webTA 4.2 Supervisor
Quick Reference Card

Supervisor Main Menu Options

Supervisor Role Tab: Access functions that Supervisors use to work with employee timesheets, leave and
premium pay requests, reports, schedules, etc.

Inbox Tab: View system-generated messages/ WEBTA eoptors_timtssps [ sommsins +
alerts.
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Supervisor Main hMem

Settings Tab: View your own employee profile. - o —
Help Tab: Access online help.

Log Out Tab: Exit the system. b s et

Emergency Cantacts

Employees Section: Certify timesheets, approve meamm——
employee leave/premium pay requests, and approve| ...
employee dollar transactions requests. icidons

Costrustion d Pay (CO7)

Reports Section: Run, print, or save reports.

Telework Section: Approve or deny employee
telework requests and telework agreements.

Continuation of Pay (COP) Section: View employees event details.
Schedule Section: View employee schedules, schedule requests and shifts.
Delegates/Reassignments Section: Assign or unassign a delegate.

Emergency Contacts Section: View employee emergency contact information.

Managing Leave/Premium Pay Requests

1. On the Supervisor Main Menu, from the Employees Section, ,
click Employee Leave Requests. N e s e e

2. Under Status, click Pending next to the name of the
employee whose leave you wish to approve/deny.

NOTE: You can click Leave Balance Calculator to view current
or projected leave balances.

3. Enter any remarks in the Supervisor Remarks text box.

4. Click Approve or Deny. This will set the request to
approved/denied on the employee’s Current Leave Request
Page.

NOTE: If the request is denied, a reason must be provided.
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Certifying T&As

TWEBTA e Thombonser i
Z Vst Sunt
Timesheet Certification L] o
Curtipieg 10! | Srsenimwis
[ ——— Timashaet Tiypa: Biageisr
Fap Peikel. 10 172015 St frocimall
Validation Messages
WrC
Werk Ters
3o e | Tew W T § T T 2 -
00 o o F e x| 1o ™| o i W ¢ vy M3 Tew
s it
e e
0871003 i Do
W T Faiad
Leave Tme
o
13em
L) — (L L1 B0 e
[ e b 1) Wi o
Caty Total o 8% e 18
Dollse Trarastton:
Trmier xias Dee | At
Winek Sehaduls
) " ™ F a 3 " [ ™ F s
o o oos | war o it 3 | v 1 o
Tetals
Tranaa:ton Code Aerceant.
54 - e ey
Tays In Poy
Remarks
Pay Fuser Ranatis
Dot - lisre. Vet ClstaTim Rote a4
——— - Bppeoar
sresinie st Hppee
US| Moers | Expne | Cuow S ke
om a0 o ) 0 [
o o6a o G0 o coo
amn . ) f o0
Timneshest Profile
‘Status Change Type: Mans Laaws Catagory Ovemmide: Dot (Based on S0
Status Chasge Day: hane Momne Leave C
Dith of O Hame Liaes Catgory: e
Heme L Eres Do
FAILA Waieary levoiad |
FMLA Wi P
FORLi dary Faphiation Tiste:
AL it ot D
St Fimgaat ums Dlaps
RS0 ¢ Sabary Cop: Nors.
Weai 1:
i
Cancad

1. On the Supervisor Main Menu, from the Employee’s Section, click Select Timesheets.

2. Check the box next to the employee to certify.

3. On the bottom of the page, in the Select Action Section, under Timesheets, click Certify Selected.
4. Verify timesheet entries, click Certify.

NOTE: If the timesheet is rejected, a remark must be entered.

Additional Options Include:
* Action Remarks: Displays any comments made for the pay period.

* Reject/Decertify: Dismisses timesheet; timesheet is correct or requires adjustments.
* Printable Version: Enables print capability for timesheet printing.

» Cancel: Cancel the anticipated action for the active timesheet.
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Approving or Denying Work Schedule Requests
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1. On the Supervisor Main Menu, from

the Schedule Section, click Schedule Cm———————
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2. Under Status, click Pending next to the I it it s

employee you wish to approve or deny.
3. Click Approve or Deny.
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Approve or Deny a Telework Agreement
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Telework Agreement L R

1. On the Supervisor Main Menu, from the
Telework Section, click Employee Telework

Agreements. il
2. Click Pending in the Status Section. it
3. Check the boxes with asterisks and complete o
dates, in the Supervisor’s Requirements i

Section. NOTE: All sections with asterisks must
be completed.
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4. Click Approve or First Level Deny.

NOTE: If the agreement is denied, a reason must
be provided.
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Approve or Deny a Telework Request

1. On the Supervisor Main Menu, from the
Telework Section, click Employee Telework
Requests_ Telework Request

Telework Type and Cates
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2. Click Pending in the Status Section.

3. Check the boxes with asterisks and foaiic
complete dates, in the Supervisor’s ] KT o Tt v T
Requirements Section. NOTE: All sections Ramaris
with asterisks must be completed. o

4. Click Approve or Deny.

NOTE: If the request is denied, a remark must
be entered.

Managing Supervisor Delegates

1. On the Supervisor Main Menu, from the Delegates/Reassignment Section, click My Delegates.
2. Click Add Delegate. A list of eligible supervisors is displayed.
3. Select the delegate(s) by checking the box next to the delegate’s name.

4. Click Select Checked User. A confirmation message indicating successfully delegates supervisor is
displayed. NOTE: You may select as many delegates as you wish.
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Running Reports
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1. On the Supervisor Main Menu, from the
Reports Section, click Reports. A list of
available reports and their descriptions is
displayed.

Reports

2. Select the applicable link for the report you
wish to generate from the available list. The
selected report will be displayed.

NOTE: Reports can be exported to PDF, Excel,
HTML and CSYV files.
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