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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 View 
Employee Profiles, View Employee Timesheet Details, View Timesheet Profiles, and Split Timesheet 
Profiles. Select next to continue.  
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Slide notes 
When you log in to webTA, you will see the Main Menu of the highest role assigned to your profile. In 
this case, the highest role for this user is Timekeeper, which is why the Timekeeper Main Menu 
displays.  
To manage your own timesheet and other details related to your profile, select the Employee Tab to 
display the Employee Main Menu.  Select next to continue.   
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Slide notes 
Here, as covered in the Employees course, you can perform time and attendance functions on your 
own behalf.  Let's return to the Timekeeper Main Menu by selecting the Timekeeper tab. Select next to 
continue. 
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Slide notes 
As a Timekeeper, you have the ability to manage and edit your employees' Profiles, Timesheet Profiles 
and Default Schedules. You access these through the Select Timesheets page. Select next to continue. 
 



USDA Timekeeper webTA Employee Profiles 

Page 7 of 95  ©Kronos, Incorporated 

Slide 9 - Slide 9 

 
Slide notes 
 



USDA Timekeeper webTA Employee Profiles 

Page 8 of 95  ©Kronos, Incorporated 

Slide 10 - Slide 10 

 
Slide notes 
As mentioned in the Select Timesheets lesson, you can view an employee's Timesheet Profile by 
selecting the link in the User ID column, or by selecting the checkbox for their row, and selecting the 
Timesheet Profile link from the Profiles and Settings section below the employee list. 
We are going to start with the Employee Profile in this case by selecting the checkbox for the first 
employee on our list:  Jacob Allen. Select next to continue. 
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Slide notes 
Next, we'll scroll down to display the Select Action section, and then we will select the Employee Profile 
link. Select next to continue.  
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Slide notes 
The Employee Profile includes important information that you can access and review by selecting 
specific links on the left side of the screen.  In this lesson, we will focus on the current page, which is 
the Employee Profile, the Timesheet Details page and the Timesheet Profile. The other pages rarely 
change and are there for reference. 
The Employee Profile page contains their personal information, as well as their Supervisor and 
Timekeeper assignments, their Organization and start page. You have the ability to edit the Timekeeper 
and Start Page. Otherwise, this information comes from the EmpowerHR feed and should not be 
modified. Next, we will move to the Timesheet Details page by selecting its link. Select next to continue.  
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Slide notes 
In the employee course, we talked about the Retain Data Type setting. To review, this setting controls 
what information is carried over from pay period to pay period on the employee's timesheet. As a 
Timekeeper, you have the ability to modify this setting on behalf of the employee. 
Work with your assigned employees to identify what works best for their individual situations. Let's 
review the options for Retain Data Type. Select next to continue. 
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Slide notes 
This employee is set to "Entries Only - No Times", meaning all transactions and accounts from the 
previous pay period will be copied to the new timesheet, not the number of hours. 
"None" would display a blank timesheet at the beginning of each pay period. With "All", all work entries, 
accounts and hours from the previous pay period will be copied to the new timesheet. 
"Pay From Schedule" populates your timesheet with the entries saved in the employee's Work 
Schedule, if they have an approved Schedule, or their Default Schedule. We will cover Default 
Schedules later in the lesson. 
The final option is Exception Processing. With this setting, work entries and hours from the employees 
Schedule or Default Schedule are copied to the employee's timesheet. If the employee's time differs 
from the default schedule, the employee must record the deviation - or exception - in the timesheet. 
When saved, the entries from the default schedule will automatically adjust. Select next to continue. 
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Slide notes 
Employees cannot modify their Retain Data Type setting. As their Timekeeper, you have the ability to 
change this on your employee's behalf. Work with your employees to identify the best setting for their 
schedules and preferences. Select next to continue. 
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Slide notes 
The Start Pay Period for Timesheet is the first pay period in which the employee's timesheet will be 
available. Typically, this setting should remain unchanged. 
In the Approvers section, you can see the employee's Timekeeper and Supervisor. If you need to 
change the Timekeeper, you can do that here. Select the Save button to save any changes made to 
this page, if applicable.  
Since we did not make any changes, we are going to move directly to the Timesheet Profile. Select next 
to continue. 
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Slide notes 
A Timesheet Profile exists for every employee, for each pay period and identifies an employee’s basic 
payroll profile including payplan, tour of duty, duty hours, work week and alternative work schedule. 
Timekeepers have the ability to modify employee Timesheet profiles.  
In this example, we will not be making any changes, but let's scroll down to take a look at the rest of the 
Timesheet Profile.  Select next to continue.   
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Slide notes 
Here, you can see the Overtime/Standby and Leave sections.  Most of this information will remain static 
for employees. Let's scroll down and take a look at the next sections. Select next to continue.   
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Slide notes 
Here, we see Pay Provider, Accounting and Empower HR sections. Let's expand the accounting menu. 
Select next to continue. 
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Slide notes 
As you can see, there are three options available for accounting type:  Manual Account Entry, Stored 
Account and Local Account.  
With Manual Account Entry, the employee selects an account for each work and leave entry, and dollar 
transactions. This setting would be used for employees who charge time to multiple accounts and need 
the ability to select them as necessary. 
Stored account allows the timekeeper to select a single account, stored and maintained at NFC. This is 
useful for employees who charge all work and leave time to the same account. 
Local Account is selected when the list of accounts is maintained in webTA, rather than at NFC. This 
account information is included in the transmission file that is sent to NFC. This is another useful option 
for employees who charge their time to a single account. 
Accounting type should be set up according to the employee's needs and work details. Let's scroll down 
to view the bottom of the page. Select next to continue.  
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Here are some additional Empower HR fields that should populate from that system. Let's scroll further 
down. Select next to continue.  
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Slide notes 
In some instances, an employee may have a pay-affecting employment change in the middle of a pay 
period. If this is the case, the Timesheet Profile would be split to reflect the change.   
Let's take a look at a Split Profile. Select next to continue. 
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Slide notes 
Note the message indicating that the Timesheet profile has been split and instructing you to enter a split 
date. The original profile appears on the left and the new version is on the right.  
The split date is the day the new timesheet profile will take effect. Additionally, you would need to select 
"End" in the Status Change Type field on the left, and select the end date for the old timesheet profile.  
Then, select "Start" in the Status Change Type field on the right, and select the start date for the new 
timesheet profile. Then, you would make the necessary changes to the profile on the right, scroll down 
and then select the Save button. 
In this example, we are not going to make any changes, but we will still scroll down. Select the next 
button to continue.  
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Slide notes 
In this case, we want to remove the split profile, and return to the original. This is done by selecting the 
Unsplit Profile button. Select next to continue.  
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Slide notes 
Note the message indicating that the Timesheet profile has been unsplit. Next, we will return to the 
Select Timesheets page using the breadcrumb trail. Select next to continue.  
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Slide notes 
When discussing the Retain Data Type setting earlier in this lesson, that is, the setting that controls 
what entries are populated on an employee's timesheet at the start of each pay period, we talked about 
the Pay From Schedule setting.  
The Pay From Schedule setting copies the entries from an employee's Default Schedule each pay 
period. However, the employee must have a saved Default Schedule for this to work correctly. As a 
timekeeper, you are responsible for setting up and managing an employee's default schedule, and 
assigning the appropriate Retain Data Type setting. 
To view an employee's Default Schedule, select the checkbox next to their name in the Select 
Timesheets table, and then select the Default Schedule link. In this example, we will select Samantha 
Miller and then view her default schedule. Select next to continue. 
 



USDA Timekeeper webTA Employee Profiles 

Page 47 of 95  ©Kronos, Incorporated 

Slide 49 - Slide 49 

 
Slide notes 
 



USDA Timekeeper webTA Employee Profiles 

Page 48 of 95  ©Kronos, Incorporated 

Slide 50 - Slide 50 

 
Slide notes 
 



USDA Timekeeper webTA Employee Profiles 

Page 49 of 95  ©Kronos, Incorporated 

Slide 51 - Slide 51 

 
Slide notes 
Here, we can see this employee already has entries saved to her Default Schedule. If Pay From 
Schedule is this employee's Retain Data Type setting, these hours will be added to the timesheet each 
pay period.  
Editing a Default Schedule is similar to editing a timesheet. Select the transaction or accounting code 
links, modify start and stop times, or hours for each line. In this example, we are going to edit the 
account for this employee. Select next to continue.  
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Next, we will select Account 3 from the list of available accounts. Select next to continue.  
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Then, we will select the Save button to save the Default Schedule. Select next to continue.  
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Slide notes 
Now, when the employee opens their timesheet at the start of the next pay period, the regular base pay 
line, with the new account, will be populated. Next, we will return to the Select Timesheets page using 
the breadcrumb trail. Select next to continue.  
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Slide notes 
Let's take a look at the Default Schedule of a different employee. In this example, we are going to de-
select Samantha Miller, and select Michael Lee. Select next to continue.  
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Now, we will select the Default Schedule link. Select next to continue.  
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Slide notes 
As you can see, this employee does not have a saved Default Schedule. Let's create one. First, we will 
add a Work Time transaction by selecting the plus sign in the Work Time section. Select next to 
continue.  
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Slide notes 
By default, Regular Base pay is added as the transaction type. We would select the transaction code 
link if we wanted to change this. In this example, we are going to keep it. In the previous example, we 
were able to change the account. Note that in this case, the account field cannot be edited. 
That is because this employee must have either Stored or Local accounting selected in their timesheet 
profile. Next, we add 8 hours for Monday through Friday of weeks one and two by typing 8 hours and 
selecting the tab key to move to the next day. Select next to continue.  
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You can also enter start and stop times in the top section of the Default Timesheet. We will enter 8 to 4 
in the background. Select next to continue.  
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Select the Save button to save the entries.  
Select the Save button to save the entries.  
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Slide notes 
Note that the default schedule saved, and the daily, weekly and pay period totals have updated to 
reflect the entries. Next, we will return to the Select Timesheets page using the breadcrumb trail. Select 
next to continue.  
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Slide notes 
Remember, for the Default Schedule entries to appear on an employee's timesheet, they must have 
Pay From Schedule set as their Retain Data Type. We will check if this is the case by looking at the 
employee's timesheet profile. Select next to continue.  
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Then, we will select the Timesheet Details link on the left. Select next to continue.  
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Here, we can see that this employee is currently set to All. In this example, we are going to change to 
Pay From Schedule. Select next to continue. 
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Then, we will select the Save button. Select next to continue.  
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Note the message indicating that the Profile has successfully saved. Now, when the next pay period 
begins, the employee's timesheet will have the Default Schedule entries. Note, this change will not take 
effect if the timesheet has already been saved. It will only show on new timesheets. 
Next, we will return to the Main Menu by selecting the Timekeeper tab. Select next to continue.  
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You have completed this lesson. To continue, select the Finish button.   
 

 


