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Select values for this entry...

Slide notes
And now, we will click the Select Work Time Transaction button. Select next to continue.
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Select values for this entry...

- || Select Wark Time Transaction I

Slide notes
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.:I ™
* WEBTA ﬁmﬁ Inbox [19] | Settings | Help | Log Out

Employee Main Menu =

Unvalidated ‘“alidated Certified Sent
Timesheet < O O o—
Employee: Davis, Ben Timesheet Type: Regular
Pay Period: | 12-2015: Jun 14, 2015-Jun 27, 2015 * 5 IZ| Select Pay Period Status: Unvalidated
Work Time
Sun hon Tue Wed Thu Fri Sat Wkl Sun Maon Tue Wed Thu Fri Sat ik Tatal
614 615 G168 617 618 6119 6720 Bi21 622 6123 6i24 6125 Bf26 Br27
Time In
Time Out
Meal Time

m

Transaction = Account
10000000

Account
Work Time Tota

Leave Time

Absence Start
Ahsence End

Transaction = Account

Leave Time Total
Daily Total

Dollar Transactions

Transaction = Account Date Amount
Dollar Total
m Totals Remarks 0) Leave Balances Telework
Su i} 1 W Th F Sa Su ] &l W Th 7 Sa
0614 0615 0616 0617 06118 0619 06720 06f21 06722 06f23 06i24 06/25 06/26 0er2y

Slide notes

You can delete work entries by selecting the X button at the beginning of the row, but in this example,

we will keep both entries, for the time being. Next, we will enter hours into the timesheet based on the
time worked.

Time can be entered in the HH:MM, or decimal format. For example, 2 hours and 15 minutes can be
entered as 2:15 or 2.25. webTA will convert decimal entries to the HH:MM format.

webTA also rounds entries to the nearest 15 minute, or quarter hour increment. So 1 hour and 5

minutes would be rounded down to 1 hour, and 1 hour and 10 minutes would round up to 1 hour and 15
minutes.

Next, we must select an Account for the Telework entry. Select next to continue.
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™
WE BTA ﬁmﬁ Inbox [19] | Settings | Help | Log Out

Employee Main Menu =

Unvalidated ‘alidated Certified Sent
Timesheet < O O O

Employee: Davis, Ben Timesheet Type: Regular
Pay Period:  [12-2015: Jun 14, 2015-Jun 27, 2016 * 5 _[+| | Select Pay Period Status: Unvalidated
Work Time

Sun hon Tue Wed Thu Fri Sat Sun Maon Tue Wed Thu Fri Sat

Bf14 | BM5 | BM6 | BM7 | BHS | B9 | 620 Bi21 | 622 | 623 | 624 | 6725 | 626 | g7 el

Time In
Time Out

Meal Time

m

Transaction = Account
100000001

01 - Regular [(Sample
Base Fay Account

#1)
01 - Telework Selec
Hnme

Work Time Total

Leave Time

Absence Start
Ahsence End

Transaction = Account
Leave Time Total
Daily Total

Dollar Transactions
Transaction = Account Date Amount
Dollar Total

m Totals Remarks 0) Leave Balances Telework

Su 1 T Wi Th F Sa Su [} T W Th F Sa
0614 0615 0616 0617 0618 06/19 06720 06/21 06722 0623 0624 0Bf25 0B/26 0B/27

Slide notes
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Accounting

Account Search Murnber of Results Action

[20 | Search

Select Account

Account Description Select

100000001 Sarmple Account #1

100000002 Sample Account #2

Slide notes
Once again, we will select the first Account from the list. Select next to continue.
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Accounting

Account Search

Murnber of Results

Action

20

Search

Select Account

Account

Description

Select

100000001

Sarmple Account #1

I Select I

100000002

Sample Account #2

Slide notes
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Slide 43 - Slide 43

.:I ™
* WEBTA ﬁmﬁ Inbox [19] | Settings | Help | Log Out

Employee Main Menu =

Unvalidated ‘alidated Certified Sent
Timesheet < O O o—

Employee: Davis, Ben Timesheet Type: Regular
Pay Period:  [12-2015: Jun 14, 2015-Jun 27, 2016 * 5 _[+| | Select Pay Period Status: Unvalidated

Work Time
Sun hon Tue Wed Thu Fri Sat Wkl Sun Maon Tue Wed Thu Fri Sat
614 615 Bf16 67 Bi18 619 Bi20 Bi21 Bi22 623 GiZ4 6f25 BiZ6 Bf27

Time In
Time Out

Meal Time

Wk Total

m

Transaction = Account
100000001
01 - Regular [(Sample
Base Fay Account
#1)
100000001

01 - Telework (Sample
Home Account

#1)
Work Time Total

Leave Time

Ahsence Start
Absence End

Transaction | Account

Leave Time Total
Daily Total

Dollar Transactions
Transaction = Account Date Amount
Dollar Total

m Totals Remarks (0) Leave Balances Telework

10.2.66.121:18030/usdatraining/Timesheet W Th F Sa 5u M i3 W Th

Slide notes

In this example, we are going to enter 8 hours of Regular Base Pay for Monday through Friday of week
1. Select next to continue.
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“WEBTA" gz

Employee Main Menu =

Inbox [19] | Settings | Help | Log Out

Sent

Timesheet ®

Employee:
Pay Period:
Work Time

Davis, Ben

Timesheet Type:
12- 2015 : Jun 14, 2015-Jun 27, 2015 * 5 [+]

Select Pay Period Status:

Sun
Bi14

Tue
G116

hon
615

Wed
617

Thu Fri
618 619

Sat
6720

Maon
622

Sun
621

Wed
6i24

Tue
623

Thu Fri

624 Bi26
Time In

Time Out

Meal Time

Transaction = Account

100000001
01 - Regular [(Sample
Base Fay Account
#1)
100000001

01 - Telework (Sample
Home Account

#1)

Work Time Total
Leave Time
Ahsence Start
Absence End

Transaction | Account
Leave Time Total
Daily Total

Dollar Transactions
Transaction = Account Date

Dollar Total

m Totals Remarks (0) Leave Balances Telework

Amount

Unvausiated \/ali'd_?ted Cer:t_iﬁed

Regular
Unvalidated

Sat

627 Wk Total

m

Su 1} T L Th F Sa Su hd T W Th

Sa

Slide notes
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“WEBTA" gz

Employee Main Menu =

Inbox [19] | Settings | Help | Log Out

Sent

Timesheet ®

Employee:
Pay Period:
Work Time

Davis, Ben

Timesheet Type:
12- 2015 : Jun 14, 2015-Jun 27, 2015 * 5 [+]

Select Pay Period Status:

Sun
Bi14

Tue
G116

hon
615

Wed
617

Thu Fri
618 619

Sat
6720

Maon
622

Sun
621

Wed
6i24

Tue
623

Thu Fri

624 Bi26
Time In

Time Out

Meal Time

Transaction = Account

100000001
01 - Regular [(Sample
Base Fay Account Sl
#1)
100000001

01 - Telework (Sample
Home Account

#1)

Work Time Total
Leave Time
Ahsence Start
Absence End

Transaction | Account
Leave Time Total
Daily Total

Dollar Transactions
Transaction = Account Date

Dollar Total

m Totals Remarks (0) Leave Balances Telework

Amount

Unvausiated Vali_d_gted Cer:t_iﬁed

Regular
Unvalidated

Sat

627 Wk Total

m

Su 1} T L Th F Sa Su hd T W Th

Sa

Slide notes
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Employee Main Menu =

Timesheet

Employee:
Pay Period:
Work Time

Davis, Ben

Time In
Time Out

Meal Time

Transaction = Account

100000001
01 - Regular [(Sample
Base Fay Account
#1)
100000001

01 - Telework (Sample
Home Account

#1)

Work Time Total
Leave Time
Ahsence Start
Absence End

Transaction | Account
Leave Time Total
Daily Total

Dollar Transactions
Transaction = Account

“WEBTA" gz

12-2015: Jun 14, 20158-Jun 27,2015 ™ 5 Iz‘

Sun
Bi14

Unvalidated “ali
&

Inbox [19] | Settings | Help | Log Out

Sent

Select Pay Period

hon Tue
615 G116

Wed
617

Thu Fri Sat
618 619 620

Maon
622

Sun
621

Tue
623

Date
Dollar Total

Amount

m Totals Remarks (0) Leave Balances Telework

Wed
6i24

Timesheet Type:
Status:

Thu Fri
625 BI26

'd_:elted Cer:t_iﬁed

Regular
Unvalidated

Sat

627 Wk Total

m

Su 1} T

L Th F Sa Su hd T

Th

Sa

Slide notes
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Employee Main Menu =

Timesheet

Employee:
Pay Period:
Work Time

Davis, Ben

Time In
Time Out

Meal Time

Transaction = Account

100000001
01 - Regular [(Sample
Base Fay Account
#1)
100000001

01 - Telework (Sample
Home Account

#1)

Work Time Total
Leave Time
Ahsence Start
Absence End

Transaction | Account
Leave Time Total
Daily Total

Dollar Transactions
Transaction = Account

Sun
Bi14

a:00

Date

Dollar Total

m Totals Remarks (0) Leave Balances Telework

“WEBTA" gz

12-2015: Jun 14, 20158-Jun 27,2015 ™ 5 Iz‘

hon
615

Select Pay Period

Tue
G116

Wed
617

Thu Fri
618 619

Sat
6720

Maon
622

Sun
621

g

Amount

Unvalidated “ali
&

Inbox [19] | Settings | Help | Log Out

Sent

Tue
623

Wed
6i24

Timesheet Type:
Status:

Thu Fri
625 BI26

_d_gted Cer:t_iﬁed

Regular
Unvalidated

Sat

627 Wk Total

m

Su 1} T

W

Th F Sa Su hd

Th

Sa

Slide notes
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Slide 48 - Slide 48

“WEBTA" gz

Employee Main Menu =

Timesheet

Employee:
Pay Period:
Work Time

Davis, Ben

Sun
Bi14

Tue
G116

hon

614
Time In

Time Out

Meal Time

Transaction = Account

100000001
01 - Regular [(Sample .
Base Fay Account 8:00 8
#1)
100000001

01 - Telework (Sample
Home Account

#1)

Work Time Total
Leave Time
Ahsence Start
Absence End

Transaction | Account
Leave Time Total
Daily Total

Dollar Transactions
Transaction = Account Date

Dollar Total

m Totals Remarks (0) Leave Balances

Amount

12 - 2015 : Jun 14, 2015-Jun 27, 2015 * 3 IZ| Select Pay Period

Wed
617

Inbox [19] | Settings | Help | Log Out

Sent

Unvausiated \/ali'd_?ted Cer:t_iﬁed

Timesheet Type:
Status:

Thu Fri
618 619

Sat
6720

Maon
622

Sun
621

Wed
6i24

Tue
623

Thu Fri
625 BI26

Telework

Regular
Unvalidated

Sat

627 Wk Total

m

Su 1} T L Th

F Sa Su hd T W Th

Sa

Slide notes
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Slide 49 - Slide 49

“WEBTA" gz

Inbox [19] | Settings | Help | Log Out

Employee Main Menu =

Timesheet

Employee:
Pay Period:
Work Time

Davis, Ben
12- 2015 : Jun 14, 2015-Jun 27, 2015 * 5 [+]

Sun hon Tue
Bi14 615 G116

Wed Thu
617 618

Time In
Time Out

Meal Time

Transaction

Account
100000001

01 - Regular [(Sample . .
Base Fay  Account a0 AL gl

#1)
100000001

01 - Telework (Sample
Home Account

#1)
Work Time Total

Leave Time

Ahsence Start
Absence End

Transaction | Account
Leave Time Total
Daily Total

Dollar Transactions
Transaction = Account Date

Dollar Total

m Totals Remarks (0) Leave Balances Telework

Amount

Fri
6119

Select Pay Period

Sat
6720

Sent

Unvausiated Vali_d_gted Cer:t_iﬁed

Timesheet Type:
Status:

Regular
Unvalidated

Sun Maon Tue
621 622 623

Wed Thu Fri Sat

Bizd | 625 | 636 | giz7 earoal

m

Su 1} T L Th F

Su hd T W Th F Sa

Slide notes

Page 49 of 181

©Kronos, Incorporated



USDA Employee webTA Timesheets

Slide 50 - Slide 50

“WEBTA" gz

Employee Main Menu =

Timesheet

Employee:
Pay Period:
Work Time

Davis, Ben

Sun
Bi14

Tue
G116

hon

614
Time In

Time Out

Meal Time

Transaction = Account

100000001
01 - Regular [(Sample
Base Fay Account
#1)
100000001
01 - Telework (Sample
Home Account
#1)
Work Time Total

a:00 a:00

Leave Time

Ahsence Start
Absence End

Transaction | Account
Leave Time Total
Daily Total

Dollar Transactions
Transaction = Account Date

Dollar Total

m Totals Remarks (0) Leave Balances

Amount

12 - 2015 : Jun 14, 2015-Jun 27, 2015 * 3 IZ| Select Pay Period

Wed
617

Inbox [19] | Settings | Help | Log Out

Sent

Unvausiated \/ali'd_?ted Cer:t_iﬁed

Timesheet Type:
Status:

Thu Fri
618 619

Sat
6720

Maon
622

Sun
621

Wed
6i24

Tue
623

Thu Fri
625 BI26

Telework

Regular
Unvalidated

Sat

627 Wk Total

m

Su 1} T L Th

F Sa Su hd T W Th

Sa

Slide notes
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Slide 51 - Slide 51

“WEBTA" gz

Inbox [19] | Settings | Help | Log Out

Employee Main Menu =

Timesheet

Employee:
Pay Period:
Work Time

Davis, Ben
12- 2015 : Jun 14, 2015-Jun 27, 2015 * 5 [+]

Sun hon Tue
Bi14 615 G116

Wed Thu
617 618

Time In
Time Out

Meal Time

Transaction

Account
100000001

01 - Regular [(Sample . . .
Base Fay  Account a0 AL Al gl

#1)
100000001

01 - Telework (Sample
Home Account

#1)
Work Time Total

Leave Time

Ahsence Start
Absence End

Transaction | Account
Leave Time Total
Daily Total

Dollar Transactions
Transaction = Account Date

Dollar Total

m Totals Remarks (0) Leave Balances Telework

Amount

Fri
6119

Select Pay Period

Sat
6720

Sent

Unvausiated Vali_d_gted Cer:t_iﬁed

Timesheet Type:
Status:

Regular
Unvalidated

Sun Maon Tue
621 622 623

Wed Thu Fri Sat

Bizd | 625 | 636 | giz7 earoal

m

Su 1} T L Th F

Su hd T W Th F Sa

Slide notes
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“WEBTA" gz

Inbox [19] | Settings | Help | Log Out

Employee Main Menu =

Timesheet

Employee:
Pay Period:
Work Time

Davis, Ben
12- 2015 : Jun 14, 2015-Jun 27, 2015 * 5 [+]

Sun hon Tue
Bi14 615 G116

Wed Thu
617 618

Time In
Time Out

Meal Time

Transaction

Account
100000001

01 - Regular [(Sample . . .
Base Fay  Account a0 AL Al 8

#1)
100000001

01 - Telework (Sample
Home Account

#1)
Work Time Total

Leave Time

Ahsence Start
Absence End

Transaction | Account
Leave Time Total
Daily Total

Dollar Transactions
Transaction = Account Date

Dollar Total

m Totals Remarks (0) Leave Balances Telework

Amount

Fri
6119

Select Pay Period

Sat
6720

Sent

Unvausiated \/ali'd_?ted Cer:t_iﬁed

Timesheet Type:
Status:

Regular
Unvalidated

Sun Maon Tue
621 622 623

Wed Thu Fri Sat

Bizd | 625 | 636 | giz7 earoal

m

Su 1} T L Th F

Su hd T W Th F Sa

Slide notes
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Slide 53 - Slide 53

“WEBTA" gz

Inbox [19] | Settings | Help | Log Out

Employee Main Menu =

Timesheet

Employee:
Pay Period:
Work Time

Davis, Ben
12- 2015 : Jun 14, 2015-Jun 27, 2015 * 5 [+]

Sun hon Tue
Bi14 615 G116

Wed Thu
617 618
Time In
Time Out
Meal Time
Transaction = Account
100000001
01 - Regular [(Sample
Base Fay Account
#1)
100000001

01 - Telework (Sample
Home Account
#1)

Work Time Total

a:00 a:00 a:00 a:00

Leave Time

Ahsence Start
Absence End

Transaction | Account
Leave Time Total
Daily Total

Dollar Transactions
Transaction = Account Date

Dollar Total

m Totals Remarks (0) Leave Balances Telework

Amount

Fri
6119

]

Select Pay Period

Sat
6720

Sent

Unvausiated Vali_d_gted Cer:t_iﬁed

Timesheet Type:
Status:

Regular
Unvalidated

Sun Maon Tue
621 622 623

Wed Thu Fri Sat

Bizd | 625 | 636 | giz7 earoal

m

Su 1} T L Th F

Su hd T W Th F Sa

Slide notes
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Slide 54 - Slide 54

.:I ™
* WEBTA ﬁmﬁ Inbox [19] | Settings | Help | Log Out

Employee Main Menu =

Unvalidated ‘alidated Certified Sent
Timesheet < O O

Employee: Davis, Ben Timesheet Type: Regular
Pay Period:  [12-2015: Jun 14, 2015-Jun 27, 2016 * 5 _[+| | Select Pay Period Status: Unvalidated
Work Time
Sun hon Tue Wed Thu Fri Sat Wkl Sun Maon Tue Wed Thu Fri Sat
614 615 G168 617 618 6119 6720 Bi21 622 6123 6i24 6125 Bf26 Br27

Time In
Time Out

Meal Time

Wk Total

m

Transaction = Account
100000001

01 - Regular [(Sample X . . . 2
Elase Pay  |Account 8:00 g:00 g:00 8:00 g:00

#1)
100000001

01 - Telework (Sample
Home Account

#1)
Work Time Total

Leave Time

Ahsence Start
Absence End

Transaction | Account

Leave Time Total
Daily Total

Dollar Transactions
Transaction = Account Date Amount
Dollar Total

m Totals Remarks (0) Leave Balances Telework

Su 1} T L Th F Sa Su hd T W Th F Sa

Slide notes

Note that once you are in the timesheet, it acts like a spreadsheet. You can use the Tab key to go to
the next day in the row, or you can use your mouse to select the desired cells, as we did in the previous
example.

Next, we will add 8 hours of Regular time for Monday through Thursday of week 2, and then 8 hours of
telework for the Friday of week 2. Select next to continue.
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“WEBTA" gz

Employee Main Menu =

Timesheet

Employee:
Pay Period:
Work Time

Davis, Ben

Sun
Bi14

hon

614
Time In

Time Out

Meal Time

Transaction = Account

100000001
01 - Regular [(Sample
Base Fay Account
#1)
100000001
01 - Telework (Sample
Home Account
#1)
Work Time Total

a:00

Leave Time

Ahsence Start
Absence End

Transaction | Account
Leave Time Total
Daily Total

Dollar Transactions
Transaction = Account Date

Dollar Total

12-2015: Jun 14, 20158-Jun 27,2015 ™ 5 Iz‘

Tue
G116

a:00

Amount

Wed
617

a:00

Thu
618

a:00

m Totals Remarks (0) Leave Balances Telework

Fri
6119

a:00

Select Pay Period

Sat
6720

Sun
621

Inbox [19] | Settings | Help | Log Out

Sent

Unvausiated \/ali'd_?ted Cer:t_iﬁed

Timesheet Type:
Status:

Maon
622

Wed
6i24

Tue
623

Thu Fri
625 BI26

Regular
Unvalidated

Sat

627 Wk Total

m

Su 1} T L

Th

F

Sa

Su

Sa

Slide notes
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Slide 56 - Slide 56

WEBTA gz

Employee Main Menu =

Timesheet

Employee: Davis, Ben
Pay Period:
Work Time
Sun hon Tue Wed Thu Fri
614 615 G168 617 618 6119
Time In
Time Out
Meal Time

Transaction = Account
100000001

01 - Regular [(Sample X . . . 2
Elase Pay  |Account 8:00 g:00 g:00 8:00 g:00

#1)
100000001

01 - Telework (Sample
Home Account

#1)
Work Time Total

Leave Time

Ahsence Start
Absence End

Transaction | Account

Leave Time Total
Daily Total

Dollar Transactions
Transaction = Account Date Amount
Dollar Total

m Totals Remarks (0) Leave Balances Telework

12 - 2015 : Jun 14, 2015-Jun 27, 2015 * 3 IZ| Select Pay Period

Sat
6720

k1

Sun Maon
621 622

G|

Inbox [19] | Settings | Help | Log Out

Sent

Unvausiated Vali_d_gted Cer:t_iﬁed

Timesheet Type:

Status:

Tue Wed Thu
623 624 625

Regular
Unvalidated

Sat
Br27

Wk Total

m

Su 1} T L Th F Sa

Su

Sa tat]

Slide notes
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WEBTA gz

Employee Main Menu =

Timesheet
Employee: Davis, Ben
Pay Period:
Work Time
Sun hon Tue Wed Thu

Time In
Time Out
Meal Time

Transaction = Account
100000001

Account
#1)
100000001
01 - Telework (Sample
Home Account
#1)
Work Time Total

Baze Pay

Leave Time

Ahsence Start
Absence End

Transaction | Account

Leave Time Total
Daily Total

Dollar Transactions
Transaction = Account Date
Dollar Total

m Totals Remarks (0) Leave Balances Telework

Amount

12 - 2015 : Jun 14, 2015-Jun 27, 2015 * 3 IZ| Select Pay Period

Fri Sat Sun

614 615 BE 67 613 614 620 il 6121

01 Regular (Sampl
ggularsligamplo 800 | ®00 | 800 | 800 | 800

Maon
622

a:00

Inbox [19] | Settings | Help | Log Out

Sent

Unvausiated Vali_d_gted Cer:t_iﬁed

Timesheet Type:

Status:

Tue Wed Thu
623 624 625

]

Regular
Unvalidated

Sat
Br27

Wk Total

m

Su 1} T L Th F Sa

Su

Sa tat]

Slide notes
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WEBTA gz

Employee Main Menu =

Timesheet
Employee: Davis, Ben
Pay Period:
Work Time
Sun hon Tue Wed Thu

Time In
Time Out
Meal Time

Transaction = Account
100000001

Account
#1)
100000001
01 - Telework (Sample
Home Account
#1)
Work Time Total

Baze Pay

Leave Time

Ahsence Start
Absence End

Transaction | Account

Leave Time Total
Daily Total

Dollar Transactions
Transaction = Account Date
Dollar Total

m Totals Remarks (0) Leave Balances Telework

Amount

12 - 2015 : Jun 14, 2015-Jun 27, 2015 * 3 IZ| Select Pay Period

Fri Sat Sun

614 615 BE 67 613 614 620 il 6121

01 Regular (Sampl
ggularsligamplo 800 | ®00 | 800 | 800 | 800

Maon
622

a:00

Inbox [19] | Settings | Help | Log Out

Sent

Unvausiated Vali_d_gted Cer:t_iﬁed

Timesheet Type:

Status:

Tue Wed Thu
623 624 625

8:00 E

Regular
Unvalidated

Sat
Br27

Wk Total

m

Su 1} T L Th F Sa

Su

Sa tat]

Slide notes
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WEBTA gz

Employee Main Menu =

Timesheet
Employee: Davis, Ben
Pay Period:
Work Time
Sun hon Tue Wed Thu

Time In
Time Out
Meal Time

Transaction = Account
100000001

Account
#1)
100000001
01 - Telework (Sample
Home Account
#1)
Work Time Total

Baze Pay

Leave Time

Ahsence Start
Absence End

Transaction | Account

Leave Time Total
Daily Total

Dollar Transactions
Transaction = Account Date
Dollar Total

m Totals Remarks (0) Leave Balances Telework

Amount

12 - 2015 : Jun 14, 2015-Jun 27, 2015 * 3 IZ| Select Pay Period

Fri Sat Sun

614 615 BE 67 613 614 620 il 6121

01 Regular (Sampl
ggularsligamplo 800 | ®00 | 800 | 800 | 800

Maon
622

a:00

Inbox [19] | Settings | Help | Log Out

Sent

Unvausiated Vali_d_gted Cer:t_iﬁed

Timesheet Type:

Status:

Tue Wed Thu
623 624 625

800 | &00 gl

Regular
Unvalidated

Sat
Br27

Wk Total

m

Su 1} T L Th F Sa

Su

Sa tat]

Slide notes
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Slide 60 - Slide 60

WEBTA gz

Employee Main Menu =

Timesheet
Employee: Davis, Ben
Pay Period:
Work Time
Sun hon Tue Wed Thu

Time In
Time Out
Meal Time

Transaction = Account
100000001

Account
#1)
100000001
01 - Telework (Sample
Home Account
#1)
Work Time Total

Baze Pay

Leave Time

Ahsence Start
Absence End

Transaction | Account

Leave Time Total
Daily Total

Dollar Transactions
Transaction = Account Date
Dollar Total

m Totals Remarks (0) Leave Balances Telework

Amount

12 - 2015 : Jun 14, 2015-Jun 27, 2015 * 3 IZ| Select Pay Period

Fri Sat Wkl Sun

614 615 BE 67 613 614 620 6121

01 Regular (Sampl
ggularsligamplo 800 | ®00 | 800 | 800 | 800

Maon
622

a:00

Inbox [19] | Settings | Help | Log Out

Sent

Unvausiated Vali_d_gted Cer:t_iﬁed

Timesheet Type:

Status:

Tue Wed Thu
623 624 625

8:00 a:00 a:00

Regular
Unvalidated

Sat
Br27

Wk Total

m

Su 1} T L Th F Sa

Su

Sa tat]

Slide notes
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Slide 61 - Slide 61

WEBTA gz

Employee Main Menu =

Timesheet
Employee: Davis, Ben
Pay Period:
Work Time
Sun hon Tue Wed Thu

Time In
Time Out
Meal Time

Transaction = Account
100000001

Account
#1)
100000001
01 - Telework (Sample
Home Account
#1)
Work Time Total

Baze Pay

Leave Time

Ahsence Start
Absence End

Transaction | Account

Leave Time Total
Daily Total

Dollar Transactions
Transaction = Account Date
Dollar Total

m Totals Remarks (0) Leave Balances Telework

Amount

12 - 2015 : Jun 14, 2015-Jun 27, 2015 * 3 IZ| Select Pay Period

Fri Sat Sun

614 615 BE 67 613 614 620 il 6121

01 Regular (Sampl
ggularsligamplo 800 | ®00 | 800 | 800 | 800

Maon
622

a:00

Inbox [19] | Settings | Help | Log Out

Sent

Unvausiated Vali_d_gted Cer:t_iﬁed

Timesheet Type:

Status:

Tue Wed Thu
623 624 625

8:00 a:00 a:00

Regular
Unvalidated

Sat
Br27

Wk Total

m

Su 1} T L Th F Sa

Su

Sa tat]

Slide notes

Page 61 of 181

©Kronos, Incorporated



USDA Employee webTA Timesheets

Slide 62 - Slide 62

.:I ™
° WEBTA 'wm Inbox [19] | Settings | Help | Log Out
Employee Main Menu =
Unvalidated ‘alidated Certified Sent
Timesheet < o—
Employee: Davis, Ben Timesheet Type: Regular
Pay Period: 12- 2015 Jun 14, 2015-Jun 27, 2015 * 5 IZ| Select Pay Period Status: Unvalidated
Work Time
Sun hon Tue Wed Thu Fri Sat Wkl Sun Maon Tue Wed Thu Fri Sat ik Tatal
Bi14 614 Gi16 617 618 6119 G620 21 622 623 G624 624 Bi26 Bi27
Time In 8:00am 8:00am 8:00am 8:00am &:00am 8:00am 8:00am 2:00am 8:00am 8:00am &2:00am
Tirme Cut 5:00pm | 5:00pm 8:00pm  5:00pm 5:00pm 5:00pm  5:00pm 9:00pm  5:00pm 5:00pm  5:00pm
Meal Time 1:00 1:.00 1:00 1:00 1:00 1:00 1:00 1:00 1:00 1:00 1:00
Transaction = Account
100000001
01 - Regular [(Sample . . . i . i . . .
Elase Pay  Account 8:00 g:00 g:00 8:00 g:00 g:00 g:00 g:00 a:00
#1)
100000001
01 - Telework (Sample 2
Home Account 8:00
#1)
Work Time Total
Leave Time
Ahsence Start
Absence End
Transaction | Account
Leave Time Total
Daily Total
Dollar Transactions
Transaction = Account Date Amount
Dollar Total
m Totals Remarks (0) Leave Balances Telework
Su 1] T W Th F Sa Su I T W Th F Sa =

Slide notes

Note, that in the background, we have also added our Times in and Out, plus meal time. Now, let's save
what we have entered by scrolling down and selecting the Save button. Select Next to continue.
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™
WE BTA 'wm Inbox [19] | Settings | Help | Log Out
Employee Main Menu =
Unvalidated ‘alidated Certified Sent
Timesheet < O o—
Employee: Davis, Ben Timesheet Type: Regular
Pay Period: 12- 2015 Jun 14, 2015-Jun 27, 2015 * 5 IZ| Select Pay Period Status: Unvalidated
Work Time
Sun hon Tue Wed Thu Fri Sat Wkl Sun Maon Tue Wed Thu Fri Sat ik Tatal
Bi14 614 Gi16 617 618 6119 G620 21 622 623 G624 624 Bi26 Bi27
Time In 8:00am 8:00am 8:00am 8:00am &:00am 8:00am 8:00am 2:00am 8:00am 8:00am &2:00am
Tirme Cut 5:00pm | 5:00pm 8:00pm  5:00pm 5:00pm 5:00pm  5:00pm 9:00pm  5:00pm 5:00pm  5:00pm
Meal Time 1:00 1:.00 1:00 1:00 1:00 1:00 1:00 1:00 1:00 1:00 1:00
Transaction = Account
100000001
01 - Regular [(Sample . . . i . i . . .
Elase Pay  Account 8:00 g:00 g:00 8:00 g:00 g:00 g:00 g:00 a:00
#1)
100000001
01 - Telework (Sample 2
Home Account 8:00
#1)
Work Time Total
Leave Time
Ahsence Start
Absence End
Transaction | Account
Leave Time Total
Daily Total L3
Dollar Transactions
Transaction = Account Date Amount
Dollar Total
m Totals Remarks (0) Leave Balances Telework
Su 1] T W Th F Sa Su T W Th F Sa =
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Slide 64 - Slide 64

“WEBTA Iz

Ermployee Main henu =

Timesheet

Employee: Davis, Ben
Pay Period:
Work Time
Wied
617

Thu Fri
618 619

Tue
G116

hon
615

Sun
614

Time In
Time Out
Meal Time

Account
100000001
01- Regular [(Sample

Base Fay Account
1)
100000001
01 - Telewnark (Sample
Home Account

#1)

Work Time Total
Leave Time

Transaction

g:00 00 g:00 g:00 g:00

Ahsence Start
Ahsence End

Transaction = Account
Leave Time Total
Daily Total

Dollar Transactions

Transaction = Account Date Amount

Dollar Total

m Totals Remarks 0) Leave Balances Telework

12-2015 : Jun 14, 2015-Jun 27, 2016 * S Iz‘ Select Pay Period

Sat
620

ikl

Sun
621

Mon
622

00

Unvaﬁlated \a’ali_d__ated Certified
4 o

Inhox [19] | Settings | Help | Log Out

Sent

Tue
623

g:00

Wed
6i24

g0

Timesheet Type:
Status:

Regular
Urwalidated

Thu Fri Sat

B25 | 626 | giz7 [e2Total

a:00

a:00

Su M i it Th F Sa
[Fi14 [FM8 [FMF [FMT [FM 8 (M9 [

Su
[Fi2

hd
[

T
[F23

W
IZTES

Th F Sa
RS [F/2E ORI T

Slide notes

Page 64 of 181

©Kronos, Incorporated



USDA Employee webTA Timesheets

Slide 65 - Slide 65

Ty T e, T

Work Time

O OO T4, Z0 T 000 Z7

P AL |
Sun hon Tue Wed Thu
6114 615 i1 6 617 618

Time In
Time Out
Meal Time

Account

100000001

01- Regular [(Sample . : y 3

Base Pay  Account 2:00 2:00 2:00 2:00
#1)
100000001

01 - Telewark (Sample

Hume Account
#1)

Work Time Total

Transaction

Leave Time

Absence Start
Absence End

Transaction = Account
Leave Time Total
Daily Total

Dollar Transactions
Transaction = Account Diate
Dollar Total

m Totals Remarks 0) Leave Balances Telework

Amount

SETECT T ay TETO

Sat
620

Wifk1

Sun
621

Mon
622

00

Tue
6/23

g:00

Wed Thu Fri Sat

Brid | 625 | 66 | ey [l

00 2:00

a:00

m

Su 1 T Wi Th F Sa
0614 0614 0616 0617 0618 06/19

Action Remarks:

Characters Remaining: 255

Save Validate Delete Timesheet

0620

Remove All Entries

Su
06f21

Cancel

I
06722

T
06/23

W Th 7 Sa
0624 0Bf25 0B/26 0B/27
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[N Time Out

Meal Time

Transaction = Account
100000001

01- Regular (Sample - : 3 ;
ElasePay laanes g00 | @00 | &00 | E00

#1)
100000001
01 - Telewaork (Sample
Home Account
#1)
Work Time Total

Leave Time

Ahsence Start
Absence End

Transaction | Account
Leave Time Total
Daily Total

Dollar Transactions
Transaction | Account Date Amaount
Dollar Total

m Totals Remarks (0) Leave Balances Telework

a:00

a:00

8:00

a:00

a:00

a:00

m

Su 1 T Wi Th F Sa

Action Remarks:

Characters Remaining: 253

0614 0615 0616 0617 0618 0614 0620

Validate Delete Timesheet Remove All Entries

Su
0621

Cancel

0622

T
0Bi23

024

Th 7 Sa
0625 O6/26 0827
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Slide 67 - Slide 67

] ™
* WEBTA ﬁmﬁ Inbox [19] | Settings | Help | Log Out

Employee Main Menu =

Unvausiated \/ali'd_?ted Cer:t_iﬁed 5'&_-\nt

Timesheet ® o—
Employee: Davis, Ben Timesheet Type: Regular
Pay Period: 12- 2015 Jun 14, 2015-Jun 27, 2015 * 5 IZ| | Select Pay Period | Status: Unvalidated
Work Time
Sun hon Tue Wed Thu Fri Sat Wkl Sun Waon Tue Wed Thu Fri Sat Wik Total
Bi14 614 Gi16 617 618 6119 G620 6121 622 6123 624 625 BI26 627
Time In G:00am §:00am &:00arm  8:00am @:00am G:00arm @:00am @:00am §:00am  §:00am @:00am
Tirme Cut 5:00pm | 5:00pm  S:00pm  5:00pm 5:00pm 9:00pm 9:00pm  3:00pm 9:00pm  5:00pm 5:00pm
Meal Time 1:00 1:00 1:00 1:00 1:00 1:00 1:00 1:00 1:00 1:00 1:00 [E

Transaction = Account
100000001
D1 - Regular (Sample 800 800 a00 a00 200 4000 @00 a-00 00 200 32007200
Baze Pay Account : 3 i 3 i 3 i 5 i . .
#1)
100000001
01 - Telework (Sample 5 5
Home Account g:00 8:00 8:00
#1)
Work Time Total I g:00 g:00 :00 .00 g:00 40:00 g:00 g:00 .00 :00 .00 I 40:0080:00

Leave Time

Ahsence Start
Absence End

Transaction | Account

L < xoaa L}
Daily Total 8:00 g:00 8:00 8:00 8:00 40:00 g:00 8:00 g:00 8:00 8:00 40:0080:00
Dollar Transactions
Transaction  Account Diate Amount
Dollar Total
m Totals Remarks (0) Leave Balances Telework
4 - . . - - - - n - = - - - = = [ P

Slide notes

We can see that the hours entered have saved, and that the work time, daily, weekly and overall totals
have updated accordingly.

Now that we have finished entering our time, let's take a look at some of the other features of the
timesheet.

Note the Dollar Transactions section below the Leave time section. This section will update with Dollar
Transactions from corresponding Dollar Transaction Requests upon approval from your Supervisor.

Let's scroll down to view the bottom sections of the Timesheet page. Select next to continue.
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™
WE BTA 'wm Inhox [20] | Settings | Help | Log Out
Employee Main Menu =
Unvalidated ‘alidated Certified Sent
Timesheet - O O i
Employee: Davis, Ben Timesheet Type: Regular
Pay Period:  [12- 2015 : Jun 14, 2015-Jun 27, 2015 * 5 _[+| | Select Pay Period Status: LUnwalidated
Work Time
Sun Man Tue WWed Thu Fri Sat ikl Sun Maon Tue Wed Thu Fri Sat k2 | Tatal
614 615 BI16 617 618 6/19 620 Br21 6122 6723 6r24 Bf25 Bi26 Bf27 ota
Time In
Time Out =
Meal Time 1
Transaction = Account
100000001
01- Regular (Sample ; ; : . : : : : : , .
Elase Pay Account 8:00 .00 8:00 g:00 8:00 40:00 g:00 g:00 .00 8:00 32:0072:00
#1)
100000001
01 - Telewoark (Sample 3 _ _
Home Account g:00 8:00 8:00
#1)
Work Time Total g:00 g:00 g:00 g:00 g:00 40:00 g:00 g:00 g:00 g:00 g:00 40:0080:00
Leave Time
Ahsence Start
Absence End
Transaction = Account R
Leave Time Total
Daily Total 8:00 8:.00 8:00 8:00 8:00 40:00 8:00 8:00 8:.00 8:00 8:00 40:0080:00
Dollar Transactions
Transaction = Account Date Amount
Dollar Total
m Totals Remarks (0) Leave Balances Telework
T . - - = - - S . - - - . :

Slide notes
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