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o) Crendance Quick Reference Card

Timekeeper Main Menu Options

Timekeeper Role Tab: Access functions that timekeepers use to work with timesheets, leave/premium pay
requests, reports, schedules, accounts, and delegates/reassignments.

Inbox Role Tab: Access system-generated :
messages/alerts. WEBTA topiores Sptrior Al »

Settings Tab: View your own employee profile. Timekeeper Main benw

Employsn Asemning

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

Employees Section: Access employee timesheets
and leave/premium pay requests.

DelogatosSinassgrment

Reports Section: Run, export, print, or save
reports.

Continuation of Pay (COP) Section: View
employee event details.

Accounting Section: Add accounts to the Timekeeper account list.

Schedule Section: Access employee schedules, schedule requests and shifts.

Delegates/Reassignment Section: Assign or unassign a delegate, change the timekeeper’s profile,
takeover employees, reassign employees to Timekeeper and Supervisors.

Adding Employee Leave/Premium Requests

1. On the Timekeeper Main Menu, from the _
Employees Section, click Select Timesheets. " WEBTA' oo SRR e b - AT,

2. Check the box next to the employee’s name that Losie Rasusst o

you want to add a leave request for. L i
3. In the Select Action Section, from the Leave and e

Premium Pay Section, click Leave Requests. R e s
4. Click Add Leave Request. —

.....

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

5. Select Leave Type from the Leave Type drop-down
list.

6. Click the Start Date calendar icon to select 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.

7. Enter remarks in the Submitter Remarks text box.

8. Click Submit and click Cancel to return to previous
page.

NOTE: The leave request is auto-populated on the
employee’s time sheet.
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Entering and Validating a Timesheet

1. On the Timekeeper Main Menu, from the
Employees Section, Select Timesheet.

2. Check the box next to the employee’s name that

you wish to enter the timesheet. FWEBTAT tovioee [EOTER Srenie_sivissnr - e 1 et ey Loy O

3. Click Timesheet from the Select Timesheets - oo Vigaes Canted S
Section. S e i il

4. Click the Plus Sign (+), on the Timesheet, under | _ L REAR R AR R R R
Work time transaction section.

5. Accept the Default Transaction code or click all B R Bl B T B el Ml B
Transaction code link to select a different one.

6. Click Transaction code from the drop-down list. | =™ v e e e e
Click Select. et Tansscibes

Detlar ot

7. To select an accounting code, click the G e e
Account Link. Click Select next to the EEP E e e el e e &
appropriate account.

8. Enter the employee’s work hours in the Work
Time field next to the correct transaction code
and account code.

9. Click Save.
10. Click Validate.

Managing Supervisor Delegates

Save | | VaBdate | | Delete Timeshest | | Remove Al Enies | | Cascel

. 1. On the Timekeeper Main Menu, from the Delegates/
* WE BTA Employes Supervisor  Administrator « ReaSSignment Section, C”Ck Manage Supel’ViSOl‘
Timekeepar Main Manu > Delegates.
Dislogate Rolks < Stiseruisor 2. Qllck Add Delegate. A list of eligible supervisors is

displayed.
Delegating User: EMPLOYEE, 5UE EMPLOYEES™ | Search . y
R — 3. Type Supervisor’s name.
Ane THlesegdle .

FMPI OYFF, DARL A ANN 4. Click Search.

EMPLOYEE. CVANGELING X] 5. Click Select.

FMPLOYEE . GLORIA m . . .

FMPLOYFT_[IARRY X 6. Click Select Checked User. A confirmation message

FMPLOYET JANET X indicating that the delegation was successful is displayed.

;ﬂ: ::,:; ,:g, NOTE: You may select as many delegates as you wish.

-7 of T Records 1 ew : :

TWEBTA irsiores e P \ibex I | Sefingn | Help | Lag Dot

A Delegate - Supervisor
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Cancel { Sech | Cloar |
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Managing Accounts

imeknopor Main Mong > My Timekooper Aceounts >

Select Accounts

Account: Fiscal Year: Frogram Code: Function: Description:

i i [ Search | Clear |
1. On the Timekeeper Main Menu, e e

from the Accounting Section, click el e
Accounts 15123456765

15161225670

. 16161228612 lesting

2. Click Get Account(s). 152015happy
15353533535 0

15410001000 Selected

3. Check the box on of the account you ke
want to select. 154P14TCHPY

154P24TCHET Selected
o 154P240CHCT
4. Click Save. 154P385CHE1 Teesting

154p2d6che 1

154p246che

NOTE: The nery added account will 18 pmsyfdaaglsadafan Tost 4
now be avallable for the employee to 155555555 Eagsantial essential work duties

1550084553 5y
select. 167 48sadigh

15IRIAISEXI

15rancode 1520222 Testing during training
16410001000

1B4P24BCHCT

1.2 0172 Rintarts : Vi (5] (28] (0]

ol fest

Save Cancel

Running Reports

aie ™
"WEBTA™ coviore Suparvlsor_Mdminisrator = Imbox (0] | Sotings | elp | Log Out
Timeksaper Main Manu

Reporis

Dosciipion

Artive timeshests, ursent b 3 pay provider

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

Tirnéshisel skatus courits by bmekeepar
Bidireceonal Leave Changes Repon
Biiwezsonal Profils Audn Repon
Dataudt Schedule for Lsers that maeet Retan Data Type values
A fist of delegated roies. and empioyess assignad s delegates
Emplayon Assignment Report
Employoes whose RSDVSalary Cap fok

s00 10 "Mary Exeond Salary Cap
Emgplaryons that have appairament lmit
Empory
D4 Employees with proected AL balances greater than the celng

weho e coreeted time

2. Select the applicable link for the
report you wish to generate from
the available list. The selected
report will be displayed.

Erpiayees separaled from e organizabon

Lesrve Audd Report

Leave Audt Repant for Pan Time Emplovess
Laave bims axpineg by pay pencd

Evary smployse you have pammasion 1o view
ety hired empioyess

Usiars asigred 80 each rola pes organization
Empitoytts (amids datais

Lisarets rguiosts approvied and subssquontly Senisd

NOTE: Reports can be exported to
PDF, Excel, HTML, and CSV files.

Tirmushessts which have been self certified 1 a pay petiod
Suparsisors and emplayees assigned 1o tham
Timeknepors and anplaynes assignod 1o thim

meshiet, leave and activity
d droctly 103 Bmekeoper of 3 superssor
hareels

A It of ungrocessed bresheets

A sty of unvahdisted bmeshesls

My Saved and Scheduled Roparts | | Cancel




