
Common Tasks for Supervisors

Select 
This function permits you to access information 
about the employees assigned to you. 
Search
Allows you to query the system for employees 
matching your search terms. 
Leave/Prem Pay 
Not currently being used by FFAS.
Reports
Any reports that are available to Supervisors are 
listed under the reports menu. 
Delegate
Allows you to delegate your Supervisor 
responsibilities to another Supervisor in your 
absence.
Change Password
Not currently being used by FFAS. 
View Tasks
Lists all messages sent to you by webTA.

Supervisor Main Menu Overview
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1 From the Supervisor Main Menu, click the 
Delegate button.      

2 Type the delegate Supervisor’s E-Auth in the field. 
If the Supervisor’s user ID is unknown, click the 
Search button.

3 Click the Add button.      

Setup a Delegate

Note:  Once a Supervisor displays in the Current 
Delegates field, that Supervisor has access to all your 
employees. The delegation is left in place so you have a 
permanent backup.
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Use the Select Employee Tool

1 From the Supervisor Main Menu, click the 
Select button.    

2 Click the radio button preceding the employee’s 
name.      

3 Click an option from the Selected Employee
buttons.   

Use the Search for Employee Tool

1 From the Supervisor Main Menu, click the 
Search button.    

2 Enter some or all of the employee’s first or last 
name in the designated field.      

3 Click the Search button.   

5 Click an option from the Selected Employee
buttons.   

4 Click the radio button preceding the employee’s 
name.      
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Decertify T&A Records

1 From the Supervisor Main menu, click the Select
button.    

2 Click the radio button preceding the employee’s 
name.

3 Click the View/Certify T&A button.   

4 Click the Reject/Decertify button.         

Note: The employee’s record returns to validated status. 
If the record has not been sent to NFC, and the employee 
needs to modify the T&A record, you must first decertify.       
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5 Enter the reason you are rejecting or decertifying the 
employee’s T&A record.         

6 Click Save.

Certify T&A Records

1 From the Supervisor Main menu, click the Select
button.    

2 Click the radio button preceding the employee’s 
name.

3 Click the View/Certify T&A button.   

4 Review the contents of the T&A Summary. Click the 
Certify button.         

Note: Only validated records can be certified. Once the 
record is certified, the status column of the Employee 
Table updates with the word ‘Certified’.         
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Log out of webTA

1 Click the Logout link in the upper-right corner of 
any page.

2 Click the ‘X’ in the upper-right corner to close the 
window.  

Review Previously Certified  T&A 
Records

1 From the Supervisor Main menu, click the Select
button.    

2 Click the radio button preceding the employee’s 
name.

3 Click the Certified T&As button.   

4 Review the contents of the T&A Summary.         


