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Slide 1 - Learning Objectives 

 
Slide notes 
Welcome to the webTA  for Supervisors training course.  In this lesson, you will learn how to Certify 
employee timesheets using Select Timesheets page, Certify employee timesheets using Certify All link, 
and how to Certify Corrected Timesheets.  Select next to continue.  
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Slide notes 
As a Supervisor, you are responsible for Certifying the timesheets of the employees assigned to you in 
webTA. In order to be ready for certification, employee timesheets must be completed and validated by 
the employee, or by their Timekeepers.  
Upon employee, or Timekeeper Validation, you will receive a message informing you that a timesheet is 
ready to be certified. Let's take a look at our Inbox to see one of these messages. Select next to 
continue. 
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Slide notes 
Here, we can see a number of timesheets are ready for Certification. So, we will return to the Main 
Menu by selecting the Supervisor tab. Select next to continue. 
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Slide notes 
When it comes to Certifying employee timesheets, you have a few options in webTA. As we saw in the 
Overview lesson, the Select Timesheets page is one of these options. Select next to continue. 
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Slide notes 
To quickly find all employee timesheets ready for certification, we will filter the list using the Timesheet 
Status dropdown menu, select the All Validated status, and then select the Search button. Select next 
to continue. 
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Slide notes 
Our list now displays only Validated timesheets. Next, we will select the Select All checkbox in the 
column header to select all timesheets in the list. Select next to continue. 
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Slide notes 
To Certify these timesheets, we will select the Certify Selected link from the Select Action section. 
Select next to continue. 
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Slide notes 
Note the message stating we are Certifying 1 of 8 timesheets. Also note the navigation controls allowing 
you to move to the next and previous timesheets. We would review the employee's timesheet and if is 
ready for certification, we would scroll to the bottom and select the Certify button. 
However, there is a quicker way to locate and certify your employee's Validated timesheets. Let's return 
to the Main Menu using the breadcrumb trail. Select next to continue. 
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Slide notes 
You may have noticed the Certify All link on the Supervisor Main Menu. Selecting this link accomplishes 
the same steps we just performed using the Select Timesheets page:  it gathers all Validated 
Timesheets, giving us the opportunity to certify them, one by one. To continue, select the Certify All link.  
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Slide notes 
Note the message indicating that we are Certifying 1 of 8 timesheets, and the navigation controls in the 
upper right. After reviewing the timesheet, to Certify, we will scroll to the bottom of the page. Select next 
to continue. 
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Slide notes 
Note the Activity Log, the Remarks section and the available buttons at the bottom of the timesheet. 
Also note the same navigation controls that were available at the top of the timesheet are available at 
the bottom. In this case, we want to Certify this timesheet. 
Select the Certify button to continue. 
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Slide notes 
Note the message indicating that the Timesheet has been certified, and that we are now viewing the 
second of eight timesheets. webTA automatically took us the next validated timesheet. Let's say we 
want to skip to the next timesheet rather than look at this one.  
To do that, we will select the right arrow button. Select the next button to continue. 
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Slide notes 
Now, we are on the third timesheet. Let's scroll down and display the buttons. Select next to continue.  
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Slide notes 
In this example, we notice a problem with the timesheet and rather than certifying, we want to Reject 
this timesheet to allow for the employee to correct it. To continue, select the Reject/Decertify button.  
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Slide notes 
Note the Alert that displays. webTA requires that you enter a remark when Rejecting or Decertifying an 
employee's timesheet. Let's scroll down and enter a remark. Select next to continue.  
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Slide notes 
Next, we will select the Action Remarks text entry field and enter a remark. Select next to continue. 
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To continue, select the Reject/Decertify button.  
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Slide notes 
Because we Rejected the timesheet, it is now back to the Saved status. To get back to the series of 
timesheets we were reviewing and certifying, we will select the Timesheet Certification link from the 
breadcrumb trail. Select next to continue.  
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Slide notes 
Now we are back in the list of timesheets but because we Rejected this timesheet, there is a message 
indicating that it is not ready for certification. The employee or their timekeeper must make the 
necessary changes and re-validate before it can be certified. Let's move to the next timesheet in the 
series. Select next to continue. 
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Slide notes 
Note that we are now on the fourth of eight timesheets. Let's scroll down and Certify one more 
timesheet. Select next to continue. 
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Slide notes 
Select the Certify button to continue. 
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Slide notes 
Note the message indicating that the timesheet has been certified, and that we have been taken to the 
next timesheet in the series. 
Typically, you would go through and Certify each validated timesheet but in this case, we are going to 
return to the Main Menu by selecting the Supervisor tab. Select next to continue. 
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Slide notes 
One final note on Certification of employee Timesheets. If a correction needs to be made to a 
processed timesheet, it still must go through the Validation and Certification process. Let's examine how 
a Corrected Timesheet looks.  
To do so, we will go to the Select Timesheets page. Select next to continue. 
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Slide notes 
Here, we can see a Corrected Timesheet, marked with a letter C, for Mark Johnson from Pay Period 3. 
We could select the link for the timesheet, use the checkbox and Certify Selected link, or we can still 
use the Certify All link from the Main Menu. Let's go back to the Main Menu and see how that works. 
Select next to continue. 
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Slide notes 
The Certify All link takes us through Validated timesheets alphabetically by the employee's last name, 
so we do not immediately see the corrected timesheet. Let's skip to the next timesheet using the 
navigation button. Select next to continue.  
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Slide notes 
Here, we can see the Corrected timesheet, as indicated by the Timesheet Type. Corrected timesheets 
are certified in the same way as regular timesheets. Next, we will return to the Main Menu using the 
Supervisor tab. Select next to continue.  
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Slide notes 
You have completed this lesson. To continue, select the Finish button.   
 

 


