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Let's click the Validate button. Select next to continue.  
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As mentioned, selecting Validate checks your time entries and verifies they match with your schedule 
and other validation rules.  If there were any problems, they would appear as Validation Messages 
above your time entry sections.   
Validation Messages can be Errors, or Warnings. Errors must be corrected in order for a timesheet to 
be Validated. A timesheet can be Validated with Warnings, but your Supervisor will see the Warnings 
when they go to Certify your timesheet. We see a Warning on this particular Timesheet stating that 
there is no corresponding Telework Request for the hours on the Timesheet.  
Since it is a Warning, we can still Validate the Timesheet, but our Supervisor will see the Warnings 
when they go to Certify. Since we do not have any Errors, the timesheet status has changed to Pending 
Attestation and the Timesheet Summary displays.  Let's scroll down and review the Timesheet 
Summary.  Select next to continue.   
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Here, we see the middle sections of the Timesheet Summary, including Totals, Remarks, and Leave 
and Premium Pay requests. Next, we will scroll down to display the rest of the Timesheet Summary. 
Select next to continue. 
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The next sections include Leave Accrual and Timesheet Profile details. Let's scroll down to show the 
rest of the Summary. Select next to continue.  
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Here, we see the remainder of the Timesheet Profile, as well as the Activity Log. The activity log serves 
as an electronic paper trail for auditing purposes, and will capture and display any changes in status of 
your timesheet, when the change occurred and who made the change, including changes made by your 
Timekeeper and certification or rejection by your Supervisor. 
To complete the Validation process, we will select the Affirm button. Select next to continue.  
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Note that we see a confirmation message indicated that our timesheet validated successfully. If we 
need to make a change, we still can by scrolling down and selecting the Save button. Let's do that now. 
Select next to continue.   
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We can make changes to the Timesheet and then re-Validate. In this example, we will change 
Thursday of week 2 from 8 hours to 10. Select next to continue.  
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Next, we will scroll down and click the Validate button. Select next to continue.  
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