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Master Timekeeper Main Menu

Employees Schedule
Select Timeshests Employee Schedules List View
Employee Leave Requests Schedule Templates
Employee Premium Pay Requests Shifts
Assign Shifts
Reports
Assign Schedule Templates
Reports
My Saved and Scheduled Reports Delegates/Reassignment
Adhoc Report Management Manage Timekeeper Delegates
Manage Supenvisor Delegates
Continuation of Pay (COP)
Reassign Employees to Timekeeper
COP Events

Reassign Employees to Supenvisor

Timekeeper Profile

POl/Agency Assignment
My Assigned POls and Agencies

Master Timekeeper Main Menu Options

Master Timekeeper Role Tab: Access functions that the Master Timekeepers use to work with
timesheets, leave and premium pay requests, reports, Continuation of Pay (COP), schedules,
delegates/reassignments and assigned Personnel Office Identifier (POIl) and agencies.

Inbox Tab: View System-generated messages/alerts.
Settings Tab: View your own employee’s profile.
Help Tab: Access online help.

Log Out Tab: Exit the system.

Employees Section: Access to all timesheets within your authority and view leave/premium pay
requests.

Reports Section: Run, export, print, or save reports.
Continuation of Pay (COP) Section: View employee’s events details.

Schedule Section: Access a list/grid view of employee’s schedules, scheduled request, and
shifts.

Delegates/Reassignment Section: Assign or unassign a delegate, or reassign employees to
timekeeper/supervisor, and update a Timekeeper’s profile information.

POI/Agency Assignment Section: View a list of POI's and agencies that are assigned to you.
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Adding Employees Leave/Premium Pay Requests

1. On the Timekeeper Main Menu, from the Employees WEBTA e _toviep e (N
Section, select the Select Timesheets link. T o

2. Check the box next to the employee’s name to add a
leave request. g

3. At the bottom of the page from the Select Action T st S lere 260
Section Menu, from the Leave and Premium Pay £ ) 2| s oy gt e T S0 ey oW e o s v
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Section, select Leave Requests. i o
4. Select Add Leave Request. R
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5. Select Leave Type from the Leave Type drop-down
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8. Select Submit and select Cancel to return to previous | =
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Overriding a Validation

“WEBTA' envioree_tinstesper_suponisor
Master Timekeeper Main Menu > Select Timesheets >
Timesheet ——O0—O0—0—
Employee:  Employee, Bonnie Timesheet Type: Regular
Pay Period:  [(RPIITPZIPIIE TN P v | | Select Pay Period Status: Unvalidated
1 the M Timek Main M e ‘ s
. On the Master Timekeeper Main Menu, T e e
in the Employee Section, select the Select it
Timesheets link. Tomn o
AREA s | sw | so0 | s | &00 wm e | s s | o0 | &0 w00
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2. Check the box next to the employee’s BasePor”
. Work Time Total 800 800 500 800 800 4000 800 800 800 800 800 4000t
name that you wish to process. Leave Tme
3. On the Select Action Section, select R
. i s e ———s—so—sw— o s
Timesheet.
Dollar Transactions
- Dollar Total
4. At the bottom of the page, select Override
v I, d t, m Totals Remarks (0) Leave Balances Telework
alidation. o N - e = I -
Action Remarks:
.
Save Validate Override Validation Delete Timesheet Remove All Entries Cancel
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Managing Supervisor Delegates
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Master Timekeeper Main Menu =

Delegate Roles : Supervisor

Delegating User: EMPLOYEE, SUE EMPLOYEES*™™* | Search

MName Undelegate
EMPLOYEE, EVANGELINE
EMPLOYEE, MARY
1-2 of 2 Records 1 View

Add Delegate Undelegate All

Cancel

1. On the Master Timekeeper Main Menu, from the Delegates/Reassignment Section,
select Management Supervisor Delegate.

. Select Add Delegate. A list of eligible supervisors is displayed.
. Type Supervisor’s name.

. Select the Search button.

. Select the Select button.

. Select the Select Checked User button. A confirmation message indicating that the
delegation was successful is displayed.
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NOTE: You may select as many delegates as you wish.

Reassign Employees to Timekeepers

1. On the Master Timekeeper Main Menu, from the Delegate/Reassignment Section, select Reassign
Employees to Timekeeper.

2. Select From: Search for

-
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3. Type Timekeeper’s name. Master Timekeeper Main Menu >

4. Select the Search button.

5. Select the Select button. Reassign Employees to Timekeeper

6. Select the To: Search for From:
Timekeeper button. To:

7. Type Timekeeper’s name.
8. Select the Search button.
9. Select the Select button.
10. Select the Save button.
NOTE: A pop-up message is displayed showing the action has been successful.

Save Clear Selections Cancel
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Master Timekeeper Main Menu =
Assign Shift
Name: Description:
J
+ Name Description Status
1. On the Master Timekeeper Main Menu, select actve  (Assign Agencies | [ Assign POls
- - . 4 hours Inactive Assign Agencies | | Assign POls
Assign Shifts, from the Schedule Section. S daye 2ot | s Busncioe) | Cimsion PO
8430 Active Assign Agencies | || Assign POls
o g g 0 - ; .
2. Select Assign Agencies or Assign POI’s, next Bores nactive Assign Agencies | | Assign POIs
. Employee, Jude Inactive Assign Agencies | | Assign POls
to the Shlft' Fex Inactive Assign Agencies | | Assign POls
. . Flex 1 Band Inactive Assign Agencies | | Assign POIs
3. Se|eCt Add Organlzatlon/Add POI Graveyard Shift Inactive Assign Agencies | [ Assign POls
Happy Happy to be here Inactive Assign Agencies | | Assign POls
4. Check the box next to the organization you want Ftor! Hitony! nactie |(Msfan Adencies) | (Asian POIs
HOT MESS WEBTA 4.2 Inactive Assign Agencies | || Assign POls
to add. Im So Happy Im 50 happy to work at NFC | Inactive Assign Agencies | || Assign POls
Keenan Inactive Assign Agencies | || Assign POls
5. Select the Select button. ocFo Active Assign Agencies | [ Assign POIs
Regular Active Assign Agencies | | Assign POIs
Regular 8 hrdays | Shift 2 Inactive Assign Agencies | [ Assign POls
Sharon Payne Inactive Assign Agencies | [ Assign POls
Terri Inactive Assign Agencies | | Assign POls
We like our Trainers | We like our trainers! Inactive Assign Agencies
x Inactive Assign Agencies
1-21 of 21 Records. 1
Cancel

Assign Schedule Templates
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Master Timekeeper Main Menu =

Assign Schedule Template 1. On the Master Timekeeper Main Menu,
from the Schedule Section, select

Name: Description: i
P | Assign Schedule Templates.
2. Select Assign Agencies or Assign
o (e DesEiin POls next to the Schedule Template
Assign Agencies | | Assign POIs | & hour day you wish to assign_
Assign Agencies | | Assign POls | AWS QA . B B
Assign Agencies | | Assign POls | Happy Schdule Happpy to work schedule. 3. Select Add Orgamzatlon or Ass:gn
Assign Agencies | | Assign POls | Maximum Work Max work POI’s.
Assign Agencies | | Assign POls | PLS Test Template PLS-1 4. Check the box next to the assign
Assign Agencies | | Assign POls | Reg 8 hrs days WEBTA 4.2 organization or POI.
Assign Agencies | | Assign POls | Regular 8 Hours
Assign Agencies | | Assign POls || Schedule A 5. Select the Select button.

Assign Agencies | | Assign POls | Shift 2
Assign Agencies | | Assign POIs | This is how Trainers ROLL! | =) SCUBA Diving
1-10 of 10 Records 1 View

Cancel
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On the Master Timekeeper Main Menu,
from the Delegates/Reassignment Section,
select Timekeeper Profile.
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Master Timekeeper Main Menu > Select User >

Timekeeper Profile » EMPLOYEE, JUDE

Items marked with an asterisk” are required

# Agency: |OCFO
* State Code: |Louisiana
* Town: 1234
* Unit: |12
Timekeeper:
| Save | | Cancel |
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. Type in the Timekeeper’s name.
. Select the Search button.

. Select the Select button.

. Make the appropriate corrections.

. Select the Save button.

Running Reports

.
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Master Timekeeper Main Menu >
Reports

Name:

Active Employees With Past Separation Dates
Active Timesheets

Agency Status

Bidirectional Leave Changes Report
Bidirectional New Hires Report

Bidirectional Profile Audit Report
Default Schedule Report
Delegate Assignments.

Employee Assignment Report USDA
Employees Approved to Exceed the Eamings
Limitation Report USDA

Employees on Appeintment Limitations Report

Employees With Cormrected Timesheets Report
USDA

Employees with Projected AL Balances Greater
than Ceiling Report USDA

Final Timesheets

Leave Audit

Leave Audit Report for Part Time Employees
USDA

Description

Active employees with a separation date in a
prior pay period

Active timesheets, unsent to a pay provider
Timesheet status counts by timekeeper
Bidirectional Leave Changes Report
Bidirectional New Hires Report

Bidirectional Profile Audit Report

Default Schedule for users that meet Retain
Data Type values

A list of delegated roles and employees
assigned as delegates

Employee Assignment Report

Employees whose RSO/Salary Cap field is sat
to 'May Exceed Salary Cap’

Employees that have appointment limitations
Employees who have corrected timesheets

Employees with projected AL balances greater
than the ceiling

Employees separated from the organization
Leave Audit Report

Leave Audit Report for Part Time Employees

| My Saved and Scheduled Reports | Cancel |

Name

Leave Time Expiration Report

New Employees
Organization Assignment
QOverride Report
QOvertime Report

Restored Annual Leave Analysis
Self Certification

Supervisor Assignments

Supervisor/Timekeeper and
Delegates Report

Telework - Summary of Hour by PP
Telework by Employee Report

Telework by Crganization Report
Timekeeper Assignments

Unassigned Employees
Uncertified Timesheets

Unvalidated Timesheets

Reports

Description

Leave time expiring by pay period

MNewly hired employees

Users assigned to each role per organization
Employee Override details

Qvertime Report

Leave requests approved and subseguently
denied

Timesheets which have been self certified in a
pay period

Supervisors and employees assigned to them
Supervisor/Timekeeper and Delegates

Telework - Summary of Hour by Pay Period
Telework by Employee Report
Telework by Organization Report

Timekeepers and employees assigned to
them

Employees not assigned directly to a
timekeeper or a supervisor

A listing of uncertified timesheets

Alisting of unvalidated timesheets

1. On the Master Timekeeper Main Menu, from the Reports Section, select Reports. A list of
available reports and their descriptions will be displayed.

2. Select the applicable link from the available list. The selected report will be displayed.
NOTE: Reports can also be exported to PDF, Excel, HTML, and CSV files.

Inbox [0] | Settings | Help | Log Out






