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Slide 1 - Learning Objectives 

 
Slide notes 
Welcome to the webTA for Timekeepers training course. In this lesson, you will learn how to Add 
Accounts to your My Timekeeper Accounts list. Select next to continue.  
 



USDA Timekeeper webTA Manage Accounts 

Page 2 of 11  ©Kronos, Incorporated 

 Slide 4 - Slide 4 

 
Slide notes 
Timekeepers are responsible for maintaining a set of accounts to which their employees can charge 
time. To view this list, we will select the Accounts link from the Timekeeper Main Menu. Select next to 
continue.  
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Slide 5 - Slide 5 

 
Slide notes 
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Slide 6 - Slide 6 

 
Slide notes 
Here, we can see a sample set of accounts for this Timekeeper. Timekeepers can assign these 
accounts to employees with Stored or Local account selected in their Timesheet Profile. Employees 
with Manual Account Entry selected can chose from this list as well.   
To add accounts to the list, we will select the Get Accounts button. Select next to continue. 
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Slide notes 
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Slide 8 - Slide 8 

 
Slide notes 
Note that the accounts on our list are listed as Selected. To add accounts to the list, click the Select 
button next to the desired account. In this example, there are no accounts to select, so we will return to 
the My Timekeeper Accounts page. Select next to continue.  
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Slide 10 - Slide 10 

 
Slide notes 
New Accounts can be created by selecting the Account Structure, and by entering the Shorthand code 
and description into the appropriate fields. In this example, we will return to the Main Menu. Select next 
to continue.  
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Slide notes 
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Slide 12 - Slide 12 

 
Slide notes 
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Slide 13 - Finish 

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


