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Supervisor Menu
To access the Supervisor Menu:

1.

Log into PTA Web at https://ptaweb.state.wi.us. You may see a
message screen indicating that you have adjustments pending and the
number (Figure 1). See the Retroactive Adjustments section later in
this document for instructions on the retroactive adjustment approval
process.
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. Your employees have made 4 retroactive adjustments to their work and leave times that
\l/ require your approval, Please select the PTA - Retro Adjustments link under the
Supervisor Menu to begin the approval process.

Figure 1

2. If you have supervisor privileges, the Supervisor Menu link will
appear in the left navigation menu (Figure 2).

In the window below the Supervisor Menu, you can select the employee

name you wish to work with.

Click the arrow next to
Supervisor Menu to view a
list of the menu items.

In addition to the functions
available in the Supervisor
Menu, supervisors can also
use the Employee Menu to
perform any of the available
functions for any of their
employees, except for
entering the employee’s
default time schedule.

Following is a summary of the
items in the Supervisor Menu
and their functions.

g ‘ State of Wisconsin

PAYROLLTIME &
ATTENDANCE SYSTEM

Your Name

> Employee Menu

¥ Supervisor Menu
Approve Payroll Times
Approve TD Times
Edit Backup

Employee Future L eave
Reports

PTA Retro Adjustments
TD Retro Adjustments
Add Caontractor

Select own data

Select Employee: ==
Employee Name v |

Figure 2

Do not use your browser’s Back button when navigating through
PTAWeb. You will be taken out of the application.

Approve Payroll Times

APPROVE WORK/LEAVE HOURS

To approve the work/leave hours for your assigned employees.

1. From the Supervisor Menu, click on Approve Payroll Times.

The following screen will display.
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State of Wisconsin
PAYROLL TIME &

LY

Approve Payroll Times

ATTENDANCE SYSTEM

0
P Pay Period From: 7/1172004 To: | 7/24/2004 ~| I <Prev Current Next> Status: Current I
| Studesville, Larry L
» Employee Menu Supervisor: Smith, John J. - 445-100  ~] Save Changes
¥ Supervisor Menu
I}:ppIgzs‘?D .:.?rlrl‘:'smes Employee Name I Bus. Unit :Apm No.| FTE | Worked | Leave |Hol Workd LTOE' el | Special |Approved
Edit Backup | Brown, Joe I 445-100 4 0.00 a:00 a:00 r
Employee Future Leave e
Reports Stewart, Mary [ as5-100 4 100 | 60:00 8:00 68:00 e r
PTA Retro Adjustments Rae | 5 7
7D Retro Adj | Blake, Jim I 445-100 | 8 0.00 | 3200 | 800 40:00 r
Add Contractor Black, Carl [ 445100 2 [ 100 r
Select own data = L L L
Jones, Tim I 445-100 3 1.00 r

Select Employee:

Studesville, Larry v

System Navigation Help

Check All - Clear All

Exitand Log Off
Figure 3

All the work and leave times entered by your assigned employees will be
displayed.

2. Use the drop-down box at the top left of the window to select the pay
period you wish to view. The current pay period is the default.

3. To approve the times for all the employees listed, click Check All at
the bottom of the window. This will place a check in all the boxes in
the Approved column.

4. To approve a specific employee’s time, click in the box in the

Approved column for the employee.

You can uncheck any of the boxes by clicking in the specific box. To clear
all the boxes, click Clear All. This will clear the entire column.

5. Click Save Changes when you have completed your approvals.

RECORDING FAMILY/MEDICAL LEAVE FOR AN EMPLOYEE

Supervisors have the authority to designate leave hours as
Family/Medical Leave for any of their employees, or any employee for
whom they are the assighed back up. Family/Medical Leave may be
recorded in PTA in two ways:

e If the leave hours have already been entered:
1. Select the employee for whom you will be making the entries.
2. In the Employee Menu, select Leave History.

The Leave History page will open.
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| status | pay | LeaveDate | Leave Type [ Hours | updated [FammMed
| Fuwe [ Fi [ 12072008 | Vacation [[eoo [ we200s [ T
| Future [ Thus | 12emoos | Vacation [[eoo [ 7e200e [ T
| Futwre | wed | 1anszoos | vacation [ soo [ 7erz004 [ =
| Future [ Tues | 1214004 | vacation [[o0 [ 7ez004 [ &
| Fure | mon [ 1213004 | vacation [[eoo [ wezo0s [ T
[ Future [ Tues | sno2004 | Jury Duty [Teoo [ mamos [ F
| Futwre [ Mon | erar2004 \ Jury Duty [ oo [ w2004 | T
| cument [ Mon | er2004 \ Sick- Employee lliness | &0 \ 8122004 N
| curent [ Thors | 7i2o2004 | Sick- Employee lliness B0 ) [
| curent | wed | 7oemoos | Sick- Employee lliness [(eoo | a0 [ R
Figure 4
3. In the column labeled Fam/Med click in each box next to the leave

4.

that is to be designated as Family/Medical leave. A checkmark will
be displayed in the box.

Click Save Changes to record the entries.

If the hours for the employee have not been entered. You can record

the Family/Medical leave designation at the time of entry.
1. Select the employee for whom you will be making the entries.
2. In the Employee Menu, select Enter/Edit Work Times.
The Enter/Edit Work Times page will open.
¥Leave Times:
Leave Type: |01 - Sick- Employee liness ] — 3
Hours (hh:mm): 0800 (— 4 Famited: W(— 5 Save
| FamMed |LLeave Type | Hours X |[ Detete |
¥Supervisor Comments:

Add

Camment

Figure 5

3. Select the Leave Type.

4. In the Hours window, enter the number of hours.

5. Click in the box labeled Fam/Med. A checkmark will be displayed
in the box.

6. Click Save to record the entry.
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7. You may also enter a comment in the Supervisor Comments box.
Comments are not viewable by employees.

8. Click Add Comment to save the comment.

VIEW EMPLOYEE DETAILS

To view the details for a specific employee, click the employee’s name.

The following page will display.

- - l
Pay Period Daily Hours - Employee's Name
Pay Period From: 7/11/2004 To: | 7/24/2004 v | <Prev Current Next> Status: Current
Day Date Work Leave Hol Work Callback Standby Prof Time Other Dirt
Sun 1125
Mon 1026 14.00
Tue 1427 15:30
Wed 1128 8.00
Thu 729 8.00
Fri 8:.00
Sat
Sun
Mon 8.00
Tue
Wed
Thu
Fri
Sat 87
TOTAL 37:30 24,00
Week 1 37:30 16:00
Week 2 8:00
Default Pay Values:
Overtime: Cash Pay Work Times: Required FLSA Exempt
Hours:
Reported: 61:30 Cash Pay (hhumm) [— ™ Supemsor Approved
Reguiar 48:00
Other Comg Time (hhemm): {0500 Save Changes
Figure 6

You can select the pay period you wish to view by using the drop-down
menu in the upper section of the window.

To return to the Approve Payroll Times page, click Approve Payroll
Times in the Supervisor Menu. Do not use your browser’s back

button.

Clicking on a specific date will take you to the employee’s Work and Leave
Time screen for that pay period (Figure 7).
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Work & Leave Times - Employee's Name

Pay Period From: 7/11/2004 Te: | 7/24/2004 v | <Prev Current Next> Status: Current

Sun Mon Tue Wed Thu Fri Sat Weekly Hrs
M 712 713 74 7115 7116 7z
9:00 9:00 9:00 8:00 35:00
718 79 7120 21 1122 7123 7124
0:00

. Selected Day | Holiday  Missing TD Codes

other: —————Jrotal Reported: 9:00
YWork Times:
Start Time Stop Time Elapsed [ Use Default ]
[08:00am  |05:00pm  |09:00 | Regular v [ SaveWnork Times |
Figure 7

Here, you can make any necessary adjustments, just as if you had
accessed this screen from the employee menu.

You cannot return directly to the employee’s Pay Period Daily Hours page
from here. To access another date for the employee, or another employee,
you must click Approve Payroll Times in the Supervisor Menu. Do not
use your browser’s back button.

Split Cash Pay/Comp Time

If an employee has overtime hours, and will be paid for all hours
reported, you may choose to split the hours between comp time and cash
pay on a per-pay-period basis. Regardless of whether the employee’s
overtime default is set to Cash Pay or Comp Time Earned, you can
make this change without changing the default. This is done on the Pay
Period Daily Hours page (Figure 6).

1. In the example shown in Figure 8, the employee’s default is Cash Pay.
The Cash Pay box shows a total of 13 hours and 30 minutes
overtime hours worked by the employee.
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[ T [ @5 \ [ \ ‘ ]
[ i [ a8 | \ \ \ \ \
[ sat [ sz | [ [ \ \ J
} [ ToTAL || 3730 || 2400 | i j 1
] | week1 | ar30 | 1e00 | \ \ ]
\ [ weekz | [ so0 | \ J [
Default Pay Values:
|overtime: Cash Pay [Work Times: Required [FLSA: Exempt
Hours:
Reported: 61:30 Cash Pay (hhimm): |13:30 &d
Regular: 48:00
Other: Comp Time (hh:mm): | & ges

Figure 8

2. Enter into the window for the other overtime type, the number of
hours you wish to move. In the example shown, five hours of overtime
is being switched from the Cash Pay default to Comp Time. To do
this, simply enter the number 5 into the Comp Time box (Figure 9 -

Red Arrow).
T T = I T T T T 1
\ [ ToTAL | 3730 | 2400 | \’ \ {
[ [ week1 [ 3730 [ 1e00 | [ [ [
\ [ weekz | [ so0 | \ \ I
Default Pay Values:
|overtime: Cash Pay [Wark Times: Required [FLSA: Exempt
\.purs: /
Reported: 61:30 Cash Pay (hhimmy: {0230 Supenvisor Approved
Regular: 48:00
Other: Comp Time {hhimm): |05:UU Save Changes |
Figure 9

3. Click Save Changes. The program will automatically recalculate the
overtime split based on your entry. The number of hours in the default
overtime type will automatically decrease by the same amount entered
in the window for the other overtime type. In the example shown, the
5 hours entered into the Comp Time window decreases the amount in
the Cash Pay window by 5 (Figure 9 - Blue Arrow). The total remains
13 hours and 30 minutes.

PTAWeb Supervisor Guide
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Changes to Employee Profile

Supervisors may make only two changes to an employee’s profile:

e Supervisors may change the employee’s overtime default from
Cash Pay to Comp Time Earned.

e Supervisors may determine if an employee is allowed to use a
default work schedule.

CHANGING THE OVERTIME DEFAULT

To change an employee’s Overtime Default:

In the window below the Supervisor Menu, select the employee
name you wish to work with (Figure 2).

In the Employee Menu, click Employee Profile.

The Employee Profile page will open.

Employee Profile - Abbott, John
Save Changes
First Name: John Middle Name: A
Last Name: Abbott Phone: (261)226-1
SSN: 074 .|78 |.|5389 Check Digit 3
Seniority Date: 06/14/04 Appt# 1
. Appt Start Date
Overtime: ' Cash Pay v (mmiddy): 06/14/04
Supervisor: — None — v Chk Sort/Org: 00121
Paid By Default: Yes v Unit Code:
Work Times Yee B Term Date
Required: " °° (mmiddiy):
May use Def. Last Day
Schedule: "% (mmiddyy):
May use TD Def.
Schedule:
Figure 10

3. Use the drop-down menu next to the Overtime box (Figure 11) to

select either Cash Pay or Comp Time Earned.
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Seniority Date: (01/03/95 {

Overtime: || Cash Pay |
— R

P 2| Comp Time Earned
Paid By Default: [| Nao ;l

I

Work Times Required:

s

B

Figure 11

4. Click Save Changes to register your selection.

CHANGING THE DEFAULT WORK SCHEDULE
To select if an employee is allowed to use a default work schedule:

1. In the window below the Supervisor Menu, select the employee
name you wish to work with (Figure 2).

2. In the Employee Menu, click Employee Profile.

The Employee Profile page will open (Figure 10).

3. Use the drop-down menu next to May use Def. Schedule to select
either Yes or No. If the selection is Yes, the employee may use a
default time schedule, if the selection is No, the employee must
manually enter all start and stop times.

4. Click Save Changes to register your selection.

Edit Backup

SELECT OR CHANGE BACKUP SUPERVISOR
To assigh a supervisor to serve as a backup in your absence:

1. Click Edit Backup in the Supervisor Menu.

2. A screen will display showing the name of the current backup
supervisor in the blue banner at the top of the screen.

Edit Backup - Supervisor's Name

Select your new backup:

Supervisor Names v | [ Save Backup ] [ Remove Backup ]

Figure 12

PTAWeb Supervisor Guide
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3. To select your backup supervisor, use the drop-down menu to scroll
the list of available supervisors.

4. Click the name of the supervisor you want to serve as your backup.
5. Click Save Backup to register your selection.

This will immediately select your backup supervisor, or change one
already selected. You may change your backup supervisor at any
time.

REMOVE BACKUP

To delete your current backup, click Remove Backup. This will register
your backup as None, since no backup supervisor is selected at this point.
To assign a new backup supervisor, you will have to select a new backup
using the above procedure.

Employee Future Leave

Allows you to view future leave entered in PTAWeb by both your assigned
employees and those for whom you are serving as a backup supervisor.

Employee Future Leave

Supervisor: = Supervisor Name v

Date Employee Name Type of Leave Hours
8/9/2004 Doe, John J. Jury Duty 8:00
8/10/2004 Doe, John J. Jury Duty 8:00
12i13/2004 | Doe, John J. Vacation 8:00
12114/2004 | Doe, John J. Yacation 8:00
12115/2004 | Doe, John J. Yacation 8:00
1216/2004 | Doe, John J. Vacation 8:00
1211712004 | Doe, John J. Vacation 8:00

Figure 13

Reports
To view any reports available to supervisors:

1. Click Reports in the Supervisor Menu.

The following screen will appear:

PTAWeb Supervisor Guide
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Report: Supenisor:

Employees Paid by Default Schedule | Supervisor Name v

Emplovees Paid by Default Schedule

Family Leave Used

Hours Beyond Default Schedule

Professional Time by Pay Period
Professional Time for Year

Sick Time Used

Family Medical Leave Used

LTE Time Reported

Figure 14

2. Click the drop-down menu on the left of the screen to view all the
reports available to all supervisors.

3. Choose the report you wish to view.

4. Use the drop-down menu on the right of the screen to select yourself
as the supervisor, or a supervisor who has designated you as their
backup. Employee reports for only the selected supervisor will be
displayed. All supervisor reports will show your department’s name in
the heading.

Following are the details of each of the separate report screens.

EMPLOYEES PAID BY DEFAULT SCHEDULE

Reports
Report: Supervisor:
Employees Paid by Default Schedule v ' Smith, John J. v

Department of Workforce Development
Payroll Time and Attendance System

Employees Paid by Default Schedule - Suprv: Smith, John J.

Employee Name Phone Number Work Time Required
Johnson, Paul NP, Yes
Figure 15

Displays all employees assigned to the selected supervisor whose
Employee Profile are set to Yes for Paid by Default.

PTAWeb Supervisor Guide
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Family Leave Used

Reports
Report; _Show | Print Pay Period:
| Family Leave Used | B/26/2004 =]

Department of Workforce Development
Payroll Time and Attendance System

Family Leave Used for PP Ending 6/26/2004 - Suprv: Smith, John J.

Sort By:
Employee vI

Employee Name Leave Date Leave Type Leave Hours
Brown, Diane S 06/24/04 Sick- Employee lliness g:00
Brown, Diane S 06/25/04 Sick- Employee lliness g:00

Figure 16

Displays by selected pay period and supervisor, all employees who have

leave that has been designated as Family/Medical Leave.

HOURS BEYOND DEFAULT SCHEDULE

Displays by pay period and by supervisor, all employees whose Employee
Profile is set to Yes for Paid by Default and Yes for Work Times

Required.
Reports
Report; Show | Print Pay Period: Supenvisor:
[Hours Beyond Default Schedule =l | 772472004 | | Smith, John J. =l

Department of Workforce Development
Payroll Time and Attendance Systemn

Hours Beyond Default Schedule for PP Ending 7/24/2004 - Smith, John J.

Employee Name Phone Number Week 1 Week 2

Wies, Carol (608)266-0566 20:00 2:00

Figure 17
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PROFESSIONAL TIME BY PAY PERIOD

Displays hours recorded as Professional Time for all employees by pay
period and supervisor.

Report _Show | Print

Reports

Pay Period: Supervisar:

IProfessionaI Time by Pay Period L]

[772472004 =] [ Smith, JohnJ. =]

Department of Workforce Development
Payroll Time and Attendance System

Professional Time Recorded for PP Ending 7/24/2004 - Suprv: Smith, John J.

Employee Name Phone Number Prof Time

Wies, Carol (608)266-0566 24:00

Figure 18

PROFESSIONAL TIME FOR YEAR

Displays total of Professional Time recorded by employee and calendar

year.

Reports
Report:  Show | Print Year: Supervisor:
| Professional Time for Year Bd| |2004 ~] [ Smith, John J. Rd|
Department of Workforce Development
Payroll Time and Attendance System
Professional Time Recorded in 2004 - Smith, John J.
Employee Name Phaone Number Prof Time
Wies, Carol (608)266-0566 32:.00

Figure 19

PTAWeb Supervisor Guide
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SICK TIME USED

Displays total sick hours per employee, per selected dates. Reports sums
by leave type.

Reports
Report:  Show | Print From: To: Employee:
[ Sick Time Used =] [3r172004 =] [7r242004 =] [ weis, caral =]

Department of Workforce Development
Payroll Time and Attendance System

Sick Time Used for the period from 3/21/2004 to 7/24/2004 - Empl: Weis Carol

Employee Name Leave Type Leave Description Leave Hours

Wies, Carol 01 Sick- Employee lliness 24:00

Figure 20

FAMILY MEDICAL LEAVE USED

Displays by employee and date range, dates that have been designated as
Family/Medical Leave.

Reports
Report: Show | Print From: To: Employee:
[Family Medical Leave Used =l [7mj2004 =] [772472004 =] [Wies. Carol =l

Department of Workforce Development
Payroll Time and Attendance System

Family Medical Leave Used for the period from 7/11/2004 to 7/24/2004 - Empl: Wies, Carol

A
Employee Name Leave Date  Leave Type Leave Description Leave Hours
Wies, Carol 7120i2004 01 Sick - Employee lliness 10:00
Wies, Carol 7121i2004 06 Vacation 10:00
Wies, Carol 71222004 07 Personal Holiday 10:00

Figure 21

PTAWeb Supervisor Guide
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LTE TIME REPORTED

Displays total hours recorded by LTEs in their active appointment.
Includes all hours entered at the time the report is generated. Only hours
entered in PTAWeb are included in this report. Hours reported on an LTE
appointment prior to their activation on PTAWeb will not be included.

Reports
Report:  Show | Print Supervisor:
[LTE Time Reported Ed| [ Smith, JohnJ. =]

Department of Workforce Development
Payroll Time and Attendance System

LTE Time Reported - Suprv: Smith, John J.

Employee Name Start Date Hours

Brown, Diane S 3/8/2004 32:.00
Wies, Carol 4/30/2004 44:00

Figure 22

PTA Retroactive Adjustments

Employees may adjust time and leave entries after the close of a pay
period. Entries can be made for hours or leave not entered during the
pay period, or to correct hours or leave time already entered.
Adjustments that effect pay will be sent with the next pay cycle following
the approval of the adjustment.

Supervisors can enter retroactive adjustments on behalf of their
employees by utilizing the supervisor approval screen for that employee
(Figure 25). Enter retroactive adjustments following the same process as
documented in the Employee Guide.

APPROVING RETROACTIVE ADJUSTMENTS

When an employee enters a retroactive adjustment, the employee’s
supervisor must approve the adjustment before the entries can be
processed.

1. If you have approvals for retroactive adjustments pending, you will be
notified when you first log into PTA Web. Immediately upon logging in,
a message screen will be displayed indicating that adjustments have
been entered and the number.

PTAWeb Supervisor Guide
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Your employees have made 4 retroactive adjustments to their work and leave times that
\l) require your approval, Please select the PTA - Retro Adjustments link under the
Supervisor Menu to begin the approval process.

Figure 23

Click on OK to proceed to PTAWeb.

2. To review the retroactive adjustments that have been entered, click
PTA Retro Adjustments in the Supervisor Menu. A screen will be
displayed that lists all unapproved adjustments made by your staff.

Select Retro Adjustment

Supervisor: ‘éupervisor,.lohn Hivw View: | All Unprocessed v

Click Name to go to Approval Screen

Status Employee Appt# Adjustment Date
Approved Brown, Joe 2 5i1/2004
Approved Stewart, Mary 2 6i15/2004
Disapproved Blake, Jim 7 4 211812004
Not Yet Approved Black, Carl 3 61512004
Figure 24

Two drop-down boxes are displayed at the top of the screen.

3. Your name should be displayed as the default in the Supervisor drop-
down menu. If you are acting as a backup for another supervisor,
select that supervisor's hame. Pending adjustments entered by that
supervisor’s staff will then display.

4. Use the View drop-down menu to look at either Not Yet Approved,
or All Unprocessed adjustments. All Unprocessed adjustments
include adjustments that have been approved, but not yet processed
by the payroll section.

5. To view an adjustment, click on the employees name in the Employee
column.

The following screen will appear.

PTAWeb Supervisor Guide
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Retro Adjustment - Employee's Name - 5/1/2004

[ Ureprove ]
Next Adj

This adjustment has been approved by the supervisor.
¥0Original Times:

Work Times: Leave Times:
Start Stop Hours Type Hours Description
work: | Other: _________|Total Reported:
YAdjusted Work Times:
Work Times: Leave Times:
Start Stop Hours Type Hours Description
7:45 am 11:45 am 4:00 Regular 4:00 Sick- Employee lliness
Leave: 4:00 other: _________|Total Reported: 8:00

¥Supervisor Comments:

Figure 25

Disapprove / Approve - Use these buttons to either approve or
disapprove the retroactive adjustment.

Unapprove - Use this button to reverse an approval that has
already been entered for an adjustment.

Delete - Delete the adjustment from the employee’s record.

Next Adj - Go to the next adjustment for the employee you are
viewing. If that employee has no further adjustments pending, you
will be returned to the Select Retro Adjustment list (Figure 24).

Original Times - Shows the original work and leaves times
entered by the employee. The blue bar shows the totals for Work,
Leave, and Other hours that were originally entered, and are being
adjusted. The Total Reported column shows the sum of those
entries.

PTAWeb Supervisor Guide
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Adjusted Work Times - Shows the adjusted work and leaves

times entered by the employee. The blue bar shows the totals for
Work, Leave, and Other hours being adjusted. The Total Reported
column shows the sum of those entries.

Supervisor Comments - Allows you to make comments regarding

the adjustment.

6. Click either the Approve or Disapprove button, depending on the

action you wish to take.

7. If you wish to add any comments, enter them in the Supervisor
Comments box at the bottom of the page.

8. When you have completed all the actions for the current employee,
click the Next Adj button to take you to the next adjustment for that
employee. When all the adjustments for the employee are completed,
you will be returned to the Select Retro Adjustment screen.

Retroactive adjustments are sent to Central Payroll for processing at the end
of each pay period. Any adjustments that effect salary will be reflected on
the paycheck for the pay period in which the adjustment was processed.

In the example shown in Figure 26, an adjustment is entered on March 1st for
hours that were worked on February 19th (a date in the previous pay period)
The adjustment is then reflected on the paycheck the employee receives on
March 18 for the period which ended on March 6™. In this case, an additional
4 hours of leave time would be paid on March 18.

Su | M i W[ Th F | Sa
FEB
1 2 3 4 5 6 7 | 44
Date on which entry
8 910|111 12| 13| 14 error ocourred., Only
4 work hours
15|16 17 | 18 19420 21 1 5B entered,
22 23|24 (25|26 |27 28
59 Date retroadtive
adjustment is entered. An
MAR ISul M I T IWIThI F [Sa adjustment is created for
15 3 7 = - 4 work hours and 4 leave
P hours,
7 8 = 10 (11 12| 13
Date retroadtive
14|15 |16 |17 |18 | 19 |20 (7B adjustment appears on
the paycheck. The 4
leave hours not
previously entered are
paid.
Figure 26

PTAWeb Supervisor Guide

Page 18 of 26

Last Update: 10/2/2014 12:30

:00 AM



¥ PTAWeb

4
WISCONSIN DEPARTMENT OF H r H
‘ (ADM]N]STRAT[ON PTAWeb Supervisor’'s Guide

Supervisor Time Distribution (TD) Instructions

GENERAL INFORMATION

e You can approve Time Distribution hours in the same manner as
Work/Leave times by selecting the Approve TD Time option from the
Supervisor Menu.

e You will not be able to approve TD times if:
o You have not already approved the Payroll Time entries for the
employee.

The Work hours and TD hours for an employee are not equal.

There is an error flag set on the employee's record. Only agencies
using a validator may have error flags set.

e You may edit the TD times for an employee assigned to you, or to
someone for whom you are backup, under the same rules as time
edits. See Entering Time and Time Distribution in the Employees
Guide for instructions on editing an employee’s TD times.

e You may not change/edit an employee's TD Default Schedule.
e All employees assigned to a supervisor do not have to be TD Users.

e A supervisor does not have to be a TD user to have employee's who
are TD Users.

APPROVE TD HOURS
To approve the TD hours for your assigned employees:
1. From the Supervisor Menu, click on Approve TD Times.

The following screen will display.

PTAWeb Supervisor Guide
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Important:

Approve TD Times

Pay Period From: 10/3/2004 To:  10/1 5/2004' v <Prev Current Next> Status: Current

Supervisor: Supervisor, John H v Save Changes
Employee Name  FTE WH‘:;" Org Appr Actv ’c‘::’ Task Stage Err  TDHrs Lve Total Apprv
_u@_gm loyee, Jane 0.8 |32:00 | 7235 185 D100 701A MGS136014 g:00 0:00 32:00
T 7235 185 D100 701A MGS136017 8:00
7235 185 D100 701A MGS136029 8:00
7235 185 D100 701A MGS136037 8:00
Sub Total: 32:00
Employee, Joe M (1.0 |8:00 | 7p11 185 D100 7004 g-0p |0:00 |8:00
Sub Total: 8:00
Ernployee, John (1.0 |0:00 g:00 | 0:00 0:00
a Sub Total: 0:00
LTE, June A 0.0 |0:00 g:0p | 0:00 |0:00
Sub Total: 0:00

Check All Clear All

Figure 27

2. Use the drop-down box at the top of the window to select the pay

period you wish to view. The current pay period is the default.

All the TD times entered by your assigned employees will be displayed.
If the employee has not entered TD times for the pay period, the
employee’s name will still be listed but the TD code section will be
blank and the total hours will be 0:00.

To approve a specific employee’s time, click the box in the Apprv
column for the employee. A checkmark will appear in the box.

To approve TD times for all the employees listed, click Check All at
the bottom of the window. This will place a check in all the boxes in
the Apprv column. If the employee has no TD codes entered, the
check box will be grayed out and a check will not appear in the box.
You can uncheck any of the boxes by clicking in the specific box. To
clear all the boxes, click Clear All. This will clear the entire column.

If you are in the current pay period, you will receive a warning that once
you approve the TD times, your employees will not be able to modify TD
codes and times for the pay period. Normally, you would not want to
approve TD times for the Current pay period.

5. Click Save Changes to record your approvals.

PTAWeb Supervisor Guide
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TD RETRO ADJUSTMENT

If an employee who is a TD user enters a retroactive adjustment that
includes work hours, they must also make a retroactive adjustment to
enter an equal number of TD hours.

A reminder will be displayed each time a supervisor logs in to PTA if they
have a TD Retro Adjustment that is not approved.

r 2

VBScript: Retroactive Adjustments @

= Your employees have made 1 retroactive adjustments to their work and leave times that
\l/ require your approval, Please select the PTA - Retro Adjustments link under the
Supervisor Menu to begin the approval process.

Your employees have made retroactive adjustments, You have 1 TD retroactive
adjustments that require your approval. Please select the TD Retro Adjustments link
under the Supervisor Menu to begin the approval process.

Figure 28

The reminder will not disappear until the supervisor has completed the
approval or otherwise acted upon the retro adjustment.

To approve TD retroactive adjustments:
1. Select 'TD Retro Adjustments' from the Supervisor Menu.
The following page will appear:

Select TD Retro Adjustment

Supervisor: ‘ Supervisor, John H. \: View: !NotYetApproved j

Click Name to go to Approval Screen

Status Employee Appt# Adjustment Date
Employee, Jane E 2 6/29/2004
Figure 29

2. Click on the hyperlink for the employee you wish to approve.
The following screen will appear:

PTAWeb Supervisor Guide
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Retro Adjustment - Employee, Jane E - 6/29/2004

[ Gspmreve ) A

This adjustment has not yet heen approved.
¥Q0riginal Times:

Work Times: Leave Times:

Start Stop Hours Type Hours Description
pwork: | other: ______JTotal Reported:
YAdjusted Work Times:
Work Times: Leave Times:

Start Stop Hours Type Hours Description
7:45am 11:45 am 4:00 Regular 4:00 Sick- Employee lllness

ork: 4:00 Leave: 4:00 jothe: ~ |Total Reported: 8:00

YSupervisor Comments:

Figure 30

The same rules that apply to approvals for standard entries also apply
to approval for retroactive adjustments.

e You cannot approve TD retroactive adjustments that do not match
the work hours entered for the employee.

e You must first approve the employee’s retroactive time
adjustments before you can approve the retro TD adjustments.

e You cannot approve a retro TD adjustment if the there is an error
flag set on the TD Retro Adjustment.

3. If the payroll time for the work hours shown on this page have not
been approved, the following message will appear near the top of the
page:

The payroll portion of this retroactive adjustment must be

approved before the TD portion of this adjustment can be
approved.

If the message does not appear, you may go on to Step 5 to either
approve or disapprove the adjustment.

PTAWeb Supervisor Guide
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4. If the Payroll Time must be approved first, click PTA Retro
Adjustments in the Supervisor Menu in the left navigation column.

The Select Retro Adjustment page will open (Figure 24). Follow the
instruction for approving Retro Payroll adjustments earlier in this guide
and then return to the retro adjustment screen for the employee
(Figure 30).

5. Once the Payroll Time for this adjustment has been approved, you can
approve or disapprove the adjustment, by clicking Approve or
Disapprove at the top of the screen. When you click Approve, the
Unapprove button will become active. You can use this button to
unapprove the adjustment if necessary.

6. You may add a comment if you wish in the Supervisor Comments
box at the bottom of the screen.

7. Click Next Adj to complete the process. If there are no more
adjustments to approve, a screen will appear with the following
message:

There are No Retro TD Times available for this View

Add Contractor

Allows a supervisor to add a record to PTAWeb for a contractor who is not
on the state payroll system. This will allow the contractor to enter work
times and appear on the supervisor’s approval screens. This data is for
informational purposes only and is not collected by Central Payroll.

Add Contractor

Please enter a SSN:

e

Figure 31

1. Enter the contractor’s Social Security Number and click OK.

The following page will appear.

PTAWeb Supervisor Guide
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Employee Data {required values hold)
Last Name

Add Contractor

First Name

Save

Middle Name

Email Addr

SSN

ess

I‘—", q

Directory Association

Directory ID
Not Specified

l

Appointment Data (required values bold)

No appointment data available

Figure 32
2. Enter the contractor’s name and e-mail address and click the Save
button. This will activate the Get ID button, which you can use to set
up the association in the Enterprise Directory.
3. Click the Get ID button.
The following window will appear.
An Enterprise ID assigned to the contractor will appear in the Ent. ID
column.
Enterprise Directory Search
Last Name:
Search Results:
Last Name First Name Inital DOB Pri. Agency Ent. ID
Trotto Richard
[ Okay ” Cancel
Figure 33
4. Click Okay to accept the Enterprise ID. You will be returned to the

Add Contractor screen (Figure 32). The contractor’s Enterprise ID will

appear in the Directory ID box.
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Directory ID
Trotto, Richard
trottraami

Figure 34

Completing the name and e-mail address fields will also activate the Add
button, which allows you to enter detailed information about the
contractor.

5. Click the Add button. The Appointment Data section will become
populated with several data entry fields.

Appointment Data {required values hold)
Appointment List Position Number Barg Unit Surplus Code
|
Appt. Start Date Phone Number Employment Type
PTA Create Date Budgeted FTE Chk Sort/Org
7{27/2004
Overtime Default Worker Code Appointment Number
Cash v | | Employee ¥i§ C v
Paid By Dfit Allow Dfit Wrk Schd Contractor Flag
No ¥ Yes ¥ Yes v
Probation Code Agcy-Sec Level Supervisor
No v | | 445-000 v| | Carsteysen, Deba v
D Usage Allow TD Dfit ' -
No TD v
Figure 35

6. You must enter data in all the fields with labels in bold type.

e Budgeted FTE - enter a percentage from 1-100 (no % sign is
required)
¢ Check Sort/Org - generally the same as your own.

The following fields may be edited by using the drop down menus for
each as appropriate:

Overtime Default - Select Cash or Comp Time

Worker Code - Select Employee or Supervisor

Paid by Dflt - Select Yes or No

Allow Dflt Wrk Schd - Select Yes or No

Probation Code - Select Yes or No

Agcy-Sec Level - Select the appropriate Agency/Section number
TD Usage - Select either Task or Stage, neither, or both

Allow TD Dflt - Select Yes or No

Since the contractor is not paid by Central Payroll, many of these fields
will not be relevant and may be left unchanged from their default status.

The following fields are set automatically and cannot be edited.
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e Supervisor
e Appointment Number
e Contractor Flag

Select Own Data
Click Select own data form the Supervisor Menu to return you to your
own record. It is important to select this option before entering work or
leave times for yourself to ensure that you are not accidentally updating
another employee’s data.

PTAWeb Supervisor Guide
Page 26 of 26 Last Update: 10/2/2014 12:30:00 AM



