours 80 Compensatory —- iz:00i2:00] -- {=2:00
plork WE_Ek Leave Transfer Donations
Alternative Schedule Regular 8-hour Days || Iior oo oo =T
Agency OcFo Leave Year Projection
State L& n T

Maximum 125:00

Town 1690 Annuzl .
Unit 1a Maximum Available Sick 76:00
Timskseper o1 Use or Lose Leave =
Mew Contact Point Yes
Retain Data |None
Account Data Code |Manua| Entry
Service Computation Dats|Oct 21 2010
£nnuzl Leave Categery |4 hr/pp
Persenal Leave Ceiling 240:00
Status History
Timestamp Status Mame Message
May 31 2012 12:02 Timekespar Employes, Sus
PMm validated (EMPLOYEES)

May 18 2012 10:31 ] Employes, Sus ]
M Pay period sat (EMPLOVEES) Pay peried changed from 22 to 10,

Oct 27 2011 05:35 Leave adjusted Employee, Sus Restored donated leave of 1:00 heurs added to Annual leave available due te closure of leave transfer account @
20 1 [EMPLOYEES) emplayesp

QOct 25 2011 01:15 PM|New Recerd Created |SYSTEM Creatad during Build 1D 17 for pay peried 22,

|M\ssing Leave/FremPay requests
||There is a payroll transaction for Comp Time Earned on 05/07,/2012 with no corresponding approved request for 2:00 hDurs."

Supervisor

Rema rk5:|

Your signature certifies that all reported time was worked and approved according to law and regulation.

Validated By : Sue Employee
Validation Date : May 31 2012 12:02 PM

[ Certify” Reject/Decertify ” Cancel ]

Figure 13: T&A Data Summary page

Note: At the bottom of the Certified T&A Summary page is a certification statement and a history of
actions pertaining to the record.

4. If you want to reject or decertify an employee’s T&A, click Reject/Decertify.

16
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Note: If you clicked Reject/Decertify on the T&A Data Summary page, the Reject Employee Data page
is displayed asking you for a reason for the rejection.

TRAIMNING Help Logout

Reject Employee Data

Mame: Andrea Employee Pay Period: 10 : May 6, 2012 to May 19, 2012
Time Card Type: Regular Leave Year: 2012

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

(512 chars max)

Ho sufficient leave

Cancel

Figure 14: Reject Employee Data page

5. Enter the reason the T&A is being rejected or decertified. The certification is removed or
rejected and a task is sent to the affected employee and his/her timekeeper.

6. Click save. The system will return you to the Select Employee page.

To Certify All Employee T&As in One Session

1. Click Select on the Supervisor Main Menu page. The Select Employee page is displayed.

TRAIMNING Help Logout

Select Employee

Result Page: 1 2 3 Mext Last 3

|| status | Employee | userid | pay Period | Timekeeper |Supervisor]

® val by Tkp Employee, Andrea EMPLOYEEA™*** 10 - 2012 EMPLOYEES EMPLOYEES
O Employee, Autumn EMPLOYEEA 10 - 2012 EMPLOYEES EMPLOYEES
@ Employee, Betty EMPLOYEEB™*** 09 - 2012 EMPLOYEES EMPLOYEES

Selected Employee

View/Certify TRA || Locatorinfo || Certified T&As | [ Leave Audit

Figure 15: Select Employee page

17
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2. Click certify All. The T&A Data page displays the first employee eligible for T&A
certification. Only records that have been validated successfully are displayed.

TRAINING Help Logout
MName Andrea Employee Pay Period 10 : May 6, 2012 to May 19, 2012

Time Card Type:Regular Leave Year 2012

Status Validated

Time In Pay: 82:00 Cther Time: 0:00 Dellzr Transactions: $0.00 Dizys In Pay: 10

May May

Transaction

Wh 2[Total

Work Time

Tims In

Time Cut
1129NXC3QDDT
\[No Description)
1129NXC3TRNG
\[No Description)

Work Time Total [ [10isisisis] [42] (sisisisis] [an[sz

Comp Time Earnad; 2

40 40 | 80

Regular Base Pay |

Leave and Other Time
Absence Sl:an:l
Absence Endl

Mo Leave and Other Time transaction

Daily Total | sigigie] [az]
T&A Profile Leave Data Fwd iAccri Avail iUsed! Bal
Pay Elzn General Scheduls (r=g]| [[&nnual 53:00i4:00{57:00f - i57:00
Tour of Duty Full Time Sick 4:00 i4:00} 8:00; -- | §:00
Duty Hours 80 Compensatory —- iz:00i2:00] -- {=2:00
"_\'°rk "\'E_Ek Leave Transfer Donations
Alternative Schedule Regular 8-hour Days || Iior oo oo =T
Agency OcFo Leave Year Projection
SEE = Maximum Availzbl
Town 1690 Znnuzl LEEHIE
Unit 10 Maximum Available Sick 76:00
Timskseper o1 Use or Lose Leave
Mew Contact Point ¥Ves
Retain Data |None
Account Data Code Manual Entry
Service Computation Dats|Oct 21 2010
£nnuzl Leave Categery |4 hr/pp
Persenal Leave Ceiling 240:00
Status History
Timestamp Status MName Messages
May 31 2012 12:02 Timekespar Employss, Sus
PMm validated (EMPLOYEES)

May 18 2012 10:31 . Employes, Sus o

M Pay period sat (EMPLOYEES) Pay period changed frem 22 te 10,

Oct 27 2011 05:35 . Employee, Sus Restored donated leave of 1:00 heurs added te Annual leave available due te closure of leave transfer account
- Leswve adjusted o - =

l [EMPLOYEES) emplayssp

QOct 25 2011 01:15 PM|New Recerd Created |SYSTEM Created during Build 1D 17 far pay pericd 22,

|M\ssing Leave/FremPay requests
||There is a payroll transaction for Comp Time Earned on 05/07,/2012 with no corresponding approved request for 2:00 hDurs."

Supervisor

Rema rk5:|

Your signature certifies that all reported time was worked and approved according to law and regulation.

Validated By : Sue Employee
Validation Date : May 31 2012 12:02 PM

[ Certify” Reject/Decertify ” Cancel ]

Figure 16: T&A Data Summary page

3. To certify that employee’s T&A, click Certify. To reject that specific employee’s T&A,
click Reject/Decertify. To skip that specific employee’s T&A, click Skip.

Note: Clicking Skip displays the next employee’s data page without certifying the T&A data on the
current page. Skip will only be displayed on the T&A Data page.

4. Repeat Step 3 step for every employee in the set.

18
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You must click Certify, Reject/Decertify, or Skip for each employee.

Note: Once the T&A is certified, changes cannot be made by the employee and/or timekeeper during
the current pay period unless you decertify the T&A.

Once the Build file is picked up (by NFC) for transmission, if any T&A(s) require changes, a corrected
T&A must be prepared.

5. Click cancel to return to the Select Employee page.

6. Click Return to return to the Supervisor Main Menu page.

19
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About the Locator Info

The Locator Info contains contact information, addresses, phone numbers, routing codes, etc. for

employees. However, except for email address, webTA does not use this information for its
functions.

Note: Employees’ email addresses must be supplied in the Locator Info for webTA to send tasks via email.
Locator Info information is read—only for supervisors.

This section includes the following topics:

To View an Employee’s Location Information

To View an Employee’s Location Information

1. Click Select on the Supervisor Main Menu page to select the applicable employee. The

Select Employee page is displayed.

TRAIMNING Help Logout

Select Employee

Result Page: 1 2 3 Mext Last 3

|| status | Employee | userid | pay Period | Timekeeper |Supervisor]

® val by Tkp Employee, Andrea EMPLOYEEA™*** 10 - 2012 EMPLOYEES EMPLOYEES
O Employee, Autumn EMPLOYEEA 10 - 2012 EMPLOYEES EMPLOYEES
@ Employee, Betty EMPLOYEEB™*** 09 - 2012 EMPLOYEES EMPLOYEES

Selected Employee

View/Certify TRA || Locatorinfo || Certified T&As | [ Leave Audit

Figure 17: Select Employee page
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2. Click Locator Info. The Locator Info page is displayed.

TRAIMING

Help Logout

Locator Info

Office Contact Information for Andrea Employee
Building
Street Address 1
Street Address 2
Room Number
Mail Stop/ Routing Code

o
g

Zip Code

Country

Army Post Office( APO)
Office Phone

Cell Phone
P,

mm
ff

=

1]

=

=

]

Figure 18: Locator Info page

3. Click Return to return to the Select Employee page.
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About Leave and Premium Pay Requests

Supervisors can approve or deny pending requests, or change the status of requests after they are
approved or denied.

This section includes the following topics:

TO APPrOVE @ LEAVE REQUEST ....uvvviiiiiiiiiiiiuitiritisissstsesssessssssnssssesenssesesssrneren.. 23
TO DENY @ LEAVE REQUEST .....uvvviiiiiiiiiiiiiiiiiiititisiasssesssessessssssessssssssssesssssesssenersnrsrrrnrne 26
To Revert an Approved Leave REQUEST ..........ccoviiiuiiiiiiee e 29
To Revert a Denied Leave REQUEST...........c..eeviiiiiiiiiiiice e 32
To View Leave ReqUESTS HISTOIY........cuiiiiiiiieiiiiie e 35
To Hide/Unhide Leave Requests on View History Page...........cccocvveeviiieeeiiieeenne 38
To View Leave Requests in Calendar VIEW ..........coocvviiiiieiiiiiic e 40
To Approve a Premium Pay REQUEST ........c.ueiiiiiiiiiiiiie it 42
To Deny a Premium Pay REQUEST..........coiiiiiieiiiee e 44
To Revert an Approved Premium Pay REQUEST...........coiuiiieiiiiiiiiiiie e 47
To Revert a Denied Premium Pay REQUEST .........ccoviiiiiiiiiieiiiiceee e 49
To View Premium Pay Requests HiSTOrY ..........cocooviiiiiiiiieeiicee e 52
To Hide/Unhide Premium Pay Requests on View History Page ............cccoccvvvennnee. 55
To View Premium Pay Requests in Calendar View...........cccooovveiviieiiiiee s 56

To Approve a Leave Request

1.

Click Leave/Prem Pay on the Supervisor Main Menu page to display the Leave/PremPay

Request Menu page.

TRAIMNING Help Logout

Leave/PremPay Request Menu

Leave Requests
Premium Pay Requests

Figure 19: Leave/PremPay Request Menu page
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2. Click Leave to display the Current Leave Requests page.

TRAIMNING Help Logout

Current Leave Requests

Change Employee Type [ERGE v
Change Request Type [ETAILHIEEES

| |status!+]|Employeel+] Request Typel ] From Datel¥][To Date!l ] [Total Hrsl*]
- ] . I N May 24 2012 May 24 2012 .
Pending |Andrea Employee (EMPLOYEEA Jlsick Leave (2012-11) (2012-11) 2:00
: ) . y Feb 14 2012 |Feb 14 2012 .
Pending |Sam Employee (EMPLOYEES 1 lAnnual Leave (2012-04) (2012-04) g:00
[ View History ] I Calendar View ] I Return ]

Figure 20: Current Leave Requests page (Before Approval of Pending Request)

3. To filter the results by employee type, click the down arrow to select the applicable option
on the Change Employee Type drop—down list. To filter the results by request type, click

the down arrow to select the applicable option on the Change Request Type drop—down
list.

4. Click Update.
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5. Click Edit next to the pending request you want to approve. The Approve/Deny Leave
Request page is displayed.

TRAINING Help Logout

Approve/Deny Leave Request

Request by: Andrea Employee (EMPLOYEEA****)

Request Information

[ Leave Type  EERESE
| Transaction Type EEIEEIE
IETT DRl =y 23 2012 11:55 AM
| Leave Balance  ERLELEE
| Hours Requested EILEEETE

May 2012
Sun Mon = Tue | Wed Thu Fri Sat
1 2 3 4 5
Haur Haour Haur. Haur Hour
From From From From From
o o To o o
6 7 3 2l 10 il 12
Hour. Hour Haur Haour Haur. Haur Hour
From From From Frem Frem Frem Frem
15 16 17 18 19
Haur Haur Hour Haour Haour
From Frem Frem Frem Frem
22 23 24 25 26
Hour: Hour: Hour: 2:00 Hour: Hour:
From From From: 2:00 pm From From
o a o o a: 4:00 pm o o
27 28 29 30 31
Hour: Hour: Hour: Hour: Heur:
From From From From From
o To o o o
Memorial
Day
Sick Leave

If you are requesting sick leave, you must indicate the reason.

Please specify: Medical/dental/optical examination of requesting employee

Family and Medical Leave Act

If annual, sick, or leave without pay will be used under the Family and Medical Leave Act of
1993 (FMLA), indicate what it will be used for.

Please specify: MNone
Contact your supervisor and/or your personnel office to obtain additional information about your
entidements and responsibilities under the FMLA, Medical certification of a serious health condition
may be required by your agency.

Employee Remarks
{200 chars max)

Supervisor Remarks
{200 chars max)

[ Approve ] [ Cancel ]
Figure 21: Approve/Deny Leave Request page (Before Approval of Pending Request)
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6. Click Approve. The Current Leave Requests page is displayed.

TRAIMNING Help Logout

Current Leave Requests

Change Employee Type [EtE v
Change Request Type [EGGEEN] v

| |Status!+]|Employeel+] Request Type!l*][From Date!¥][To Datel+] [Total Hrs! ]

i - T ek sy o . May 24 2012 May 24 2012 3
Approved Andrea Employee (EMPLOYEEA JiSick Leave (2012-11) (2012-11) 2:00
[ View History l [ Calendar View ] [ Return ]

Figure 22: Current Leave Requests page (After Approval of Pending Request)

7. Click Return to return to the Leave/PremPay Request page.

To Deny a Leave Request

1.

2.

Click Leave/Prem Pay on the Supervisor Main Menu page to display the Leave/PremPay
Request Menu page.

TRAINING Help Logout

Leave/PremPay Request Menu

Leave Requests
Premium Pay Requests

Figure 23: Leave/PremPay Request Menu page

Click Leave. The Current Leave Requests page is displayed.

TRAIMNING Help Logout

Current Leave Requests

Change Employee Type [ERGE v
Change Request Type [ETAILHIEEES

| |status!+]|Employeel+] Request Typel ] From Datel¥][To Date!l ] [Total Hrsl*]
: ) . N . May 24 2012 May 24 2012 .
Pending |Andrea Employee (EMPLOYEEA Jlsick Leave (2012-11) (2012-11) 2:00
: ) . s y Feb 14 2012 |Feb 14 2012 .
Pending |Sam Employee (EMPLOYEES 1 lAnnual Leave (2012-04] (2012-04) g:00
[ View History ] I Calendar View ] I Return ]

Figure 24: Current Leave Requests page (Before Denial of Pending Request)
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3. To filter the results by employee type, click the down arrow to select the applicable option
on the Change Employee Type drop—down list. To filter the results by request type, click
down arrow to select the applicable option on the Change Request Type drop—down list.

4. Click Update.

5. Click Edit next to the employee’s leave request you want to deny. The Approve/Deny
Leave Request page is displayed.
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TRAINING

Help Logout

Approve/Deny Leave Request

Request by: Andrea Employee (EMPLOYEEA****)

Request Information

“leave rype _ [ETTR
| Transaction Type EENELIE
IEN el =y 22 2012 11:55 AM
| Leave Balance  ERLLNETE
| Hours Requested EELEENE

May 2012
Sun  Mon Tue @ Wed Thu Fri Sat
1 2 3 4 5
Hour: Hour: Hour: Hour:
From Fram From From
To To To To
6 7 i 9 10 " 12
Hour Hour Hour Hour Hour Hour
rom ram Fro Fram Fram Fram
Teo To o o o o o
13 14 15 16 17 18 19
Hour Hour Hour Hour Hour Hour Hour
From From From From From From From
20 21 22 23 24 25 26
Hour: Hour: Hour: Hour: Heur: 2:00 Hour: Hour:
From From From From From: 2:00 pm From From
o To o o o: 4:00 pm o o
21 28 29 30 31
Hour Hour Hour Hour Hour
Fro Fram Fro Fro Fram
o To o o o
Memorial
Day

Sick Leave

If you are requesting sick leave, you must indicate the reason.

Please specify: Medical/dental/optical examination of requesting employee

Family and Medical Leave Act

If annual, sick, or leave without pay will be used under the Family and Medical Leave Act of
1993 (FMLA), indicate what it will be used for.

Please specify:

MNone

Contact your supervisor and/or your personnel office to obtain additional information about your
entitlements and responsibilities under the FMLA, Medical certification of a serious health condition
may be required by your agency.

Employee Remarks

(200 chars max)

Supervisor Remarks
{200 chars max)

Too many employees off

[ Approve ] [ Deny] [ Cancel ]

Figure 25: Approve/Deny Leave Request page
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6. In the Supervisor Remarks box, type the remarks for the denial of the request. The
remainder of the Approve/Deny Leave Request page is read—only.

7. Click Deny which will set the request back to Denied on the employee’s Current Leave
Request page. The Current Leave Requests page is displayed.

TRAIMNING Help Leogout

Current Leave Requests

Change Employee Type [EIGEE] v
Change Request Type [EILEEAl v

| |Status!+]|Employeel +] Request Type!*[From Datel¥][To Datel] [Total Hrsl*]
- . . U y May 24 2012 May 24 2012 ]
Denied Andrea Employee (EMPLOYEEA JiSick Leave (2012-11) (2012-11) 2:00
[ View History ] [ Calendar View ] I Return ]

Figure 26: Current Leave Requests page (After Denial of Pending Request)

8. Click Return to return to the Leave/PremPay Request Menu page.

To Revert an Approved Leave Request

1. Click Leave/Prem Pay on the Supervisor Main Menu page to display the Leave/PremPay
Request Menu page.

TRAIMING Help Logout

Leave/PremPay Request Menu

Leave Requests
Premium Pay Requests

Figure 27: Leave/PremPay Request Menu page
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2. Click Leave. The Current Leave Requests page is displayed.

TRAIMNING Help Logout

Current Leave Requests

Change Employee Type [EtE v
Change Request Type [EGGEEN] v

| |Status!+]|Employeel+] Request Type!l*][From Date!¥][To Datel+] [Total Hrs! ]
- y . N N May 24 2012 May 24 2012 ]
Appro;ed Andrea Employee (EMPLOYEEA JiSick Leave (2012-11) (2012-11) 2:00

[ View History H Calendar View HReturn]

Figure 28: Current Leave Requests page (before Reverting Request)

3. To filter the results by employee type, click the down arrow to select the applicable option
on the Change Employee Type drop—down list. To filter the results by request type, click
the down arrow to select the applicable option on the Change Request Type drop—down
list.

4. Click Update.

5. Click Edit next to the leave request that you want to revert to pending. The Approve/Deny
Leave Request page is displayed.
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TRAIMING Help Logout

Approve/Deny Leave Request

Request by: Andrea Employee (EMPLOYEEA* * **)

Request Information

| Leave Type  EERECIE

[Transaction Type [CANTRN

En Dl =y 22 2012 11:55 AM
Approved by: Sue Employee May 31 2012 1:33 PM
[ Hours Requested EELENTITE

May 2012
Sun @ Mon | Tue @ Wed Thu Fri Sat
1 2 3 4 5
Hour: Hour Hour: Hour: Hour
Fram Fram Fram From Fram
To To To o To
6 T i £, 10 1" 12
Hour: Hour Hour: Hour: Heur Hour Hour:
From From From From. From From From.
13 14 15 16 17 18 19
Hour: Hour: Hour: Hour: Hour: Hour: Hour:
From From From From Fram From From
20 21 22 23 24 25 26
Hour Hour Hour: Hour: Hour: 2:00 Hour Hour:
From From From From From: 2:00 pm From From
o o o To 0z 4:00 pm o To
27 28 29 30 31
Hour Hour Haour Hour: Hour
From From From From. From
To To To To To
Memorial
Day

Sick Leave
If you are requesting sick leave, you must indicate the reason.

Please specify: Medical/dental/optical examination of requesting employee

Family and Medical Leave Act

If annual, sick, or leave without pay will be used under the Family and Medical Leave Act of
1993 (FMLA), indicate what it will be used for.

Please specify: MNone

Contact your supervisor and/or your personnel office to obtain additional information about your
entitlements and responsibilities under the FMLA. Medical certification of a serious health condition
may be required by your agency.

Employee Remarks
(200 chars max)

Supervisor Remarks
(200 chars mazx)

[ Revert Pending ] [ Cancel ]

Figure 29: Approve/Deny Leave Request page
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6. Click Revert Pending. The Current Leave Requests page is displayed with Pending in the
Status column.

TRAIMIMNG Help Logout

Current Leave Requests

Change Employee Type JELEEN] v
Change Request Type [EILEEA v

| |statusl+]Employeel+] Request Typel+l[From Datel¥][To Datel+] [Total Hrsl+]
i i ( SN " May 24 2012 May 24 2012 )
Pendlng Andrea Employee (EMPLOYEEA JiSick Leave (2012-11) (2012-11) 2:00
[ View History ] [ Calendar View ] [ Return ]

Figure 30: Current Leave Requests page (After Reverting Request)

7. Click Return to return to the Leave/PremPay Request Menu page.

To Revert a Denied Leave Request

1. Click Leave/Prem Pay on the Supervisor Main Menu page to display the Leave/PremPay
Request Menu page.

TRAIMNING Help Logout

Leave/PremPay Request Menu

Leave Requests
Premium Pay Requests

Figure 31: Leave/PremPay Request Menu page

2. Click Leave. The Current Leave Requests page is displayed.

TRAIMNING Help Logout

Current Leave Requests

Change Employee Type [EIGEE] v
Change Request Type [EILEEAl v

| |Status!+]|Employeel +] Request Type!*[From Date!¥][To Datel*] [Total Hrsl*]
i - T SRR " May 24 2012 May 24 2012 )
Denied Andrea Employee (EMPLOYEEA JiSick Leave (2012-11) (2012-11) 2:00
[ View History ] [ Calendar View ] I Return ]

Figure 32: Current Leave Requests page (Before Reverting Request)

32



webTA Supervisor - Training Guide w
C —=

3. To filter the results by employee type, click the down arrow to select the applicable option
on the Change Employee Type drop—down list. To filter the results by request type, click
the down arrow to select the applicable option on the Change Request Type drop—down
list.

4. Click Update.

5. Click Edit next to the denied leave request that you want to revert to pending. The
Approve/Deny Leave Request page is displayed.
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TRAIMNING

Help Logout

Approve/Deny Leave Request

Request by: Andrea Employee (EMPLOYEEA* ***)

Request Information
[ Leave Type  ECQER
[Transaction Type [EATH
IETIT Dl =y 23 2012 11:55 AM

Approval Status Denied by: Sue Employee May 31 2012 1:45 PM

Hours Requested PHLGITE]

May 2012
Sun | Mon @ Tue Wed Thu Fri Sat
1 2 3 4 5
Hour: Hour: Hour: Hour: Hour
From From From From From
To To To To To
6 7 8 ) 10 ] 12
Hour Heur Heur Heur Hour: Hour Heur
From Frai From From From Fro Frai
13 4 15 16 17 18 19
Hour Hour Hour Hour Hour: Hour Hour
From From From From From From From
o 0 o o o o To
20 21 22 23 24 5 26
Hour Hour Hour: Hour Hour: 2:00 Hour Hour
From From From From From: 2:00 pm From From
To Teo To To To:4:00 pm To Teo
27 28 29 30 3
Hour: Heur Heur Heur Hour:
From From From From Fram
o To o o o
Memorial
Day

Sick Leave

If you are requesting sick leave, you must indicate the reason.

Please specify: Medical/dental/optical examination of requesting employee

Family and Medical Leave Act

If annual, sick, or leave without pay will be used under the Family and Medical Leave Act of
1993 (FMLA), indicate what it will be used for.

Please specify:

None

Contact your supervisor and/or your personnel office to obtain additional information about your
entittements and responsibilities under the FMLA, Medical certification of a serious health condition
may be required by your agency.

Employee Remarks

(200 chars max)

Supervisor Remarks
(200 chars max)

Too many employees off

l Revert Pending ] [ Cancel ]

Figure 33: Approve/Deny Leave Request page (Before Revert Pending)
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6. Click Revert Pending. The Current Leave Requests page is displayed with Pending in the
Status column.

TRAIMNING Help Logout

Current Leave Requests

Change Employee Type [JEILERA v
Change Request Type [EIEA v

| |status!+]|Employeel+] Request Typel*][From Datel¥][To Datel*] [Total Hrsl *]

- ) . I N May 24 2012 May 24 2012 .
Pending |Andrea Employee (EMPLOYEEA Jisick Leave (2012-11] (2012-11] 2:00
[ View History ] [ Calendar View ] [ Return ]

Figure 34: Current Leave Requests page (After Reverting Request)

7. Click Return to return to the Leave/PremPay Request Menu page.

To View Leave Requests History

1. Click Leave/Prem Pay on the Supervisor Main Menu page. The Leave/PremPay Request

Menu page is displayed.

TRAINING Help Logout

Leave/PremPay Request Menu

Leave Requests
Premium Pay Requests

Figure 35: Leave/PremPay Request Menu page

2. Click Leave. The Current Leave Requests page is displayed.

TRAIMNING Help Logout

Current Leave Requests

Change Employee Type [ERGE v
Change Request Type [ETAILHIEEES

| |status!+]|Employeel+] Request Typel ] From Datel¥][To Date!l ] [Total Hrsl*]
i - 0 sk o " May 24 2012 May 24 2012 )
Pending |Andrea Employee (EMPLOYEEA Jlsick Leave (2012-11) (2012-11) 2:00
: ) . s y Feb 14 2012 |Feb 14 2012 .
Pending |Sam Employee (EMPLOYEES ) Annual Leave (2012-04) (2012-04) g:00
[ View History ] I Calendar View ] I Return ]

Figure 36: Current Leave Request page
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3. To filter the results by employee type, click the down arrow to select the applicable option
on the Change Employee Type drop—down list. To filter the results by request type, click
the down arrow to select the applicable option on the Change Request Type drop—down
list.

4. Click Update. The applicable list of employees is displayed based upon your above
selection criteria.

5. Click View History to view approved or denied leave requests for all of your employees. The
Leave Request History page is displayed.

TRAIMING Help Logout

Leave Request History

|_|status_|Employee ____________[Request Type|From Date |To Date _[From PayPeriod|To PayPeriod|Total Hours|
® Approved Andrea Employee (EMPLOYEEA™***) Annual Leave  May 29 2012 Jun 29 2012 2012-11 2012-13 16:00
O Approved Andrea Employee (EMPLOYEEA ) Sick Leave May 24 2012 May 24 2012 2012-11 2012-11 2:00
() Denied  Peter Employee (EMPLOYEEP™ Annual Leave  MNowv 20 2011 Nowv 25 2011 2011-24 2011-24 40:00
O Approved Peter Employee (EMPLOYEEP****)  Annual Leave Mow 01 2011 Now 01 2011 2011-22 2011-22 g:00

[\-’iew] [ Show Hidden l [ Return ]

Figure 37: Leave Request History page

The Leave Request History page displays the status, employee, type of leave requested
(and amount of leave), and the applicable dates for all leave requests(s) submitted to you.
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6. Select the radio button next to the desired employee request and click View. The
Approve/Deny Leave Request page is displayed for the applicable line selected.

TRAINING

Help Logout

Approve/Deny Leave Request

Request by: Andrea Employee (EMPLOYEEA* ***)

Request Information

Leave Type Sick Leave
Transaction Type ElSQEEYE
Submitted Date May 23 2012 11:55 AM

Approval Status Approved by: Sue Employee May 31 2012 1:33 PM

| Leave Balance  ERNENE
Hours Requested PHIGELIE

May 2012
Sun Mon | Tue @ Wed Thu Sat
1 2 3 5
Hour: Haour Haur Hour
From From From From
6 7 8 9 10 12
Hour: Haour Haur Hour
From From From From
13 14 15 16 17 18 19
Hour Hour Hour: Haour Haur Haur Hour
From Fr From From From From From
20 21 22 23 24 26
Hour. Hour: Hour: Haur Hour: 2:00 Hour.
From From From From: { From: 2:00 pm From
To To To To! To: 4:00 pm o
27 23 29 30 31
Hour. Hour: Hour: Haur Haour
From From From From From
Memori;l : :
Day
Sick Leave

If you are requesting sick leave, you must indicate the reason.

Please specify: Medical/dental/optical examination of requesting employee

Family and Medical Leave Act

If annual, sick, or leave without pay will be used under the Family and Medical Leave Act of
1993 (FMLA), indicate what it will be used for.

Please specify:

None

Contact your supervisor and/or your personnel office to obtain additional information about your
entitlements and responsibilities under the FMLA. Medical certification of a serious health condition
may be required by your agency.

Employee Remarks

(200 chars max)

Supervisor Remarks
{200 chars max)

Revert Pending ] [ Cancel ]
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Figure 38: Approve/Deny Leave Request page

If you would like to change the request status to pending, click Revert Pending. If you
would like to return to the Leave Request History page, click Cancel. The Leave Request
History page is displayed.

TRAIMING Help Logout

Leave Request History

.m Employee Request Type From PayPeriod|To PayPeriod|Total Hours
® Approved Andrea Employee (EMPLOYEEA™***) Annual Leave  May 29 2012 Jun 29 2012 2012-11 2012-13 16:00

O Approved Andrea Employee (EMPLOYEEA ) Sick Leave May 24 2012 May 24 2012 2012-11 2012-11 2:00

() Denied  Peter Employee (EMPLOYEEP™ Annual Leave  MNowv 20 2011 Nowv 25 2011 2011-24 2011-24 40:00

O Approved Peter Employee (EMPLOYEEP****)  Annual Leave Mow 01 2011 Now 01 2011 2011-22 2011-22 g:00

[\-’ie»‘-;‘] [ Show Hidden l [ Return ]

Figure 39: Leave Request History page

To Hide/Unhide Leave Requests on View History Page

1.

Click Leave/Prem Pay on the Supervisor Main Menu page to display the Leave/PremPay
Request Menu page.

TRAIMING Help Logout

Leave/PremPay Request Menu

Leave Requests
Premium Pay Requests

Figure 40: Leave/PremPay Request Menu page
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2. Click Leave. The Current Leave Requests page is displayed.

TRAIMIMNG Help Logout

Current Leave Requests

Change Employee Type [EEILEFA] v
Change Request Type [EURsENTTIENES

| |statusl-]Employee!+] Request Typel*] From Datel¥][To Datel*] [Total Hrs! ]
: ) . N . May 24 2012 May 24 2012 .
Pending Andrea Employee (EMPLOYEEA ) Sick Leave (2012-11) (2012-11) 2:00
i i ( e — . Feb 14 2012 Feb 14 2012 )
Pendlng Sam Employee (EMPLOYEES ) Annual Leave (2012-04) (2012-04) g:00
[ View History ] l Calendar View ] l Return ]

Figure 41: Current Leave Requests page

3. To filter the results by employee type, click the down arrow to select the applicable option
on the Change Employee Type drop—down list. To filter the results by request type, click
the down arrow to select the applicable option on the Change Request Type drop—down
list.

4. Click Update. The applicable list of employees is displayed based upon your above
selection criteria.

5. Click view History to view approved or denied leave requests for all of your employees. The
Leave Request History page is displayed.

TRAIMING Help Logout

Leave Request History

|_|status_|Employee ____________[Request Type|From Date |To Date _[From PayPeriod|To PayPeriod|Total Hours|
® Approved Andrea Employee (EMPLOYEEA™***) Annual Leave  May 29 2012 Jun 29 2012 2012-11 2012-13 16:00
) Approved Andrea Employee (EMPLOYEE Sick Leave May 24 2012 May 24 2012 2012-11 2012-11 2:00
() Denied  Peter Employee (EMPLOYEEP™ ) Annual Leave  Mov 20 2011 Nov 25 2011 2011-24 2011-24 40:00
O Approved Peter Employee (EMPLOYEEP****)  Annual Leave Mow 01 2011 Now 01 2011 2011-22 2011-22 g:00

[\-’ie»‘-;‘] [ Show Hidden l [ Return ]

Figure 42: Leave Request History page

The Leave Request History page displays the status, employee, type of leave requested
(and amount of leave), and the applicable dates for all leave request(s) submitted to you.

6. Select the radio button next to the desired employee request(s). Only one line of leave may
be selected at a time. At this time, you may want to do one of the following:

e [f you want to remove selected line(s) of leave from the Leave Request History page,
click Hide.
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e [f you want to display a list of line(s) of leave previously hidden with the Hide button,
click Show Hidden.

e Toremove the selected line(s) of leave from the list of hidden request(s) and return
it to the Leave Request History page, click Unhide.

e To return to the Leave Request History page, click Show Regular.

e [f you want to return to the Current Leave Requests page, click Return.

To View Leave Requests in Calendar View

1.

2.

Click Leave/Prem Pay on the Supervisor Main Menu page to display the Leave/PremPay
Request Menu page.

TRAIMING Help Logout

Leave/PremPay Request Menu

Leave Requests
Premium Pay Requests

Figure 43: Leave/PremPay Request Menu page

Click Leave. The Current Leave Requests page is displayed.

TRAIMIMNG Help Logout

Current Leave Requests

Change Employee Type [EEILEEAl v
Change Request Type [EiUsENLTIENES

| |Statusl+]|Employeel+] Request Typel+] From Datel¥|[To Datel+] [Total Hrs!l <]
: ) i N . May 24 2012 May 24 2012 .
Pending Andrea Employee (EMPLOYEEA ) Sick Leave (2012-11) (2012-11) 2:00
: ; . y Feb 14 2012 |Feb 14 2012 .
Pending Sam Employee (EMPLOYEES ) Annual Leave (2012-04) (2012-04) 8:00
[ View History ] I Calendar View ] I Return ]

Figure 44: Current Leave Requests page

To filter the results by employee type, click the down arrow to select the applicable option
on the Change Employee Type drop—down list. To filter the results by request type, click

the down arrow to select the applicable option on the Change Request Type drop—down
list.

Click Update. The applicable list of employees is displayed based upon your above
selection criteria.
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5. Click calendar View to view a monthly calendar of all pending and approved leave requests.
The Leave Request Calendar View allows you to toggle between months by selecting the
Previous Month and Next Month options at the upper left and right corners of the page.

Note: See in calendar view leave requests that are either pending or approved. Each date on the
calendar displays the status, name, and the total time approved or pending for that date.

e A: Indicates approved requests.

e P: Indicates pending requests.

TRAIMING Help Logout

Leave Request Calendar View

Select view for ISR v

Change View
The calendar below shows only approved and pending leave requests, not leave that is actually taken.
Pravious Month May 2012 Next Month
Sun Mon Tue Wed Thu Fri Sat
1 2 3 4 5

6 7 8 9 10 11 12

13 14 15 16 17 18 19

20 21 22 23 24 25 26

P: EMPLOYEEA®** - 2:00
27 28 29 20 31
Memorial Day

A: Approved time, P: Pending time

Figure 45: Leave Request Calendar View

6. This page displays all leave requests that are pending or approved. Clicking on a leave
request on the calendar links you to the Approve/Deny Leave Requests page for the request
that was selected. If it is a pending request, you have the option to approve or deny the
request by clicking Approve or Deny or exit the page by selecting Cancel. If it is an approved
request, you can change the request status to pending by clicking Revert Pending or exit the
page by selecting Cancel. After completing either of these actions, you are returned to the
Current Leave Requests page.
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To Approve a Premium Pay Request

1. Click Leave/Prem Pay on the Supervisor Main Menu page. The Leave/Prem Pay Request
Menu page is displayed.

TRAIMING Help Logout

Leave/PremPay Request Menu

Leave Requests
Premium Pay Requests

Figure 46: Leave/PremPay Request Menu page

2. Click prem. Pay. The Current Premium Pay Requests page is displayed listing pending
requests for the employees you supervise (or delegates).

TRAINING Help Logout

Current Premium Pay Requests

Change Employee Type [ElGE v
Change Request Type [ETALOIEES

| |statusl+]Employee! -] Request Typel ‘] From Datel¥][To Datel*] [Total Hrsl+]
: ) . wexcsncnh r - May 26 2012 May 26 2012
i S A .
Pending |Andrea Employee (EMPLOYEEA JHoliday Worked (2012-11) (2012-11) 5:00
: : L . N Mov 18 2011 Mov 18 2011 .
Pending |Vicki Employee (EMPLOYEEY 1 |Overtime (2011-23) (2011-23) 5:00
Pending |Sam Employee (EMPLOYEES****) Compensatory Time Earned Nov 12 2011 [Nov 12 2011 10:00

(2011-23) | (2011-23)
[ View History H Calendar View ][Return]

Figure 47: Current Premium Pay Requests page

3. To filter the results by employee type, click the down arrow to select the applicable option
on the Change Employee Type drop—down list. To filter the results by request type, click

the down arrow to select the applicable option on the Change Request Type drop—down
list.

4. Click Update. The applicable list of employees is displayed based upon your above
selection criteria.
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5. Click Edit next to the appropriate request. The Approve/Deny Premium Pay Request page
is displayed showing details about the premium pay request, including remarks.

TRAINING Help Logout

Approve/Deny Premium Pay Request
Request by: Andrea Employee (EMPLOYEEA* ** %)

Request Information

Ho\idayr Worked
Ho\ida\.-r Worked
IErre Dl oun 04 2012 12:19 PM
None Available

[ Hours Requested _ ELTNENE

May 2012
Sun  Mon | Tue Wed  Thu Fri Sat
1 2 3 4 5
Hour: Hour: Hour Hour: Hour:
Fram Fro Fram Fra Fro
To To To To To
6 T 8 & 10 il 12
Hour Heur Hour: Hour Heur Hour: Hour
From From From From From From From
Te To Te Te To Te Te
13 14 15 16 17 13 19
Hour: Hour: Hour: Hour: Hour: Hour: Hour:
From From From From From From From
o o o o o o To
20 21 22 23 24 25 26
Hour Heur Hour Hour Heur Hour Hour: 5:00
From From From From From From From: 12:00 pm
o To o o o o To: 5:00 pm
27 28 29 30 31
Hour Hour Hour Hour Hour
Frem From Frem Frem From
To To To To To
Memorial
Day

Employee Remarks
(200 chars max)

Reports

Supervisor Remarks
(200 chars max)

[ Approve ] IDeny] [ Cancel ]

Figure 48: Approve/Deny Premium Pay Request page
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6. Click Approve. The Current Premium Pay Requests page is displayed.

TRAIMING Help Logout

Current Premium Pay Requests

Change Employee Type [ELIEN] v
Change Request Type [EiUEal v

| |statusl-]Employee!l ] Request Typel+l|[From Datel¥][To Datel*] [Total Hrsl*]
i - 0 e e - T May 26 2012 May 26 2012 )
Appro;ed Andrea Employee (EMPLOYEEA JHoliday Worked (2012-11) (2012-11) 5:00
[ View History ] [ Calendar View ] [ Return ]

Figure 49: Current Premium Pay Requests page (After Approval)

7. Click Return to return to the Leave/PremPay Request Menu page.

To Deny a Premium Pay Request

1. Click Leave/Prem Pay on the Supervisor Main Menu page. The Leave/PremPay Request

Menu page is displayed.

TRAIMING Help Logout

Leave/PremPay Request Menu

Leave Requests
Premium Pay Requests

Figure 50: Leave Premium Pay Request Menu page
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2. Click prem. Pay. The Current Premium Pay Requests page is displayed.

TRAIMIMNG Help Logout

Current Premium Pay Requests

Change Employee Type [EEILEE] v
Change Request Type [EUEsENHIENES

| |status[*]Employeel*] Request Typel*] From Datel¥][To Datel*] [Total Hrs!*]
- ) i N May 26 2012 May 26 2012 .
Pending |Andrea Employee (EMPLOYEEA JHoliday Worked (2012-11) (2012-11) 5:00
- . L . . art MNow 18 2011 MNowv 18 2011 3
Pendlng Vicki Employee (EMPLOYEEW Overtime (2011-23) (2011-23) 5:00

i i ‘ — - Mov 12 2011 Mov 12 2011 )
Pending Sam Employee (EMPLOYEES ) |Compensatory Time Earned (2011-23) (2011-23) 10:00

[ View History ] [ Calendar View ] [ Return ]

Figure 51: Current Premium Pay Requests page

3. To filter the results by employee type, click the down arrow to select the applicable option
on the Change Employee Type drop—down list. To filter the results by request type, click

the down arrow to select the applicable option on the Change Request Type drop—down
list.

4. Click Update.
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5. Click Edit next to the employee’s premium pay request you want to deny. The
Approve/Deny Premium Pay Request page is displayed.

TRAIMIMNG Help Logout

Approve/Deny Premium Pay Request

Request by: Andrea Employee (EMPLOYEEA****)

Request Information

Compensatory Time Earned
Comp Time Earned
IER el o 06 2012 1:25 PM
None Available

| Hours Requested  EREIETE

June 2012
Sun = Mon Tue Wed Thu Fri Sat
1 2
Hour: Hour:
Fram Fram
3 4 5 6 7 8 2)
Heur Heur Hour: 2:00 Hour Hour Hour Heur
From From From: 3:30 pm From From From From
T To: 5:20 pm Te Te Te To
10 ilf] 12 13 14 15 16
Hour Hour Hour Hour Hour Hour Hour
From From From Frem From From From
17 13 19 20 21 22 23
Hour Hour: Hour Hour: Hour: Hour: Hour:
From From From From From From From
24 25 26 27 28 29 30
Heur Heur Heur Hour: Hour Hour: Heur
From From From From From From From

Employee Remarks
(200 chars max)

Reports

Supervisor Remarks
(200 chars max)

No funding

[ Approve ] [ Deny] [ Cancel ]

Figure 52: Approve/Deny Premium Pay Request page

6. In the Supervisor Remarks box, type the remarks for the denial of the request. The
remainder of the Approve/Deny Leave Request page is read—only.

7. Click Deny which will set the request back to Denied on the employee’s current premium
pay request page.

8. Click Return to return to the Leave/PremPay Request Menu page.
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To Revert an Approved Premium Pay Request

1. Click Leave/Prem Pay on the Supervisor Main Menu page. The Leave/PremPay Request
Menu page is displayed.

TRAINING Help Logout

Leave/PremPay Request Menu

Leave Requests
Premium Pay Requests

Figure 53: Leave Premium Pay Request Menu page

2. Click prem. Pay. The Current Premium Requests page is displayed.

TRAINING Help Logout

Current Premium Pay Requests

Change Employee Type |EIGUE v
Change Request Type JEIGEEN v

| |[status!+]Employeel+] Request Typel -] From Datel¥][To Date!l+] [Total Hrsl*]
i i v S - Jun 05 2012 Jun 05 2012 )
Pending |Andrea Employee (EMPLOYEEA JCompensatory Time Earned (2012-12) (2012-12) 2:00
i ‘ A e Ty Jun 02 2012 |Jun 02 2012 .
Approved Andrea Employee (EMPLOYEEA ) Cvertime (2012-11) (2012-11) §:00
Approved |Andrea Employee (EMPLOYEEA™*** ) Holiday Worked Yy 5:00

(2012-11) | (2012-11)

[ View History H Calendar View H Return]

Figure 54: Current Premium Pay Requests page (Before Reverting Request)

3. To filter the results by employee type, click the down arrow to select the applicable option
on the Change Employee Type drop—down list. To filter the results by request type, click

the down arrow to select the applicable option on the Change Request Type drop—down
list.

4. Click Update.
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5. Click Edit next to the premium pay request that you want to revert to pending. The

Approve/Deny Premium Pay Request page is displayed.

TRAINING

Help Logout

Approve/Deny Premium Pay Request

Request by: Andrea Employee (EMPLOYEEA****)

Request Information

Jun 06 2012 10:456 AM
Approved by: Sue Employee Jun 06 2012 2:13 PM
None Available

Hours Requested  EHGENE
June 2012
Sun ¢ Mon Tue Wed Thu Fri Sat
1 2
Hour Hour: 8:00
From: | From:7:00 am
Ta To: 3:30 pm
3 4 5 6 7 8 9
Heur Hour Hour Hour Hour Hour Hour:
From From Fram From From From From
10 i 12 13 14 15 16
Hour Hour Hour Hour Hour Hour Hour:
Fram Fram Fram Fram Fram Fram Fram
17 18 19 20 21 22 23
Hour: Haour: Hour: Heur Heur Heur Hour:
From From Fram From From From From
24 25 26 27 28 29 30
Hour Hour Hour Hour Hour Hour Hour:
From From From From From From From
Employee Remarks
(200 chars max)
Reports
Supervisor Remarks
(200 chars max)
[ Revert Pending ] [ Cancel ]

Figure 55: Approve/Deny Premium Pay Request page (Before Revert Pending)
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6. Click Revert Pending. The Current Premium Pay Requests page is displayed with Pending
in the Status column.

TRAINING

Help Logout

Current Premium Pay Requests

Change Employee Type JEIGRE v

Change Request Type [EILEEAl v
| |status!+]|Employeel+]

Denied Andrea Employee (EMPLOYEEA™***) Compensatory Time Earned J.L(II’210(152_2102]E]2 J.L(|r210015é_21021:]2 2:00

Pending Andrea Employee (EMPLOYEEA®***) Overtime J.L(Ir2100122_21011:]2 J.L(|r2100122_21011512 g:00

Approved Andrea Employee (EMPLOYEEA™™* ™) Holiday Worked M_?z\’fofg_igiz M_?z\’fofg_igiz 5:00
[ View History ] [ Calendar View ] [ Return ]

Figure 56: Current Premium Pay Requests page (After Reverting Request)

7. Click Return to return to the Leave/PremPay Request Menu page.

To Revert a Denied Premium Pay Request

1. Click Leave/Prem Pay on the Supervisor Main Menu page. The Leave/PremPay Request
Menu page is displayed.

TRAIMING Help Logout

Leave/PremPay Request Menu

Leave Requests
Premium Pay Requests

Figure 57: Leave/PremPay Request Menu page
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2. Click prem. Pay. The Current Premium Pay Requests page is displayed.

TRAIMNING Help Logout

Current Premium Pay Requests

Change Employee Type [RIGREN] v
Change Request Type [EiLEEAl v

| Status!*[Employeel-| —_________Request Typel'] __IFrom Datel"ITo Date! | [Total Hrs!"
Denied Andrea Employee (EMPLOYEEA™***) Compensatory Time Earned J.L(|r210015£_21021:]2 J.L(|r2100155_21021:]2 2:00
Approved Andrea Employee (EMPLOYEEA™***) Overtime J.L(|r2100122_21011:]2 J.L(|r2100122_21011:]2 8:00
Approved |Andrea Employee (EMPLOYEEA™*** ) Holiday Worked M_?zyofg_igiz M{azyofg—i?%z 5:00

[ View History ] [ Calendar View ] [ Return ]

Figure 58: Current Premium Pay Requests page

To filter the results by employee type, click the down arrow to select the applicable option
on the Change Employee Type drop—down list. To filter the results by request type, click

the down arrow to select the applicable option on the Change Request Type drop—down
list.

4. Click Update.
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5. Click Edit next to the denied premium pay request that you want to revert to pending. The

Approve/Deny Premium Pay Request page is displayed.

TRAIMING

Approve/Deny Premium Pay Request

Request by: Andrea Employee (EMPLOYEEA****)

Request Information

TG L ol Compensatory Time Earned

LU ERTG DT o Tl Comp Time Earned

Submitted Date Jun 06 2012 1:25 PM

Approval Status Denied by: Sue Employee Jun 06 2012 1:35 PM

IEECCETETT S one Available
Hours Requested  [EHVGGINTE

June 2012
Sun = Mon Tue Wed @ Thu Fri Sat
1 2
Hour: Hour:
From From
To To
3 4 5 6 7 8 £,
Hour: Hour Hour: 2:00 Heur Hour: Hour: Hour
From From From: 2:30 pm From From From From
Te Teo To: 5:20 pm Ta Ta Ta Teo
10 1 12 13 14 15 16
Hour: Hour Hour Hour Hour: Hour: Hour
From From From From From: From From
Te Te Te To Te Te Te
17 18 19 20 2 22 23
Heur: Hour: Hour: Hour: Heur: Hour: Hour:
From From From From From From From
24 25 26 27 28 29 30
Hour Hour: Hour. Hour. Hour Hour Hour:
Fram Fram Fram Fram Fram Fram Fram
Te Teo Teo o o Ta o
Employee Remarks
(200 chars max)
Reports
Supervisor Remarks
(200 chars max)
no funding
[ Revert Pending ] [ Cancel I

Figure 59: Approve/Deny Premium Pay Request page
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6. Click Revert Pending. The Current Premium Pay Requests page is displayed with Pending
in the Status column.

TRAINIMNG Help Logout

Current Premium Pay Requests

Change Employee Type |GG A
Change Request Type [EGGREN] v

|___Statusl*l[Employeel*] _____________|Request Typel“l ___|From Datel"ITo Datel [Total Hrs!"]
Pending Andrea Employee (EMPLOYEEA™®***) Compensatory Time Earned JL(|200152_21021]2 J.L(|r210015é_2102]i|2 2:00
[Edit)lapproved andrea Employee (EMPLOYEEA™=**)|overtime JL:';00122_21011]2 32'200122_21011]2 8:00
Approved |Andrea Employee (EMPLOYEEA™*** ) Holiday Worked M?Z\"fofg_igiz M.?zyofg-zlgiz 5:00

[ View History ] [ Calendar View H R‘eturn]

Figure 60: Current Premium Pay Requests page (After Reverting Request)

7. Click Return to return to the Leave/PremPay Request Menu page.

To View Premium Pay Requests History

1. Click Leave/Prem Pay on the Supervisor Main Menu page. The Leave/PremPay Request

Menu page is displayed.

TRAIMING Help Logout

Leave/PremPay Request Menu

Leave Requests
Premium Pay Requests

Figure 61: Leave/PremPay Request Menu page
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2. Click prem. Pay. The Current Premium Pay Requests page is displayed.

TRAINIMNG Help Logout

Current Premium Pay Requests

Change Employee Type |GG A
Change Request Type [EGGREN] v

| |status[+]|Employeel+] Request Typel-] From Datel¥]To Datel*] [Total Hrsl+]
. . . e . Jun 05 2012 [Jun 05 2012 B
Pendlng Andrea Employee (EMPLOYEEA ) Compensatory Time Earned (2012-12) (2012-12) 2:00
. . T | Jun 02 2012 [Jun 02 2012 .
Appro;ed Andrea Employee (EMPLOYEEA JOvertime (2012-11) (2012-11) §:00
Approved Andrea Employee (EMPLOYEEA™*** ) Holiday Worked L feadelX 28| L) JeldPlE e 5:00

(2012-11) | (2012-11)

[ View History ] [ Calendar View H Return]

Figure 62: Current Premium Pay Requests page

3. To filter the results by employee type, click the down arrow to select the applicable option
on the Change Employee Type drop—down list. To filter the results by request type, click

the down arrow to select the applicable option on the Change Request Type drop—down
list.

4. Click Update. The applicable list of employees is displayed based upon your above
selection criteria.

5. Click View History to view approved or denied premium pay requests for all of your
employees. The Premium Pay Request History page is displayed.

TRAINING Help Logout
Premium Pay Request History

[status JEmployee —————— Request Type |From Date To Date |From PayPeriod|To PayPeriod|Total Hours
(& Approved Andrea Employee [EMPLOVEEA****) Overtime Jun 02 2012 Jun 02 2012 2012-11 2012-11 8:00
O Approved Andrez Employes (EMPLOYEEA® ***) Holiday Worksd May 26 2012 May 26 2012 2012-11 2012-11 5:00
) Denied  Andrez Employes (EMPLOYEEA®***) Compansatory Time Earmsd May 15 2012 May 13 2012 2012-10 2012-10 4:00
O Approved Peter Employes [EMPLOYEER T %) Compensatory Time Earned Oct 31 2011 Oct31 2011 2011-22 2011-22 5:00

Figure 63: Premium Pay Request History page

The Premium Pay Request History page displays the Status, Employee, Request Type,

From and To Dates, From and To Pay Periods, and Total Hours for all request(s) submitted
to you.
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6. Select the radio button next to the desired employee request and click View. The
Approve/Deny Premium Pay Request page is displayed for the applicable line selected.

TRAINING Help Logout

Approve/Deny Premium Pay Request

Request by: Andrea Employee (EMPLOYEEA****)

Request Information

Premium Pay Type [olER{IE]
LG U e (oo QB -l CO'ver 40 Overtime
Submitted Date Jun 06 2012 10:46 AM
Approval Status Approved by: Sue Employee Jun 06 2012 2:13 PM
IR ETT S ione Available
Hours Requested 8:00 hours
June 2012
Sun ¢ Mon Tue Wed Thu Fri Sat
1 2
Hour Hour: 8:00
From: i From:7:00 am
To To: 3:30 pm
3 4 5 6 7 8 9
Heur Hour Hour Hour Hour Hour Hour:
From From From From From From From
10 i 12 13 14 15 16
Hour Hour Hour Hour Hour Hour Hour:
Frc_m Frc_m Frc_m Frc_m Frc_m Frc_m Frc_m
17 18 19 20 21 22 23
Hour: Haour: Hour: Heur Heur Heur Hour:
From From From From From From From
24 25 26 27 23 29 30
Hour Hour Hour Hour Hour Hour Hour:
From From From From From From From
Employee Remarks
(200 chars max)
Reports
Supervisor Remarks
(200 chars max)
[ Revert Pending ] [ Cancel ]

Figure 64: Approve/Deny Premium Pay Request page

7. If you would like to change the request status to pending, click Revert Pending. If you
would like to return to the Premium Pay Request History page, click Cancel.
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To Hide/Unhide Premium Pay Requests on View History Page

1. Click Leave/Prem Pay on the Supervisor Main Menu page to display the Leave/PremPay
Request Menu page.

TRAINING Help Logout

Leave/PremPay Request Menu

Leave Requests
Premium Pay Requests

Figure 65: Leave/PremPay Request Menu page

2. Click prem. Pay. The Current Premium Pay Requests page is displayed.

TRAINING Help Logout

Current Premium Pay Requests

Change Employee Type |EIGUE v
Change Request Type JEIGEEN v

| |[status!+]Employeel+] Request Typel -] From Datel¥][To Date!l+] [Total Hrsl*]
i i v S - Jun 05 2012 Jun 05 2012 )
Pending |Andrea Employee (EMPLOYEEA JCompensatory Time Earned (2012-12) (2012-12) 2:00
i ( B Ty Jun 02 2012 [Jun 02 2012 )
Approved Andrea Employee (EMPLOYEEA ) Cvertime (2012-11) (2012-11) §:00
Approved |Andrea Employee (EMPLOYEEA™*** ) Holiday Worked Yy 5:00

(2012-11) | (2012-11)

[ View History H Calendar View H Return]

Figure 66: Current Premium Pay Requests page

3. To filter the results by employee type, click the down arrow to select the applicable option
on the Change Employee Type drop—down list. To filter the results by request type, click
down arrow to select the applicable option on the Change Request Type drop—down list.

4. Click Update. The applicable list of employees is displayed based upon your above
selection criteria.
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Click View History to view approved or denied premium pay requests for all of your
employees.

TRAINING Help  Logout

Premium Pay Request History

[Jstatus Jemployee ——— Requestype |From Date [To Date |From PayPeriod|To PayPeriod]totai Hours|
@ Approved Andrea Employes [EMPLOYEEA®***) Overtime Jun 02 2012 Jun 02 2012 2012-11 2012-11 8:00
& Approved Andrea Employes (EMPLOYEEA®** %] Holiday Workad May 26 2012 May 26 2012 2012-11 2012-11 5:00
O Denied  Andrea Employes [EMPLOVEEA®***] Compensatory Time Eamed May 13 2012 May 19 2012 2012-10 2012-10 4:00
O Approved Peter Employee (EMPLOYEEP****) Compensatory Time Earned Oct 31 2011 Oct 31 2011 2011-22 2011-22 5:00

Figure 67: Premium Pay Request History page

6. Select the radio button next to the desired employee request. Only one line of premium pay

may be selected at a time. At this time, you may want to do one of the following:

e If you want to remove selected line(s) of leave from the Premium Pay Request History
page, click Hide.

e Ifyou want to display a list of lines(s) of leave previously hidden with the Hide button,
click Show Hidden.

e Toremove the selected line(s) of leave from the list of hidden request(s) and return
it to the Premium Pay Request History page, click Unhide.

e To return to the Premium Pay Request History page, click Show Regular.

e [f you want to return to the Current Premium Pay Requests page, click Return.

To View Premium Pay Requests in Calendar View

1.

Click Leave/Prem Pay on the Supervisor Main Menu page. The Leave/PremPay Request
Menu page is displayed.

TRAINING Help Logout

Leave/PremPay Request Menu

Leave Requests
Premium Pay Requests

Figure 68: Leave/PremPay Request Menu page
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2. Click prem Pay. The Current Premium Pay Requests page is displayed.

TRAINIMNG Help Logout

Current Premium Pay Requests

Change Employee Type |GG A
Change Request Type [EGGREN] v

— BtawsTemployee | Request Iypel-] __JFrom DatelVITo Datel | [Total Hrsl"]
Pending Andrea Employee (EMPLOYEEA™***) Compensatory Time Earned JL(|200152_21021]2 J.L(|r210015é_2102]i|2 2:00
Approved Andrea Employee (EMPLOYEEA™***) Overtime JL(|200122_21011]2 J.L(|r2100122_2101]i|2 §:00
Approved Andrea Employee (EMPLOYEEA™*** ) Holiday Worked M?zyofg-zlgiz M.?zyofg-zlgiz 5:00

[ View History ] [ Calendar View ] [ Return ]

Figure 69: Current Premium Pay Requests page

3. To filter the results by employee type, click the down arrow to select the applicable option
on the Change Employee Type drop—down list. To filter the results by request type, click

the down arrow to select the applicable option on the Change Request Type drop—down
list.

4. Click Update. The applicable list of employees is displayed based upon your above
selection criteria.

5. Click calendar View to view a monthly calendar of all pending and approved premium pay
requests. The Premium Pay Request Calendar View allows you to toggle between months

by selecting the Previous Month and Next Month options at the upper left and right corners
of the page.

Note: See all leave requests that are either pending or approved in calendar view form. Each date on the
calendar displays the status, name, and the total time approved or pending for that date.

¢ A: Indicates approved requests.

e P: Indicates pending requests.
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TRAIMNIMNG Help Logout

Premium Pay Request Calendar View

Select view for [JIsWEES v

Change View
The calendar below shows only approved and pending premium pay requests, not premium pay that is actually taken.
Previous Month June 2012 Next Month
Sun Mon Tue Wed Thu Fri Sat
1 2
A EMPLOYEEA™* - 800
3 4 5 G 7 8 9
P: EMPLOYEEA® - 2:00

10 11 12 13 14 15 16
17 18 19 20 21 22 23
24 25 26 27 28 29 20

A: Approved time, P: Pending time

Figure 70: Premium Pay Request Calendar View page

6. This page displays all leave requests that are pending or approved. Selecting a leave
request on the calendar links you to the Approve/Deny Leave Requests page for the request
that was selected. If it is a pending request, you have the option to approve or deny the
request by clicking Approve or Deny or exit the page by selecting Cancel. If it is an approved
request, you can change the request status to pending by clicking Revert Pending or exit the
page by selecting Cancel. After completing either of these actions, you are returned to the
Current Premium Pay Requests page.

58



webTA Supervisor - Training Guide éﬁ_’ﬁ
\ ~

Viewing a Summary of an Employee’s Certified T&A
At anytime, you can view certified T&As for any of your employees. You can also view

previously certified T&As that were corrected T&As.

This section includes the following topics:

To View a Summary of an Employee’s T&A ..........cccoceiiiiiiiiiiiiiiniiiee e 59

To View a Summary of an Employee’s T&A

1. You may access an employee through the Select or Search options on the Supervisor Main
Menu. The instructions below assume you know the employee whose T&A you want to
view.

2. Click select on the Supervisor Main Menu page. The Select Employee page is displayed.

TRAINING Help Logout

Select Employee

Result Page: 1 2 3 Mext Last 2

Immm

Employee, Andrea EMPLOYEEA®*** 10 - 2012 EMPLOYEES EMPLOYEES
i Employee, Autumn EMPLOYEEA 10 - 2012 EMPLOYEES EMPLOYEES
Y Employee, Betty EMPLOYEEB**** 09 - 2012 EMPLOYEES EMPLOYEES
Selected Employee
View/Certify T&A | [ LocatorInfo |  Certified T&As | [ Leave Audit
Certify Al

Figure 71: Select Employee page
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3. On the Select Employee page, click Certified T&As. The Certified T& A Summaries page is
displayed.

TRAINIMNG Help Logout

Certified T&A Summaries

Now viewing from Leave Year 2005, Pay Period 1 to Leave Year 2012, Pay
Period 27.

2005 %11 %] ]2012 %] |27 |»

Andrea Employee (EMPLOYEEA™ ")

. Pay Period|Date Range |Certified By|Certified Date

® 21 - 2011 Oct 09 - Oct 22 EMPLOYEES Oct 25 2011 01:19:38 PM

[ View Certified Summary ] [ Return ]

Figure 72: Certified T&A Summaries page

The Certified T&A Summaries page displays all of the certified T&As for an employee.
This page displays the pay period, dates of the pay period, who certified the T&A, and the
date that it was certified.

Note: If a T&A is a corrected T&A, a (C) will be displayed to the right of the pay period.

4. If you want to limit the range of records displayed, select the appropriate From and To pay
period dates.

5. Click Update.

6. Select the pay period for the summary you want to view.
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Click View Certified Summary. The employee’s Certified T&A Summary page is displayed
for the pay period selected with the status at the top.

Mams Andrea Employee Pay Paricd 21:0ct9, 2011 to Oct 22, 2011

2011
Dicllar Tranzactions: $0.00

Time Card Typse
Time In Pay: 80:00

Regular Lezwve Vear

Other Time: 0:00

Diays In Pay: 10

Transaction

Wk 2[Total

Work Time

Time In
Time Out

100201030000
(Mo Description)

Regular Base Payi | 40 | Tie

Work Time Total | [40] 7z

Leave and Other Time

Absence Start

Absence End

Faderl oy || 00281030000, EEEEEEE
Leave and Other Time Total | i | | 8
Daily Total | sis] [40]s0]

Leave Transfer Donations
| Transaction

T - ———|Donated Hrs
iAccount [Description)

|Donated Annuzl Leavei00201030000 (] 1:00

Total 1:00

T&A Profile Leave Data | Fwd iAccr! Avail iUsed] Bal
Pay Flzn General Schedule (reg) || ||* Annuzl Fwd adjusted 50:00 hours,

Tour of Duty Full Time Annual

Duty Hours 80 Sick

Werk Week Other |

Alternztive Schedule Regular 8-hour Days

Leave Transfer Donations

£gency NEA “oluntary Programl ==

State LA - -

rown 1530 Leave Year Projection

Unit 10 Maximum Availzble 7300
Annuzl

Timzksspar 01 e AT L s

Mew Contact Point ¥ es EHimum SvErEbE Sie -
Use or Lose Leave -

Retain Data |None

Account Data Code |Manua| Entry

Service Computation Date|Oct 21 2010
4 hr/pp
240:00

Annual Leave Category

Persenzl Leave Ceiling

Supervisar

Remarks:|

Your signature certifies that all reported time was worked and approved according to law and regulation.

Validated By : Sue Employee
Validation Date : Oct 25 2011 1:19 PM

ified By : Sue Employee
Certification Date : Oct 25 2011 1:19 PM

The cnmglete T&A status hi;tnl is diiglaied balow: it may contain events that haEEnEd since the certification shown above took Elace.

Status History

Timestzmp Status

Dec 14 2011 06:18 AM|Correction Deleted

Dec 14 2011 06:17 AM|Histerical Cerrection Record
MNov 08 2011 12:47 PM|Correction Deleted

Mow 08 2011 12:47 PM|Validation Reset By Edit
Mow 08 2011 12:23 PM|Timekeeper Validated

Mow 08 2011 12:21 PM|Historical Correction Record
Oct 252011 01:19 PM |Built

===>0ct 25 2011 01:15 PM |MasterSupervisor Certified
QOct 25 2011 01:15 PM |Timekeeper Validated Employee, Sue [EMPLOYEES)
Oct 252011 01:12 PM |Leave adjusted Employee, Peter (EMPLOYEEP****)|Annual Forward adjusted 50:00 hours.
QOct 21 2011 12:35 PM |Service Coemputation date adjusted|Emplayes, Sus [EMPLOYEES) SCD changed to 21-0CT-10

Oct 21 2011 11:57 AM|New Record Created Employee, Sue [EMPLOYEES) Created new record for pay peried 21,

Nams

Employee, Sue [EMPLOYEES)
Employee, Sus (EMBLOYEES)
Employee, Sue [EMPLOYEES)
Employes, Sus (EMPLOYEES)
Employee, Sue [EMPLOYEES)
Employss, Sus (EMPLOVEES)
SYSTEM

Employes, Sus (EMPLOVEES)

Meszage

Builtin Build ID 17,

Figure 73: Certified T&A Summary page

At the bottom of the Certified T&A Summary page, the certification statement and a
history of actions pertaining to the record are displayed.
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8. Click X to close the Certified T& A Summary page.

9. Click Return to return to the Select Employee page.
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About The Leave Audit Report

The Leave Audit Report is used for informational purposes only. The report contains a line for
each pay period which you have certified T&As in the system.

This section includes the following topics:

To Generate a Leave AUAit REPOIT:........cuviiiiiie i 63

To Generate a Leave Audit Report:

1. Click search on the Supervisor Main Menu page. The Search for Employee is displayed.

TRAIMIMNG Help Logout

Search for Employee

Employee's Last Name [JERILEEE
Employee's First Name [EGGIEE]
Employee's SSN

T&A Type Al v
All

Figure 74: Search for Employee page

2. To search by employee, type the Last Name in the Employee’s Last Name field and type
the first name in the Employee’s First Name field. To search by SSN, type the SSN in the
Employee’s SSN field.
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3. Click search. The Search Results page is displayed.

TRAIMNING Help Logout

Search Results

Search Criteria: Last name like employee
Result Page: 1 2 3 Next Last 3

-mmm

Employee, Andrea EMPLOYEEA™™** 10 - 2012 EMPLOYEES EMPLOYEES
O Employee, Autumn EMPLOYEEA 10 - 2012 EMPLOYEES EMPLOYEES
& Employee, Betty EMPLOYEEB™™** 09 - 2012 EMPLOYEES EMPLOYEES
Selected Employee
View/Certify TRA || Locatorinfo || Certified TRAs | [ Leave Audit
Certify Al

Figure 75: Search Results page
4. Select the applicable employee.

5. Click Leave Audit. The Leave Audit Report page is displayed.

TRAIMNING Help Logout

Leave Audit Report

) From To
Pay Period Range
2011+ 1 & 2011 % | |21 %

Leave Type Annual v

Leave Audit (Annual) For Andrea Employee (EMPLOYEEA**%%)

T e o o e
Adjustment

- 2011 50:00 50:00 54:00, 1:00 53:00 73:00

[ Download PDF ] I Return ]

Figure 76: Leave Audit Report page

6. If you want to modify the Pay Period Range, click the down arrow to select the applicable
From and To dates from the drop—down list.

If you want to modify the Leave Type, click the down arrow to select the applicable leave
type.
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7. Click Update. The Leave Audit Report page is displayed with the applicable leave type.

TRAIMING Help Logout

Leave Audit Report

) From To
Pay Period Range
2011+ 1 & 2011 % |21 1%

Leave Type Sick v

Leave Audit (Sick) For Andrea Employee (EMPLOYEEA****)

- Manual - -
e e e e e ey
4:00

ce
21 - 2011 0:00 4:00] 0:00 4:00 24:00

[ Download PDF ] [ Return ]

Figure 77: Leave Audit Report page

8. If you want to print the Leave Audit Report results as a PDF, click Download PDF.

Note: Depending on how your browser is configured, webTA either displays the .PDF document in a
new browser window from which you can save the file, or a dialog box opens giving you the option of
saving or opening the file. If you click Download PDF, follow the prompts to either Save or Open the
report.

9. Click open. The Leave Audit Report as a PDF is displayed in a new window.
10. Click X to close the page.

11. Click Return to return to the Search Results page.

65






webTA Supervisor - Training Guide éﬁ_’ﬁ
\ ~

Generating webTA Supervisor Reports
There are several reports available for supervisors to run in webTA. These reports include:

e Default Schedule Report - lists the default schedule for each of the supervisor’s employees.

e Telework Emps Report - displays the number of employees in an organization
participating in telework.

e Telework Hours Report - displays a breakdown of the telework hours by organization for
Week 1, Week 2, and the Pay Period.

This section includes the following topics:

To View a Default Schedule REPOIT .........cooiiiiiiiiiiciie e 67
To Generate a Telework EmMPS REPOIT.......ccuviveiiiiiiiiiiiiciieee e 68
To Generate a Telework HOUrsS REPOIT ........ueiviiiiiiiiiiiee e 69

To View a Default Schedule Report

1. Click Reports on the Supervisor Main Menu page. The Supervisor Reports Menu page is
displayed.

TRAINING Help Logout

Supervisor Reports Menu

Def Schedule Default Schedule Report
Telework Emps Teleworking Employees by Days Teleworked
Telework Hours Summary of Hours Teleworked by Pay Period

Figure 78: Supervisor Reports Menu page
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2. Click Def. Schedule. The Default Schedule Report is displayed listing the number of hours
(in pay status) for each day for an employee.

TRAINING Help  Logout

Default Schedule Report

v |0 | o s et T P T

Emplayee, Jill EMPLOYEEI®*** [Full Time

Regular 8-hour Days 00200700000 w
Victer| EMPLOYEEWF ¥+ % Full Time|Regular 8-hour Days 00204410000 2:00|8:00/8:00|8:00(8:00 8:00/2:00|8:00|8:00|8:00 20:00
Caole |EMPLOYEEC™®*** Full Time Regulzr 8-hour Days (00204410000 8:00|8:00/8:00(8:00(8:00 8:00/8:002:00(8:00|8:00] |80:00
Peter | EMPLOYEER®*** Full Time|Regulzar 8-hour Days (00204330000 8:00/8:00/8:00|8:00|8:00 8:00/8:008:00|8:00|8:00] |80:00

Figure 79: Default Schedule Report page

3. Click Return to return to the Supervisor Reports Menu page.

To Generate a Telework Emps Report

1. Click Reports on the Supervisor Main Menu page. The Supervisor Reports Menu page is
displayed.

TRAIMING Help Logout

Supervisor Reports Menu

Def Schedule Default Schedule Report
Teleworking Employees by Days Teleworked

Telework Hours Summary of Hours Teleworked by Pay Period

Figure 80: Supervisor Reports Menu page

2. Click Telework Emps. The Number of Employees with Days of Telework Criteria page is
displayed.

TRAINING Help Logout

Number of Employees with Days of
Telework Criteria

) From To
Pay Period Range
2012 v 11+ 2012 % |11 v

Figure 81: Number of Employees with Days of Telework Criteria page
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3. Click the down arrow(s) to select the applicable Pay Period Range to be displayed on the
report.

4. Click Continue to run the report. The Number of Employees with Days of Telework by pay
period report is displayed.

This report displays the number of employee(s) within an organization participating in
Telework. Data for this report is obtained from telework reported on the T&A(s).

5. Click Download to download the report or click Return to return to the Number of
Employees with Days of Telework Criteria page.

To Generate a Telework Hours Report

1. Click Reports on the Supervisor Main Menu page. The Supervisor Reports Menu page is
displayed.

TRAINING Help Logout

Supervisor Reports Menu

Def Schedule Default Schedule Report
Telework Emps Teleworking Employees by Days Teleworked
Telework Hours Summary of Hours Teleworked by Pay Period

Figure 82: Supervisor Reports Menu page

2. Click Telework Hours on the Supervisor Reports Menu page. The Telework Hours Report
Criteria page 1s displayed.

TRAINING Help Logout

Telework Hours Report Criteria

) From To
Pay Period Range
2012 v 11 |» 2012 (& |11 @

Figure 83: Telework Hours Report Criteria page

3. Click the down arrow(s) to select the applicable Pay Period Range to be displayed on the
report.
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4. Click Continue to run the report. The Number of Hours Teleworked Report is displayed.

TRAINING

Help Logout

Number of Hours Teleworked

Pay Periods 11 2012 to 11 2012

Pay Period 11 2012

| [week1]Week 2|Pay Period Total

ACO
AMS
APHIS
ARS
CNPP
CSREES
DA
ERS
FAS
FNCS
FNS
FS
FSA
FSACE
F5IS
GIPSA
HSO
NAD
MNASS
NCPC
MNEA
NRCS
NSIIC
QA
CEPA
o]m
OCE
QCFO
QCIO
QCR
QES
QGC
QIG
QoC
Qs
RBCDS
RD
RMA
RUS
Department Total

[ Download H Summary ][Return ]

Figure 84: Number of Hours Teleworked page

This page displays a breakdown of the telework hours by organization for Week 1, Week 2,
and the Pay Period Total.
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5. Click bownload to download the report and display the total number of telework hour(s) by
organization within an Agency or click Summary to display the Summary of Hours
Teleworked Report.

TRAIMIMNG Help Logout

Summary of Hours Teleworked

Pay Periods 11 2012 to 11 2012

ACO
AMS
APHIS
ARS
CNPP
CSREES
DA
ERS
FAS
FNCS
FNS
FS
FSA
FSACE
FSIS
GIPSA
H50
MNAD
NASS
NCPC
MNEA
NRCS
MNSIIC
QAD
OBPA
ocC
OCE
QOCFO
OCIO
OCR
OES
0GC
QIG
o]o]w
Qs
RBCDS
RD
RMA
RUS

Department Total

Download Return

Figure 85: Summary of Hours Teleworked page

6. Click Return to return to the Telework Hours Report Criteria page.
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Delegating the Supervisor Role

You can delegate your Supervisor role to one or more alternate supervisors. You may have as
many additional delegates as you like.

As long as your delegates are active, they can view, approve, or reject T&As, leave, and premium
pay requests.

Note: It is a good idea to have at least one delegate at all times so that someone can perform your webTA
Supervisor responsibilities when you are not available.

This section includes the following topics:

TO MaNage DEIEGALES .......oooiiiie it 73

To Manage Delegates

1. From the Supervisor Main Menu page, click Delegate. The Delegate Supervisor Role page
is displayed.

TRAIMNING Help Logout

Delegate Supervisor Role

Supervisor delegates for USERID: EmployeeS

Current Delegates

EMPLOYEET **** - Employee, Terre
[ Undelegate All ] [ Return ]

Figure 86: Delegate Supervisor Role page

2. If you want to add a delegate, type the delegate’s user identification (ID) in the field or
select the employee using webTA’s Search function. Click Add, to add the selected
delegate.

3. If you want to delete a delegate, click Del next to that delegate’s name on the Current
Delegates list.

4. 1If you want to remove all delegates, click Undelegate All.

5. Click Return to return to the Supervisor Main Menu page.
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View Tasks

The View Tasks page lists all functions performed by a user (according to your role). A description
of each function and the corresponding date and time are displayed for each function listed.

This section includes the following topics:

TO VIEW the TASK LISt ..uuuuuiiiiiiiiiiiiiiiiriiisrereeeresreerersrrerrersrrrerererererr...........———————————.—. 75
To Clear Tasks from the TaASK LISt .........uuuuviiririiiiiiiiiireiiiiririrsreeerrsrrererrrr.—————. 76

To View the Task List

1. Click View Tasks on the Supervisor Main Menu page. The Task List page is displayed.

TRAIMNIMNG Help Logout

Task List

Result Page: 1 23456 78 9 10 Next Last 21

| ___[From _____[pate/Time

Employee Sue Employee has
Jun 05 2012 delegated the Supervisor role to
Cl
o EiFLEEE 12:15 PM ST employee - Terre Employee
(EMPLOYEET ** %),
Leave request of employee,
Andrea Employee
weaeuese JUn 04 2012 (EMPLOYEEA™***) for, Sick
cl I ,
O ST FLDIEES 1:44 PM R Leave, from 12:00 P.M. to 4:00
P.M. on 18-MAY-12 -- for a total
of 4 hour(s) is submitted.

Leave request of employee,
Andrea Employee

@ EMPLOYEEA™*** Jun 04 2012 NOTIFY (EMPLOYEEA™***) for, Annual

1:44 PM Leave, 8 hours on 08-MAY-12 --
for a total of & hour(s) is
submitted.

Jun 04 2012 Andrea Employee has validated a

Cl )
@ SIETmEY 1:29 PM NORLS timesheet.

Premium pay request of
employee, Andrea Employee
+onn JUN 04 2012 (EMPLOYEEA™***) for, Overtime,
O EMPLOYEEA™ "= NOTIFY from 7:00 A.M. to 9:00 A.M. on
12:31 PM

19-1UN-12 -- for a total of 2
hour(s) is deleted by the
employee.

Premium pay request of
employee, Andrea Employee
ssxx JUN 04 2012 (EMPLOYEEA™***] for, Overtime
cl R ' '
0 ENoEER 12:20 PM O from 7:00 A.M. to 2:00 A.M. on
19-JUN-12 -- for a total of 2
hour(s) is submitted.

[ Clear Selected H Clear All H Clear This Page H Return]

Figure 87: Task List page

2. Click Return to exit the Task List page.
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To Clear Tasks from the Task List

1. Click View Tasks on the Supervisor Main Menu page. The Task List page is displayed.

TRAIMNING Help Logout

Task List

Result Page: 1 23456578 9 10 Next Last 21

"1~ lFrom  |pate/Time Jype |Description

Employee Sue Employee has
Jun 05 2012 delegated the Supervisor role to
Cl
O EiLpESE 12:15 PM RS employee - Terre Employee
(EMPLOYEET ***=),
Leave request of employee,
Andrea Employee
| JUN 04 2032 (EMPLOYEEA™***) for, Sick
cl I '
0 ENoEER 1:44 PM O Leave, from 12:00 P.M. to 4:00
P.M. on 18-MAY-12 -- for a total
of 4 hour(s) is submitted.

Leave request of employee,
Andrea Employee

0 EMPLOYEEA®* %= Jun 04 2012 NOTIFY (EMPLOYEEA™***) for, Annual

1:44 PM Leave, 8 hours on 08-MAY-12 --
for a total of 8 hour(s) is
submitted.

Jun 04 2012 Andrea Employee has validated a

Cl :
@ ETEN 1:29 PM ey timesheet.

Premium pay request of
employee, Andrea Employee
Tun 04 2012 (EMPLOYEEA™***) for, Overtime,
O EMPLOYEEA™ ™= NOTIFY from 7:00 A.M. to 9:00 A.M. on
12:31 PM
19-JUN-12 -- for a total of 2
hour(s) is deleted by the
employee.

Premium pay request of
employee, Andrea Employee
s JUN 04 2012 (EMPLOYEEA™***) for, Overtime
cl P—— . '
O EMPLOYEEA 12:20 PM NOTIFY from 7:00 A.M. to 2:00 A.M. on
19-JUN-12 -- for a total of 2
hour(s) is submitted.

[ Clear Selected ] [ Clear All ] [ Clear This Page ] [ Retumn ]

Figure 88: Task List page

2. To delete only the selected tasks, select the applicable task(s) and click Clear Selected. To
delete all tasks, click Clear All. To delete all tasks on a given page, click Clear This Page.

3. Click Return to return to the Supervisor Main Menu page.

76



webTA Supervisor - Training Guide &4‘ "
| & ~

Master Supervisor

The Master Supervisor role in webTA includes the same functionality as the supervisor with the
exception of approving/denying leave and premium pay requests. The Master Supervisor cannot
access Leave/Premium Pay request functions in webTA.

The Master Supervisor can access all employees within the Agency. However, an Agency may
elect to limit the employees under a Master Supervisor to certain organizations within the Agency.

The Master Supervisor Main Menu is displayed after you log in.

TRAIMNING Help Logout

Master Supervisor Main Menu

Search For Employee

User Functions
[ Change Password ] [ View Tasks (413) ]

Figure 89: Master Supervisor Main Menu page
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