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Slide 1 - Learning Objectives 

 
Slide notes 
Welcome to the webTA for Supervisors training course.  Please review the objectives listed here and 
when you are ready to continue, select the Next button.   
 



USDA Supervisor webTA Select Timesheets Page 

Page 2 of 54  ©Kronos, Incorporated 

Slide 2 - Slide 2 

 
Slide notes 
 



USDA Supervisor webTA Select Timesheets Page 

Page 3 of 54  ©Kronos, Incorporated 

Slide 3 - Review 

 
Slide notes 
 



USDA Supervisor webTA Select Timesheets Page 

Page 4 of 54  ©Kronos, Incorporated 

Slide 4 - Slide 4 

 
Slide notes 
The Select Timesheets link on the Supervisor Main Menu is used to view a list of the employees 
assigned to you and then perform functions on their behalf. Select Next to continue.   
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Slide notes 
The Select Timesheets page lists all employees assigned to you, provides search capabilities, and 
provides access to timesheets, profiles and other actions and functions. Select Next to continue.  
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Slide notes 
In the top section of the Select Timesheets page, you will find a set of drop-down menus and search 
fields that allow you to filter the list by pay period, timesheet status, organization, delegate and 
timesheet type.   
You can also enter text into the entry fields for User ID, first, and last name, as well as timekeeper 
name.   
A combination of any, or all of these options can be used to filter the list of employees shown.  Selecting 
the Search button will filter this list by the criteria you input, and the Clear button will reset these fields. 
Select Next to continue.  
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Slide notes 
These Search capabilities can be very helpful if you are looking to locate an employee, or an 
employee's timesheet quickly and easily.  Let's look at a specific example.  In this scenario, you want to 
quickly find the timesheet for an employee with a specific Timekeeper.  
To do this, we will enter the Timekeeper's last name, which is Jackson, in the Timekeeper field, and 
then select the Search button. Select next to continue. 
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Slide notes 
Note that the list of employees has been filtered to include only those whose Timekeeper is Madison 
Jackson.  
You can view a timesheet by selecting the link for the desired pay period, or by selecting the checkbox 
at the beginning of the row, and selecting the Timesheet link in the Select Action section. 
In this example, we will use the checkbox and Timesheet link option. Select next to continue. 
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Slide notes 
Here, we can see the employee's timesheet. Next, we will return to the Select Timesheets page using 
the breadcrumb trail. Select next to continue. 
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Slide notes 
Next, we will reset the search fields by selecting the Clear button. Select next to continue. 
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Slide notes 
As mentioned, in addition to the text fields, the list of employees can be filtered using the Pay Period 
drop-down menu.  
You can also filter by timesheet status . . .  
By Organization, Delegates For, and Timesheet Type. Select next to continue. 
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Slide notes 
In addition to the search fields and filters, the list of employees is also sortable by column.  Currently, 
this list is sorted by pay period, from oldest to newest.  You can tell this by looking at the up and down 
arrows next to each column title.  
To change the sort order of the list, simply select the column name.  In this example, we will sort the list 
by Timesheet Status.  Select next to continue.   
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Slide notes 
You can see that the sort indicator is now selected in the Timesheet Status column and the list is sorted 
accordingly.  The list of employees can be sorted by any of the column types by selecting their header.   
You can also view a series of timesheets by selecting multiple employees. In this scenario, we want to 
view all of our employee timesheets from Pay Period 8, that have not been validated. So we will select 
Pay Period 8 from the drop-down menu. Select next to continue. 
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Slide notes 
Next, we will select Saved from the Timesheet Status drop-down. Select next to continue. 
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Slide notes 
To filter the list, we will select the Search button. Select next to continue. 
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Slide notes 
Note that the list has been filtered according to our selections. You could view these timesheets one by 
one by selecting the individual links, or checkboxes. Or, you could select the checkbox in the header 
row, which will select all timesheets in the table. Select next to continue. 
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Slide notes 
Note that all timesheets have been selected. Next, we will select the Timesheet link from the Select 
Action section. Select next to continue. 
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Slide notes 
The first timesheet selected is displayed. To move to the next timesheet, select the arrow button in the 
upper or lower right of the screen. Select next to continue. 
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Slide notes 
Note that we are now viewing the second of the two selected timesheets. Let's return to the Select 
Timesheets page using the breadcrumb trail. Select next to continue. 
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Slide notes 
To reset the table, we will select the Clear button. Select next to continue. 
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Slide notes 
Note that the filters and search fields have been cleared and we are back to seeing all employee 
timesheets. You can also view an employee's timesheet profile, by selecting their username link from 
the list. 
You can also collapse the Search fields by selecting the triangle button in the upper right corner of the 
Search box. Let's take a look at that now. Select next to continue. 
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Slide notes 
Let's scroll down and take a look at the botton of the page. Select next to continue.  
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Slide notes 
The Select Timesheets page also has navigation controls below the table, allowing you to view 
additional pages, if applicable.   
In addition to navigating to multiple pages, you can also change the number of records that display.  
The default setting is 25.  You can change this to show 50, or 100 records, according to your 
preferences.   
We saw in our earlier example, that to perform an action on an employee, you select the checkbox next 
to their name, and then choose from the Select Action links at the bottom of the page.  We will cover 
each of these functions later in the course.  For now, we are going to scroll back up, and return to the 
Main Menu.  Select next to continue.   
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Slide notes 
You have completed this lesson. To continue, select the Finish button.   
 

 


