USDA Timekeeper webTA Employee Schedules

Slide 1 - Learning Objectives

Employee Schedules

Learning Objectives

In this lesson, you will learn about:
- View Employee Schedules
 Submit an Employee Schedule for Approval
« View Schedule Templates
« View Shifts

Slide notes

Welcome to the webTA for Timekeepers training course. Please review the objectives listed here and
when you are ready to continue, select the Next button.
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Timekeeper Main Menu

Employees
Select Timesheets
Employee Leave Reguests

Erployves Premium Pay Regquests

Repaorts
Reports
My Saved and Scheduled Reports
Adhoc Repart Management

Cantinuation of Pay (COF)
COP Events

b
.=-WEBTAN Employee Timekeeper

Inbox [5] | Settings | Help | Log Out

Accounting

Accounts

Schedule
Ernployee Schedules List Wiew
Erployee Schedules Grid Wiew
Schedule Templates

Shifts

Delegates/Reassignment
My Delegates
Manage Superisor Delegates
Timekeeper Profile
Takeover Employes
Reassign Employees to Timekeeper

Reassign Employees to Supervisar

Slide notes

In an earlier lesson, we talked about the Default Schedule. webTA also has a separate Schedule
module, where employees can submit a Schedule Request for Approval and once approved, the
Schedule details will display on the Timesheet.

Timekeepers can also Submit Schedule Requests on behalf of their Employees. There are two options
for viewing employee Schedules - List and Grid Views. Let's begin with list view. Select next to

continue.

Page 2 of 39

©Kronos, Incorporated



USDA Timekeeper webTA Employee Schedules

Slide 5 - Slide 5

(1) ™
* WEBTA Employee Timekeeper Inhox [3] | Settings | Help | Log Out

Timekeeper Main Menu

Ermployees Accounting
Select Timesheets Accounts
Ermployee Leave Requests

Schedule
Employee Premium Pay Requests
IEmgIDyee Schedules List “iew I
Reports Employes Schedules Grid Wiew

Reports Schedule Templates

My Saved and Scheduled Reports Shifts

Adhoc Report Managerment
Delegates/Reassignment

Continuation of Pay (COP) My Delegates
COP Events Manage Superisor Delegates
Tirnekeeper Profile
Takeover Employee
Reassign Employees to Timekeeper

Reassign Employess to Supervisor

Slide notes
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.:I ™
° WEBTA Employee Timekeeper

Tirnekeeper Main Menu =

Employee Schedules - List View

Inbox [3] | Settings | Help | Loy OQut

Employee Name: User ID: Pay Period: _
| | |[10-2015 : May 17, 2015-May 30,2015 [=] (el O
v Employee Mame User ID Schedule Tatal Hours Status Type
Allen, Jacob JALLEM Mone Assigned
Jackson, Madison MJACKSOMN Regular 80:00 Approved Permanent
Lewis, Ermma ELEWIS Mone Assigned
Martinez, Sophia SMARTINEZ Regular 80:00 Approved Temporary
Miller, Sarnantha SMILLER Mone Assigned
Robinson, William WROBINSON Mone Assigned
Thompsaon, Joshua JTHOMPSON JThornpson Permanent 80:00 Approved Permanent
YWilliarns, Chris CWWILLIAMS Mone Assigned
1-8 of & Records 1 wiew [25] [0] [100]
Cancel

Slide notes

Here, we see the employees assigned to us, and their schedules listed. Let's go back to the Main Menu

and look at the Grid view. Select next to continue.
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Tirnekeeper Main Menu =

Employee Schedules - List View

.E.\/\/EBTAN Employee M]

Inbox [3] | Settings | Help | Loy OQut

Cancel

Employee Name: User ID: Pay Period:

‘| | |[10-2015 : May 17, 2015-May 30,2015 [=] (el O ‘
v Employee Narme User D Schedule Tatal Hours Status Type

Allen, Jacob JALLEM Mone Assigned

Jackson, Madison MJACKSOMN Regular 80:00 Approved Permanent

Lewis, Ermma ELEWIS Mone Assigned

Martinez, Sophia SMARTINEZ Regular 80:00 Approved Temporary

Miller, Sarnantha SMILLER Mone Assigned

Robinson, William WROBINSON Mone Assigned

Thompsaon, Joshua JTHOMPSON JThornpson Permanent 80:00 Approved Permanent

YWilliarns, Chris CWWILLIAMS Mone Assigned

1-8 of 8 Records 1 wiew [25] [0] [100]

Slide notes
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Timekeeper Main Menu

Ermployees
Select Timesheets
Ermployee Leave Requests

Employee Premium Pay Requests

Reports
Reports
My Saved and Scheduled Reports
Adhoc Report Managerment

Continuation of Pay (COP)
COP Events

LL L ™
° WEBTA Employee Timekeeper

Inbox [3] | Settings | Help | Loy OQut

Accounting

Accounts

Schedule
Employes Schedules List Wiew
Employes Schedules Grid Wiew
Schedule Templates

Shifts

Delegates/Reassignment

My Delegates

Manage Superisor Delegates
Tirnekeeper Profile

Takeover Employee

Reassign Employees to Timekeeper

Reassign Employess to Supervisor

Slide notes

Next, we will select Grid View. Select next to continue.
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Timekeeper Main Menu

Ermployees
Select Timesheets
Ermployee Leave Requests

Employee Premium Pay Requests

Reports
Reports
My Saved and Scheduled Reports
Adhoc Report Managerment

Continuation of Pay (COP)
COP Events

(1) ™
° WEBTA Employee Timekeeper

Inbox [3] | Settings | Help | Loy OQut

Accounting

Accounts

Schedule
Employes Schedules List Wiew

Employes Schedules Grid “iew

Schedule Templates

Shifts

Delegates/Reassignment

My Delegates

Manage Superisor Delegates
Tirnekeeper Profile

Takeover Employee

Reassign Employees to Timekeeper

Reassign Employess to Supervisor

Slide notes
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Tirnekeeper Main Menu =

» Employee Name Hours

ALLEM, JACOBR

JACKSON, MADISOMN a0
LEWIS, EnbiA
MARTIMEZ, SOFPHIA a0

MILLER, SAMANTHA
ROBIMSOM, WILLIAM

THOMPEON, JOSHUA an

WILLIAMS, CHRIS

TOTALS 240

Cancel

4

Employee Schedules - Grid View

Pay Period: |10 - 2015 : May 17, 2015-May 30, 2015

Sun Mon
0517 0518

Ba-ap

8a-5p

Ga-10a
10a-2p
2p-9p

1

.:I ™
° WEBTA Employee Timekeeper

Tue
0519

8a-ap

8a-5p

Ga-10a
10a-2p
2p-9p

24

Wed
05720

Ba-5p

Ba-5p

Ba-10a
10a-2p
2p-9p

24

[~] | Select Pay Period

Thu
05721

Ba-ap

8a-5p

Ga-10a
10a-2p
2p-9p

24

Fri
05/22

8a-ap

8a-5p

Ga-10a
10a-2p
2p-9p

24

Sat
0523

Sun
0524

Mon
05725

8a-ap

8a-5p

Ga-10a
10a-2p
2p-9p

24

Tue
0526

8a-5p

8a-5p

Ga-10a
10a-2p
2p-9p

24

Wed
05127

8a-ap

8a-5p

Ga-10a
10a-2p
2p-9p

24

Inbox [3] | Settings | Help | Loy OQut

Thu
05/28

8a-ap

8a-5p

Ga-10a

10a-2p
2p-9p

24

Fri Sat
0529 05730

8a-ap

8a-5p

Ga-10a
10a-2p
2p-9p

24 0

Slide notes

Here, we see our Employees' Schedules in Grid form. You can move your mouse over a day within the

Schedule to view more details. Let's try that now. Select next to continue.
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» Employee Name

ALLEM, JACOBR
JACKSON, MADISOMN
LEWIS, EnbiA
MARTIMEZ, SOFPHIA
MILLER, SAMANTHA
ROBIMSOM, WILLIAM

THOMPEON, JOSHUA
WILLIAMS, CHRIS

TOTALS

Cancel

Hours

a0

a0

an

240

™
WEBTA Employee Timekeeper

Tirnekeeper Main Menu =

Employee Schedules - Grid View

Sun Mon
0517 0518

Ba-ap

8a-5p

Ga-10a
10a-2p
2p-9p

1

Pay Period: |10 - 2015 : May 17, 2015-May 30, 2015 |Z|

Tue
0519

8a-ap

8a-5p

Ga-10a
10a-2p
2p-9p

24

Select Pay Period
Wed Thu
05720 05721
Ba-5p Ba-ap
Ba-5p 8a-5p
Ba-10a  Ba-10a
10a-2p  10a-2p
2p-9p 2p-9p

24 24

Fri Sat Sun
05/22 05723 0524

8a-ap

8a-5p

Ga-10a
10a-2p
2p-9p

24 0 0

Mon
05725

8a-ap

8a-5p

Ga-10a
10a-2p
2p-9p

24

Tue
0526

8a-5p

8a-5p

Ga-10a
10a-2p
2p-9p

24

Wed
05127

8a-ap

8a-5p

Ga-10a
10a-2p
2p-9p

24

Inbox [3] | Settings | Help | Loy OQut

Thu
05/28

8a-ap

8a-5p

Ga-10a
10a-2p
Zp-9p

24

Fri Sat
0529 05730

8a-ap

8a-5p

Ga-10a
10a-2p
2p-9p

24 0

Slide notes
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.:- ™
* WEBTA Employee Timekeeper Inhox [3] | Settings | Help | Log Out

Tirnekeeper Main Menu =

Employee Schedules - Grid View

Pay Period: |10 - 2015 : May 17, 2015-May 30, 2015 |Z| Select Pay Period

Sun Mon Tue Wed Thu Fri Ved Thu Fri Sat
EEEIVECE A Hours . -i7 0518 0519 0520 0521 0522 | 8asp 27 0528 0529 0530

ALLEM, JACOB Name: Regular

JACKSOMN, MADISON a0 Ba-ap 8a-ap Ba-5p Ba-ap 8a-ap Start Time: S:00am -5p 8a-ap 8a-ap
LEWIS, EMMA Stop Time:.SZDme
MARTINEZ, SOPHIA g0 Bafp | Sabp | Bafp | BaSp | Basp ?";Z'I'SSUT;?%%SD Ep | Basp | Basbp

MILLER, SAMANTHA
ROBIMSOM, WILLIAM

Transaction Code: Regular Base Pay

Ga-10a | 6a-10a  6a-10a Ga-10a | 6Ba-10a Ga-10a | Ga-10a  Ga-10a  6a-10a  Ga-10a
THOMPSOM, JOSHUA a0 10a-2p | 10a2p | 10a-2p  10a-2p  10a-2p 10a-2p  10a-2p | 10a2p | 10a-2p | 10a-2p
2p-9p | 2p-9p 2p-9p 2p-9p 2p-9p 2p-9p 2p-9p | 2p-ap 2p-9p 2p-9p
WILLIAMS, CHRIS
TOTALS 240 0 24 24 24 24 24 0 0 24 24 24 24 24 0

Cancel

4 T

Slide notes

Here, we can see the details of this employee's Schedule, including Start, Stop and Meal times, number

of hours and the Transaction Code. At any time, you can also view the details by selecting the link for
the Employee's name.

In this example, we are going to submit a new Schedule Request by selecting the first name from our
list. Select next to continue.
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Tirnekeeper Main Menu =

» Employee Name Hours
ALLEN, JACOB
JACKSON, MADISON g0
LEWIS, EMhis
MARTIMNEZ, SOPHIA a0

MILLER, SAMANTHA
ROBIMSOM, WILLIAM

THOMPEON, JOSHUA an
WILLIAMS, CHRIS

TOTALS 240

Cancel

™
WEBTA Employee Timekeeper

Employee Schedules - Grid View

Sun Mon
0517 0518

Ba-ap

8a-5p

Ga-10a

10a-2p
2p-9p

Pay Period: |10 - 2015 : May 17, 2015-May 30, 2015 |Z|

Tue
0519

8a-ap

8a-5p

Ga-10a
10a-2p
2p-9p

24

Select Pay Period

Wed
05720

Ba-5p

Ba-5p

Ba-10a
10a-2p
2p-9p

24

Thu
05721

Ba-ap

8a-5p

Ga-10a
10a-2p
2p-9p

24

Fri Sat Sun
05/22 05723 0524

8a-ap

8a-5p

Ga-10a
10a-2p
2p-9p

24 0 0

Mon
05725

8a-ap

8a-5p

Ga-10a
10a-2p
2p-9p

24

Tue
0526

8a-5p

8a-5p

Ga-10a
10a-2p
2p-9p

24

Wed
05127

8a-ap

8a-5p

Ga-10a
10a-2p
2p-9p

24

Inbox [3] | Settings | Help | Loy OQut

Thu
05/28

8a-ap

8a-5p

Ga-10a
10a-2p
Zp-9p

24

Fri Sat
0529 05730

8a-ap

8a-5p

Ga-10a
10a-2p
2p-9p

24 0

Slide notes
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LL L ™
° WEBTA Employee Timekeeper

Inbox [3] | Settings | Help | Loy OQut

Tirmekeeper Main Menu = Employee Schedules - Grid View =

Schedule Assignment - ALLEN, JACOB

Permanent Schedule

Schedule Start Date End Date

Mo permanent schedules have been created

Add Permanent Schedule

Temporary Schedule

Schedule Start Date End Date

Mo temporary schedules have been created

Add Temporary Schedule

Cancel

Approval Status

Approval Status

Slide notes

You can submit either a Permanent or Temporary Schedule for the Employee. In this example, we are
going to select the Add Permanent Schedule button. Select next to continue.
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L1 1] ™
* WEBTA Employee Timekeeper Inhox [3] | Settings | Help | Log Out

Tirmekeeper Main Menu = Employee Schedules - Grid View =

Schedule Assignment - ALLEN, JACOB

Permanent Schedule

Schedule Start Date End Date.  Approval Status

Mo permanent schedules have been created

[IAdd Permanent Schedule |I

Temporary Schedule

Schedule Start Date End Date Approval Status

Mo temporary schedules have been created

Add Temporary Schedule

Cancel

Slide notes
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[ 1 1] ™
° WEBTA Employee Timekeeper

Inbox [3] | Settings | Help | Loy OQut

Tirmekeeper Main Menu = Employee Schedules - Grid Yiew > Schedule Assignment =

(Add) Schedule - ALLEN, JACOB

ftems marked with an asterizk* are required.

* Name: Insert Schedule Template
Description:
* Weeks: |2 |Z|

* Start Date: |May 03, 2015

End Date:
[ Day Shift RODO Transaction Code  Hours  Add Row Delete
[ Sun + X
[ Mon T X
[ Tue + ¥
[ Wed T X
] Thu + X
[E1| Fri + X
1| Sat ¥T X

YWeek One TOTAL

1| Day Shift RDO Transaction Code.  Hours  Add Row Delete
71 Sun + X
71| Man + X
]| Tue + X
|:| Wed + X
[ Thu + X
| Fri + X

submitted approved  denied

Schedule Type: Mone
Schedule Status: Unsaved

m

Slide notes

As you learned in the Employee Course, you can manually enter Shifts into the Schedule below. Or,
you can use Schedule Templates. In this example, we are going to select the Insert Schedule Template

button. Select next to continue.
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.l ™
WEBTA Employee Timekeeper

Inbox [3] | Settings | Help | Loy OQut

Tirmekeeper Main Menu = Employee Schedules - Grid Yiew > Schedule Assignment =

(Add) Schedule - ALLEN, JACOB

ftems marked with an asterizk* are required.

* Name: I| Insert Schedule Template '
Description:

* Weeks: |2 |Z|
* Start Date: |May 03, 2015 =

End Date: =]
[ Day Shift RODO Transaction Code  Hours  Add Row Delete
[ Sun + X
71| Man + X
O] Tue + X
[ WWed + X
] Thu + X
[ | Fri + X
1| Sat + X

YWeek One TOTAL

1| Day Shift RDO Transaction Code.  Hours  Add Row Delete
71 Sun + X
71| Man + X
]| Tue + X
|:| Wed + X
[ Thu + X
| Fri + X

submitted approved  denied

Schedule Type: Mone
Schedule Status: Unsaved

m

Slide notes
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Insert Schedule Template

Regular - - (2 Weeks) -
Second Shift - - (2 Weeks)
Overtime 56 - - (2 Weeks)
Flex Shift - -- (2 Weeks)

m Cancel

Slide notes

A list of available Templates displays. In this example, we are going to select the Flex Shift Template,
and then the OK button. Select next to continue.
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Insert Schedule Template

Regular - - (2 Weeks) -

Second Shift - - (2 Weeks)
Crvertime 5-6 - - (2 VWeeks

| ax YL 11,43

m Cancel

Slide notes
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Insert Schedule Template

Regular - - (2 Weeks) -

Second Shift - - (2 Weeks)

Overtime 5-6 (2 Weeks
3|

m Cancel

Slide notes
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Insert Schedule Template

Regular - - (2 Weeks) -
Second Shift - - (2 Weeks)
Civertime 5-6 - --

|liIII|

Slide notes
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(Add) Schedule - ALLEN, JACOB

ftems marked with an asterizk* are required.

* Name: |Flex Shit

Description:
* Weeks: [2]~|

* Start Date: |May 03, 2015 =
End Date: |Foraver =

[ Day Shift ROOD Transaction Code

[ Sun

6:00am-10:00am

[ Mon 10:00am-2:00pm Regular Base Pay
2:00pm-2:00pm
6:00am-10:00am

[ Tue 10:00am-2:00pmm Regular Base Pay
2:00pm-2:00pm
6:00am-10:00am

] Wed 10:00am-2:00pm Regular Base Pay
2:00pm-2:00pm
6:00am-10:00am

[ Thu 10:00am-2:00pm Regular Base Pay
2:00pm-2:00prm
6:00am-10:00am

[E | Fri 10:00arm-2:00pm Regular Base Pay
2:00pm-2:00pm

| Sat
Week One TOTAL

1| Day Shift RDO Transaction Code

.:I ™
° WEBTA Employee Timekeeper

Inbox [3] | Settings | Help | Loy OQut

Insert Schedule Template

Haurs

40:00

Hours

+

B B H O
M B M E

]

Tirmekeeper Main Menu = Employee Schedules - Grid Yiew > Schedule Assignment =

Add Row Delete

X

Add Row Delete

submitted approved  denied

Schedule Type: Permanent
Schedule Status: Unsaved

m

Slide notes

Note that the Flex bands have been added to the Schedule. When finished, scroll down to the bottom of
the page and select the Submit button. Let's do that now. Select next to continue.
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Inbox [3] | Settings | Help | Loy OQut

-
[ 1 1] ™
° WE BTA Employee Timekeeper
Tirmekeeper Main Menu = Employee Schedules - Grid Yiew > Schedule Assignment =
(Add) Schedule - ALLEN, JACOB
ftems marked with an asterizk* are required.
* Name: |Flex Shit Insert Schedule Template
Description:
* Weeks: |2 |Z|
* Start Date: |May 03, 2015 =
End Date: |Foraver =
[ Day Shift ROOD Transaction Code Hours  Add Row Delete
1| Sun 5 X
6:00am-10:00am
[ Mon 10:00am-2:00pm Regular Base Pay g E
2:00pm-2:00pm
6:00am-10:00am
[ Tue 10:00am-2:00pmm Regular Base Pay 8 Izl
2:00pm-2:00pm
6:00am-10:00am
] Wed 10:00am-2:00pm Regular Base Pay g E
2:00pm-2:00pm
6:00am-10:00am
[ Thu 10:00am-2:00pm Regular Base Pay g E
2:00pm-2:00prm
6:00am-10:00am
[E | Fri 10:00am-2:00prm Regular Base Pay g E
2:00pm-2:00pm
| Sat + X
Week One TOTAL 40:00
1| Day Shift RDO Transaction Code Hours  Add Row Delete

submitted approved  denied

Schedule Type: Permanent
Schedule Status: Unsaved

m

Slide notes
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* Name:

Description:

* Weeks:
* Start Date:

End Date:

O] Day
[ Sun

[T taon

1| Tue

[ wWed

71| Thu

[T Fri
[ Sat

[El| Day

Flex Shift

2[x]
May 03, 2015

Farever

Shift

6:00am-10:00am
10:00am-2:00pm
2:00pm-2:00pm
6:00am-10:00am
10:00am-2:00pm
2:00pm-2:00prm
6:00am-10:00am
10:00am-2:00pm
2:00pm-2:00pm
6:00am-10:00am
10:00am-2:00prm
2:00pm-2:00prm
6:00am-10:00am
10:00am-2:00pm
2:00pm-9:00pm

Week One TOTAL

Shift

.:I ™
= WEBTA Employee Timekeeper

Timekeeper Wain Menu = Employee Schedules - Grid View > Schedule Assignment =

(Add) Schedule - ALLEN, JACOB

Items marked with an asterisks are reuired.

Regular Base Pay

Regular Base Pay

Regular Base Pay

Regular Base Pay

Regular Base Pay

Inbox [5] | Settings | Help | Log Out

Insert Schedule Template

Hours

40:00

Hours

Add Row Delete

+

B =B H|E
=3 T R - B T R ¥

[+]

Add Row Delete

RDO Transaction Code

X

ROC Transaction Code

submitted approved  denied

Schedule Type: Permanent |:
Schedule Status: Unsaved

Slide notes
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o

]
o

[l
o

||
L]

Thu

Fri

Sat

Day

Sun

Man

Tue

Wied

Thu

Sat

Submit |

6:00am-10:00am
10:00am-2:00pm
2:00pm-2:00prm
6:00am-10:00am
10:00am-2:00pm
2:00pm-2:00pm

Week One TOTAL

Add Row Delete

Shift

G:00am-10:00arm
10:00am-2:00pm
2:00pm-9:00pm
6:00arm-10:00am
10:00am-2:00prm
2:00pm-2:00prm
G:00am-10:00arm
10:00am-2:00pm
2:00pm-2:00pm
6:00am-10:00arm
10:00am-2:00pm
2:00pm-2:00prm
B:00am-10:00am
10:00am-2:00pm
2:00pm-2:00pm

Week Two TOTAL

| Cancel

Regular Base Pay

Regular Base Pay

RDO Transaction Code

Regular Base Pay

Regular Base Pay

Regular Base Pay

Regular Base Pay

Regular Base Pay

Insert Shift W Insert Manual Shift Delete Shift

Approver
Comments:

Activity Log

Action Resulting State Action Date Name Remarks

g

g

40:00

Haours

40:00

+

H| B | B &=
=3 I T R I I =T R 1

[

X

m

Slide notes
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o
]| 5at + X
Wyeek One TOTAL 40:00
[ Day Shift ROO Transaction Code Hours  Add Row Delete
[T Sun + X
6:00am-10:00am
[ Mon 10:00am-2:00pm Regular Base Pay g IE
2:00pm-2:00pm
6:00am-10:00am
[ Tue 10:00am-2:00pm Regular Base Pay g Izl
2:00pm-9:00pm
6:00am-10:00am
[ wwed 10:00am-2:00prm Regular Base Pay g IE
2:00pm-2:00prm
6:00am-10:00am
[ Thu 10:00am-2:00pm Regular Base Pay g Izl
2:00pm-2:00pm
6:00am-10:00am
| Fri 10:00am-2:00prm Regular Base Pay g IE
2:00pm-2:00pm
1| Sat + X
Wyeek Two TOTAL 40:00
Insert Shift Insert Manual Shift Delete Shift |
Approver
Comments: 4
Activity Log
Action Resulting State Action Date Mame Remarks
Submit | | Cancel |

Slide notes
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Slide 27 - Slide 27

o

]| 5at + X
Wyeek One TOTAL 40:00

[ Day Shift ROO Transaction Code Hours  Add Row Delete

[T Sun + X
6:00am-10:00am

[ Mon 10:00am-2:00pm Regular Base Pay g IE
2:00pm-2:00pm
6:00am-10:00am

[ Tue 10:00am-2:00pm Regular Base Pay g Izl
2:00pm-9:00pm
6:00am-10:00am

[ wwed 10:00am-2:00prm Regular Base Pay g IE
2:00pm-2:00prm
6:00am-10:00am

[ Thu 10:00am-2:00pm Regular Base Pay g Izl
2:00pm-2:00pm
6:00am-10:00am

| Fri 10:00am-2:00prm Regular Base Pay g IE
2:00pm-2:00pm

1| Sat + X
Wyeek Two TOTAL 40:00

Insert Shift Insert Manual Shift Delete Shift |
Approver
Comments: 4
Activity Log
Action Resulting State Action Date Mame Remarks

Slide notes
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Slide 28 - Slide 28

Inbox [3] | Settings | Help | Loy OQut

.:I ™
° WEBTA Employee Timekeeper

Tirmekeeper Main Menu = Employee Schedules - Grid View =

Schedule Assignment - ALLEN, JACOB

Permanent Schedule

Schedule Start Date End Date

Mo permanent schedules have been created

Add Permanent Schedule

Temporary Schedule

Schedule Start Date End Date

Mo temporary schedules have been created

Add Temporary Schedule

Cancel

Approval Status

Approval Status

Slide notes

The Employee's Supervisor will receive notification of the Request, and can approve or Deny it. Upon
Approval, the Schedule will display on the Schedule tab of the Employee's Timesheet. And if you recall
from earlier lessons, if the Employee's Retain Data Setting is set to Pay From Schedule, the hours will

populate to the Timesheet. Let's return to the Main Menu. Select next to continue.
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Slide 29 - Slide 29

.E-WEBTA" Employee r@

Inbox [3] | Settings | Help | Loy OQut

Tirnekeeper Main Menu = Employee Schedules - Grid View =

Schedule Assignment - ALLEN, JACOB

Permanent Schedule

Schedule Start Date End Date.  Approval Status

Mo permanent schedules have been created

Add Permanent Schedule

Temporary Schedule

Schedule Start Date End Date Approval Status

Mo temporary schedules have been created

Add Temporary Schedule

| Cancel |

Slide notes
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Slide 30 - Slide 30

Timekeeper Main Menu

Ermployees
Select Timesheets
Ermployee Leave Requests

Employee Premium Pay Requests

Reports
Reports
My Saved and Scheduled Reports
Adhoc Report Managerment

Continuation of Pay (COP)
COP Events

.:I ™
° WEBTA Employee Timekeeper

Inbox [3] | Settings | Help | Loy OQut

Accounting

Accounts

Schedule
Employes Schedules List Wiew
Employes Schedules Grid Wiew
Schedule Templates

Shifts

Delegates/Reassignment
My Delegates
Manage Superisor Delegates
Tirnekeeper Profile
Takeover Employee
Reassign Employees to Timekeeper

Reassign Employess to Supervisor

Slide notes

In addition to Viewing and Submitting Schedule Requests, Timekeepers can also view available
Schedule Templates by selecting the link from the Main Menu. Select next to continue.
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Slide 31 - Slide 31

Timekeeper Main Menu

Ermployees
Select Timesheets
Ermployee Leave Requests

Employee Premium Pay Requests

Reports
Reports
My Saved and Scheduled Reports
Adhoc Report Managerment

COP Events

(1) ™
° WEBTA Employee Timekeeper

Continuation of Pay (COP)

Inbox [3] | Settings | Help | Loy OQut

Accounting

Accounts

Schedule
Employes Schedules List Wiew
Employes Schedules Grid iew

Schedule Templates

Shifts

Schedule Templates

Delegates/Reassignment
My Delegates
Manage Superisor Delegates
Tirnekeeper Profile
Takeover Employee
Reassign Employees to Timekeeper

Reassign Employess to Supervisor

Slide notes
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Slide 32 - Slide 32

L L] ™
° WEBTA Employee Timekeeper

Inbox [3] | Settings | Help | Loy OQut

Tirnekeeper Main Menu =

Schedule Templates

Name: Description:
| | | search |
v MName Description

Flax Shift
Cvertime 5-6
Regular
Second Shift
1-4 of 4 Records 1 View

Cancel

Slide notes

Here, we see a list of available Templates. To view the details, select the link. In this example, we are

going to select the Flex Shift. Select next to continue.
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Slide 33 - Slide 33

[ 1 1] ™
* WEBTA Employee Timekeeper Inhox [3] | Settings | Help | Log Out
Tirnekeeper Main Menu =

Schedule Templates

‘ Name:
|

Description:

| | search | Clear §

Description

v MName
Elex Shift I
Cvertime 5-6
Regular
Second Shift

1-4 of 4 Records

| Cancel |

Slide notes
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Slide 34 - Slide 34

.:I ™
° WEBTA Employee Timekeeper

Inbox [3] | Settings | Help | Loy OQut

Tirmekeeper Main Menu = Schedule Templates =

Schedule Template

Name: Flex Shift

Description:
Day Shift RDO Transaction Code Hours
Sun

G:00am-10:00am

Mon 10:00am-2:00pm Regular Base Pay g
2:00pm-2:00prm
6:00am-10:00am

Tue 10:00am-2:00pm Regular Base Pay g
2:00pm-2:00pm
6:00am-10:00am

Wed 10:00am-2:00pm Regular Base Pay g
2:00pm-2:00prm
6:00am-10:00am

Thu 10:00am-2:00pm Regular Base Pay g
2:00pm-2:00pm
6:00am-10:00am

Fri 10:00am-2:00pmm Regular Base Pay 8
2:00pm-2:00pm

Sat
Week COne TOTAL 40:00
Day Shift ROO Transaction Code . Hours
Sun

6:00am-10:00am

Man 10:00am-2:00prm Regular Base Pay g
2:00pm-2:00pm
6:00am-10:00am

[ Tua AN NN ara? M Dannlar Flaca Daw | ]
4 n

m

Slide notes

Note the details of the Template. Let's return to the Main Menu. Select next to continue.
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Slide 35 - Slide 35

'E'\/\/EB‘I‘AN Employee -

Inbox [3] | Settings | Help | Loy OQut

Tirnekeeper Main Menu = Schedule Templates =

Schedule Template

Name: Flex Shift

Description:
Day Shift RDO Transaction Code Hours
Sun

G:00am-10:00am

Mon 10:00am-2:00pm Regular Base Pay g
2:00pm-2:00prm
6:00am-10:00am

Tue 10:00am-2:00pm Regular Base Pay g
2:00pm-2:00pm
6:00am-10:00am

Wed 10:00am-2:00pm Regular Base Pay g
2:00pm-2:00prm
6:00am-10:00am

Thu 10:00am-2:00pm Regular Base Pay g
2:00pm-2:00pm
6:00am-10:00am

Fri 10:00am-2:00pmm Regular Base Pay 8
2:00pm-2:00pm

Sat
Week COne TOTAL 40:00
Day Shift ROO Transaction Code . Hours
Sun

6:00am-10:00am

Man 10:00am-2:00prm Regular Base Pay g
2:00pm-2:00pm
6:00am-10:00am

[ Toa AN AN ara 3 MR [ Ranular Baca Baw | a
1] I

m

Slide notes

Page 33 of 39

©Kronos, Incorporated



USDA Timekeeper webTA Employee Schedules

Slide 36 - Slide 36

Timekeeper Main Menu

Ermployees
Select Timesheets
Ermployee Leave Requests

Employee Premium Pay Requests

Reports
Reports
My Saved and Scheduled Reports
Adhoc Report Managerment

Continuation of Pay (COP)
COP Events

.:I ™
° WEBTA Employee Timekeeper

Inbox [3] | Settings | Help | Loy OQut

Accounting

Accounts

Schedule
Employes Schedules List Wiew
Employes Schedules Grid Wiew
Schedule Templates

Shifts

Delegates/Reassignment
My Delegates
Manage Superisor Delegates
Tirnekeeper Profile
Takeover Employee
Reassign Employees to Timekeeper

Reassign Employess to Supervisor

Slide notes

To view available Shifts, we will select the link from the Main Menu. Select next to continue.
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Slide 37 - Slide 37

Timekeeper Main Menu

Ermployees
Select Timesheets
Ermployee Leave Requests

Employee Premium Pay Requests

Reports
Reports
My Saved and Scheduled Reports
Adhoc Report Managerment

Continuation of Pay (COP)
COP Events

(1) ™
° WEBTA Employee Timekeeper

Inbox [3] | Settings | Help | Loy OQut

Accounting

Accounts

Schedule
Employes Schedules List Wiew
Employes Schedules Grid Wiew

Schedule Templates

Shifts

Delegates/Reassignment

My Delegates

Manage Superisor Delegates
Tirnekeeper Profile

Takeover Employee

Reassign Employees to Timekeeper

Reassign Employess to Supervisor

Slide notes
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Slide 38 - Slide 38

[ 1 1] ™
° WEBTA Employee Timekeeper

Inbox [3] | Settings | Help | Loy OQut

Tirnekeeper Main Menu =

| Cancel |

Shifts
. Name: Description: Start Time: Stop Time: Transaction Code: i
| I I I | LAl B3] search | )
v Mame Description Shitt Type Start Time Stop Time Meal Total Hours Status RDO Transaction Code
10 Hour Mormal day Regular 8:00amm 7:00prm 60 10:00 Active Regular Base Pay
1-1 ot 1 Records 1 wiew [28] [50] [100]

Slide notes

A list of available Shifts displays. Let's return to the Main Menu. Select next to continue.
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Slide 39 - Slide 39

'E'\/\/EBTAN SIS Timekeeper |

Inbox [3] | Settings | Help | Loy OQut

Tirnekeeper Main Menu =

| Cancel |

Shifts
. Name: Description: Start Time: Stop Time: Transaction Code:
| I I I | LAl B3] search | )
v Mame Description Shitt Type Start Time Stop Time Meal Total Hours Status RDO Transaction Code
10 Hour Mormal day Regular 8:00amm 7:00prm 60 10:00 Active Regular Base Pay
1-1 ot 1 Records 1 wiew [28] [50] [100]

Slide notes
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Slide 40 - Slide 40

Timekeeper Main Menu

Ermployees
Select Timesheets
Ermployee Leave Requests

Employee Premium Pay Requests

Reports
Reports
My Saved and Scheduled Reports
Adhoc Report Managerment

Continuation of Pay (COP)
COP Events

.:I ™
° WEBTA Employee Timekeeper

Inbox [3] | Settings | Help | Loy OQut

Accounting

Accounts

Schedule
Employes Schedules List Wiew
Employes Schedules Grid Wiew
Schedule Templates

Shifts

Delegates/Reassignment

My Delegates

Manage Superisor Delegates
Tirnekeeper Profile

Takeover Employee

Reassign Employees to Timekeeper

Reassign Employess to Supervisor

Slide notes
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Slide 42 - Finish

Select the Finish button.

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