Timekeepers:  How to access/print leave audits in webTA

STEP 1: From the Timekeeper Main Menu Screen, either Click “Search” to search for a particular employee or click “Select” to see your entire list of employees.

STEP 2: Select “Leave Audit”  

STEP 3: Select Pay Period Range from drop down boxes, i.e.: from 1st drop down box, select “2011”

Hint: Audits are usually required for the current leave year starting with pay period 1 and ending with the current pay period.

STEP 4:  Select the Leave Type from the drop down menu, i.e. annual, sick, credit, etc.

STEP 5:  Click “Update”

STEP 6:  Click “Download PDF”

STEP 7:  “Right click” on the document to print or select the printer icon at the top to print.

STEP 8:  Click on the red X in the corner to close that document and then go back to STEP 4 to select the next leave type (if necessary).

STEP 9: When leave audits have been printed, select “Return”

NOTE:  Leave audits should include timekeeper’s name, contact information and supervisor’s signature and date.  Timekeepers can also include any remarks that would be helpful in the review of the leave audit(s).

