USDA Employee webTA Timesheets

Slide 69 - Slide 69

WEBTA gz

Inhox [20] | Settings | Help | Log Out

Emplayee Main Menu =

Timesheet

Employee: Davis, Ben
Pay Period: 12 - 2015 : Jun 14, 2015-Jun 27, 2015 * 3 Iz‘ Select Pay Period
Work Time
Sun hon Tue Wed Thu Fri Sat
Bi14 614 GG 617 618 6119 G20
Time In
Time Out
Meal Tme

Transaction = Account
100000001

01 - Regular [(Sample i 3 % 3 .
Elase Pay  |Account g:00 g:00 g:00 8:00 g:00

#1)
100000001

01 - Telewnork (Sample
Home Account
#1)
Work Time Total 8:00 | 800 | 800 | =00 | 00

Leave Time

Ahsence Start
Absence End

Transaction | Account

Leave Time Total
Daily Total 8:00 8:00 8:00 8:00 8:00

Dollar Transactions
Transaction = Account Date Amount
Dollar Total

m Totals Remarks (0) Leave Balances Telework

Sun
621

40:00

40:00

40:00

Waon
622

a:00

2:00

a:00

Unvausiated “alidated Cer_t_iﬁed Sent
- e - st

Timesheet Type: Regular
Status: Unwvalidated

Tue Wed Thu Fri Sat

Bi23 | 624 | 625 | eiz6 | giay |2 Tomal

a:00 a:00 a:00 32:0072:00

g:00 g:00 800

a:00 &:00 a:00 00 40:0080:00;

a:00 a:00 a:00 a:00 40:0080:00

- ] T ) Th [~ -2
4| 1]
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I T T Lany WTo TS Loy LT Ty TZS TZHF Latyauy oy T

Time In g:00am 8:00am 8:00am S:00am &:00am 8:00am @:00am @&:00am 8:00am &:00am 8:00am
Time Out A00pm  5:00pm  5:00pm &:00pm  5:00pm f:00pm 5:00pm  5:00pm S:00pm  &: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 ; : : ; : ; : ; ; ; 5
Elase Pay  Account 2:00 g:00 g:00 8:00 g:00 40:00 2:00 8:00 g:00 g:00 32:0072:00
#1)
100000001
01 - Telewaork (Sample . 3 3
Home Account g:00 8:00 8:00
#1)
Work Time Total 8:00 g:00 g:00 8:00 g:00 40:00 a:00 8:00 g:00 g:00 8:00 40:0080:00
Leave Time
Ahsence Start
Absence End
Transaction | Account
Leave Time Total
Daily Total 8:00 g:00 g:00 8:00 g:00 40:00 a:00 8:00 g:00 g:00 8:00 40:0080:00
Dollar Transactions
Transaction | Account Date Amaunt
Dollar Total =
m Totals Remarks (0) Leave Balances Telework
Su M T Wi Th F Sa Su M T Wi Th H Sa
061 4 0615 0616 067 0618 06M19 0620 0621 06i22 0623 06i24 0625 0626 0627
8:00a-5:00p 8:00a-5:00p  8:00a-5:00p 8:00a-5:00p | 8:00a-5:00p 8:00a-5:00p  8:00a-5:00p  8:00a-5:00p  8:00a-5:00p | 8:00a-5:00p
8 hours 8 hours 8 hours 8 hours 8 hours 8 hours 8 hours 8 hours 8 hours 8 hours
Action Remarks:
Characters Remaining: 255
Save Validate Delete Timesheet Remove All Entries Cancel
Fl T 3

Slide notes

Below the timesheet, you will find tabs that contain additional information for this pay period. First, we
have the schedules tab. If you have an approved Schedule, or a saved Default Schedule, as this
employee does, you will see it displayed here. If you move the mouse over a particular day, you can
see details about the schedule. Select next to continue.
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T T T T To T Latrany orrT or orry oriT orzT orimT orZT
Time In 8:00am 8:00am &:00am S:00am 8:00am g:00am @:00am 8&:00am 8:00am &:00am 8:00am
— Time Out 200pm  5:00pm  S:00pm (5:00pm  S:00pm A:00pm &:00pm 5:00pm 5:00pm  A: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 ; : : ; : ; : ; ; ; 5
Elase Pay  Account a:00 g:00 g:00 8:00 g:00 40:00 2:00 8:00 g:00 g:00 32:0072:00
#1)
100000001
01 - Telewaork (Sample . 3 3
Home Account g:00 8:00 8:00
#1)
Work Time Total 8:00 g:00 g:00 8:00 g:00 40:00 a:00 8:00 g:00 g:00 8:00 40:0080:00
Leave Time
Ahsence Start
Absence End
Transaction | Account
Leave Time Total
Daily Total 8:00 g:00 g:00 8:00 g:00 40:00 a:00 8:00 g:00 g:00 8:00 40:0080:00
Dollar Transactions
Transaction | Account Date Amaunt
Dollar Total =
m Totals Remarks (0) Leave Balances Telework
Su M T Wi Th F Sa Su M T Wi Th H Sa
061 4 0615 0616 067 0618 06M19 0620 0621 06i22 0623 06i24 0625 0626 0627
8:00a-5:00p 8:00a-5:00p  8:00a-5:00p 8:00a-5:00p | 8:00a-5:00p 8:00a-5:00p  8:00a-5:00p  8:00a-5:00p  8:00a-5:00p | 8:00a-5:00p
8 hours 8 hours 8 hours 8 hours 8 hours 8 hours 8 hours 8 hours 8 hours 8 hours
Action Remarks:
Characters Remaining: 255
Save Validate Delete Timesheet Remove All Entries Cancel
Fl T 3

Slide notes

Page 71 of 181

©Kronos, Incorporated



USDA Employee webTA Timesheets

Slide 72 - Slide 72

Time In 9:00am 8:00am 8:00am S:00am :00am

8:00am @:00am 8&:00am 8:00am &:00am 8:00am

Time Out S00pm  S:00pm  S00pm S:00pm  S00pm S:00pm &:00prm 5:00pm S:00pm S:00pm S: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 % E s g s % s i s 3 3
Elase Pay socount 8:00 .00 8:00 g:00 8:00 40:00 800 g:00 .00 8:00 32:0072:00
#1)
100000001
01 - Telework (Sample ; : :
X home PR 8:00 8:00 800
#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

Leave Time Total
Daily Total g:00 .00 a:00 .00 g:00 40:00 g:00 a:00 .00 a:00 .00 40:0080:00

Dollar Transactions

Transaction = Account Date Amount
Dollar Total =
m Totals _ B ks illi | eave Bal Tel k
s 1] 8:00a-5:00p F ga su 1] T W h F 53
0614 0615 Name: Regular 06M19 0620 0621 06§22 0623 0624 0625 0626 0By

8:00a-5:00p 5 Start Time: 2:00am 00a-5:00p 8:00a-5:00p  8:00a-5:00p  8:00a-5:00p  8:00a-5:00p | 8:00a-5:00p

3 hours g| Stop Time: 5:000m ours 3 hours 3 hours 3 hours 3 hours 3 hours
Meal: 60 Minutes
Total Hours: 8:00
Transaction Code: Regular Base Pay

Action Remarks:

Characters Remaining: 255

Save Validate Delete Timesheet Remove All Entries Cancel

1 3

Slide notes

Here, you can see the details of the employee's Schedule. Next, let's take a look at the Totals tab.
Select next to continue.
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T T T orTr To T Latrany orrT or orry LA orzT orimT orZT
Time In 8:00am 8:00am &:00am 8:00am &:00am 8:00am @:00am &:00am 8:00am 8:00am 8:00am
Time Out A00pm  5:00pm  S:00pm (5:00pm  5:00pm 8:00pm  &:00pm 5:00pm S: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 ; : : ; : ; : ; ; ; 5
Bage Pay  Account a:00 g:00 g:00 8:00 g:00 40:00 2:00 8:00 g:00 g:00 32:0072:00
#1)
100000001
01 - Telewaork (Sample . 3 3
Home Account g:00 8:00 8:00
#1)
Work Time Total 8:00 g:00 g:00 8:00 g:00 40:00 a:00 8:00 g:00 g:00 8:00 40:0080:00
Leave Time
Ahsence Start
Absence End
Transaction | Account
Leave Time Total
Daily Total 8:00 g:00 g:00 8:00 g:00 40:00 a:00 8:00 g:00 g:00 8:00 40:0080:00
Dollar Transactions
Transaction | Account Date Amaunt
Dollar Total =
Remarks (0) Leave Balances Telework
Su M T Wi Th F Sa Su M T Wi Th H Sa
061 4 0615 0616 067 0618 06M19 0620 0621 06i22 0623 06i24 0625 0626 0627
8:00a-5:00p 8:00a-5:00p  8:00a-5:00p 8:00a-5:00p | 8:00a-5:00p 8:00a-5:00p  8:00a-5:00p  8:00a-5:00p  8:00a-5:00p | 8:00a-5:00p
8 hours 8 hours 8 hours 8 hours 8 hours 8 hours 8 hours 8 hours 8 hours 8 hours
Action Remarks:
Characters Remaining: 255
Save Validate Delete Timesheet Remove All Entries Cancel
10.2.66,121:18030/us datraining/Rolehenu/Ernployeehdainhde nus T b
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T T T orTr To T Latrany orrT or orry LA orzT orimT orZT
Time In 8:00am 8:00am &:00am 8:00am &:00am 8:00am @:00am &:00am 8:00am 8:00am 8:00am
Time Out A00pm  5:00pm  S:00pm (5:00pm  5:00pm 8:00pm  &:00pm 5:00pm S: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 ; : : : : ; : ; ; ; 5
Elase Pay  |account 2:00 g:00 g:00 8:00 g:00 40:00 2:00 8:00 g:00 g:00 32:0072:00
#1)
100000001
01 - Telewaork (Sample . 3 3
Home Account g:00 8:00 8:00
#1)
Work Time Total 8:00 g:00 g:00 8:00 g:00 40:00 a:00 8:00 g:00 g:00 8:00 40:0080:00
Leave Time
Ahsence Start
Absence End
Transaction = Account
Leave Time Total
Daily Total 8:00 g:00 g:00 8:00 g:00 40:00 a:00 8:00 g:00 g:00 8:00 40:0080:00
Dollar Transactions =
Trangaction | Account Date Amoaunt
Dollar Total

Schedule Remarks (0) Leave Balances Telework

Week Ona: 000 Transaction Code Amount
Week Two: A0:00 01- Regular Base Pay 7200

Total Hours: 0:00 01 - Telework Home :00

Time In Pay: 80:00

Other Time: 0:.00

Dollar Transactions: $0.00

Days In Pay: 10

Action Remarks:

< il b

Slide notes

Here, we see the total number of hours for each week, and for each Transaction Code. Beside the
Totals tab, is the Remarks tab. Select next to continue.
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T T T orTr To T Latrany orrT or orry LA orzT orimT orZT
Time In 8:00am 8:00am &:00am 8:00am &:00am 8:00am @:00am &:00am 8:00am 8:00am 8:00am
Time Out A00pm  5:00pm  S:00pm (5:00pm  5:00pm 8:00pm  &:00pm 5:00pm S: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 : : : : : ; : ; : ; 5
Elase Pay  |account 2:00 g:00 2:.00 8:00 g:00 40:00 2:00 2:00 g:00 2:.00 32:0072:00
#1)
100000001
01 - Telewaork (Sample . 3 3
Home Account g:00 8:00 8:00
#1)
Work Time Total 8:00 g:00 g:00 8:00 g:00 40:00 a:00 8:00 g:00 g:00 8:00 40:0080:00
Leave Time
Ahsence Start
Absence End
Transaction | Account
Leave Time Total
Daily Total 8:00 g:00 g:00 8:00 g:00 40:00 a:00 8:00 g:00 g:00 8:00 40:0080:00
Dollar Transactions =
Transaction | Account Date Amaunt
Dollar Total
Schedule Leave Balances Telework
Week One: 000 Transaction Code Amount
Week Two: 40:00 01- Regular Base Pay 7200
Total Hours: 20:00 01 - Telework Home 2:.00
Time In Pay: 80:00
Other Time: 0:.00
Dollar Transactions: $0.00
Days In Pay: 10
Action Remarks:
4 [ 3

Slide notes
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T T T orTr To T Latrany orrT or orry LA orzT orimT orZT
Time In 8:00am 8:00am &:00am 8:00am &:00am 8:00am @:00am &:00am 8:00am 8:00am 8:00am
Time Out A00pm  5:00pm  S:00pm (5:00pm  5:00pm 8:00pm  &:00pm 5:00pm S: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 ; : : : : ; : ; ; ; 5
Bage Pay  |account 2:00 g:00 2:.00 8:00 g:00 40:00 2:00 2:00 g:00 2:.00 32:0072:00
#1)
100000001
01 - Telewark |[(Sample . 7 7
Home Account g:00 8:00 8:00
#1)
Work Time Total 8:00 g:00 g:00 8:00 g:00 40:00 a:00 8:00 g:00 g:00 8:00 40:0080:00
Leave Time
Ahsence Start
Absence End
Transaction | Account
Leave Time Total
Daily Total 8:00 g:00 g:00 8:00 g:00 40:00 a:00 8:00 g:00 g:00 8:00 40:0080:00
Dollar Transactions =
Transaction | Account Date Amaunt
Dollar Total
Schedule Totals BEHEHIN Leave Balances Telework
Fay Period Remarks
Add Date Ent Name, UserlD, DateTime Role Lol Delete
B ! : Remark
Action Remarks:
4 [ 3

Slide notes

General remarks for the pay period can be entered in the Pay Period Remarks field. You can also enter
remarks for an individual day, or work entry by selecting the cell, and pressing Shift-R on your
keyboard, or by double-clicking in the entry for which you want to enter remarks.

In this example, we will enter a remark for the telework entry on Friday of week 2. Select next to

continue.
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T T T orTr To T Latrany orrT or orry LA orzT orimT orZT
Time In 8:00am 8:00am &:00am 8:00am &:00am 8:00am @:00am &:00am 8:00am 8:00am 8:00am
Time Out A00pm  5:00pm  S:00pm (5:00pm  5:00pm 8:00pm  &:00pm 5:00pm S: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 ; : : : : ; : ; ; ; 5
Elase Pay  |account 2:00 g:00 g:00 8:00 g:00 40:00 2:00 8:00 g:00 g:00 32:0072:00
#1)
100000001
01 - Telewaork (Sample = 3 3
Home Account 8:00 8:00 8:00
#1)
Work Time Total 8:00 g:00 g:00 8:00 g:00 40:00 a:00 8:00 g:00 g:00 8:00 40:0080:00
Leave Time
Ahsence Start
Absence End
Transaction = Account
Leave Time Total
Daily Total 8:00 g:00 g:00 8:00 g:00 40:00 a:00 8:00 g:00 g:00 8:00 40:0080:00
Dollar Transactions =
Trangaction | Account Date Amoaunt
Dollar Total

Schedule Totals BEHEHIN Leave Balances Telework

Fay Period Remarks

Daily

Remark Delete

Add Date Enitry Narne, UserlD, Datermime Role

Action Remarks:

< il b

Slide notes
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T Latrany orrT
g:00am
a:.00pm

1:00

T T
g:00am
a:00pm

1:00

T
8:00am
a:00pm

1:00

orTr
g:00am
a:00pm
1:00

To
8:00am
a:00pm

1:00

Time In
Tirme Cut

Meal Time

Account
100000001
01- Regular {Sample

Elase FPay Account
#1)
100000001
01 - Telewaork (Sample
Home Account

#1)

Work Time Total
Leave Time

Transaction

a:00 a:00 a:00 a:00 8:00 40:00

a:00 a:00 a:00 a:00 a:00 40:00

Ahsence Start
Absence End

Transaction | Account
Leave Time Total
Daily Total

g00 | 800 800 | 600 | &m0 40,00

Dollar Transactions
Transaction | Account Date

Dollar Total

Amaunt

Schedule Totals BEHEHIN Leave Balances Telework

Ty

8:00am 8:00am
5:00pm  A:00pm

1:00

a:00

a:00

a:00

TZS

1:00

a:00

a:00

a:00

TZHF

8:00am 8:00am
5:00pm A:00pm

1:00

a:00

a:00

a:00

Latyau)

1:00

a:00

a:00

a:00

g

8:00am
A:00pm

100

a:00

a:00

a:00

orZT
g:00am
a:00pm

1:00

32:0072:00

8:00 2:00

40:0080:00

40:0080:00

m

Fay Period Remarks

Add Narne, UserlD, Datermime

Date Entry

Action Remarks:

4 T

Role

Daily
Remark

Delete

Slide notes

Let's scroll down to show the remarks section and enter our Remark. In this example, we want to
communicate to our Supervisor that we have an outstanding Telework Request awaiting their approval.

Select next to continue.
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Employee: Davis, Ben Timesheet Type: Regular
Pay Period:  [12- 2015 : Jun 14, 2015-Jun 27, 2016 * § [+] | Select Pay Period Status: Unwalidated
Work Time
Sun Man Tue Wed Thu Fri Sat Wkl Sun Maon Tue Wed Thu Fri Y Sat Wik | Total
Bi14 614 GG 617 618 619 G620 B21 622 6123 624 Bf25 BI26 6127 ote L.
Time In S:00am 8:00am 8:00am 8:00am &:00am 8:00am @:00am &:00am 8:00am 8:00am 8:00am
- Time Out A00pm  5:00pm  S:00pm (5:00pm  S:00pm A:00pm  &:00pm 5:00pm S: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 : ; 2 : 2 ; : : 2 ; :
Elase Pay  |Account 2:00 g:00 2:.00 8:00 g:00 40:00 2:00 8:00 g:00 g:00 32:0072:00
#1)
100000001
01 - Telewaork (Sample - . .
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
Leave Time Total
Daily Total 8:00 g:00 g:00 8:00 8:00 40:00 a:00 8:00 g:00 g:00 8:00 40:0080:00
Dollar Transactions
Transaction | Account Date Amaount
Dollar Total
Schedule Totals BENECSHN Leave Balances Telework L
Fay Period Remarks
MName, UserlD, :
Add | Date Entry DateTime Role Draily Remark Delete
Fri | 01-Telewark | D&IS, BEM- Employes E
4 T 3

Slide notes
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Employee: Davis, Ben Timesheet Type: Regular
Pay Period:  [12- 2015 : Jun 14, 2015-Jun 27, 2015 * 5 [+| | Select Pay Period Status: Unwalidated
Work Time
Sun Mon Tue Wed Thu Fri Sat Wil Sun Won Tue Wed Thu Fri ¥ Sat Wik Total
614 615 Bf16 67 618 619 Bi20 Bi21 6f22 Bi23 624 Bi25 Bi26 Bi27
Time In —
— Time Out
Meal Tme
Transaction = Account
100000001
m'REgUIar e 800 | ®00 | ®00 | 800 | &O0 40:00 g00 | 800 | &00 800 32:0072:00
Baze Pay Account : 3 i 3 i 3 i 5 i . .
#11
100000001
01 - Telewnark (Sample - 5 5
Home Account .00 8:00 8:00
#13
Work Time Total g:00 g:00 8:00 g:00 8:00 40:00 g:00 8:00 g:00 8:00 g:00 40:0080:00
Leave Time =
Ahsence Start
- Absence End
Transaction = Account
Leave Time Total
Daily Total g:00 .00 a:00 g:00 a:00 40:00 g:00 a:00 .00 a:00 g:00 40:0080:00;
Dollar Transactions
Transaction = Account Date Amount
Dollar Total
Schedule Totals BIENECHN Leave Balances Telework
Pay Period Remarks i
Mame, UserlD, :
Add | Date Entry DateMime Role Daily Remark Delete
Fri | 01-Telework | DAYIS, BEN - Employee ¥
Ri7f | Hima A5 | bt
Fl [ »

Slide notes
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CToase Pay | Aecoont =R O LEpaL EEpaL) =R T 0 =Rl O LEpaL FZO0TZ00
#1)
100000001
01 - Telework (Sample T | : :
Home Account g:00 8:00 8:00
#1)
Work Time Total 8:00 g:00 g:00 8:00 8:00 40:00 a:00 8:00 g:00 g:00 8:00 40:0080:00
Leave Time
Absence Start
Absence End
Transaction = Account
Leave Time Total
Daily Total g:00 g:00 8:00 g:00 g:00 40:00 g:00 g:00 g:00 8:00 g:00 40:0080:00
Dollar Transactions
Transaction | Account Date Amount
Dollar Total
Schedule Totals REHECCHIIN Leave Balances Telework
Fay Period Remarks
Mame, UserlD, : 1
Add | Date Entry Dateime Rale Daily Remark Delete
Fri 01-Telework  DAYIS, BEM - Employee  Awaiting approval of Telewark Request]
Bf26 | Home BDAVIS,
100000001 061972015
207:29PM EDT
Action Remarks:
Characters Remaining: 255
Save Validate Delete Timesheet Remove All Entries Cancel
4 [ 3

Slide notes
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CToase Pay | Aecoont =R O LEpaL EEpaL) =R OO 0 =Rl O LEpaL FZO0TZ00
#1)
100000001
01 - Telework (Sample T | g :
Home Account g:00 8:00 8:00
#1)
Work Time Total 8:00 g:00 g:00 8:00 8:00 40:00 a:00 8:00 g:00 g:00 8:00 40:0080:00
Leave Time
Absence Start
Absence End

Transaction = Account
Leave Time Total
Daily Total g:00 g:00 8:00 g:00 g:00 40:00 g:00 g:00 g:00 8:00 g:00 40:0080:00

Dollar Transactions
Transaction | Account Date Amount
Dollar Total

Schedule Totals REHECCHIIN Leave Balances Telework

Fay Period Remarks

m

Mame, UserlD, :
Add | Date Entry Dateime Rale Daily Remark Delete
Fri 01-Telework  DAYIS, BEM - Ermplovee  Awaiting approval of Telework Request
626 | Home BOAIS,

100000001 061972015
20729 PMEDT

Action Remarks:

Characters Remaining: 255

Save Validate Delete Timesheet Remove All Entries Cancel

< il b

Slide notes

You can see that we added our remark. Now, let's scroll down and save the Timesheet by clicking the
Save button. Select next to continue.
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CToase Pay | Aecoont =R O LEpaL EEpaL) =R T 0 =Rl O LEpaL FZO0TZ00
#1)
100000001
01 - Telework (Sample T | : :
Home Account g:00 8:00 8:00
#1)
Work Time Total 8:00 g:00 g:00 8:00 8:00 40:00 a:00 8:00 g:00 g:00 8:00 40:0080:00
Leave Time
Absence Start
Absence End
Transaction = Account
Leave Time Total
Daily Total g:00 g:00 8:00 g:00 g:00 40:00 g:00 g:00 g:00 8:00 g:00 40:0080:00
Dollar Transactions
Transaction | Account Date Amount
Dollar Total
Schedule Totals REHECCHIIN Leave Balances Telework
Fay Period Remarks
Mame, UserlD, : 1
Add | Date Entry Dateime Rale Daily Remark Delete
Fri 01-Telework  DAYIS, BEM - Ermplovee  Awaiting approval of Telework Request
Bf26 | Home BDAVIS,
100000001 061972015
207:29PM EDT
Action Remarks:
Characters Remaining: 255
Save Validate Delete Timesheet Remove All Entries Cancel
4 [ 3

Slide notes
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I—‘Elase FPay Arcount
1Y

01 - Telewnark (Sample
Home Account

#1)

Leave Time

Dollar Transactions

Add | Date Entry
| Fri 01 - Telewoark
626 | Home

100000001

Action Remarks:

Save Validate

100000001

Work Time Total

Absence Start
- Absence End
Transaction = Account

Leave Time Total
Daily Tatal

Transaction | Account

Schedule Totals RRGEENH]]

=R O

g:00 g:00

g:00 g:00
Date Amount
Dollar Total

Leave Balances

EFRuL R

8:00 2:00

40:0080:00

40:0080:0077

Mame, UserlD,
DatefTime

DAYIS, BEN - Ermplovee  Awaiting approval of Telework Request

BOAIS,
061972015
20729 PMEDT

Characters Remaining: 255

Delete Timesheet

Fay Period Remarks

Remove All Entries

Delete

Slide notes
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CToase Pay | Aecoont =R O LEpaL EEpaL) =R T 0 =Rl O LEpaL FZO0TZ00
#1)
100000001
01 - Telework (Sample T | : :
Home Account g:00 8:00 8:00
#1)
Work Time Total 8:00 g:00 g:00 8:00 8:00 40:00 a:00 8:00 g:00 g:00 8:00 40:0080:00
Leave Time
Absence Start
Absence End
Transaction = Account
Leave Time Total
Daily Total g:00 g:00 8:00 g:00 g:00 40:00 g:00 g:00 g:00 8:00 g:00 40:0080:00
Dollar Transactions
Transaction | Account Date Amount
Dollar Total
Schedule Totals REHECCHIIN Leave Balances Telework
Fay Period Remarks
Mame, UserlD, : 1
Add | Date Entry Dateime Rale Daily Remark Delete
Fri 01-Telework  DAYIS, BEM - Employee  Awaiting approval of Telewark Request]
Bf26 | Home BDAVIS,
100000001 061972015
207:29PM EDT
Action Remarks:
Characters Remaining: 255
Save Validate Delete Timesheet Remove All Entries Cancel
4 [ 3

Slide notes
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86

- lHome Account L) TOT T E. 00
#1)
Work Time 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
Leave Time
Absence Start
Absence End
Transaction = Account
Leave Time Total
Daily 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
Dollar Transactions
Transaction = Account Date Amount
Dollar Total
Schedule Totals BMIUENCENN Leave Balances Telework
Fay Period Remarks
MName, UserlD, ’
Add | Date Entry DateiTime Rale Daily Remark Delete |
S| Frio01-Telework | DAVIS, BEN - Ernploves | Awaiting approval of Telework Request 1
626 | Home BOAIS,
100000001 0611952015
207:29PMEDT
Action Remarks:
Characters Remaining: 255
Validate Delete Timesheet Remove All Entries Cancel
4 n [3

Slide notes
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Fri
6119
g:00am
5:00pm

1:00

a:00

g:00

a:00

Sat
620

Sun Man

WL mm a2
g:00am

5:00pm

1:00

40.00 8:00
40:00 g:00
40:00 g:00

Inhox [20] | Settings | Help | Log Out

Unvalidated ‘alidated Certified Sent
& O O O—
Timesheet Type: Regular
Status: Unvalidated
Tue Wed Th Fri %) Sat
23 | A4 | e2] | e ey (MR TORED
g:00am 8:00am [S:00arf==t=Sdmmr=a00am 1
5.00pm 5:00pm 500pm A:00pm 5:00pm
1:00 1:.00 1:00 1:00 1:00
a:00 .00 a:00 32:0072:00
800 800 800
g:00 g:00 g:00 g:00 40:0080:00
a:00 .00 a:00 00 40:0080:00

T

-
L1 1] ™
“"WEBTA gz
Employee Main Menu =
Timesheet
Employee: Davis, Ben
Pay Period: 12-2015 : Jun 14, 2015-Jun 27, 2015 * 3 IZ| Select Pay Period
Work Time
Sun Man Tue WWed Thu
614 615 G168 617 618
Time In 8:00am  8:00am &:00am 8:00am
Tirme Cut 500pm  5:00pm  S00pm 5:00pm
Meal Time 1:00 1:00 1:00 1:00
Transaction = Account
100000001
01 - Regular [(Sample . : . i
[T = e 00 | @00 | &00 | E00
#1)
100000001
01 - Telewoark (Sample
Home Account
#1)
Work Time Total 8:00 | &00 | 800 | 800
Leave Time
Ahsence Start
Absence End
Transaction = Account
Leave Time Total
Daily Total 8:00 8:.00 8:00 8:00
Dollar Transactions
Transaction = Account Date Amount
Dollar Total
Schedule Totals BENENGHEN Leave Balances Telework
4

Slide notes

Note the red triangles in the Friday field and in the entry field where our remark was added. These
indicate that remarks have been added to these days. Let's scroll down and take a look at the Saved
Remark. 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
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 I _ _
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 T
Ahsence Start
Absence End
Transaction = Account
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
Schedule Totals BENENGHEN Leave Balances Telework
4 I s

Slide notes
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“WEBTA Iz

Ermployee Main henu =

Timesheet

Employee: Davis, Ben

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

Work Time
Sun hon Tue Wed Thu Fri Sat Wil Sun
614 615 G116 BI17 618 619 620 621

Time In
Time Out
Meal Time

Transaction = Account
100000001

01 - Regular [{Sample : : . 4 .
Base Pay  Account 500 500 500 500 500 40:00

#1)
100000001

01 - Telewnark (Sample
Home Account

#1)
Work Time Total &00 | @00 | &00 | E00 | &00 40:00

Leave Time

Ahsence Start
Ahsence End

Transaction = Account
Leave Time Total
Daily Total 8:00 8:00 8:00 8:00 8:00 40:00

Dollar Transactions
Transaction = Account Date Amount
Dollar Total

Schedule Totals BMIUENSENN Leave Balances Telework

Won
622

a:00

a:00

a:00

Inhox [20] | Settings | Help | Log Out

Unvaﬁlated \a’ali_d__ated Certified S_@\nt
4 o 5

Tue
623

g:00

a:00

a:00

Timesheet Type:

Status:
Wed Thu
Bi24 625
g:00 g:00
2:00 8:.00
2:00 8:00

Fri ¥
Bi26

aon

a:00

a:00

Regular
Urwalidated

Sat

G127 Wik2 Total

s

32007200

&:00 &:00

40:0080:00

40:0080:00

Slide notes
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Transaction

D1 - Regular (Sample

Base Pay Account
#1)

E|1 - Telework (Sarmple

Home Account
#1)

Leave Time

Transaction

Dollar Transactions
Transaction

Schedule Totals

Add | Date

Fri 01 - Telework
626 | Home
100000001

Entry

Action Remarks:

4

ACCOUnT
100000001

100000001

Work Time Total

Absence Start
Absence End
Account

Leave Time Total
Daily Total

Account

Remarks (1)

a:00 a:00 a:00 a:00 8:00 40:00

a:00 a:00 a:00 a:00 a:00 40:00

a:00 &:00 :00 00 a:00 40:00

Date Amaunt
Dollar Total

Leave Balances Telework

a:00 a:00 a:00

a:00 a:00 a:00

2:00 a:00 &:00

a:00

a:00

:00

I

a:00

00

32:0072:00

8:00 2:00

40:0080:00

40:0080:00

Fay Period Remarks

Mame, UserlD,
DatefTime

DAI3, BEM -
BDAVIS,
061952014
2:07:29FMEDT

Raole

Ernplovee | Awaiting approval of Telework Request

Characters Remaining: 255

1

Daily Remark

m

Delete

Slide notes

Here, we can see that our remark has saved, and that the key details of the remark, including the date,
the entry and a timestamp of when the remark was created, along with the text of the Remark. You can
add additional remarks by selecting the plus sign, as needed. To delete a remark, click the X button on

the far right side of the row. Let's do that now. Select next to continue.
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Transaction Account

100000001

01- Regular {Sample . . . ; ;
Base Pay  Account 8:00 2:00 2:.00 2.00 2:.00

#1)
100000001
01 - Telewark (Sample
Home Account
#1)
Work Time Total 800 300 ®00 800 &O0

Leave Time

Absence Start
Absence End

Transaction = Account
Leave Time Total
Daily Total g:00 g:00 8:00 g:00 8:00

Dollar Transactions
Transaction | Account Date
Dollar Total

Amaunt

Schedule Totals WEHEICCHIIN Leave Balances Telework

40:00

40:00

40:00

a:00 a:00 a:00

a:00 a:00 a:00

2:00 a:00 &:00

a:00 32:0072:00

I g:00 800

a:00 a:00 40:0080:00

:00 00 40:0080:00

Mame, UserlD,
DatefTime

DAI3, BEM -
BDAVIS,
061952014
2:07:29FMEDT

Add | Date Entry Rale

Fri 01 - Telework

626 | Home
100000001

Action Remarks:

Characters Remaining: 255

1

Fay Period Remarks

Ernplovee | Awaiting approval of Telework Request

Daily Remark

m

Delete

Slide notes
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.:I ™
° WEBTA 'wm Inhox [20] | Settings | Help | Log Out
Employee Main Menu =
Unvalidated ‘validated Certified Sent
Timesheet @ O O —
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 G168 617 618 6119 620 Br21 6122 6723 6124 Bf25 Bi26 Bi27 ota
Time In 8:00am 8:00am &:00am S:00am &:00am g:00am @:00am 8&:00am 8:00am &:00am 8:00am E
Tirme Cut 500pm  5:00pm  S00pm 5:00pm  5:00pm 4:00pm  S:00pm S00pm G:00pm  500pm G: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 ; ; : . : : : : : , .
W5 copay  hecount 800 | 800 | &00 | %00 | &00 40:00 800 800 | ®O0 | 800 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
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
Schedule Totals BIENENGHIN Leave Balances Telework
4 I s

Slide notes

Note that the red triangles are gone. Let's scroll down and take a look at the bottom of the Timesheet
once again. Select next to continue.
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™
WE BTA 'wm Inhox [20] | Settings | Help | Log Out
Employee Main Menu =
Unvalidated ‘validated Certified Sent
Timesheet @ O O —
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 G168 617 618 6119 620 Br21 6122 6723 6124 Bf25 Bi26 Bi27 ota
Time In 8:00am 8:00am &:00am S:00am &:00am g:00am @:00am 8&:00am 8:00am &:00am 8:00am -
Tirme Cut 500pm  5:00pm  S00pm 5:00pm  5:00pm 4:00pm  S:00pm S00pm G:00pm  500pm G: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 ; ; : . : : : : : , .
Elase Pay Account 8:00 .00 a:00 g:00 8:00 40:00 g:00 g:00 .00 8:00 32:0072:00
#1)
100000001
01 - Telewoark (Sample 3 7 .
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 K
Absence End
Transaction = Account
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
Schedule Totals BIENENGHIN Leave Balances Telework
4 I s

Slide notes
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“WEBTA Iz

Ermployee Main henu =

Timesheet

Employee: Davis, Ben

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

Work Time
Sun hon Tue Wed Thu Fri Sat Wil Sun
614 615 G116 BI17 618 619 620 621

Time In
Time Out
Meal Time

Transaction = Account
100000001

01 - Regular [{Sample : : . 4 .
Base Pay  Account 500 500 500 500 500 40:00

#1)
100000001

01 - Telewnark (Sample
Home Account

#1)
Work Time Total &00 | @00 | &00 | E00 | &00 40:00

Leave Time

Ahsence Start
Ahsence End

Transaction = Account
Leave Time Total
Daily Total 8:00 8:00 8:00 8:00 8:00 40:00

Dollar Transactions
Transaction = Account Date Amount
Dollar Total

Schedule Totals BMIUENSHIUN Leave Balances Telework

Won
622

a:00

a:00

a:00

Inhox [20] | Settings | Help | Log Out

Unvaﬁlated \a’ali_d__ated Certified S_@\nt
4 o 5

Tue
623

g:00

a:00

a:00

Timesheet Type:

Status:
Wed Thu
Bi24 625
g:00 g:00
2:00 8:.00
2:00 8:00

Fri
Bi26

Epa]

a:00

a:00

Regular
Urwalidated

Sat

G127 Wik2 Total

32007200 l:

&:00 &:00

40:0080:00

40:0080:00

Slide notes
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TS ETTOTT ALTTOOTT

100000001

01- Regular (Sample : 7 ; 5 .
ElaseF'ay Pl 800 | 00 | oS00 ®00 00 40.00

#1)
100000001

01 - Telewark (Sample
Home Account

#1)
Work Time Total a:00 a:00 a:00 a:00 a:00 40:00

Leave Time

Absence Start
Absence End

Transaction | Account
Leave Time Total
Daily Total 8:00 8:00 8:00 8:00 8:00 40:00

Dollar Transactions
Transaction | Account Date Amaunt
Dollar Total

Schedule Totals REVEGCHIN Leave Balances Telework

a:00 a:00 a:00

a:00 a:00 a:00

8:00 a:00 00

a:00

a:00

a:00 a:00

a:00 a:00

32:0072:00

8:00 2:00

40:0080:00

40:0080:00

Fay Period Remarks

Add Date Entry

Mame, UserlD, Date/Time

Action Remarks:

Characters Remaining: 255

Save Validate Delete Timesheet Remove All Entries Cancel

Rale

Daily
Remark

m

Delete

Slide notes

And our Remark has been removed. Next, we will take a look at the Leave Balances tab. Select next to

continue.
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TS ETTOTT ALTTOOTT

100000001

Account
#1)
100000001

01 - Telewark (Sample
Home Account
#1)

Base Pay

Leave Time
Absence Start
Absence End

Transaction | Account
Leave Time Total

Dollar Transactions
Transaction | Account Date
Dollar Total

Add Date Entry

Action Remarks:

Characters Remaining: 255

Save Validate Delete Timesheet

D1 - Regular (Sample an a0

Work Time Total 3:00 3:00

Daily Total a:00 a:00

Amaunt

a:00 a:00 a:00 40:00

a:00 a:00 a:00 40:00

a:00 a:00 a:00 40:00

Schedule Totals RREGET A Telework

a:00 a:00 a:00

a:00 a:00 a:00

8:00 a:00 00

a:00

a:00

a:00 a:00

a:00 a:00

32:0072:00

8:00 2:00

40:0080:00

40:0080:00

Fay Period Remarks

Mame, UserlD, Date/Time

Remove All Entries Cancel

1

Rale

Daily
Remark

m

Delete

Slide notes
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e

Tirne Qut
Meal Time
Transaction = Account
100000001
01 - Regular (Sample : g ; : ; ; ; : ; : ;
Elase Pay  Account g:00 g:00 g:00 g:00 g:00 40:00 a:00 g:00 g:00 g:00 32:.0072:00
#1)
100000001
01 - Telewaork (Sample . : :
Home e count 8:00 8:00 2:00
#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
Leave Time Total
Daily Total 8:00 g:00 g:00 8:00 8:00 40:00 a:.00 8:00 g.00 g:00 8:00 40:0080:00
Dollar Transactions
Transaction | Account Date Amount
Dollar Total
Schedule Totals Remarks (0) Telework
Leave Type Forward Adj Forward Accrued Uzed Adjustments Expired Capped Balance =0 LSE
Balance Lose
Annual Leave 300 3200 4:00 o:an 0:00 0:a0 o:an 3600 9200 0:00
Sick Leave 3200 32:00 4:00 ooo 0:00 0:00 000 36:00 49200 0:00
Other Leave 24:00 24:00 0:00 0:00 0:00 0:00 0:00 24:00 24:00 0:00
Action Remarks:
Characters Remaining: 255
Save Validate Delete Timesheet Remove All Entries Cancel
4 1 3

Slide notes

On this tab, you can view the details of the leave types that were used or changed during this pay
period. We see Annual and Sick leave details because we accrued hours for these types of leave as
part of the standard accrual process.

If we had used other types of leave during this pay period, we would see their details here. Next, we
will take a look at the Telework tab. Select next to continue.
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[ Time Out

Meal Time

Transaction = Account
100000001

01 - Regular [(Sample : ; ; : ; ; ; : ; - :
Elase Pay  Account a:00 a:00 a:00 a:00 a:00 40:00 a:00 a:00 a:00 a:00 32:0072:00

#1)
100000001
01 - Telewaork (Sample . X X
Home e count 8:00 8:00 2:00
#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
Leave Time Total
Daily Total 8:00 g:00 g:00 8:00 8:00 40:00 a:.00 8:00 g.00 g:00 8:00 40:0080:00

Dollar Transactions
Transaction | Account Date Amount
Dollar Total

m

Schedule Totals Remarks (0) REEEREETRLTE

Leave Type Forward Adj Forward Accrued Uzed Adjustments Expired Capped Balance =0 LSE
Balance Lose
Annual Leave 300 3200 4:00 o:an 0:00 0:a0 o:an 3600 9200 0:00
Sick Leave 3200 32:00 4:00 ooo 0:00 0:00 000 36:00 49200 0:00
Other Leave 24:00 24:00 0:00 0:00 0:00 0:00 0:00 24:00 24:00 0:00
Action Remarks:
Characters Remaining: 255
Save Validate Delete Timesheet Remove All Entries Cancel
b 1 3

Slide notes
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614 6145 B E BT B8 619 B/20 By 621 Bi22 623 BiZ24 BI25 BIZ26 BI27 R EE
Time In G:00am  8:00am &:00am S:00am §:00am G:00am &:00am &:00am &:00am S:00am &:00am
. Tirme Cut 500pm  5:00pm  5:00pm 5:00pm  5:00pm 2:00pm 5:00pm  5:00pm S:00pm  %:00pm S: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
Elase Pay Iccount g:00 g:00 g:00 g.00 g:00 40:00 g:00 g:00 g:00 g:00 32007200
1Y
100000001
01 - Telework (Sample ; . g
Home Account g:00 8:00 2:00
#1)
Work Time 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
Leave Time
Ahsence Start
- Ahsence End
Transaction = Account
Leave Time Total
Daily Total 8:00 g:00 g:00 8:00 8:00 40:00 a:00 8:00 g:00 g:00 8:00 40:0080:00
Dollar Transactions
Transaction = Account Date Amount -
Dollar Total
Schedule Totals Remarks(0) Leave Balances
Telework Eligible: Regular/Routine: Agreement Status: Approved
Telework Ready: Situational/Ad Hoc: Agreement Start: 03/16/2015
Agreement Expires:
Action Remarks:
Characters Remaining: 255
Save Validate Delete Timesheet Remove All Entries Cancel
4 1 3

Slide notes

The Telework tab contains all the relevant information regarding this employee's Telework status. We
see whether or not they are eligible and ready for Telework, their Telework Type and the status of their
Telework Agreement. Details for Telework Agreements and Requests will be covered in a later lesson.

The final step is to validate your timesheet. When you validate your timesheet, webTA checks the time
you have entered and verifies that it matches the settings in your timesheet profile such as tour of duty
and alternative work schedule, as well as OPM and NFC rules. To validate, we will scroll to the bottom
and select the Validate button. Select next to continue.
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Schedule Totals Remarks(0) Leave Balances

614 6145 B E BT B8 619 B/20 By 621 Bi22 623 BiZ24 BI25 BIZ26 BI27 R EE
Time In G:00am  8:00am &:00am S:00am §:00am G:00am &:00am &:00am &:00am S:00am &:00am
. Tirme Cut 500pm  5:00pm  5:00pm 5:00pm  5:00pm 2:00pm 5:00pm  5:00pm S:00pm  %:00pm S: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 : ;
Elase Pay Iccount g:00 g:00 g:00 g.00 g:00 40:00 g:00 g:00 g:00 g:00 32:0072:00
#13 AN
100000001
01 - Telework (Sample ; . g
Home Account g:00 8:00 2:00
#1)
Work Time 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
Leave Time
Ahsence Start
Ahsence End
Transaction = Account
Leave Time Total
Daily Total 8:00 g:00 g:00 8:00 8:00 40:00 a:00 8:00 g:00 g:00 8:00 40:0080:00
Dollar Transactions
Transaction = Account Date Amount =
Dollar Total

Telework Eligible:
Telework Ready:

Action Remarks:

Characters Remaining: 255

Save Validate Delete Timesheet

Regular/Routine:
Situational/Ad Hoc:

Agreement Status: Approved
Agreement Start: 03/16/2015

Agreement Expires:

Remove All Entries

Cancel

1

Slide notes
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Bi14 6145 B 6
Time In
- Time Out
Meal Time

Transaction = Account
100000001

01 - Regular [(Sample
Base Fay Account 8:00 800

#1)
100000001

01 - Telewnark (Sample
Home Account
1)
Work Time Total 8:00 | 800

Leave Time

Ahsence Start
Ahsence End

Transaction = Account
Leave Time Total
Daily Total 8:00 2:00

Dollar Transactions

Dollar Total

Transaction = Account Date Amount

BT

g:00

a:00

a:00

Telework Eligible:
Telework Ready:

Regular/Routine:
Situational/Ad Hoc:

Action Remarks:

Characters Remaining: 255

Save Validate Delete Timesheet

Bi1a

.00

a:00

a:00

Schedule Totals Remarks(0) Leave Balances

BiMg

g:00

a:00

a:00

620 e Bi21 Er22

40:00 a:00

40:00 8:00

40:00 a:00

BiZ3

g:00

a:00

a:00

Br24

.00

a:00

a:00

Bi25

g:00

a:00

a:00

Bi26

00

a:00

a:00

G127 WEI Tota

32007200

&:00 2:00

40:0080:00;

40:0080:00

Agreement Status: Approved
Agreement Start: 03/16/2015
Agreement Expires:

Remove All Entries

Cancel
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USDA Employee webTA Timesheets

Slide 102 - Slide 102

Schedule Totals Remarks(0) Leave Balances

614 6145 B E BT B8 619 B/20 [ 621 Bi22 623 BiZ24 BI25 BIZ26 BI27 B AEE
Time In &:00am |8:00am  &:00am S:00am §00am :00am &00am &:00am &:00am &:00am &:00am
- Time Out 2:00pm  5:00pm  5:00pm  5:00pm 5:00pm 9:00pm  5:00pm S:00pm 5:00pm  5:00pm 5:00pm
Meal Time 1:00 1:.00 1:00 100 1:00 1.00 1:00 1:.00 1:00 1:00 1:00
Transaction = Account
100000001
01- Regular [(Sample : ;
ElasePay Iccount g:00 g:00 g:00 g.00 g:00 40:00 g:00 g:00 g:00 g:00 32:0072:00
1Y
100000001
01 - Telework (Sample ; . g
Home Account g:00 8:00 2:00
#1)
Work Time 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
Leave Time
Ahsence Start
- Ahsence End
Transaction = Account
Leave Time Total
Daily Total 8:00 g:00 g:00 8:00 8:00 40:00 a:00 8:00 g:00 g:00 8:00 40:0080:00
Dollar Transactions
Transaction = Account Date Amount -
Dollar Total

Telework Eligible:
Telework Ready:

Action Remarks:

Save Validate

Regular/Routine:
Situational/Ad Hoc:

Characters Remaining: 255

Delete Timesheet

Agreement Status: Approved
Agreement Start: 03/16/2015
Agreement Expires:

Remove All Entries Cancel
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