PTA Web
Job Aid



e Click PTA Web from the dotnet home page, dot.wi.gov or
navigate to: https://ptaweb.state.wi.us/ptaweb/default.asp
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e Click the “PTA Web” link
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Information for WisDOT employees
WisDOT employees Employee emergency information hotline
WISL FmplayEs The employee emergency information hotline provides staff with up-to-date
information information on security issues or other incidents that might impact WisDOT facilities
Employes emergency or operations.
information hotline
_ My WisDOT Pay
My WisDOT Pay
PTA Weh My WisDOT Pay provides Wisconsin Department of Transportation employees access to
their electronic pay information.
TEAL
WisDOT LearnCenter PTA Web
€11 PTA Web provides Wisconsin Department of Transportation employees access to their earning
statements from December 2007 through December 2015 using the same logonid and password to
access Outlook.[8 View PTA Web job aid.
TEAL
To access TEAL, you will need to enter your Wisconsin user ID (WAMS ID) and
password. This is the same username and password you use to access My WisDOT
Pay. [4 View TEAL training.
Email
To access your Outlook email, you will need your Outlook ID and password.
W




e Enter IAM User ID and Password

These are the same credentials used to access email (Outlook).

e Contact the IT Service Desk (608-266-9434) if you do not know your IAM
credentials. Instructions on how to change your IAM password are on the
last page of this document.
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* You will be prompted to enter your SSN the first time
you log on to PTA Web.




* If you have used PTA web at another State Agency,

you might receive this notice.

. e ) (=2 (& hitp://165189.60.5/pt: O = & | & Employee Lookup #fr & It

Employee Lookup

The 35N entered is already associated with a record. Please contact your payroll office.

e Contact otPavroII@dot.wi.ga/ to resolve this issue.




* Click yes to confirm this is you.

» After clicking yes, PTA Web will return to the log on page
to have you re-enter your log on information. You will be

prompted for your SSN on your first log on only.
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Is this you?

Badger, Bucky
123-456-789




* Oncein PTA Web, Expand the “Employee
Menu” and click “Pay Stubs” to review them.
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Pax Stubs Enter/Edit Work Times

| | Employee w-2s Eay Period Summary

Pay Period Detail
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Select Other Appointment:
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Pay Stubs
Employee W-2s

! Future Leave
Exit and Log Off Leave History

Retroactive Adjustment

Retro History
Edit Default Schedule

Select Other Appointment:
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¥ Supervisor Menu
Approve Payroll Times
Approve TD Times

Edit Backup

Employee Future Leave
Reports

PTA Retro Adjustments
TD Retro Adjustments
Add Contractor

Select own daia

Note: All other features in Supervisor
View are unavailable. Please continue
to use TEAL for these functions.



* To view a different pay period, select another date
from the drop down arrow or click “Prev” or “Next”
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* To view W-2s click “Employee W-2s"



e Select W-2 year you wish to view and click
“View/Print W2”. A notification box will appear. Click

“Open” to view a .PDF _
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Note: only W-2s from 2013 or 2014 are available.



* If you have worked for another state agency within
the last 5 years you can “Select Other Appointment”
to view Pay Stubs from that agency.
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Instructions for changing your IAM password:
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Open your web browser (i.e. Internet Explorer) and go to
https://iam.wisconsin.gov.

On the IAM Home page type your IAM username in the Username box
and click Go.

Select "Password Change".
Verify or Enter your IAM username in the Username or UserID box.
Enter your current IAM password.

Select "Submit”, if present and re-type your current IAM password on
the next screen.

In the New Password box, type a new IAM password.
(Please review the Password Requirements on the screen.)

In the Confirm New Password box, re-type your new IAM password.
To finish select the "Reset Password" or the "Submit" button.




