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Employee Main Menu Options
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Employee Main Menu

Time
Timasheet
Timesheet Summary
Processed limesheats
Leave Requests
Premium Pay Requests
Duollar Transaclion Reguests

Leave Dalances

Inbox [0] | Settings | Help | Log Out

Accounting
Accounts
Schedule
Schedule Assignment
Shifts
Schedule Templates
Messages

Schedule Send Message To Timekeeper
Send Message To Supervisor
Reports
Reports Leave |ranster Frogram
Leave Donations
Telewnrk
ework Reguesls Fmergency Contacts
Telework Agreements My Conlacts

Continuation of Pay (COP)

Employee Role Tab: Access functions that Employees use to enter time, telework requests and agreements,
accounting, leave and premium pay requests, etc.

Inbox Tab: View system-generated messages and alerts.

Settings Tab: Access the employee’s profile (licenses, calendars, roles, timesheet detail, timesheet profile,
telework).

Help Tab: Access online help.
Log Out Tab: Exit the system.

Time Section: Enter time, view historical records, leave requests, premium pay requests, dollar transaction
requests, leave balances, and create a schedule.

Reports Section: Run Leave Audit reports.

Telework Section: Request Telework and Telework Agreements, add and view historical Telework Requests, and
add Telework Agreements.

Continuation of Pay (COP) Section: View employee’s event detail.
Accounting Section: Find, add, and remove accounting codes.

Schedule Section: Create a permanent and/or temporary schedule assignment, search and view shifts, and
schedule templates.

Messages Section: Send message to the Timekeeper and/or Supervisor.
Leave Transfer Program Section: Add, edit, or delete leave donations.

Emergency Contacts Section: Add emergency contact information.
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Entering Time

. On the Employee Main Menu, from the Time Section, click Timesheet.

. Click the plus sign (+), under the Work time transaction.

. Accept the Default Transaction code or click Transaction code link to select a different one.
. Select the Transaction code from the drop-down list.

. Click Select Work Time Transaction. o e

Work Time Total

. To select a different account, click Lo Tme o
Account link. =
Teansaction  Account

7. Click Select next to the appropriate |8t
account.

8. Enter your work hours in the Work Time field next to the correct Transaction code and Account code.
9. Click Save.
10.Click Cancel to return to the main menu.

Requesting Leave/Premium Pay

WEBTA G revses_swovise_assisuinor -

o b WN -

Farcieg Acpeoved  Danied
Leave Request Form

Leave Dalance Calrulrion

Traraacson Leave flstarce: Sk Lagwe 2000

* Saart Date “EndOmie  AlDwy StnTme  StopTane DalyHors TotslHows Acten

el W W 70am 130pn 580 Deivie

Sick Leave Purpose

40 208 TOQUESING SCK foae. YO TSt IGCAME e reason

e FUILA Madbe 1
963 [FNLA]L nicste of

Cartification
| Caridy Tt e arvalabaence rquesied abov i or 1he puposeis] mdeated. | understand ak | must comphy wilh my employing agenc y's prcedunes 4 requesing leavelappoved
on

absence (and provde addional SOCUTeNEaton. inciudeg Mmedal Jerbhancn, § Mused) anc Pt EACANON Of MEMMaNon 01 s o May be prounds for Sopirary &
Fetidng reman
]

Privacy Aot

1. On the Employee Main Menu, from the Time Section, click Leave Requests.
2. Click Add Leave Request.

NOTE: Click the Leave Balance Calculator to view current or projected leave balances.

3. Select Leave type from the drop-down list.

4. Click the Start Date calendar icon to select a start date or type the date in mm/dd/yy format; repeat
steps for End Date.

. Type the Start Time and Stop Time in hh:mm format. NOTE: If taking the full day, click the All Day Box.
. Enter any Remarks in the Submitter Remarks text box.

. Click Submit. NOTE: The leave request is auto-populated on your timesheet.

. Click Cancel to return to the previous page.
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Validating and Affirminga T & A

1. On the Employee Main Menu, from the Time Section, click Timesheets.

2. On the bottom of the timesheet, click Validate after all time is entered for the pay period
selected. NOTE: Timesheet is now showing for review. Correct any errors messages.

3. Type Remarks in Action Remarks text box if 1 centify that tha time warkad and laave taken a5 reeorded on this form is trus and coeraet 1o the best of my knewlsdge
necessary. TRy o

4. Click Affirm. The timesheet will be submitted to the crevesien Remsni 358
Supervisor for certification. Atfiem | [ Cancol Attestation_

Viewing a Timesheet Summary

1. On the Employee Main Menu, from the Time Section, click Timesheet Summary.

2. Select a Pay Period from the drop-down box, click Select Pay Period. NOTE: The Timesheet Summary Page is
displayed with Work Schedule, Totals, Remarks, Leave Requests, Premium Pay Requests, Leave Data, Timesheet
Profile and Activity Log.

3. Click Printable Version at the bottom of the page.

4. Click Cancel to return to the Employee Main Menu.

Adding Dollar Transactions

.
ess ™
2 WE BTA lﬂm Timekeeper  Supervisor  Administriator = Inbux [0] | Settings | Help | Log Out
nu > Dollar Trans.

Employes Man Menu > achon Requests >

- Pending Approved  Denied
Dollar Transaction Request >

Employee: EMPLOYEE, SUE
* Transaction Code: || w|

* Account: | Select

* Start Date * End Diate * Amaount Action
01042016 o mmanns &= 1500 Delate
| Add New How
Remarks

Submitier Remarks; © 3009 at Conforencd

Approver Commenis:

Submit Cancel

. On the Employee Main Menu, from the Time section, click Dollar Transaction Request.
. Click Add Dollar Transaction Request.

. Select the Transaction Code from the drop-down list.

. Click Select next to *Account.

. On the Select Account page, select the applicable account

. Enter Start Date, End Date, and Amount.

. Add Remarks in the Submitter Remarks text box.

. Click Submit.
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Completing a Telework Agreement
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Employee Information
Employes: EMPLOYEE. SUE - EMPLOYEES™
Essanilal:
Madical Accommadation:

Telework Type
RegularRouting:
Situationalia Moo
Agreement Dates
¥ Agresment Stat: 1
Ageosmant Expiren:

Primary Telework Location
* Home
Saellie Office
Telowork Conter
Cuher
Primary Telework Address and Phone
* Addewss T 122 Canter 5t
Addrss 3
* City: ‘New Orlaney

* Telwwork Phome:  SERIZEN212
Tebowork Fax:

Mileage
* Numdber of Wiles Seved Per Day: 50

Requirements Completed

. 011 ferens and conditions of ghis telework agroement, and Wil « ggy 30572016 =
7). adhete ks e eiovialons of e Tebeweork ey e e mbarmsaed 1o I ogreenstes . L N
v, Policies and procedures covering classified, wecure, of peivacy sct datn have been discussed and ar " Dote GRS -
. chaarty undersiood: e -

Cantification that th ard suparwisar Dase.

Cuuxum that the umvlcryn by sathector rhcumnkluu self. umhum ulul! checklist 1o

Date
n....m.-....l and discunsed the terma and comditicns of his agresmant with thi smployes: Date
Telework Schedule
TewworkDay: SMTWTF S SMT WT F 8
 SMTWTFS SHMHTWTFES
AW A A i

Sehadista Moten:

Chaactens remanng: 355

Other Comments

Remarks:
Approver Commants:
Craestors g 39
Denlal Reason:
Termination Details

Temmination Date:
Reasca

Tarmination Remarks:

. On the Employee Main Menu, from the Telework Section, click Telework Agreements.
. Click Add New Agreement.

. Enter Telework Type.

. Enter Agreement start date.

. Select Telework Location.

. Enter Primary Telework Work Address and Phone.

. Enter Mileage.

. Select Telework Day(s) and Office Days.

. Click Submit.

NOTE: All sections with Asterisks must be completed.
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Completing a Telework Request
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Telework Request

T a——
Telework Type and Dates
Employes: EMPLOYEE, SUE
TeewO G Tohwork Home - Rowbg ~
Code:
* Reason. | Other ~]

Reason Notes:  To save gas
Stari Date End Date

e A e |

Stard Time: Stop Time  Dady Howrs Total Hours

3 30pm 800

Acon

01042018

Add New Row

&|% [T-00am 000 Delete

Remarks

Approver
Gomments

Submit Cancel

. On the Employee Main Menu, from the Telework Section, click Telework Request.
. Click Add Telework Request.

. Select Transaction Code from the drop-down box.

. Select Reason from the drop-down box.

. Enter Start Date and End Date, Start and Stop Time, and Daily Hours.

. Click Submit.
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Requesting a Schedule Assignment

1. On the Employee Main Menu, from
the Schedule Section, click Schedule
Assignments.

2. Click Add Permanent Schedule
3. Type in the Name of the Schedule.

4. Select the number of weeks from the drop-
down box.

5. Enter the Start Date.

6. Check the boxes of the days of the weeks
you are requesting.

7. Click Insert Shifts.

8. Click Select next to the shift you are
requesting.

9. Click Submit.

.;.WEBTA“ m Tinkopee  Supevisse  Adminisiraior *

(Add) Schedule - EMPLOYEE, SUE

* Name: [San's new schedule

Aenon Finuteng Stats Assen Tt Mame Ramarka

Submi | | Canesd

Schwoule Type:  Parmanant
Schweoule Statis:  Linsard




