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Adding Employee Leave/Premium Requests

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.
Settings Tab: View your own employee profile.
Help Tab: Access online help.
Log Out Tab: Exit the system.
Employees Section: Access employee timesheets 
and leave/premium pay requests.
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.

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

2. Check the box next to the employee’s name that 
you want to add a leave request for.

3. In the Select Action Section, from the Leave and 
Premium Pay Section, click Leave Requests.

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.

3. Click Timesheet from the Select Timesheets 
Section.

4. Click the Plus Sign (+), on the Timesheet, under 
Work time transaction section.

5. Accept the Default Transaction code or click 
Transaction code link to select a different one. 

6. Click Transaction code from the drop-down list. 
Click Select.

7. To select an accounting code, click the  
Account Link. Click Select next to the 
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

1. On the Timekeeper Main Menu, from the Delegates/
Reassignment Section, click Manage Supervisor 
Delegates.

2. Click Add Delegate. A list of eligible supervisors is 
displayed.

3. Type Supervisor’s name.
4. Click Search.
5. Click Select.
6. Click Select Checked User. A confirmation message 

indicating that the delegation was successful is displayed.
NOTE: You may select as many delegates as you wish.
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Managing Accounts

Running Reports

1. On the Timekeeper Main Menu, 
from the Accounting Section, click 
Accounts.

2. Click Get Account(s).

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

4. Click Save.

NOTE: The newly added account will 
now be available for the employee to 
select.

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

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

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


