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Slide 1 - Learning Objectives 

 
Slide notes 
Welcome to the webTA for Supervisors training course.  In this lesson, you will learn how to run a 
Report in webTA, export a Report to an alternate format, and execute a Report in the background. 
Select next to continue.  
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Slide notes 
webTA’s reporting feature allows you to view, create, run, and save standard time and attendance, or 
T&A reports at any time.  Select next to continue. 
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Slide notes 
When you log into webTA, you will see the Supervisor Main Menu.  There are three related menu items 
in the Reports block:  Reports, My Saved and Scheduled Reports and Ad Hoc Report Management.  
Let's take a look at Reports. Select next to continue. 
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Slide notes 
The Reports page contains a list of reports available to supervisors, as well as a brief description of the 
contents of the report.   
To run a report, select its link from the available list.  In this example, we are going to select the 
Timesheet Status report.  Select next to continue.  
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Slide notes 
You can add a custom header to your report by typing it in the Report Header field.  If you add a custom 
header, it will appear next to the report name when the report is run, or exported.  In this example, we 
are going to type "PP 05 and 06 Timesheet Status" as our report header.  Select next to continue.    
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Slide notes 
The Timekeeper field is optional. If we were to leave it blank, it would display timesheet status for all 
timekeepers of employees for whom we are the Supervisor. In this example, we are going to select the 
Search button to view a list of timekeepers. Select next to continue. 
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Slide notes 
Here we see a list of timekeepers for our employees. In this example, we are going to select Daniel 
Harris. Select next to continue. 
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Slide notes 
You can modify the Organization by selecting the link or the Clear button. In this example, we will leave 
the Organization as is. Use the Include Sub Orgs checkbox as desired.  
Next, use the From, and To Pay Period drop-down menus to select dates you want to display. In this 
example, we are going to keep Pay Periods 5 and 6 selected, and only display Active users.  
Now that we have entered the desired report parameters, we are ready to run the report.  Select the 
Run Report button to continue.   
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Slide notes 
Here, we can see the available data for the report parameters we selected.  At any time, you can edit 
the report parameters, and then re-run the report.  You can also clear the entries by selecting the Reset 
button. Select next to continue.   
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Slide notes 
You can view this report within webTA, as we are doing now.  Or, you can export the report to be 
viewed using other tools.  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 
You should see a message asking if you want to Save, or Open the PDF file. In this example, we are 
going select Open. Select next to continue.  
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Slide notes 
Note that our report launched as a PDF file in Adobe Acrobat reader.  This file can be saved locally, 
printed or you can simply view it on your screen.  Next, we will close this window and return to webTA.  
Select next to continue.   
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Slide notes 
In addition to being able to export your reports as alternate file types, you can also set up webTA to run 
your reports in the background and deliver them to you in various formats and by various methods.  
This feature may be helpful if you are running a report that will take a long time to run and you do not 
want to tie up your computer to run it.  Or, you may want the report sent to your Inbox as an attachment.   
Let's expand the background execution dropdown and see the available options.  Select next to 
continue.   
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Slide notes 
You can see, you can run the report in the background, and generate the same file formats mentioned 
before.  You can also have them emailed to you in those same formats.  In order for the email feature to 
work, you must have a valid email address present in webTA.  This can be done in the Employee 
Profile by selecting the Settings link. 
When selecting the Background Execution method, your completed report will be listed on the My 
Saved and Scheduled reports page.  In this example, we will select the PDF file format to run in the 
background.  Select next to continue.   
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Slide notes 
Note the message indicating that the report has been submitted.  We will return to the Reports menu by 
selecting Reports from the breadcrumb trail.  Select next to continue.  
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Slide notes 
To view our saved report, select the My Saved and Scheduled Reports button.   
 



USDA Supervisor webTA Reports 

Page 30 of 40  ©Kronos, Incorporated 

Slide 30 - Slide 30 

 
Slide notes 
Here, we can see a list of our saved reports.  At this time, there is only the report we just saved. Select 
the Download button to save the report locally. Next, we will scroll to the right. Select next to continue. 
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Slide notes 
The ReRun Now button will re-generate the report, updating the results since its initial run.  You can 
also delete your saved report by selecting the X at the end of the row.  In this example, we will return to 
the Main Menu by selecting the Supervisor tab.  Select next to continue.   
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Slide notes 
Saved and Scheduled Reports can also be accessed from the Main Menu by selecting the My Saved 
and Scheduled reports link. Select next to continue.  
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Slide notes 
Here, we see the same list of Saved Reports. Next, we will return to the Main Menu by selecting the 
Supervisor tab. Select next to continue. 
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Enter slide note 
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Slide notes 
You have completed this lesson. To continue, select the Finish button.   
 

 


