USDA Supervisor webTA Select Timesheets Page

Slide 1 - Learning Objectives

Select Timesheets Page

Learning Objectives

In this lesson, you will learn about:
- Select Timesheets Page

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.
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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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I:I ™
* WEBTA Employee m Inbox [58] | Settings | Help | Log Out
Supervisor Main Menu =
Select Timesheets
Pay Period: Timesheet Status: User ID: Last Name:  FirstName: Middle Name: Organization: -
(A1 [=] | saved + Al validated  [+] | i | Find Org
Timekeeper: Supervisor: SSN: Delegates For: POI: Timesheet Type:
| I || nONE []] LAl
[Soarch
Pay Timeshest Last First hiddle dri : :
B« g Sl User ID Mg i i Organization Timekeeper Supervisor Pal
[l 08-2015  Saved JALLEN Allen Jacoh o Harris, Daniel Eﬁﬁi'sz”- 4815
“alidated by ; : ; Robinsaon,
[ |08- 2015 Timekeeper MIACKSON | Jackson Madison m Harris, Daniel William 45815
B 08-2015  Yalidated by ELEWIS  Lewis Emma o1 Jackson: Fabinson, | 4qp
Timekeeper Madison Williarn
: Yalidated by . . Jackson, Robinson,
[ |08 - 2015 Timekeaper SMARTIMNEZ | Martinez Sophia 01 Madisan William 4815
. - . Robinsaon,
[ |08 - 2015 Saved SMILLER Miller Samantha 01 Harris, Daniel William 48158
B 0g.2015 | dlidated by JTHOMPSON | Thornpsan  Joshua NRCS Harris, Danisl | RobInson, | ypqp
Timekeeper Williarm
Fl 09-2015  Saved JALLEN Allen Jacob o Harris, Daniel E\Eiﬁi';‘fnm- 4515
Bl 09-z015  Yalidated by MIACKSON | Jacksan Madisan o Harris, Daniel | Fobinson, 4815
Timekeeper William
Fl 09-2015  Saved ELEWIS | Lewis Emma o dacksan, |Robinson, | 445
Madisoe
[ 09-2015 Saved SMARTINEZ | Martinez Sophia om 4815
Fl 09-2015  Saved SMILLER Miller Sarnantha m Harris, Daniel E\Eiﬁi';‘fnm- 4515
; . . Robinsaon,
[ 09-2015 Saved JTHOMPSOM | Thompson Joshua MRCS Harris, Daniel William 4815 i

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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b
[ 11 ] ™
= WE BTA Employee m Inhox [58] | Settings | Help | Log Out
Supervisor Main Menu =
Select Timesheets
Pay Period: Timesheet Status: User ID: Last Name:  FirstName: Middle Name: Organization: -
(A1 [=] | saved + Al validated  [+] | i | | | EEI
Timekeeper: Supervisor: SSN: Delegates For: POI: Timesheet Type:
| I || nONE []] LAl
[ Search |
= Pay Timeshest Last First Middle e : :
=l S e Sl User ID Mg i i Organization Timekeeper Supervisor Pal
[l 08-2015  Saved JALLEN Allen Jacoh o Harris, Daniel Eﬁﬁi'sz”- 4815
B 0s-2015  Yolidated by MIACKSON |Jackson  Madison o1 Harris, Daniel | Fo0ImS9n agig
Timekeeper Williarm
B 08-2015  Yalidated by ELEWIS  Lewis Emma o1 Jackson: Fabinson, | 4qp
Timekeeper Madison Williarn
B o0o.2015 | Yalidated by SMARTINEZ | Martinez  Sophis o Jackson, Robinson, | 154g
Timekeeper Madison Williarn
. : - : Robinson,
[ |08 - 2015 Saved SMILLER Miller Samantha 01 Harris, Daniel William 48158
B 0g.2015 | dlidated by JTHOMPSON | Thornpsan  Joshua NRCS Harris, Danisl | RobInson, | ypqp
Timekeeper Williarm
Fl 09-2015 | Saved JALLEN Allen Jacab o Harris, Daniel E\Eiﬁi';‘fnm- 4815
Bl 09-z015  Yalidated by MIACKSON | Jacksan Madisan o Harris, Daniel | Fobinson, 4815
Timekeeper William
F] 09-2015  Saved ELEWIS  Lewis Ernma o1 dackean; Robinson. 415
Madisor
[ 09-2015 Saved SMARTINEZ | Martinez Sophia om 4815
Fl 09-2015 | Saved SMILLER | Miller Samantha o Harris, Daniel E\Eiﬁi';‘fnm- 4815
; . . Robinsaon,
[ 09-2015 Saved JTHOMPSOM | Thompson Joshua MRCS Harris, Daniel William 4815 i

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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b
[ 11 ] ™
* WEBTA Employee m Inbox [58] | Settings | Help | Log Out
Supervisor Main Menu =
Select Timesheets
Pay Period: Timesheet Status: User ID: Last Name:  FirstName: Middle Name: Organization: -
(A1 [=] | saved + Al validated  [+] | i | | EEI
Timekeeper: Supervisor: SSN: Delegates For: POI: Timesheet Type:
| I || nONE []] LAl
[ Search |
= Pay Timeshest Last First Middle e : :
Bl g Sl User ID Mg i i Organization Timekeeper Supervisor Pal
[l 08-2015  Saved JALLEN Allen Jacoh o Harris, Daniel Eﬁﬁi'sz”- 4815
“alidated by ; : ; Robinsaon,
[ |08- 2015 Timekeeper MIACKSON | Jackson Madison m Harris, Daniel William 45815
B 08-2015  Yalidated by ELEWIS  Lewis Emma o1 Jackson: Fabinson, | 4qp
Timekeeper Madison Williarn
: Yalidated by . . Jackson, Robinson,
[ |08 - 2015 Timekeaper SMARTIMNEZ | Martinez Sophia 01 Madisan William 4815
s : - . Robinsaon,
[ |08 - 2015 Saved SMILLER Miller Samantha 01 Harris, Daniel William 48158
B 0g.2015 | dlidated by JTHOMPSON | Thornpsan  Joshua NRCS Harris, Danisl | RobInson, | ypqp
Timekeeper Williarm
Fl 09-2015 | Saved JALLEN Allen Jacab o Harris, Daniel E\Eiﬁi';‘fnm- 4815
Bl 09-z015  Yalidated by MIACKSON | Jacksan Madisan o Harris, Daniel | Fobinson, 4815
Timekeeper William
Fl 09-2015  Saved ELEWIS | Lewis Emma o Jackson, |Robinson, | 445
adisor
[ 09-2015 Saved SMARTINEZ | Martinez Sophia om 4815
Fl 09-2015 | Saved SMILLER | Miller Samantha o Harris, Daniel E\Eiﬁi';‘fnm- 4815
; . . Robinsaon,
[ 09-2015 Saved JTHOMPSOM | Thompson Joshua MRCS Harris, Daniel William 4815 i

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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-
[T ™ |
° WEBTA Employee m Inbox [58] | Settings | Help | Log Out
Supervisor Main Menu =
Select Timesheets
. Pay Period: Timesheet Status: User ID: Last Name: First Name: Middle Name: Organization: -
(A1 [=] | saved + Al validated  [+] | i | Find Org
i anar Supervisor: SSN: Delegates For: POI: Timesheet Type:
| I || nONE []] LAl
Pay Timeshest Last First hiddle dri : :
B« g Sl User ID Mg i i Organization Timekeeper Supervisor Pal
[l 08-2015  Saved JALLEN Allen Jacoh o Harris, Daniel Eﬁﬁi'sz”- 4815
“alidated by ; : ; Robinsaon,
[ |08- 2015 Timekeeper MIACKSON | Jackson Madison m Harris, Daniel William 45815
YWalidated by . Jackson, Rohinsaon,
[ |08-2015 Timekeaper ELEWWIS Lewis Emma o1 Madisan William 4315
Yalidated by . . Jackson, Robinson,
[ |08 - 2015 Timekeaper SMARTINEZ | Martinez Sophia o Madisan William 4815
. - . Robinsaon,
[ |08 - 2015 Saved SMILLER Miller Samantha 01 Harris, Daniel William 48158
B 08-z015 | Yolidated by JTHOMPSON | Thompson  Joshua NRCS Hartis, Danigl | Fobinson, yn, 0
Timekeeper Williarm
Fl 09-2015  Saved JALLEN Allen Jacob o Harris, Daniel E\Eiﬁi';‘fnm- 4515
Fl n9.2015 | Yelidated by MJIACKSON | Jackson Madison m Harris, Daniel | Robinson, 4515
Timekeeper William
. Jackson, Robinson,
[ 09-2014 Saved ELEWIS Lewis Ermma o1 W William 4815
z z Jackson, Robinson,
[ 09-2015 Saved SMARTINEZ | Martinez Sophia o1 Madizon William 4815
Fl 09-2015  Saved SMILLER Miller Sarnantha m Harris, Daniel E\Eiﬁi';‘fnm- 4515
. . Robinsaon,
[ 09-2015 Saved JTHOMPSOM | Thompson Joshua MRCS Harris, Daniel William 4815 i

Slide notes
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b
[ 11 ] ™
* WEBTA Employee m Inbox [58] | Settings | Help | Log Out
Supervisor Main Menu =
Select Timesheets
. Pay Period: Timesheet Status: User ID: Last Name:  FirstName: Middle Name: Organization: -
(A1 [=] | saved + Al validated  [+] | i | Find Org
Timekeeper: Supervisor: SSN: Delegates For: POI: Timesheet Type:
jacksor| | | || monE (=] | A
Pay Timeshest Last First hiddle dri : :
B« g Sl User ID Mg i i Organization Timekeeper Supervisor Pal
[l 08-2015  Saved JALLEN Allen Jacoh o Harris, Daniel Eﬁﬁi'sz”- 4815
“alidated by ; : ; Robinsaon,
[ |08- 2015 Timekeeper MIACKSON | Jackson Madison m Harris, Daniel William 45815
YWalidated by . Jackson, Rohinsaon,
[ |08-2015 Timekeaper ELEWWIS Lewis Emma o1 Madisan William 4315
Yalidated by . . Jackson, Robinson,
[ |08 - 2015 Timekeaper SMARTINEZ | Martinez Sophia o Madisan William 4815
. - . Robinsaon,
[ |08 - 2015 Saved SMILLER Miller Samantha 01 Harris, Daniel William 48158
Yalidated by ; . Robinsaon,
[ 03-2014 Timekeeper JTHOMPSOM  Thompson  Joshua MNRCS Harris, Daniel William 4815
Fl 09-2015  Saved JALLEN Allen Jacob o Harris, Daniel E\Eiﬁi';‘fnm- 4515
Bl 09-z015  Yalidated by MIACKSON | Jacksan Madisan o Harris, Daniel | Fobinson, 4815
Timekeeper William
. Jackson, Robinson,
[ 09-2014 Saved ELEWIS Lewis Ermma o1 W William 4815
z z Jackson, Robinson,
[ 09-2015 Saved SMARTINEZ | Martinez Sophia o1 Madizon William 4815
Fl 09-2015  Saved SMILLER Miller Sarnantha m Harris, Daniel E\Eiﬁi';‘fnm- 4515
. . Robinson,
[ 09-2015 Saved JTHOMPSOM | Thompson Joshua MRCS Harris, Daniel William 4815 i
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b
[ 11 ] ™
¢ WE BTA Employee m Inbox [58] | Settings | Help | Log OQut
Supervisor Main Menu =
Select Timesheets
. Pay Period: Timesheet Status: User ID: Last Name:  FirstName: Middle Name: Organization: -
(A1 [=] | saved + Al validated  [+] | i | Find Org
Timekeeper: Supervisor: SSN: Delegates For: POI: Timesheet Type:
Jackson | I || nONE []] LAl [~]
Pay Timeshest Last First hiddle dri : :
B« g Sl User ID Mg i i Organization Timekeeper Supervisor Pal
[l 08-2015  Saved JALLEN Allen Jacoh o Harris, Daniel Eﬁﬁi'sz”- 4815
“alidated by ; : ; Robinsaon,
[ |08- 2015 Timekeeper MIACKSON | Jackson Madison m Harris, Daniel William 45815
YWalidated by . Jackson, Rohinsaon,
[ |08-2015 Timekeaper ELEWWIS Lewis Emma o1 Madisan William 4315
Yalidated by . . Jackson, Robinson,
[ |08 - 2015 Timekeaper SMARTINEZ | Martinez Sophia o Madisan William 4815
. - . Robinsaon,
[ |08 - 2015 Saved SMILLER Miller Samantha 01 Harris, Daniel William 48158
Yalidated by ; . Robinsaon,
[ 03-2014 Timekeeper JTHOMPSOM  Thompson  Joshua MNRCS Harris, Daniel William 4815
Fl 09-2015  Saved JALLEN Allen Jacob o Harris, Daniel E\Eiﬁi';‘fnm- 4515
Bl 09-z015  Yalidated by MIACKSON | Jacksan Madisan o Harris, Daniel | Fobinson, 4815
Timekeeper William
. Jackson, Robinson,
[ 09-2014 Saved ELEWIS Lewis Ermma o1 W William 4815
z z Jackson, Robinson,
[ 09-2015 Saved SMARTINEZ | Martinez Sophia o1 Madizon William 4815
Fl 09-2015  Saved SMILLER Miller Sarnantha m Harris, Daniel E\Eiﬁi';‘fnm- 4515
. . Robinson,
[ 09-2015 Saved JTHOMPSOM | Thompson Joshua MRCS Harris, Daniel William 4815 i
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I:I ™
° WEBTA Employee m Inbox [58] | Settings | Help | Log Out

Supervisor Main Menu =

Select Timesheets

. Pay Period: Timesheet Status: User ID: Last Name: First Name: Middle Name: Organization: -
(A1 [=] | saved + Al validated  [+] | i | | W Find Org
Timekeeper: Supervisor: SSN: Delegates For: POI: Timesheet Type:
lackson I | || MomE [=]] | LA

[ Search
Pay Tirmesheet Last First Middle e : :
B« Ehit Status User ID [ Mot i Organization Timekeeper Supervisor Pal

Yalidated by . Jackson, Robinson,

[ 03-2014 Timeksepsr ELEWIS Lewis Emma m e William 4815

B 08-2015 }ﬂ:’q‘js;ﬂ;” SMARTINEZ | Martinez | Sophia o1 poson fominsen. | g1
8 Jackson, Rohinson,

E [09- 2015 Saved ELEWIS Lewis Ermma o1 Madisan William 4815
. . Jackson, Robinson,

[ |09- 2015 Saved SMARTINEZ | Martinez Sophia o Madisan William 4815

1-4 of 4 Records

Select Action

Timesheets Profiles and Settings Leave and Premium Pay Send Messages Default Schedule
Timesheet Tirnesheet Profile Leave Balances Send Message Default Schedule
Tirmesheet Summary Waork Schedules Leave Requests

Cenrify Selected Default Timesheet Profile Fremium Pay Requests

Processed Timesheets Ermployee Profilz Telework Reguests

| Cancel |

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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Supervisor Main Menu =

Select Timesheets

Inbox [58] | Settings | Help | Log OQut

Tirmesheet Summary
Cenrify Selected
Processed Timesheets

| Cancel |

Waork Schedules
Default Timesheet Profile
Ermployee Profilz

Leave Requests
Fremium Pay Requests
Telework Reguests

. Pay Period: Timesheet Status: User ID: Last Name: First Name: Middle Name: Organization: -
(A1 [=] | saved + Al validated  [+] | i | Find Org
Timekeeper: Supervisor: SSN: Delegates For: POI: Timesheet Type:
lackson I | || MomE [=]] | LA

[ Search
Pay Tirmesheet Last First Middle e : :
B« Ehit Status User ID [ Mot i Organization Timekeeper Supervisor Pal

Yalidated by . Jackson, Robinson,

[ 03-2014 Timeksepsr ELEWIS Lewis Emma m e William 4815
“alidated by 3 3 Jackson, Robinson,

[ 03-2014 Timekeeper SMARTIMNEZ | Martinez Sophia om Wadzon William 4815

[TJoo-2015 | saved ELEWIS | Lewis Ernrma o1 Jackson: Fabinson, | 4qp

Madison Williarn

. . Jackson, Robinson,

[ |09- 2015 Saved SMARTINEZ | Martinez Sophia o Madisan William 4815
14 of 4 Records il wiew [25] [50] [100]
Select Action

Timesheets Profiles and Settings Leave and Premium Pay Send Messages Default Schedule

Timesheet Tirnesheet Profile Leave Balances Send Message Default Schedule

Slide notes
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I:I ™
° WEBTA Employee m Inbox [58] | Settings | Help | Log Out

Supervisor Main Menu =

Select Timesheets

( Pay Period: Timesheet Status: User ID: Last Name: First Name: Middle Name: Organization: -
[ Al [+][Saved + All validated  [+] | [ [ || |
Timekeeper: Supervisor: SSN: Delegates For: POI: Timesheet Type:
lackson I | || MomE [=]] | LA

Pay Tirmesheet Last First Middle

[l Bt S User ID ep Mep s Organization Timekeeper Supervisor Pal
B 8- 2015 }’:ﬂ'gi‘eﬁf} ELEWIS | Lewis Ermma 01 el Robinson, | 4915
B 08-2015 }ﬂ:’q‘js;ﬂ;” SMARTINEZ | Martinez | Sophia o1 poson fominsen. | g1
09-2015 | Saved ELEWIS | Lewis Emma 01 #::;ii: E\fiﬁii;‘fnm- 4615
[l 09-2015 | Saved SMARTINEZ Martinez | Sophia o1 #j’;;iﬂ: E\Eiﬁii;‘fnm- 4815
14 ot 4 Records 1 wiew [28] [50] [100]
Select Action
Profiles and Settings Leave and Premium Pay Send Messages Default Schedule
Tirnesheet Profile Leave Balances Send Message Default Schedule

TR miary Waork Schedules Leave Reguests
Cenrify Selected Default Timesheet Profile Fremium Pay Requests
Processed Timesheets Ermployee Profilz Telework Reguests
| Cancel |

Slide notes
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Inbox [58] | Settings | Help | Log OQut

Supervisor Main Menu = Select Timesheets =

Timesheet

Employee: Lewis, Emma
Pay Period: |05 - 2015 : May 03, 2015-May 16, 2016 * 5 |Z| Select Pay Period
Work Time

Unva@ated Yalidated Certified Sent
- L/ S .

Timesheet Type: Regular
Status: Unwalidated

Cancel

Sun | Mon Tue WWed = Thu Fri Sat Wed | Thu Fri Sat Wk2 | Total
503 404 a/0a 506 &/07 | &/08 5049 5113 814 aM5  aM6
Time In
Time Out
Meal Time
Transaction Account
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 W Th [F Sa Su Wi Th [ Sa
05/03 0504 05045 0506 0sfa7 0508 0509 010 0513 0514 0514 051 6

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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I:I ™
‘ WEBTA Employee RITELUENT Inhox [58] | Settings | Help | Log Out
Supervisor Main Menu =Select Timesheets =
. Unva@ated Yalidated Certified Sent
Timesheet e o—
Employee: Lewis, Emma Timesheet Type: Regular
Pay Period: |03 - 2015 : May 03, 2015-May 16,2015 * S [+| | Select Pay Period Status: Unvalidated
Work Time
Sun | Mon Tue WWed = Thu Fri Sat Sun | Mon | Tue  Wed = Thu Fri Sat
503 | &i04 4/05 506 | &/07 508  &09 k] 510 | &M1  AM2 M3 M4 aME GME ke[l
Tirme In
Time Out
Meal Time
Transaction Account
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 M F W Th [F Sa Su ] I Wy Th 7 Sa
05/03 0504 05045 0506 0sfa7 0508 0509 010 0aM11 0aM2 0513 0514 0514 051 6
Cancel

Slide notes
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IEI ™
WEBTA Employee m Inbox [58] | Settings | Help | Log Out

Supervisor Main Menu =

Select Timesheets

( Pay Period: Timesheet Status: User ID: Last Name: First Name: Middle Name: Organization: -
[ Al [+][Saved + All validated  [+] | [ [ || |
Timekeeper: Supervisor: SSN: Delegates For: POI: Timesheet Type:
lackson I | || MomE [=]] | LA

Pay Tirmesheet Last First Middle e : :
[l Bt S User ID ep Mep s Organization Timekeeper Supervisor Pal

Yalidated by . Jackson, Robinson,

[ 08-2015 Timekeeper ELEWIS Lewis Emma 0 W William 4815
“alidated by 3 3 Jackson, Robinson,

[ |08-2015 Timekeeper SMARTINEZ | Martinez Sophia 0 Madison William 4815
8 Jackson, Rohinson,

09 - 2015 Saved ELEWIS Lewis Ermma o1 Madisan William 4815
. . Jackson, Robinson,

[ |09- 2015 Saved SMARTINEZ | Martinez Sophia o Madisan William 4815
14 ot 4 Records il wiew [25] [50] [100]
Select Action

Timesheets Profiles and Settings Leave and Premium Pay Send Messages Default Schedule

Timesheet Tirnesheet Profile Leave Balances Send Message Default Schedule

Tirmesheet Summary Waork Schedules Leave Requests

Cenrify Selected Default Timesheet Profile Fremium Pay Requests

Processed Timesheets Ermployee Profilz Telework Reguests
| Cancel |

Slide notes

Next, we will reset the search fields by selecting the Clear button. Select next to continue.
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IEI ™
WEBTA Employee m Inbox [58] | Settings | Help | Log Out

Supervisor Main Menu =

Select Timesheets

( Pay Period: Timesheet Status: User ID: Last Name: First Name: Middle Name: Organization: -
[ Al [+][Saved + All validated  [+] | [ [ || |
Timekeeper: Supervisor: SSN: Delegates For: POI: Timesheet Type:
lackson I | || MomE [=]] | LA

=
em)

Pay Tirmesheet Last First Middle e : :
[l Bt S User ID ep Mep s Organization Timekeeper Supervisor Pal

Yalidated by . Jackson, Robinson,

[ 08-2015 Timekeeper ELEWIS Lewis Emma 0 W William 4815
“alidated by 3 3 Jackson, Robinson,

[ |08-2015 Timekeeper SMARTINEZ | Martinez Sophia 0 Madison William 4815
8 Jackson, Rohinson,

09 - 2015 Saved ELEWIS Lewis Ermma o1 Madisan William 4815
. . Jackson, Robinson,

[ |09- 2015 Saved SMARTINEZ | Martinez Sophia o Madisan William 4815
14 ot 4 Records il wiew [25] [50] [100]
Select Action

Timesheets Profiles and Settings Leave and Premium Pay Send Messages Default Schedule

Timesheet Tirnesheet Profile Leave Balances Send Message Default Schedule

Tirmesheet Summary Waork Schedules Leave Requests

Cenrify Selected Default Timesheet Profile Fremium Pay Requests

Processed Timesheets Ermployee Profilz Telework Reguests
| Cancel |

Slide notes
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Slide 19 - Slide 19

-
(1] ™
° WEBTA Employee m Inbox [58] | Settings | Help | Log Out
Supervisor Main Menu =
Select Timesheets
. Pay Period: Timesheet Status: User ID: Last Name: First Name: Middle Name: Organization -
Al [~]] Saved + All alidated  [+] N Il Find Org
Thmaleeag Fras SSH: E)e_l_eg_at_es For: |POI: Timesheet Type:
| I | NOME All
Search 3
Pay Timeshest Last First hiddle dri : :
B« g Sl User ID Mg i i Organization Timekeeper Supervisor Pal
[ 08-2015  Saved JALLEN Allen Jacob o Harris, Daniel Eﬁﬁi'sz”- 4815
B 0g.2015  fdidated by MJACKSON | Jackson  Madison o Harris, Danisl | ROBINSON, gm0
Timekeeper Williarm
YWalidated by . Jackson, Rohinsaon,
] 08-2015 Tiraksaney ELEWIS Lewis Emma o1 g Sl 4315
Yalidated by . . Jackson, Robinson,
] 08-2015 Tiiskegner SMARTINEZ | Martinaz Sophia o1 SRl i 1315
. - . Robinsaon,
[ |08 - 2015 Saved SMILLER Miller Samantha 01 Harris, Daniel William 48158
B 0g.2015 | dlidated by JTHOMPSON | Thornpsan  Joshua NRCS Harris, Danisl | RobInson, | ypqp
Timekeeper Williarm
F 09-2015  Saved JALLEN Allen Jacab o1 Hartis, Daniel E\Eiﬁi';‘fnm- 4815
Fl n9.2015 | Yelidated by MJIACKSON | Jackson Madison m Harris, Daniel | Robinson, 4515
Timekeeper William
F 09-2015  Saved ELEWIS Lewis Emma o1 Jackson, [Robinsan, | yg15
[ 09-2015  Saved SMARTINEZ | Martinez Sophia 01 4815
F 09-2015  Saved SMILLER | Miller Samantha 01 Harris, Daniel E\Eiﬁi';‘fnm- 4815
. . Robinson,
[ 09-2015 Saved JTHOMPSOM | Thompson Joshua MRCS Harris, Daniel William 4815 i

Slide notes

As mentioned, in addition to the text fields, the list of employees can be filtered using the

drop-down menu.

You can also filter by timesheet status . . .

By Organization, Delegates For, and Timesheet Type. Select next to continue.

Pay Period
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b
[ 11 ] ™
* WEBTA Employee m Inbox [58] | Settings | Help | Log Out
Supervisor Main Menu =
Select Timesheets
Pay Period: Timesheet Status: User ID: Last Name:  FirstName: Middle Name: Organization: -
(A1 [=] | saved + Al validated  [+] | i | | EEI
Timekeeper: Supervisor: SSN: Delegates For: POI: Timesheet Type:
| I || nONE []] LAl
[ Search |
= Pay Timeshest Last First Middle e : :
Bl g Sl User ID Mg i i Organization Timekeeper Supervisor Pal
[l 08-2015  Saved JALLEN Allen Jacoh o Harris, Daniel Eﬁﬁi'sz”- 4815
“alidated by ; : ; Robinsaon,
[ |08- 2015 Timekeeper MIACKSON | Jackson Madison m Harris, Daniel William 45815
B 08-2015  Yalidated by ELEWIS  Lewis Emma o1 Jackson: Fabinson, | 4qp
Timekeeper Madison Williarn
: Yalidated by . . Jackson, Robinson,
[ |08 - 2015 Timekeaper SMARTIMNEZ | Martinez Sophia 01 Madisan William 4815
s : - . Robinsaon,
[ |08 - 2015 Saved SMILLER Miller Samantha 01 Harris, Daniel William 48158
B 0g.2015 | dlidated by JTHOMPSON | Thornpsan  Joshua NRCS Harris, Danisl | RobInson, | ypqp
Timekeeper Williarm
Fl 09-2015 | Saved JALLEN Allen Jacab o Harris, Daniel E\Eiﬁi';‘fnm- 4815
Bl 09-z015  Yalidated by MIACKSON | Jacksan Madisan o Harris, Daniel | Fobinson, 4815
Timekeeper William
Fl 09-2015  Saved ELEWIS | Lewis Emma o dacksan, |Robinson, | 445
Madisoe
[ 09-2015 Saved SMARTINEZ | Martinez Sophia om 4815
Fl 09-2015 | Saved SMILLER | Miller Samantha o Harris, Daniel E\Eiﬁi';‘fnm- 4815
; . . Robinsaon,
[ 09-2015 Saved JTHOMPSOM | Thompson Joshua MRCS Harris, Daniel William 4815 i

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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[T ™ |
° WEBTA Employee m Inbox [58] | Settings | Help | Log Out
Supervisor Main Menu =
Select Timesheets
. Pay Period: Timesheet Status: User ID: Last Name: First Name: Middle Name: Organization: -
(A1 [=] | saved + Al validated  [+] | i | Find Org
Timekeeper: Supervisor: SSN: Delegates For: POI: Timesheet Type:
| I || nONE []] LAl
Pay Timeshest Last First hiddle dri : :
B« g ST User ID Mg i i Organization Timekeeper Supervisor Pal
[l 08-2015  Saved JALLEN Allen Jacoh o Harris, Daniel Eﬁﬁi'sz”- 4815
“alidated by ; : ; Robinsaon,
[ |08- 2015 Timekeeper MIACKSON | Jackson Madison m Harris, Daniel William 45815
YWalidated by . Jackson, Rohinsaon,
[ |08-2015 Timekeaper ELEWWIS Lewis Emma o1 Madisan William 4315
Yalidated by . . Jackson, Robinson,
[ |08 - 2015 Timekeaper SMARTINEZ | Martinez Sophia o Madisan William 4815
. - . Robinsaon,
[ |08 - 2015 Saved SMILLER Miller Samantha 01 Harris, Daniel William 48158
B 0g.2015 | dlidated by JTHOMPSON | Thornpsan  Joshua NRCS Harris, Danisl | RobInson, | ypqp
Timekeeper Williarm
Fl 09-2015  Saved JALLEN Allen Jacob o Harris, Daniel E\Eiﬁi';‘fnm- 4515
Bl 09-z015  Yalidated by MIACKSON | Jacksan Madisan o Harris, Daniel | Fobinson, 4815
Timekeeper William
. Jackson, Robinson,
[ 09-2014 Saved ELEWIS Lewis Ermma o1 W William 4815
z z Jackson, Robinson,
[ 09-2015 Saved SMARTINEZ | Martinez Sophia o1 Madizon William 4815
Fl 09-2015  Saved SMILLER Miller Sarnantha m Harris, Daniel E\Eiﬁi';‘fnm- 4515
. . Robinson,
[ 09-2015 Saved JTHOMPSOM | Thompson Joshua MRCS Harris, Daniel William 4815 i

Slide notes

Page 21 of 54

©Kronos, Incorporated



USDA Supervisor webTA Select Timesheets Page

Slide 22 - Slide 22

]
aee ™
* WEBTA Employee m Inbox [58] | Settings | Help | Log Out
Supervisor Main Menu =
Select Timesheets
Pay Period: Timesheet Status: User ID: Last Name:  FirstName: Middle Name: Organization: -
(A1 [=] | saved + Al validated  [+] | i | | EEI
Timekeeper: Supervisor: SSN: Delegates For: POI: Timesheet Type:
| /| | NONE []] | Al
[ Search |
= Pay Tirmesheet Last First Middle e : :
=l P Sl User ID Mg Mo e Organization Timekeeper Supervisor Pal
[ 09-2015  Saved JALLEN Allen Jacob o Harris, Daniel Eﬁﬁi'sz”- 4815
[ 08-2015  Saved JALLEN Allen Jacab 01 Hartis, Daniel S\E;ﬁi';‘fnc'”- 4815
[l 09-2015  Saved ELEWIS Lewis Emma o Jackson, Robinson, | 455
Madison Williarm
: . . Jackson, Robinson,
O 02-2015 Saved SMARTINEZ | Martinez Sophia o1 Madisan William 4815
] 09-2015  Saved SMILLER  Miller Samantha o Harris, Daniel Eﬁﬁ;;‘fﬂm- 4815
[ 08-2015  Saved SMILLER | Miller Samantha 01 Hartis, Daniel Eéﬁi';‘fnm- 4815
= : Robinson,
[ 09-2015 Saved JTHOMPZOM | Thompson  Joshua MRCS Harris, Daniel William 4315
F 09-2015  Saved CWILLIAME | Williams Chris NRCS Hartis, Daniel &flﬁl';‘fnm- 4815
B |g-2015 | Jaldted oy MJIACKSON |Jackson  Madison o1 Haris, Daniel | [02mSom.yqq5
imekeeper
Yalidated by :
[ 09-2015 : MJACKEOM | Jackson Madison 01 4815
Timekeeper
B o0o-2015 | Calidated by ELEWIS Lewis Emma o Jackson, Robinson, | 4545
Timekeeper Madison Williarn
: Yalidated by . . Jackson, Robinson,
] 08-2015 Ttk oher SMARTINET | Martinez Sophia o1 SRl i 1315 I

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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aee ™
* WEBTA Employee m Inbox [58] | Settings | Help | Log Out
Supervisor Main Menu =
Select Timesheets
. Pay Period: heet Status: User ID: Last Name:  FirstName: Middle Name: Organization: -
(A1 | [+] [Baved + &l validated  [+] | i | Find Org
==
Timekeeper: Supervisor: SSN: Delegates For: POI: Timesheet Type:
I /| || MonE [=]| | LA
Pay Timeshest Last First hiddle dri : :
[l Pariod S User ID Mg Mo e Organization Timekeeper Supervisor Pal
[ 09-2015  Saved JALLEN Allen Jacab o Harris, Daniel Eﬁﬁi'sz”- 4815
[l 08-2015  Saved JALLEN Allen Jacob m Harris, Daniel S\E;ﬁi';‘fnc'”- 4515
] 09-2015  Saved ELEWIS Lewis Emma 01 Jacksan, Rabinsan, 4815
Madison Williarm
. . Jackson, Robinson,
[ |09-2015 Saved SMARTINEZ | Martinez Sophia o Madisan William 4815
F 09-2015  Saved SMILLER | Miller Samantha 01 Harris, Daniel Eﬁﬁ;;‘fﬂm- 4815
Fl 06-2015  Saved SMILLER | Miller Samantha o Harris, Danisl Eéﬁii;‘fnm- 4515
= : Robinson,
[ 09-2015 Saved JTHOMPZOM | Thompson  Joshua MRCS Harris, Daniel William 4315
F 09-2015  Saved CWILLIAME | Williams Chris NRCS Hartis, Daniel &flﬁl';‘fnm- 4815
B |05-z015 | Yaldated by MIACKSOM | Jackson  Madison o1 Haris, Danigl | Fobinson, 0,0
Timekeeper Williarn
Yalidated by : : : Robinsan,
[ |09-2015 e e MIACKSON | Jackson Madison m Harris, Daniel William 4815
YWalidated by ; Jackson, Robinson,
[ 0a-2015 Tkt ELEWIS Lewis Emma o1 i Williarn 4815
Yalidated by . . Jackson, Robinson,
F |08-2015 e SMARTIMEZ | Martinez Sophia 01 et S 815 1l

Slide notes
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= WE BTA Employee m Inbox [58] | Settings | Help | Log OQut
Supervisor Main Menu =
Select Timesheets
. Pay Period: Timesheet Status: User ID: Last Name:  FirstName: Middle Name: Organization: -
[ A | Saved + All validated [+ | i | Find Org
Older Pay Periods |SSN: ”DNECI)T\;_:I]Eates For: El |POI: | "I:eilrlrlesheet Type:
09 - 2014 : May 04, 2014-May 17, 2014 :I
10- 2014 : May 18, 2014-May 31, 2014 [ Search ) Clear NI
11-2014 : Jun 01, 2014-Jun 14, 2014 |
12 -2014 : Jun 15, 2014-Jun 258, 2014 o First Middl
132014 : Jun 29, 2014-Jul 12,2014 |=|r 1D Nas 4 i N' b Organization Timekeeper Superisar PoIl
14-2014 : Jul 13, 2014-Jul 26, 2014 . ame ame ame
15 - 2014 @ Jul 27, 2014-Aug 09, 2014 [ : ) Robinson,
16- 2014 - Aug 10, 2014-Aug 23, 2014 [l Allen Jacob 01 Harris, Daniel William 48158
17 - 2014 : Aug 24, 2014-Sep 06, 2014 : . - Robinson,
18-2014 - Sep D?,ZDM-Sep 2&2014 _\] Allen Jacob 01 Harrls, Daniel williarm 48158
19-2014 : Sep 21, 2014-0ct 04, 2014 EERaan Babinon
20 -2014 : Oct 05, 2014-Oct 18, 2014 |5 Lewis Emma o1 Mad\sonl William ' 4515
21 -2014 : Oct 19, 2014-Nov 01, 2014 -
22 - 2014 : Moy 02, 2014-Nov 15, 2014 TNEZ | Martinez Sophis 01 Jackson, Rohinsan, 4815
23 - 2014 - Mov 16, 2014-Nov 23, 2014 _ Madizon Williarn
24 - 2014 : Mov30, 2014-Dec 13, 2014 i
andnr e s R il Samantha 01 Harrs, Daniel | PODISON. 431
| 26-2014 : Dec 28,2014-Jan 10,2015 || Rabinsan
[ 705 - 2015 Saved SMILLER Miller Samantha 01 Harris, Daniel William ' 48158
- : : Robinsaon,
B [09-2015 Saved JTHOMPZOM | Thompson Joshua MRCS Harris, Daniel William 4815
[l 09-2015  Saved CWILLAMS  Williams — Chris NRCS Harris, Daniel &flﬁl';‘fnm- 4815
B |g-2015 | Jaldted oy MIACKSON |Jackson  Madison o1 Harris, Daniel | FOOImSOM | agig
imekeeper Williarn
Yalidated by : : : Robinsan,
[ 09-2015 e e MJACKEOM | Jackson Madison 01 Harris, Daniel William 48158
YWalidated by ; Jackson, Robinson,
[ |08-2015 Timekeaper ELEWWIS Lewis Emma om Madisan William 4815
Yalidated by . . Jackson, Robinson,
[ |0B- 2015 Timekeaper SMARTINEY | Martinez Sophia o Misdisen William 4815 i
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& WE BTA Employee m Inbox [58] | Settings | Help | Log OQut
Supervisor Main Menu =
Select Timesheets
Pay Period: Timesheet Status: User ID: Last Name: FirstName: Middle Name: Organization: a8
[ Al ~ || Saved + Al validated  [+] | I | | W Find Org
I )
Older Pay Periods = SSN: Delegates For: POI: Timesheet Type:
09 - 2014 : May 04, 2014-May 17, 2014 | || MomME [=]] | LA
10- 2014 : May 18, 2014-May 31, 2014 —
11-2014  Jun01,2014-Jun 14, 2014 [ Search | =|
12-2014 : Jun 15, 2014-Jun 28, 2014
13-2014 1 Jun 29, 2014-Jul 12,2014 | {1 Last First Middle o T e -
14 - 2014 : Jul 13, 2014-Jul 26, 2014 3 Name MName Mame e P P
152014 © Jul 27, 2014-Aug 09, 2014 I _ _ Robinson
16 - 2014 : Aug 10, 2014-Ang 23, 2014 Il Allen Jacob o1 Harris, Daniel williarm ! 4815
17 - 2014 : Aug 24, 2014-Sep 06, 2014 | =
16 - 2014 : Sep 07, 2014-Sep 20, 2014 i Allen Jacob m Hartis, Daniel V\ﬁll.'”SU”- 43158
19- 2014 : Sep 21, 2014-Oct 04, 2014 fMharm
20-2014 : Oct 05, 2014-0ct 18, 2014 3 Jackson, Rohinsaon,
21-2014 - Oct 19, 2014-Nov 01 2014 [0 |LBWiS Emma U1 Madison William el
22 - 2014 : Nov 02, 2014-Nov 15, 2014 | ) ) E—— e —
23 - 2014 : Mov 18, 2014-Nov 29, 2014 IMEZ | Martinez Sophia m Madizon William 4815
24 - 2014 : Mov 30, 2014-Dec 13, 2014 i =
252014 : Dec 14, 2014-Dec 27, 2014 ER Miller Samantha 1 Hartis, Daniel V\ﬁ”.'”SD”- 4815
26-2014 : Dec 28, 2014-Jan 10, 2015 tham
e EE T Haved T EMILLER | Miller Samantha o Harris, Daniel Eéﬁi';‘fnm- 4815
= : Robinson,
[ 09-2015 Saved JTHOMPZOM | Thompson Joshua MRCS Harris, Daniel William 4515
E 09-2015  Saved CWILLIAME | Williams Chris NRCS Hartis, Daniel &flﬁl';‘fnm- 4815
B |8-2015 | Yaiated by MIACKSON | Jackson  Madison o1 Harris, Daniel | FoDinson.yays
imekeeper Williarn
Yalidated by : : : Robinsan,
[ |09-2015 Timekeeper MIACKSON | Jackson Madison m Harris, Daniel William 4815
; YWalidated by ; Jackson, Robinson,
B 08-2015 | po o eener ELEWIS Lewis Emma m e i 4815
Yalidated by . . Jackson, Robinson,
[ 08-2015 Trhiskbaper SMARTINEZ | Martinez Sophia m sl G 4815 I
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FWEBTA covioyee (i

Supervisor Main Menu =

Select Timesheets

Inbox [58] | Settings | Help | Log OQut

Pay Period: Timesheet Status: User ID: Last Name:  FirstName: Middle Name: Organization:
(A1 [+ saved + Al validated  [+] | i | Find Org
20-2014 - et 05, 2014-Oct 18, 2014 | SSHN: Delegates For: POI: Timesheet Type:
21 -2014 : Oct 18, 2014-Nov 01, 2014 :I | || NONE Iz” | ‘AII
22 -2014 : Mov02, 2014-Nov 15, 2014 L
23 - 2014 : Mov 16, 2014-Mov 29, 2014 m - Clear 1
24 - 2014 : Moy 30, 2014-Dec 13, 2014 |
25-2014 : Dec 14, 2014-Dec 27, 2014 o First Middl
26 - 2014 : Dec 28, 2014-Jan 10, 2015 w10 N 12 M i NI b Crganization Timekeeper Supervisor POl
01 - 2015 - Jan 11, 2015-Jan 24, 2015 : Gl Gl Alig
02 - 2015 : Jan 25, 2015-Feb 07, 2015 \ : ) Robinson,
03 2015 - Fab 08, 2015 Feb 21, 201 M Allen Jacob 0 Harris, Daniel williarm 4815
04 - 2015 : Feb 22, 2015-Mar 07, 2015 I ) ) Rohinson,
05 - 2015 - MSI’DB, 2015-Mar 21 ’ 2015 K] Allen Jacob 01 Harrls, Daniel williarm 48158
06 - 2015 : hdar 22, 2015-Apr 04,2015 | | EERaan Babinon
07 - 2015 : Apr05, 2015-Apr 18, 2015 £l Lewis Emma o1 ' P ' 4315
| Madison Williarn
I | . . Jackson, Robinson,
= s I [MMNEZ | Martinez Sophia o Madisan William 4815
09 - 2015 : May 03, 2015-May 16, 2015 7| | i
Noxt Pay Poriod i R Miller Samantha 01 Harrs, Daniel | PODISON. 431
10 - 2015 : May 17, 2015-May 30,2015 - Rabinsan
[ 705 - 2015 Saved SMILLER Miller Samantha 01 Harris, Daniel William ' 48158
: : Robinsaon,
B [09-2015 Saved JTHOMPZOM | Thompson Joshua MRCS Harris, Daniel William 4815
[l 09-2015  Saved CWILLAMS  Williams — Chris NRCS Harris, Daniel &flﬁl';‘fnm- 4815
H |0a-zo15 | Yeidated by MIACKSON |Jackson  Madison o1 Harris, Daniel | FOOImSOM | agig
Timekeeper Williarn
Yalidated by : : : Robinsan,
[ 09-2015 e e MJACKEOM | Jackson Madison 01 Harris, Daniel William 48158
B 09-2015  Yalidated by ELEWIS Lewis Ermma o Jackson, Fabinsan, - 4
Timekeeper Madison Williarn
: Yalidated by . . Jackson, Robinson,
[ |0B- 2015 Timekeaper SMARTINEY | Martinez Sophia o Misdisen William 4815 i
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aee ™
* WEBTA Employee m Inbox [58] | Settings | Help | Log Out
Supervisor Main Menu =
Select Timesheets
. Pay Period: Timesheet Status: User ID: Last Name:  FirstName: Middle Name: Organization: -
|08 - 2015 : Apr19, 2015-May 02,2015 [~ || Saved + All validated  [+] | i | Find Org
Timekeeper: Supervisor: SSN: Delegates For: POI: Timesheet Type:
I /| || MonE [=]| | LA
=
Pay Timeshest Last First hiddle dri : :
[l Pariod S User ID Mg Mo e Organization Timekeeper Supervisor Pal
[ 09-2015  Saved JALLEN Allen Jacab o Harris, Daniel Eﬁﬁi'sz”- 4815
Fl 06-2015  Saved JALLEN Allen Jacab o Hartis, Daniel ~ foo®e 4gis
] 09-2015  Saved ELEWIS Lewis Emma 01 Jacksan, Rabinsan, 4815
Madison Williarm
. . Jackson, Robinson,
[ |09-2015 Saved SMARTINEZ | Martinez Sophia o Madisan William 4815
F 09-2015  Saved SMILLER | Miller Samantha 01 Harris, Daniel Eﬁﬁ;;‘fﬂm- 4815
Fl 06-2015  Saved SMILLER | Miller Samantha o Harris, Danisl Eéﬁii;‘fnm- 4515
= : Robinson,
[ 09-2015 Saved JTHOMPZOM | Thompson  Joshua MRCS Harris, Daniel William 4315
F 09-2015  Saved CWILLIAME | Williams Chris NRCS Hartis, Daniel &flﬁl';‘fnm- 4815
| |0g.2015 | M@idated by MJACKSON | Jackson  Madison o Harris, Daniel | o0mS9n agig
Timekeeper
Yalidated by :
[ 09-2015 : MJACKEOM | Jackson Madison 01 4815
Timekeeper
YWalidated by ; Jackson, Robinson,
] 08-2015 Ttk ELEWIS Lewis Emma o1 R i 4315
Yalidated by . . Jackson, Robinson,
] 08-2015 Ttk oher SMARTINET | Martinez Sophia o1 SRl i 1315 I

Slide notes

Next, we will select Saved from the Timesheet Status drop-down. Select next to continue.
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aee ™
* WEBTA Employee m Inbox [58] | Settings | Help | Log Out
Supervisor Main Menu =
Select Timesheets
. Pay Period: Timesheet Status: ser |D: Last Name:  FirstName: Middle Name: Organization: -
(08 - 2015 : Apr19, 2015-May 02,2015 [~ || Saved + All validated ||+ i | Find Org
B
Timekeeper: Supervisor: SSN: Delegates For: POI: Timesheet Type:
I /| || MonE [=]| | LA
=
Pay Timeshest Last First hiddle dri : :
[l Pariod S User ID Mg Mo e Organization Timekeeper Supervisor Pal
[ 09-2015  Saved JALLEN Allen Jacab o Harris, Daniel Eﬁﬁi'sz”- 4815
Fl 06-2015  Saved JALLEN Allen Jacab o Hartis, Daniel ~ foo®e 4gis
] 09-2015  Saved ELEWIS Lewis Emma 01 Jacksan, Rabinsan, 4815
Madison Williarm
. . Jackson, Robinson,
[ |09-2015 Saved SMARTINEZ | Martinez Sophia o Madisan William 4815
F 09-2015  Saved SMILLER | Miller Samantha 01 Harris, Daniel Eﬁﬁ;;‘fﬂm- 4815
Fl 06-2015  Saved SMILLER | Miller Samantha o Harris, Danisl Eéﬁii;‘fnm- 4515
= : Robinson,
[ 09-2015 Saved JTHOMPZOM | Thompson  Joshua MRCS Harris, Daniel William 4315
F 09-2015  Saved CWILLIAME | Williams Chris NRCS Hartis, Daniel &flﬁl';‘fnm- 4815
B |05-z015 | Yaldated by MIACKSOM | Jackson  Madison o1 Haris, Danigl | Fobinson, 0,0
Timekeeper Williarn
Yalidated by : : : Robinsan,
[ |09-2015 e e MIACKSON | Jackson Madison m Harris, Daniel William 4815
YWalidated by ; Jackson, Robinson,
] 08-2015 Ttk ELEWIS Lewis Emma o1 R i 4315
Yalidated by . . Jackson, Robinson,
] 08-2015 Ttk oher SMARTINET | Martinez Sophia o1 SRl i 1315
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[T ™ |
° WE BTA Employee m Inbox [58] | Settings | Help | Log OQut
Supervisor Main Menu =
Select Timesheets
. Pay Period: Timesheet Status: User ID: Last Name: First Name: Middle Name: Organization: -
|08 - 2015 : Apr 19, 2015-May 02,2015 [~ || Saved + All validated  [+] | i | Find Org
Timekeeper: Supervisor: :g!ved Delegates For: POI: Timesheet Type:
‘ | Pending Attestation | ” NONE Iz' | | ‘A”
| Al Walidated w L
|Walidated by Employee |
: | Validated by Timekeeper | -
F PF'?Yd T'gteih%t User Validation Cwerridden 1 Nlddle Crganization Timekeeper Supervisor POl
enn Gk | Certified & Pre-processed 59 Se
Processed ; . Robinson,
[ |09-2015 Saved JALLER e e m Harris, Daniel Williarm 4815
3 = Robinson,
[ 03-204 Saved JALLE o1 Harris, Daniel William 4315
] 09-2015 | Saved ELEWIS Lewis Ermma o sacksan, Robinson, 4815
Madison Williarn
. . Jackson, Robinson,
[ |09-2015 Saved SMARTINEZ | Martinez Sophia o Madisan William 4815
F 09-2015  Saved SMILLER | Miller Samantha 01 Harris, Daniel Eﬁﬁ;;‘fﬂm- 4815
[l 08-2015  Saved SMILLER Miller Samantha m Harris, Daniel Eéﬁi';‘fnm- 4515
- : : Robinsaon,
[ 09-2015 Saved JTHOMPZOM | Thompson  Joshua MRCS Harris, Daniel William 4315
[l 09-2015  Saved CWILLAMS  Williams — Chris NRCS Harris, Daniel &flﬁl';‘fnm- 4815
B |05-z015 | Yaldated by MIACKSOM | Jackson  Madison o1 Haris, Danigl | Fobinson, 0,0
Timekeeper Williarn
Yalidated by : : : Robinsan,
[ |09-2015 e e MIACKSON | Jackson Madison m Harris, Daniel William 4815
YWalidated by ; Jackson, Robinson,
[ |08-2015 Timekeaper ELEWWIS Lewis Emma om Madisan William 4815
Yalidated by . . Jackson, Robinson,
[ |0B- 2015 Timekeaper SMARTINEY | Martinez Sophia o Misdisen William 4815 i
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Supervisor Main Menu =

Select Timesheets

Inbox [58] | Settings | Help | Log OQut

Pay Period: Timesheet Status: User ID: Last Name:  FirstName: Middle Name: Organization:
|08 - 2015 : Apr 19, 2015-May 02,2015 [~ || Saved + All validated  [+] | i | Find Org
Timekeeper: Supervisor: i ! Delegates For: POI: Timesheet Type:
| | |[NoNE []] | Al
| Al validated [ Search | |
| “alidated by Employes 3
: | Validated by Timekeeper | -
F PF'?Yd T'gteih%t User Walidation COverridden 1 Nlddle Crganization Timekeeper Supervisor POl
enn Gk | Certified & Pre-processed ;e Se
Processed ; . Robinson,
[ |09-2015 Saved JALLER et g m Harris, Daniel Williarm 4815
| Saved + All Validated i
Fl 06-2015  Saved JALLEN B ] o Hartis, Daniel ~ foo®e 4gis
] 09-2015 | Saved ELEWIS Lewis Ermma o sacksan, Robinson, 4815
Madison Williarn
. . Jackson, Robinson,
[ |09-2015 Saved SMARTINEZ | Martinez Sophia o Madisan William 4815
F 09-2015  Saved SMILLER | Miller Samantha 01 Harris, Daniel Eﬁﬁ;;‘fﬂm- 4815
[l 08-2015  Saved SMILLER Miller Samantha m Harris, Daniel Eéﬁi';‘fnm- 4515
: : Robinsaon,
[ 09-2015 Saved JTHOMPZOM | Thompson  Joshua MRCS Harris, Daniel William 4315
[l 09-2015  Saved CWILLAMS  Williams — Chris NRCS Harris, Daniel &flﬁl';‘fnm- 4815
B |05-z015 | Yaldated by MIACKSOM | Jackson  Madison o1 Haris, Danigl | Fobinson, 0,0
Timekeeper Williarn
Yalidated by : : : Robinsan,
[ |09-2015 e e MIACKSON | Jackson Madison m Harris, Daniel William 4815
YWalidated by ; Jackson, Robinson,
[0 08-2015 Timekeaper ELEWIS Lewis Emma 01 Madisan William 4815
Yalidated by . . Jackson, Robinson,
[0 0&8-2015 Timekeaper SMARTIMEZ | Martinez Sophia 01 Misdisen William 4815 i
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¢ WE BTA Employee m Inbox [58] | Settings | Help | Log OQut
Supervisor Main Menu =
Select Timesheets
. Pay Period: Timesheet Status: User ID: Last Name:  FirstName: Middle Name: Organization: -
|08 - 2015 : Apr 19, 2015-May 02,2015 [~ | Saved i | Find Org
Timekeeper: Supervisor: SSN: Delegates For: POI: Timesheet Type:
| I || nONE []] LAl
[Soarch
Pay Timeshest Last First hiddle dri : :
[l Pariod S User ID Mg Mo e Organization Timekeeper Supervisor Pal
[l 09-2015  Saved JALLEN Allen Jacoh o Harris, Daniel Eﬁﬁi'sz”- 4815
Fl 06-2015  Saved JALLEN Allen Jacab o Hartis, Daniel ~ foo®e 4gis
] 09-2015 | Saved ELEWIS Lewis Ermma o sacksan, Robinson, 4815
Madison Williarn
. . Jackson, Robinson,
[ |09-2015 Saved SMARTINEZ | Martinez Sophia o Madisan William 4815
F 09-2015  Saved SMILLER | Miller Samantha 01 Harris, Daniel Eﬁﬁ;;‘fﬂm- 4815
Fl 06-2015  Saved SMILLER | Miller Samantha o Harris, Danisl Eéﬁii;‘fnm- 4515
: : Robinsaon,
[ 09-2015 Saved JTHOMPZOM | Thompson  Joshua MRCS Harris, Daniel William 4315
[l 09-2015  Saved CWILLAMS  Williams — Chris NRCS Harris, Daniel &flﬁl';‘fnm- 4815
| |0g.2015 | M@idated by MJACKSON | Jackson  Madison o Harris, Daniel | o0mS9n agig
Timekeeper
Yalidated by :
[ 09-2015 : MJACKEOM | Jackson Madison 01 4815
Timekeeper
YWalidated by ; Jackson, Robinson,
[0 08-2015 Timekeaper ELEWIS Lewis Emma 01 Madisan William 4815
Yalidated by . . Jackson, Robinson,
[0 0&8-2015 Timekeaper SMARTIMEZ | Martinez Sophia 01 Misdisen William 4815 i

Slide notes

To filter the list, we will select the Search button. Select next to continue.
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* WEBTA Employee m Inbox [58] | Settings | Help | Log Out
Supervisor Main Menu =
Select Timesheets
. Pay Period: Timesheet Status: User ID: Last Name:  FirstName: Middle Name: Organization: -
|08 - 2015 - Apr 19, 2015-May 02,2015 [~ | Saved i | Find Org
Timekeeper: Supervisor: SSN: Delegates For: POI: Timesheet Type:
I /| || MonE [=]| | LA -]
Pay Timeshest Last First hiddle dri : :
[l Pariod S User ID Mg Mo e Organization Timekeeper Supervisor Pal
[ 09-2015  Saved JALLEN Allen Jacab o Harris, Daniel Eﬁﬁi'sz”- 4815
Fl 06-2015  Saved JALLEN Allen Jacab o Hartis, Daniel ~ foo®e 4gis
] 09-2015  Saved ELEWIS Lewis Emma 01 Jacksan, Rabinsan, 4815
Madison Williarm
. . Jackson, Robinson,
[ |09-2015 Saved SMARTINEZ | Martinez Sophia o Madisan William 4815
F 09-2015  Saved SMILLER | Miller Samantha 01 Harris, Daniel Eﬁﬁ;;‘fﬂm- 4815
Fl 06-2015  Saved SMILLER | Miller Samantha o Harris, Danisl Eéﬁii;‘fnm- 4515
= : Robinson,
[ 09-2015 Saved JTHOMPZOM | Thompson  Joshua MRCS Harris, Daniel William 4315
F 09-2015  Saved CWILLIAME | Williams Chris NRCS Hartis, Daniel &flﬁl';‘fnm- 4815
B |05-z015 | Yaldated by MIACKSOM | Jackson  Madison o1 Haris, Danigl | Fobinson, 0,0
Timekeeper Williarn
Yalidated by : : : Robinsan,
[ |09-2015 e e MIACKSON | Jackson Madison m Harris, Daniel William 4815
YWalidated by ; Jackson, Robinson,
] 08-2015 Ttk ELEWIS Lewis Emma o1 R i 4315
Yalidated by . . Jackson, Robinson,
] 08-2015 Ttk oher SMARTINET | Martinez Sophia o1 SRl i 1315 I

Slide notes
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Slide 33 - Slide 33

Supervisor Main Menu =

FWEBTA covioyee (i

Inbox [58] | Settings | Help | Log OQut

| Cancel |

Select Timesheets
. Pay Period: Timesheet Status: User ID: Last Name: First Name: Middle Name: Organization: -
|08 - 2015 - Apr 19, 2015-May 02,2015 [~ | Saved [=]| i | [ Find 0rg
Timekeeper: Supervisor: SSN: Delegates For: POI: Timesheet Type:
I || nONE []] LAl
[ Search
Pa Timeshest User Last First Middle e : :
[l F'erigd St D e e e Organization Timekeeper Supervisor Pal
[l 08-2015 | Saved JALLEN | Allen Jacob o1 Hartis, Danial Eﬁﬁi'sz”- 4815
[ 08-2015 | Saved SMILLER | Miller Sarmantha o Harris, Daniel S\E;ﬁi';‘fnc'”- 4315
12 ot 2 Records 1 wiew [25] [50] [100]
Select Action
Timesheets Profiles and Settings Leave and Premium Pay Send Messages Default Schedule
Timesheet Timesheet Profile Leave Balances Send Message Default Schedule
Timeshest Surmmary Work Schedules Leave Requests
Cerify Selected Default Timesheet Profile Frermiurm Pay Reguests
Processed Timesheets Employee Profile Telework Requests

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 34 - Slide 34

Supervisor Main Menu =

Select Timesheets

FWEBTA covioyee (i

Inbox [58] | Settings | Help | Log OQut

Timeshest Surmmary Work Schedules
Cerify Selected

Processed Timesheets Employee Profile

| Cancel |

Default Tirmesheet Profile

Leave Requests
Frermiurm Pay Reguests
Telework Requests

. Pay Period: Timesheet Status: User ID: Last Name: First Name: Middle Name: Organization: -
|08 - 2015 - Apr 19, 2015-May 02,2015 [~ | Saved i | Find Org
Timekeeper: Supervisor: SSN: Delegates For: POI: Timesheet Type:

| I || nONE []] LAl
[ Search
Pay Timeshest User Last First Middle e : :

E St St D e e e Organization Timekeeper Supervisor Pal
[l 08-2015 | Saved JALLEN | Allen Jacob o1 Hartis, Danial Eﬁﬁi'sz”- 4815
B 08-2015 | Saved SMILLER | Miller Samantha 01 Hartis, Daniel ~ foo®e 4gis

12 ot 2 Records 1 wiew [25] [50] [100]

Select Action
Timesheets Profiles and Settings Leave and Premium Pay Send Messages Default Schedule
Timesheet Timesheet Profile Leave Balances Send Message Default Schedule

Slide notes
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Slide 35 - Slide 35

IEI ™
WEBTA Employee m Inbox [58] | Settings | Help | Log Out

Supervisor Main Menu =

Select Timesheets

( Pay Period: Timesheet Status: User ID: Last Name: First Name: Middle Name: Organization: -
[08-2015 : Apr13, 2015-May 02,2015 |+ [Saved [=]] [ I I |
Timekeeper: Supervisor: SSN: Delegates For: POI: Timesheet Type:

| I || nONE []] LAl

Pay Timeshest User Last First Middle e : :
5] Eriod v Status ) i Mg it Organization Timekeeper Supervisor Pal
. . Robinson,
08 - 2015 Saved JALLEN | Allen Jacob 0 Harris, Daniel William 4815
05-2015  Saved SMILLER | Miller Sarmantha o Harris, Daniel S\E;ﬁi';‘fnc'”- 4315
12 ot 2 Records 1 wiew [25] [50] [100]
Select Action
Timesheets Profiles and Settings Leave and Premium Pay Send Messages Default Schedule
Timesheet Timesheet Profile Leave Balances Send Message Default Schedule
Timeshest Surmmary Work Schedules Leave Requests
Cerify Selected Default Timesheet Profile Frermiurm Pay Reguests
Processed Timesheets Employee Profile Telework Requests
| Cancel |

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 36 - Slide 36

FWEBTA covioyee (i

Supervisor Main Menu =

Select Timesheets

Inbox [58] | Settings | Help | Log OQut

Timesheet Profile
Work Schedules
Default Tirmesheet Profile
Employee Profile

Cerify Selected
Processed Timesheets

| Cancel |

Leave Balances

Leave Requests
Frermiurm Pay Reguests
Telework Requests

Send Message

Default Schedule

. Pay Period: Timesheet Status: User ID: Last Name: First Name: Middle Name: Organization:
|08 - 2015 - Apr 19, 2015-May 02,2015 [~ | Saved i | Find Org
Timekeeper: Supervisor: SSN: Delegates For: POI: Timesheet Type:

| I || nONE []] LAl
[ Search
P Timeshest U Last First Midd| i - :
] Pe:gd Igtzstuge l%er Naarie Nell::we N;m: Organization Timekeeper Supervisor Pal
. . Robinson,
03 - 2015 Saved JALLEN | Allen Jacob o1 Harris, Daniel William 4815
05-2015  Saved SMILLER | Miller Samantha o1 Hartis, Daniel ~ foo®e 4gis
12 ot 2 Records 1 wiew [25] [50] [100]
Select Action
Profiles and Settings Leave and Premium Pay Send Messages Default Schedule

Slide notes

Page 36 of 54

©Kronos, Incorporated




USDA Supervisor webTA Select Timesheets Page

Slide 37 - Slide 37

I:I ™
‘ WEBTA Employee m Inhox [58] | Settings | Help | Log Out
Supervisor Main Menu = Select Timesheets =
. Unva@ated Yalidated Certified Sent
Timesheet ® o—
°1 of 2
Employee: Allen, Jacaob Timesheet Type: Regular
Pay Period: |08 - 2015 : Apr 19, 2015-May 02, 2015 5 |Z| Select Pay Period Status: Urvalidated
Work Time
Sun | hon Tue Wed Thu Fri  Sat Sun Mon Tue Wed Thu Fri @ Sat wk2 | Total
419 4720 41 432 423 424 4125 4126 4727 4028 4529 430 501 &02
Time In
Time Out
Time In
Time Cut
Meal Time
Transaction Account =
01 - Regular Base Pay 100000001 {Sample Account #1) .00 g:00 8:00 800 8:00 40:00 8:00 | 8:00 8:00 800 800 40:00 80:00
Work Time Total g.00 g:00 §:00 800 5:.00 40:00 §:00 800 800 8:.00 800 40:00 80:00
Leave Time
Ahsence Start
Ahsence End
Transaction Account
Leave Time Total
Daily Total .00 g:00 8:00 800 5:00 40:00 8:00 8:00 5:00 8:00 8:00 40:00 g0:00
Dollar Transactions
Transaction Account Diate Amount
Dollar Total
m Totals Remarks (0) Leave Balances Telework
Su M T W Th F Sa Su ] i W Sa
04119 04120 04721 04522 04523 04524 04525 04126 04537 Darag 04i29 04730 05/01 05f02
Cancel °1 of 2

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 38 - Slide 38

™
WEBTA Employee m Inhox [58] | Settings | Help | Log Out
Supervisor Main Menu = Select Timesheets =
. Unva@ated Yalidated Certified Sent
Timesheet ® o—
of 2
Employee: Allen, Jacaob Timesheet Typer=fegular
Pay Period: |08 - 2015 : Apr 19, 2015-May 02, 2015 5 |Z| Select Pay Period Status: Urvalidated
Work Time
Sun | hon Tue Wed Thu Fri  Sat K1 Sun Mon Tue Wed Thu Fri @ Sat wk2 | Total
419 4720 41 432 423 424 4125 4126 4727 4028 4529 430 501 &02
Time In
Time Out
Time In
Time Cut
Meal Time
Transaction Account =
01 - Regular Base Pay 100000001 {Sample Account #1) .00 g:00 8:00 800 8:00 40:00 8:00 | 8:00 8:00 800 800 40:00 80:00
Work Time Total g.00 g:00 §:00 800 5:.00 40:00 §:00 800 800 8:.00 800 40:00 80:00
Leave Time
Ahsence Start
Ahsence End
Transaction Account
Leave Time Total
Daily Total .00 g:00 8:00 800 5:00 40:00 8:00 8:00 5:00 8:00 8:00 40:00 g0:00
Dollar Transactions
Transaction Account Diate Amount
Dollar Total
m Totals Remarks (0) Leave Balances Telework
Su M T W Th F Sa Su ] i W Th (7 Sa
04119 04120 04721 04522 04523 04524 04525 04126 04537 Darag 04i29 04i30 05/01 05f02
Cancel °1 of 2

Slide notes
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Slide 39 - Slide 39

I:I ™
‘ WEBTA Employee m Inhox [58] | Settings | Help | Log Out
Supervisor Main Menu = Select Timesheets =
. Unva@ated Yalidated Certified Sent
Timesheet = —
o 20of2
Employee: Miller, Samantha Timesheet Type: Regular
Pay Period: |08 - 2015 : Apr 19, 2015-May 02, 2015 5 |Z| Select Pay Period Status: Urvalidated
Work Time
Sun | hon Tue Wed Thu Fri  Sat Sun Mon Tue Wed Thu Fri @ Sat wk2 | Total
419 420 421 4122 4123 4124 4125 426 4127 428 4729 430 &i01 &5i02
Time In
Time Out
Meal Time
Transaction Account
01 - Regular Base Pay 100000001 {Sample Account #1) .00 8:00 8:00 8:00 8:00 40:00 8:00 8:00 8:00 8:00 8:00 40:00 80:00
Work Time Total g.00 a:00 8:00 800 8:00 40:00 8:00 8:00 8:00 8:00 8:00 40:00 80:00
Leave Time
Absence Start
Absence End
Transaction Account
Leave Time Total
Daily Total g.00 a:00 8:00 &:00 8:00 40:00 8:00 8:.00 8:00 8:00 8:00 40:00 80:00
Dellar Transactions
Transaction Account Date Amaount
Dollar Total
m Totals Remarks (0) Leave Balances Telework
Su M T W Th F Sa Su hd T Sa
0414 04/20 04721 04/22 04/23 04/24 04/25 04/26 04727 04/28 0s/02
Cancel ° 2of2

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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I:I ™
‘ WEBTA Employee RITTLUENT Inhox [58] | Settings | Help | Log Out
Supervisor Main Menu o Select Timesheets =
. Unva@ated Yalidated Certified Sent
Timesheet ® o—
o 20of2
Employee: Miller, Samantha Timesheet Type: Regular
Pay Period: |08 - 2015 : Apr 19, 2015-May 02,2015 S [~] [ Select Pay Period Status: Unvalidated
Work Time
Sun Maon Tue Wed Thu Fri | Sat Sun Mon| Tue Wed Thu Fri @ Sat wk2 | Total
419 420 421 4122 4123 4124 4125 426 4127 428 4729 430 &i01 &5i02
Time In
Time Out
Meal Time
Transaction Account
01 - Regular Base Pay 100000001 {Sample Account #1) .00 8:00 8:00 8:00 8:00 40:00 8:00 8:00 8:00 8:00 8:00 40:00 80:00
Work Time Total g.00 a:00 8:00 800 8:00 40:00 8:00 8:00 8:00 8:00 8:00 40:00 80:00
Leave Time
Absence Start
Ahsence End
Transaction Account
Leave Time Total
Daily Total g.00 a:00 8:00 &:00 8:00 40:00 8:00 8:.00 8:00 8:00 8:00 40:00 80:00
Dellar Transactions
Transaction Account Date Amaount
Dollar Total
m Totals Remarks (0) Leave Balances Telework
Su M T W Th F Sa Su hd T Wy Th F Sa
0414 04/20 04721 04/22 04/23 04/24 04/25 04/26 04727 04/28 041249 0430 0501 0s/02
Cancel o 2of2

Slide notes
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Slide 41 - Slide 41

IEI ™
WEBTA Employee m Inbox [58] | Settings | Help | Log Out

Supervisor Main Menu =

Select Timesheets
. Pay Period: Timesheet Status: User ID: Last Name: First Name: Middle Name: Organization: -
|08 - 2015 - Apr 19, 2015-May 02,2015 [~ | Saved [=]| i | | [ Find 0rg
Timekeeper: Supervisor: SSN: Delegates For: POI: Timesheet Type:
| I || nONE []] LAl
[ Search
Pa Timeshest User Last First Middle e : :
] F'erigd v Status ) i Mg it Organization Timekeeper Supervisor Pal
. . Robinsaon,
03 - 2015 Saved JALLEN | Allen Jacob o1 Harris, Daniel William 4815
05-2015  Saved SMILLER | Miller Sarmantha o Harris, Daniel S\E;ﬁi';‘fnc'”- 4315
12 ot 2 Records 1 wiew [25] [50] [100]
Select Action
Timesheets Profiles and Settings Leave and Premium Pay Send Messages Default Schedule
Timesheet Timesheet Profile Leave Balances Send Message Default Schedule
Timeshest Surmmary Work Schedules Leave Requests
Cerify Selected Default Timesheet Profile Frermiurm Pay Reguests
Processed Timesheets Employee Profile Telework Requests
| Cancel |

Slide notes

To reset the table, we will select the Clear button. Select next to continue.
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Slide 42 - Slide 42

Supervisor Main Menu =

FWEBTA covioyee (i

Inbox [58] | Settings | Help | Log OQut

Timeshest Surmmary Work Schedules
Cerify Selected

Processed Timesheets Employee Profile

| Cancel |

Default Tirmesheet Profile

Leave Requests
Frermiurm Pay Reguests
Telework Requests

Select Timesheets
. Pay Period: Timesheet Status: User ID: Last Name: First Name: Middle Name: Organization: -
|08 - 2015 - Apr 19, 2015-May 02,2015 [~ | Saved i | Find Org
Timekeeper: Supervisor: SSN: Delegates For: POI: Timesheet Type:
| I || nONE []] LAl
P Timeshest U Last First Midd| i - :
[l Pe:gd Igtzstuge l%er Naarie Nell::we N;m: Organization Timekeeper Supervisor Pal
. . Robinsaon,
03 - 2015 Saved JALLEN | Allen Jacob o1 Harris, Daniel William 4815
0B-2015 | Saved SMILLER | Miller Samantha 01 Hartis, Daniel ~ foo®e 4gis
12 ot 2 Records 1 wiew [25] [50] [100]
Select Action
Timesheets Profiles and Settings Leave and Premium Pay Send Messages Default Schedule
Timesheet Timesheet Profile Leave Balances Send Message Default Schedule

Slide notes
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Slide 43 - Slide 43

b
[ 11 ] ™
mployee nbox ettings elp og Out
¢ Employ Inbox [68] | Settings | Help | Log O
Supervisor Main Menu =
Select Timesheets
Pay Period: Timesheet Status: User ID: Last Name:  FirstName: Middle Name: Organization: -
(A1 [=] | saved + Al validated  [+] | i | | EEI
Timekeeper: Supervisor: SSN: Delegates For: POI: Timesheet Type:
| /| | NONE []] | Al
[ Search |
= Pay Timeshest Last First Middle e : :
=l P Sl User ID Mg Mo e Organization Timekeeper Supervisor Pal
[l 09-2015  Saved JALLEN Allen Jacoh o Harris, Daniel Eﬁﬁi'sz”- 4815
[ 08-2015 | Saved JALLEN Allen Jacab o Harris, Daniel S\E;ﬁi';‘fnc'”- 4315
0] 09-2015  Saved ELEWIS  Lewis Ernrma ol Jacksan, Rabinsan, | 40y
Madison Williarn
: . . Jackson, Robinson,
[ 09-2015 Saved SHMARTINEZ | Martinez Sophia 01 Madisan William 48156
[] 09-2015  Saved SMILLER | Miller Samantha o Harris, Daniel Eﬁﬁ;;‘fﬂm- 4815
[ 08-2015 | Saved SMILLER | Miller Samantha o Harris, Daniel Eéﬁi';‘fnm- 4315
: : Robinsaon,
[ 09-2015 Saved JTHOMPZOM | Thompson  Joshua MRCS Harris, Daniel William 4315
[l 09-2015  Saved CWILLAMS  Williams — Chris NRCS Harris, Daniel &flﬁl';‘fnm- 4815
B |05-z015 | Yaldated by MJACKSOM | Jackson  Madison o1 Haris, Daniel | [02mSom.yqq5
Timekeeper
Yalidated by :
[ 09-2015 : MJACKEOM | Jackson Madison 01 4815
Timekeeper
B 09-2015  Yalidated by ELEWIS Lewis Ermma o Jackson, Robinsan, | 45,
Timekeeper Madison Williarn
: Yalidated by . . Jackson, Robinson,
[0 0&8-2015 Timekeaper SMARTIMEZ | Martinez Sophia 01 Misdisen William 4815 i

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 44 - Slide 44
I:I ™
¢ WE BTA Employee m Inbox [58] | Settings | Help | Log OQut
Supervisor Main Menu =
Select Timesheets
. Pay Period: Timesheet Status: User ID: Last Name: FirstName: Middle Name: Organizatio
(A1 [=] | saved + Al validated  [+] | i | Find Org
Timekeeper: Supervisor: SSN: Delegates For: POI: Timesheet Type:
| I || nONE []] LAl
[Soarch
Pay Timeshest Last First hiddle dri : :
[l Pariod S User ID Mg Mo e Organization Timekeeper Supervisor Pal
[l 09-2015  Saved JALLEN Allen Jacoh o Harris, Daniel Eﬁﬁi'sz”- 4815
Fl 06-2015  Saved JALLEN Allen Jacab o Hartis, Daniel ~ foo®e 4gis
] 09-2015 | Saved ELEWIS Lewis Ermma o sacksan, Robinson, 4815
Madison Williarn
. . Jackson, Robinson,
[ |09-2015 Saved SMARTINEZ | Martinez Sophia o Madisan William 4815
F 09-2015  Saved SMILLER | Miller Samantha 01 Harris, Daniel Eﬁﬁ;;‘fﬂm- 4815
Fl 06-2015  Saved SMILLER | Miller Samantha o Harris, Danisl Eéﬁii;‘fnm- 4515
: : Robinsaon,
[ 09-2015 Saved JTHOMPZOM | Thompson  Joshua MRCS Harris, Daniel William 4315
[l 09-2015  Saved CWILLAMS  Williams — Chris NRCS Harris, Daniel &flﬁl';‘fnm- 4815
B |05-z015 | Yaldated by MIACKSOM | Jackson  Madison o1 Haris, Danigl | Fobinson, 0,0
Timekeeper Williarn
Yalidated by : : : Robinsan,
[ |09-2015 e e MIACKSON | Jackson Madison m Harris, Daniel William 4815
YWalidated by ; Jackson, Robinson,
[0 08-2015 Timekeaper ELEWIS Lewis Emma 01 Madisan William 4815
Yalidated by . . Jackson, Robinson,
[0 0&8-2015 Timekeaper SMARTIMEZ | Martinez Sophia 01 Misdisen William 4815 i

Slide notes
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Slide 45 - Slide 45

FWEBTA covioyee (i

Supervisor Main Menu =

Select Timesheets

Inbox [58] | Settings | Help | Log OQut

]

Pay
Period

09 - 2015
05 - 2015
09 - 2015
09 - 2015
09 - 2015
05 - 2015
09 - 2015
09 - 2015
05 - 2015
09 - 2015
05 - 2015
0g - 2015

05 - 2015

1-13 of 13 Records

Select Action

Tirmesheet
Status peer D

Saved JELLEN
Saved JALLEN
Saved EEEIS
Saved SMARTINEZ
Saved SMILLER
Saved SMILLER
Saved JTHOMPEON
Saved CYWILLIAMS
\a’_a\idaled by MJACKSON
Timekeeper
\/_a\idaled by MJACKSON
Timekeeper
\.f.a\idated by ELEWWIS
Timekeeper
\a’_a\idated by ShARTIMNET
Timekeeper
_\rf_ahdaled by JTHOMPSORN

imekeeper

Last
MName

Allen
Allen
Lewis
Martinez
hdiller
Miller
Thormpsaon
Williams
Jackson
Jackson
Lewis
Martinez

Thompsaon

First
MName

Jacoh
Jacob
Emma
Sophia
Sarantha
Sarmantha
Joshua
Chris
Madison
Madison
Emma
Sophia

Joshua

Middle
MName

Organization
m
m
m
m
m
m
MNRCS
MNRCS
m
m
m
m

NRCS

Timekeeper
Harriz, Danial

Harris, Daniel

Jackson,
Madison

Jackson,
Madison

Harris, Daniel
Harris, Daniel
Harris, Daniel
Harris, Daniel
Harris, Daniel

Harris, Daniel
Jackson,
Madison

Jackson,
Madig

Superisor
Robinson,
Williarn
Robinson,
Williarn
Robinson,
Williarn
Robinsaon,
Williarn
Robinson,
William
Robinson,
Williarn
Robingon,
Williarn
Robinson,
Williarn
Robinson,
Wyilliam
Robinson,
Williarm
Robinson,
Williarn

. Rohinson,

Wieuw

FOI

4815

4815

m

4815
4815
4815
4815
4815
4815
4815
4815
4818
4815

4815

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 46 - Slide 46

FWEBTA covioyee (i

Supervisor Main Menu =

Select Timesheets

Inbox [58] | Settings | Help | Log OQut

]

Pay
Period

09 - 2015
05 - 2015
09 - 2015
09 - 2015
09 - 2015
05 - 2015
09 - 2015
09 - 2015
05 - 2015
09 - 2015
05 - 2015
0g - 2015

05 - 2015

1-13 of 13 Records

Select Action

Tirmesheet
Status peer D

Saved JELLEN
Saved JALLEN
Saved EEEIS
Saved SMARTINEZ
Saved SMILLER
Saved SMILLER
Saved JTHOMPEON
Saved CYWILLIAMS
\a’_a\idaled by MJACKSON
Timekeeper
\/_a\idaled by MJACKSON
Timekeeper
\.f.a\idated by ELEWWIS
Timekeeper
\a’_a\idated by ShARTIMNET
Timekeeper
_\rf_ahdaled by JTHOMPSORN

imekeeper

Last
MName

Allen
Allen
Lewis
Martinez
hdiller
Miller
Thormpsaon
Williams
Jackson
Jackson
Lewis
Martinez

Thompsaon

First
MName

Jacoh
Jacob
Emma
Sophia
Sarantha
Sarmantha
Joshua
Chris
Madison
Madison
Emma
Sophia

Joshua

Middle
MName

Organization
m
m
m
m
m
m
MNRCS
MNRCS
m
m
m
m

NRCS

Timekeeper
Harriz, Danial

Harris, Daniel

Jackson,
Madison

Jackson,
Madison

Harris, Daniel
Harris, Daniel
Harris, Daniel
Harris, Daniel
Harris, Daniel

Harris, Daniel

Jackson,
Madison
Jackson,
Madison

Harris, Daniel

Superisor
Robinson,
Williarn
Robinson,
Williarn
Robinson,
Williarn
Robinsaon,
Williarn
Robinson,
William
Robinson,
Williarn
Robingon,
Williarn
Robinson,
Williarn
Robinson,
Wyilliam
Robinson,
Williarm
Robinson,
Williarn
Robinson,
Williarn
Robinson,
William

Wieuw

FOI

4815

4815

m

4815

4315

4815

4815

4815

4815

4815

4815

4315 Tl
4315

4815

Slide notes
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Slide 47 - Slide 47

FWEBTA copioyes (e

Supervisor Main Menu =

Select Employees

=l Pay
= Period

[ 09-2015
[ 08-2015
[ 02-2015
[ 02-2015
[ 09-2015
[ 08-2015
[ 02-2015
[ 02-2015
[ 08-2015
[ 09-2015
[ 08-2015
[ 08-2015

[ 08-2015

1-12 of 12 Records

Select Action

Tirmesheet
ol User ID

Saved JALLEN
Saved JALLEN
Saved ELEWS
Saved SMARTINEZ
Saved SMILLER
Saved SMILLER
Saved JTHOMPSON
Saved CAYILLIAME
\a’_a\idaled by MJACKSON
Timekeeper
\/Ia\idated by MJACKSOMN
Timekeeper
Validated by ELEWYIS
Timekeeper
Yalidated by ShARTIMNET
Timekeeper
Validated by JTHOMPSOMN
Timekeeper

Last
MName

Allen
Allen
Lewis
Martinez
Miller
Miller
Thompsan
Williarms
Jackson
Jackson
Lewis
Martinez

Thormpsaon

First
MName

Jacoh
Jacob
Emma
Sophia
Samantha
Sarmantha
Joshua
Chris
Madison
Madison
Emma
Sophia

Joshua

Middle
MName

Organization
o1
o
01
o1
01
0
NRCS
NRCS
0
o
o
o1

NRCS

Timekeeper
Harris, Daniel

Harris, Daniel

Jackson,
Madison

Jackson,
Madison

Harris, Daniel
Harris, Daniel
Harris, Daniel
Harris, Daniel
Harris, Daniel

Harris, Daniel

Jackson,
Madison
Jackson,
Madison

Harris, Daniel

L
~ B
Superisor POl

Slide notes
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—
Pay Timesheet Last First Middle ot ; ;
Period Status User ID ot i S Organization Timekeeper Supervisor FOI
[ 09-2015  Saved JALLEN Allen Jacob o1 Harris, Daniel | Fobinson. oz
Williarm
[l 08-2015  Saved JALLEN Allen Jacob m Harris, Daniel | Fobinson, 4815
Williarm
B 09-2015  Saved ELEWIS Lewis Emma o1 dacksoly, Robinsan, | 4oy
Madison Wyilliam
[l 09-2015  Saved SMARTINEZ | Martinez  Sophia 01 Jackson, Robinson, 4815
Madizon Williarm
] 09-2015  Saved SMILLER Miller Samantha 01 Hartis, Daniel E\fiﬁi';‘fnm' 4815
F 05-2015  Saved SMILLER Miller Samantha 01 Hartis, Daniel E\Eiﬁi';‘fnm- 4815
= . . Robinson,
[ |09-2015 Saved JTHOMPZSOMN | Thornpson  Joshua MRCS Harris, Daniel William 45815
[ 09-2015  Saved CWILLIAMS  Wiliams — Chris NRCS Harris, Daniel aﬂﬁ;sz”- 4815
B 0g.2015 | Aidated by MJACKSON | Jackson  Madison o Harris, Danisl | FODINSOn, | yeyp
Timekeeper Williarn
B 09.2015  Yalidated by MIACKSON | Jackson  Madison o Harris, Danisl | FODINSON, ) ym
Timekeeper Williarn =|
B 09-2015  Yalidated by ELEWIS Lewis Ernma o1 Jacksoly, Robinsan, | 40,
Timekeeper Madison Williarm
0 Yalidated by . 5 Jackson, Robinson,
[ 08-2015 ke SMARTIMEZ | Martinez Sophia o1 o s Williarn 4815
B o0g-2015  Yalidated by JTHOMPSON | Thornpsan  Joshua NRCS Harris, Danisl | ORISR, gm0
Timekeeper Williarn
1-13 of 13 Recerds wiew [25] [50] [100]
Select Action
Timesheets Profiles and Settings Leave and Premium Pay Send Messages Default Schedule
Timesheet Tirmesheet Profile Leave Balances Send Message Defaulf Newt
Tirmesheet Sumrmary Waork Schedules Leave Requests
Cedify Selected Default Tirmesheet Profile Fremiurm Pay Reguests
Processed Timesheets Emplayee Profile Telewark Reguests
Cancel =

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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= Pay Timesheet Last First Middle ot ; ;
=l Eer Status User ID ot i S Organization Timekeeper Supervisor FOI
09-2015  Saved JALLEN Allen Jacob o1 Harris, Daniel | Fo2ImSem agig
Williarn
Fl 08-2015 | Saved JALLEN Allen Jacab o Harris, Daniel E\Eiﬁi';‘fnm- 4815 .
F] 09-2015  Saved ELEWS  Lewis Ermma 01 sackeo, Robinson, | yg15
— Madison Wyilliam
F z Jackson, Robinson,
[ 09-2015 Saved SMARTINEZ | Martinez Sophia o1 i William 4315
[l 09-2015 | Saved SMILLER | Miller Samantha a1 Harris, Daniel E\fiﬁi';‘fnm' 4815
[l 02-2015  Saved SMILLER  Miller Samantha o Harris, Daniel E\Eiﬁi';‘fnm- 4815
; ; Robinson,
[F |09-2015 Saved JTHOMPZSOMN | Thornpson  Joshua MRCS Harris, Daniel William 45815
- . ] . Robinson,
[F |09-2015 Saved CWILLIAMS  Williams Chris MRCS Harris, Daniel William 4815
B |09-2015 | Alidated by MIACKSON | Jackson  Madison ol Harris, Daniel | FO0IRSON. | 4gig
Timekeeper Williarn
B 0g.2015  Yalidated by MIACKSON | Jackson  Madison o Harris, Danial | FODINSON. | ynyp
Timekeeper Williarn =
Yalidated by . Jackson, Robinson,
[ 03-2014 T ELEWWIS Lewis Emma m Mol e William 4815
Yalidated by . 5 Jackson, Robinson,
[ 03-2014 T SMARTIMNEZ | Martinez Sophia m Madisan Williarm 4815
B o0g-2015  Yalidated by JTHOMPSON | Thornpsan  Joshua NRCS Harris, Danisl | RODINSON, gm0
Timekeeper Williarn
113 of 13 Records 1 view [28] [50] [100]
Select Action
Timesheets Profiles and Settings Leave and Premium Pay Send Messages Default Schedule
Timeshest Timeshest Profile Leave Balances Send Message Default Schedule
Tirmesheet Sumrmary Waork Schedules Leave Requests
Cedify Selected Default Tirmesheet Profile Fremiurm Pay Reguests
Processed Timesheets Emplayee Profile Telewark Reguests
Cancel -
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= Pay Timeshest Last First Middle S ; ;
(| Period Status User ID e Mame Mame Organization Timekeeper Superisor PO
£ 09-2015  Saved JALLEN Allen Jacob o1 Harris, Daniel | 1o0ImSem agig
Williarn
El 08-2015 | Saved JALLEN Allen Jacab o Harris, Daniel E\Eiﬁi';‘fnm- 4815 =
[l 09-2015  Saved ELEWIS Lewis Ermma o Jackson, Robinson, 4815
Madison William
— . . Jackson, Robinson,
[ [09- 2015 Saved SMARTIMNEZ | Martinez Sophia 01 W William 48158
[ 09-2015 | Saved SMILLER | Miller Samantha o Harris, Daniel {iﬁﬁi‘;‘fnm- 4315
Fl 08-2015 | Saved SMILLER | Miller Samantha o Harris, Daniel E\Eiﬁi';‘fnm- 4815
. . Robinson,
[ 09-2015 Saved JTHOMPSOM | Thompson Joshua MRCS Harris, Daniel William 4815
= i 3 . . Rabinsan,
[ 09-2015 Saved CWILLIAMES  Williams Chris NRCS Harris, Daniel William 48158
[l 0s-2015 Yalidated by MIACKSON |Jackson  Madison o1 Harris, Daniel | Fo0ImSem agig
Timekeeper Williarn
B oo-2015  Yalidated by MIACKSON | Jackson  Madison o Harris, Danisl | FODINSON. | yoyp
Timekeeper William £
Yalidated by : Jackson Robinson
™1 0 '
[ 03-2015 Timekesper ELEWWIS Lewis Emma m Wadicon William 4815
= “alidated by . . Jackson, Rohinsaon,
[ 08-2015 Timekeeper SMARTIMNEZ | Martinez Sophia m e William 4815
B 0g.205 2 Aidated by JTHOMPSON Thompsan  Jashua NRCS Harris, Daniel | Robinson, 4815
Timekeeper ' Williarn
113 of 13 Records 1 view [28] [50] [100]
Select Action
Timesheets Profiles and Settings Leave and Premium Pay Send Messages Default Schedule
Timeshest Timeshest Profile Leave Balances Send Message Default Schedule
Tirmesheet Sumrmary Waork Schedules Leave Requests
Cedify Selected Default Tirmesheet Profile Fremiurm Pay Reguests
Processed Timesheets Employee Profile Telework Requests
Cancel b
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TWEBTA' eioee [T

Supervisor Main Menu =

Select Timesheets

Pay
Period

OO

09 - 2015

[ 08-2015

—

09 - 2015

o

09 - 2015

o

09 - 2015
[ 08-2015
O 02-2015
O 02-2015
[ 08-2015
[ 09-2015
[ |08 - 2015
[ 03-2015

[ 08-2015

1-13 of 13 Records

Select Action

Tirmesheet
Status peer D

Saved JELLEN
Saved JALLEN
Saved EEEIS
Saved SMARTINEZ
Saved SMILLER
Saved SMILLER
Saved JTHOMPEON
Saved CYWILLIAMS
\a’_a\idaled by MJACKSON
Timekeeper
\/_a\idaled by MJACKSON
Timekeeper
\.f.a\idated by ELEWWIS
Timekeeper
\a’_a\idated by ShARTIMNET
Timekeeper
_\rf_ahdaled by JTHOMPSORN

imekeeper

Last
MName

Allen
Allen
Lewis
Martinez
hdiller
Miller
Thormpsaon
Williams
Jackson
Jackson
Lewis
Martinez

Thompsaon

First
MName

Jacoh
Jacob
Emma
Sophia
Sarantha
Sarmantha
Joshua
Chris
Madison
Madison
Emma
Sophia

Joshua

Middle
MName

Organization
m
m
m
m
m
m
MNRCS
MNRCS
m
m
m
m

NRCS

Timekeeper
Harriz, Danial

Harris, Daniel

Jackson,
Madison

Jackson,
Madison

Harris, Daniel
Harris, Daniel
Harris, Daniel
Harris, Daniel
Harris, Daniel

Harris, Daniel

Jackson,
Madison
Jackson,
Madison

Harris, Daniel

[~]
Superisor POl

Slide notes
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Supervisor Main Menu

Ermployees
Certify All
Select Timesheets
Employee Leave Requests
Employee Premium Pay Requests

Employee Dollar Transaction Reguests

Repaorts
Reports
My Saved and Scheduled Reports
Adhoc Report Management

Telewark
Employee Telewark Requests

Employee Telewaork Agreements

Continuation of Pay (COP)
COP Events

FWEBTA covioyee (i

Inbox [58] | Settings | Help | Log OQut

Schedule
Ermployee Schedules List Wiew
Employes Schedules Grid Wiew
Schedule Requests

Shifts

Delegates/Reassignment

My Delegates

Emergency Contacts

Erployee Contacts

Slide notes
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Slide 54 - Finish

Select the Finish button.

Slide notes
You have completed this lesson. To continue, select the Finish button.
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