USDA Timekeeper webTA Manage Accounts

Slide 1 - Learning Objectives

Manage Accounts

Learning Objectives

In this lesson, you will learn how to:
« Add accounts to your My Timekeeper Accounts list

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.

Page 1 of 11 ©Kronos, Incorporated



USDA Timekeeper webTA Manage Accounts

Slide 4 - Slide 4

Timekeeper Main Menu

Ermployees
Select Employees
Ermployes Leave Requests

Employee Premium Pay Requests

Reports
Repaorts
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Continuation of Pay (COP)
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° WEBTA Employee Timekeeper

Inbox [1] | Settings | Help | Loy OQut
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Accounts
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Takeover Employee
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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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L1 1] ™
* WEBTA Employee Timekeeper Inbox [3] | Settings | Help | Log Out

Tirnekeeper Main Menu =

My Timekeeper Accounts - HARRIS, DANIEL
Delegate: SeIfE| m

My Accounts

tems marked with an asterizk* are reguired.

Account: Description: i
| I [ search

Account Description Save Description Rermove
100000001 Sample Account #1
100000002 Sample Account #2
SE_NRCS123456780 | Test Description
1-3 0f 3 Records 1 view [25] [50] [100]

Get Accountis)

Create New Account
* Account Structure: | NRECS |Z|

* Shorthand Code:

Description:

| Cancel |

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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[ 1 1] ™
° WEBTA Employee Timekeeper

Inbox [3] | Settings | Help | Loy OQut

Tirmekeeper Main Menu = My Timekeeper Accounts =

Select Accounts

Save

| Cancel |

. Account: Shorthand Code: Budget Period: Fund: Cost Center:
WBS: Functional Area: Treasury Symbol: Acc Description: .
{ | I [=]| I | search |
¥ Account Description (&
SE_NRCS123486780 | Test DescriptionD Selected
1-1 of 1 Records 4 wiew [25] [50] [100]

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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Save Description Rermove

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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Select the Finish button.

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