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Slide notes 
Welcome to the webTA for Employees training course.  In this lesson, you will learn how to run a report 
in webTA and export a report to PDF. Select next to continue.  
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Slide notes 
As an employee, you have the ability to run a Leave Audit report to view details about your leave 
balances. Let's take a look at this report by selecting the Reports link from the Main Menu. Select next 
to continue.   
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Select the Leave Audit link to continue.   
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Slide notes 
The Leave Audit Report is a basic report that allows you to view the usage and accrual details for a 
leave type over a period of time.  Enter a Report Header in the provided field to customize the Report 
Header.  In this example, we will enter Sample in the Report Header field.  Select next to continue.  
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Next, select the starting pay period for which you wish to view data from the From PP dropdown menu.  
In this example, we will select Pay Period 1.  Select next to continue. 
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Select the ending pay period that you wish to include in the report using the To PP dropdown.  In this 
example, we will stay with Pay Period 6.   
Select the Leave Type by expanding the Leave Type dropdown menu.  Select next to continue.   
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Slide notes 
Here, we can see the list of available leave types. In this example, we will select Annual Leave. Select 
next to continue. 
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Select the Run Report button to see the results.   
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Slide notes 
The report displays.  We can see the Report Header, the basic information about the report and the 
Leave Audit Data in the table.   
Note that the report parameters are still visible.  You can modify any of the parameters and Re-run the 
report at any time.  You can also clear the page and the entered parameters by selecting the Reset 
button.   
In addition to having the ability to run reports from within webTA and display them on your screen, you 
also have the ability to export the reports to alternate formats.   
Reports can be exported as PDF files, Excel Spreadsheets, HTML documents and CSV files.  In this 
example, we will export our report as a PDF file.  Select next to continue.   
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Slide notes 
Depending on your web browser, you may see different messages asking if you want to Save the PDF 
file, or Open it using Acrobat Reader. In this example, we will open it. Select next to continue. 
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Here, we can see the PDF version of the report. This report can be saved, emailed, printed, or used in 
any way needed. Note, that the Report Parameters are no longer visible when a Report is exported.  
If you recall, we selected Annual Leave as the Leave Type, but that does not display on the PDF 
version. It is recommended that you add the Leave Type to the Report Header so the viewer of the 
report is aware of the Leave data they are viewing in the exported report.    
In this example, we are going to close the PDF. Select next to continue.  
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Back in webTA, we will select the Employee tab to return to the Main Menu. Select next to continue. 
 



USDA Employee webTA Reports 

Page 26 of 28  ©Kronos, Incorporated 

Slide 26 - Slide 26 

 
Slide notes 
 



USDA Employee webTA Reports 

Page 27 of 28  ©Kronos, Incorporated 

Slide 27 - Slide 27 

 
Slide notes 
 



USDA Employee webTA Reports 

Page 28 of 28  ©Kronos, Incorporated 

Slide 28 - Finish 

 
Slide notes 
You have completed this lesson. To continue, select the Finish button.   
 

 


