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Here, we see a number of Errors indicating the problems with this Timesheet. Based on our AWS Type, 
we would need to remove the two extra hours on Thursday of week 2. Then we would add a new Work 
Entry with an Overtime Transaction code, or perhaps a Credit Hours Worked Transaction Code.  
Work with your Supervisor and Timekeeper to determine the best options in these types of situations. In 
this example, we are going to change the 10 hours back to 8, and re-Validate. Select next to continue.  
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Next, we will scroll down and click the Affirm button. Select next to continue.  
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Let's return to the Main Menu by selecting the Employee tab. Select next to continue.  
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During the Validation process, we briefly mentioned the Timesheet Summary, when the timesheet had 
the Pending Attestation status, after we had selected the Validate button, but before we had selected 
the Affirm button.  This is not the only time you can view your Timesheet Summary, as you can see 
from the Main Menu. Let's take a look at that link now. Select next to continue.   
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The Timesheet Summary provides a read-only snapshot of all the relevant information relating to your 
timesheet and profile for the selected pay period.  You can view past summaries by selecting them from 
the Pay Period drop-down menu, and clicking the Select Pay Period button.  
You can view Timesheet Summaries from up to a year in the past. In this example, we are going to 
remain in the current pay period.   
The top portion contains the work and leave time entries, just as with your timesheet.  And below the 
timesheet, all of the information that is contained in the tabs below the timesheet in the timesheet view, 
are displayed. Let's scroll down to reveal the rest of the timesheet profile. Select next to continue.  
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If you have an approved Schedule, or a  saved Default Schedule, it would be reflected here. Below the 
Work Schedule, is the totals section, summarizing the number of total hours for each week, and the 
entire pay period, as well as the number of hours for each transaction.  
Below the Totals section is the Remarks section.  You may remember that earlier in the exercise, we 
entered a remark for the Telework entry.  But, since we deleted that remark, it no longer displays. If the 
timesheet had remarks, they would be listed here.  
Next, you will see the Leave and Premium Pay Request sections.  If there were any Leave or Premium 
Pay requests in this pay period, they would be listed here.  Let's scroll down and look at the rest of the 
page.  Select next to continue.  
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The Leave Data section, just like the Leave Data tab in the timesheet view, contains details about 
Leave Types that have changed during this pay period.   
The Timesheet Profile section contains the profile data we covered earlier. Let's scroll down to view the 
rest of the Timesheet Summary. Select next to continue.   
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