USDA Timekeeper webTA Leave Balances

Slide 1 - Learning Objectives

Leave Balances

Learning Objectives

In this lesson, you will learn how to:
- View Employee Leave Balances

« Add Manual Forward Adjustment

Slide notes

Welcome to the webTA for Timekeepers training course. In this lesson, you will learn how to View
Employee Leave Balances, and Add Manual Forward Adjustment. Select next to continue.
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ae ™
° WEBTA Employee Timekeeper Inbox [1] | Settings | Help | Log Out

Timekeeper Main Menu

Employees Accounting
Select Employees Accounts

Employee Leave Reguests
Schedule
Ermployes Premium Pay Requests
Ernployee Schedules List Wiew

Repaorts Erployee Schedules Grid Wiew
Reports Schedule Templates
My Saved and Scheduled Reports Shifts

Adhoc Report Management
Delegates/Reassignment

Cantinuation of Pay (COF) My Delegates
COP Events Manage Superisor Delegates
Timekeeper Profile
Takeover Employes
Reassign Employees to Timekeeper

Reassign Employees to Supervisar

Slide notes

To view your Employees' leave balances, we first need to go to the Select Employees page. Select next
to continue.
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.:. ™
° WEBTA Employee Timekeeper Inbox [1] | Settings | Help | Log Out

Timekeeper Main Menu

Ermployees Accounting

I Select Employees I Accounts

Ermployes Leave Requests
Schedule
Employee Premium Pay Requests
Employes Schedules List Wiew

Reports Employes Schedules Grid Wiew
Repaorts Schedule Templates
My Saved and Scheduled Reports Shifts

Adhoc Report Managerment
Delegates/Reassignment

Continuation of Pay (COP) My Delegates
COP Events Manage Superisor Delegates
Tirnekeeper Profile
Takeover Employee
Reassign Employees to Timekeeper

Reassign Employess to Supervisor

Slide notes
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I:I ™
° WE BTA Employee Timekeeper Inbox [3] | Settings | Help | Log Out
Tirnekeeper Main Menu =
Select Employees
. Pay Period: Timesheet Status: User ID: Last Name: First Name: Middle Name: Organization: -
(A1 [ | saved + Emp validated [~] | i | Find Org
Timekeeper: Supervisor: SSN: Delegates For: POI: Timesheet Type:
I /| [MonE[=] | | A
[Soarch
Pa Timeshest Last First Middle e ; : £
[l Perigd Status User ID g e s Organization Timekeeper Supervisor Pal
[l 05-2015 | Saved JALLEN Allen Jacab o Harris, Daniel Eﬁﬁi'sz”- 4815
Fl 05-2015  Saved SMILLER Miller Samantha m Harris, Daniel S\E;ﬁi';‘fnc'”- 4515
F 09-2015 Saved JALLEN Allen Jacob m Harris, Danisl | Fobinson, 4515
Williarm
Fl 09-2015  Saved ELEWIS Lewis Ernrna m Harris, Daniel E\Eiﬁi';‘fnm- 4515
F 09-2015 | Saved SMARTINEZ | Martinez Sophia 01 Harris, Daniel Eﬁﬁ;;‘fﬂm- 4815
[l 09-2015  Saved SMILLER Miller Samantha m Harris, Daniel Eéﬁi';‘fnm- 4515
Fl 09-2015  Saved WROBINSON Robinson | William o Harris, Daniel g";’;‘#‘:z- 4515
: : Robinson, g
[F |08 - 2015 Saved JTHOMPEOR  Thormpson | Joshua MRCS Harris, Daniel William 4815
[ 09-2015 | Saved CWILLIAMS  Wiliams  Chris NRCS Harris, Daniel | o2inson. 4815
10 +f8 Records n [ b 5] [52] 5]
Select Action
Timesheets Profiles and Settings Leave and Premium Pay Send Messages QOther Actions -

Slide notes

Next, select the checkbox beside the employee whose Leave Balances you wish to view. In this

example, we are going to select Chris Williams. Select next to continue.
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-
(1] ™
° WE BTA Employee Timekeeper Inbox [3] | Settings | Help | Log Out
Tirnekeeper Main Menu =
Select Employees
. Pay Period: Timesheet Status: User ID: Last Name: First Name: Middle Name: Organization: -
(A1 [ | saved + Emp validated [~] | i | Find Org
Timekeeper: Supervisor: SSN: Delegates For: POI: Timesheet Type:
I /| [MonE[=] | | A
[Soarch
Pay Timeshest Last First Middle e : : £
[l Bt Status User ID g e s Organization Timekeeper Supervisor Pal
[l 05-2015 | Saved JALLEN Allen Jacab o Harris, Daniel Eﬁﬁi'sz”- 4815
Fl 05-2015  Saved SMILLER Miller Samantha m Harris, Daniel S\E;ﬁi';‘fnc'”- 4515
F 09-2015 Saved JALLEN Allen Jacob m Harris, Danisl | Fobinson, 4515
Williarm
E 09-2015 | Saved ELEWIS Lewis Ermma 01 Hartis, Daniel E\Eiﬁi';‘fnm- 4815
[ 09-2015 | Saved SMARTINEZ | Martinez Sophia o Harris, Daniel Eﬁﬁ;;‘fﬂm- 4815
[ 09-2015 | Saved SMILLER Miller Samantha 01 Hartis, Daniel Eéﬁi';‘fnm- 4815
F 09-2015 | Saved WROEINSON | Robinsan  William o1 Hartis, Daniel g";’;‘#‘:z- 4815
5 : Robinson, 3
[F |08 - 2015 Saved JTHOMPEOR  Thormpson | Joshua MRCS Harris, Daniel William 4815
[ [p9-2015 | Saved CWILLIAMS | Williams Chris NRCS Harris, Daniel E\fiﬁi';‘ff”- 4815
10 of O Records 1 Vie"“
Select Action
Timesheets Profiles and Settings Leave and Premium Pay Send Messages Other Actions ¥

Slide notes
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-
aee ™
° WE BTA Employee Timekeeper Inbox [3] | Settings | Help | Log Out
Tirnekeeper Main Menu =
Select Employees
. Pay Period: Timesheet Status: User ID: Last Name: First Name: Middle Name: Organization: -
(A1 [ | saved + Emp validated [~] | i | | W Find Org
Timekeeper: Supervisor: SSN: Delegates For: POI: Timesheet Type:
I /| [MonE[=] | | A
[ Search
Pay Timeshest Last First Middle e : : £
[l Bt Status User ID g e s Organization Timekeeper Supervisor Pal
[l 05-2015 | Saved JALLEN Allen Jacob o Harris, Daniel Eﬁﬁi'sz”- 4815
Fl 05-2015  Saved SMILLER Miller Samantha m Harris, Daniel S\E;ﬁi';‘fnc'”- 4515
F 09-2015 Saved JALLEN Allen Jacob m Haris, Daniel | Robinson, 4515
Williarm
Fl 09-2015  Saved ELEWIS Lewis Ernrna m Harris, Daniel E\Eiﬁi';‘fnm- 4515
F 09-2015 | Saved SMARTINEZ | Martinez Sophia 01 Harris, Daniel Eﬁﬁ;;‘fﬂm- 4815
[l 09-2015  Saved SMILLER Miller Samantha m Harris, Daniel Eéﬁi';‘fnm- 4515
Fl 09-2015  Saved WROBINSON Robinson | William o Harris, Daniel g";’;‘#‘:z- 4515
: : Robinson, L
[F |08 - 2015 Saved JTHOMPEOR  Thormpson | Joshua MRCS Harris, Daniel William 4815
- . . . Robinson,
09- 2015 Saved CWILLIAMS [ Williams Chris MRCS Harris, Daniel |, cne 45815
Select Action
Timesheets Profiles and Settings Leave and Premium Pay Send Messages QOther Actions |=

Slide notes

Next, we will scroll to the bottom of the page to show the Select Action section, and select the Leave

Balances link. Select next to continue.
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-
(1] ™
° WE BTA Employee Timekeeper Inbox [3] | Settings | Help | Log Out
Tirnekeeper Main Menu =
Select Employees
. Pay Period: Timesheet Status: User ID: Last Name: First Name: Middle Name: Organization: -
(A1 [ | saved + Emp validated [~] | i Find Org
Timekeeper: Supervisor: SSN: Delegates For: POI: Timesheet Type:
I /| [MonE[=] | | A
[ Search
Pay Timeshest Last First Middle e : : £
[l Bt Status User ID g e s Organization Timekeeper Supervisor Pal
[l 05-2015 | Saved JALLEN Allen Jacob o Harris, Daniel Eﬁﬁi'sz”- 4815
Fl 05-2015  Saved SMILLER Miller Samantha m Harris, Daniel S\E;ﬁi';‘fnc'”- 4515
F 09-2015 Saved JALLEN Allen Jacob m Haris, Daniel | Robinson, 4515
Williarm
Fl 09-2015  Saved ELEWIS Lewis Ernrna m Harris, Daniel E\Eiﬁi';‘fnm- 4515
F 09-2015 | Saved SMARTINEZ | Martinez Sophia 01 Harris, Daniel Eﬁﬁ;;‘fﬂm- 4815
[l 09-2015  Saved SMILLER Miller Samantha m Harris, Daniel Eéﬁi';‘fnm- 4515
Fl 09-2015  Saved WROBINSON Robinson | William o Harris, Daniel g";’;‘#‘:z- 4515
: : Robinson, L
[F |08 - 2015 Saved JTHOMPEOR  Thormpson | Joshua MRCS Harris, Daniel William 4815
- . . . Robinson,
09- 2015 Saved CWILLIAMS [ Williams Chris MRCS Harris, Daniel William 45815
10 of O Records 1 Vie"“
Select Action
Timesheets Profiles and Settings Leave and Premium Pay Send Messages QOther Actions |=

Slide notes
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-
(1 1] ™
= WE BTA Employee Timekeeper Inbox [3] | Settings | Help | Log Out
Timekeeper hain Menu =
Select Employees
Pay Period: Timesheet Status: User 1D: Last Name: FirstName: Middle Name: Organization: o
(A [=] | saved + Emp validated [~] | | N W Find Org
Timekeeper: Supervisor: SSH: Delegates For: POI: Timesheet Type:
I I [MONE[~] | LAl
| Search
Pay Timeshest Last First Middle e : }
[ Bt Status User ID W e s Organization Timekeeper Supervisor PCI
[l 05-2015 | Saved JALLEN Allen Jacob o Harris, Daniel E\fiﬁi';‘ff”- 4815
[ 08-2015  Saved SMLLER  Miller Samatha o1 Harts, Daniel | 00" 4815
B 09-2015 | Saved JALLEN Allen Jacob o1 Harris, Daniel | Fobinsan. oy
Williarm
] 09-2015 | Saved ELEWIS Lewis Ernma o Harrie, Daniel E\Eiﬁii;‘fnm- 4815
Fl 09-2015 | Saved SMARTINEZ |Matinez | Sophia o1 Hartis, Daniel oot 4gis
[ 09-2015  Saved SMLLER  Miller Samantha o1 Harts, Daniel | 508" 4815
[l 09-2015 | Saved WROBINSON | Robinson | William o1 Harris, Daniel 2”;;‘;,”;2 4615
. . Robinson,
[ (09-2015 Saved JTHOMPSORM  Thormpson | Joshua MRCS Harris, Daniel William 4815 -
s 5 : : Robinson,
09 - 20158 Saved CWILLIAME | Williams Chrig NRCS Harris, Daniel William 4815
1.0 0f 3 Records 1 Vie"“
Select Action
Timesheets Profiles and Settings Leave and Premium Pay Send Messages QOther Actions [=

Slide notes
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Yalidate Selected
Create Correction

Default Schedule

| Cancel |

Processed Timesheets

Default Schedule

Default Timesheet Profile Frermiurm Pay Reguests

Employee Profile

Timekeeper: Supervisor: SSN: Delegates For: POIL: Timesheet Type:
Il I [momE[=] | | LA
[ Search |
Pay Timeshest Last First hiddle . ] ;
] Bt e User D et Nams e Organization Timekeeper Superisor POl
[ 05-2015 | Saved JALLEN Allen Jacab o1 Harris, Daniel E\fiﬁi';‘ff”- 4815
[l 05-2015 | Saved SMILLER Miller Samantha 01 Hartis, Daniel {iﬁﬁi‘;‘fnm- 4815
E 09-2015 | Saved JALLEN Allen Jacab 01 Harris, Daniel E\Eiﬁi';‘fnm- 4815
[l 09-2015  Saved ELEWIS Lewis Emma o Harris, Daniel Eﬁﬁ;;‘fﬂm- 4815
] 09-2015  Saved SMARTINEZ  Martinez | Sophia o1 Harris, Daniel E\fiﬁi';‘ff”- 4815
[ 09-2015 | Saved SMILLER Miller Samantha 01 Hartis, Daniel E\fiﬁi';‘fnm' 4815
E 09-2015 | Saved WROBINSON | Robinsan | William 01 Hartis, Daniel g";’;‘#‘:z- 4815
. . Robinson,
[E |09- 2015 Saved JTHOMPSORM  Thormpson | Joshua MRCS Harris, Daniel William 4815
= . : ; Robinson, L
09- 2015 Saved CWILLIARS  Williams Chris MNRCS Harris, Daniel William 4315 E
142 of 9 Records 1 wiew [25] [50] [100]
Select Action
Timesheets Profiles and Settings Leave and Premium Pay Send Messages Other Actions
Timesheet Timesheet Profile Leave Balances Send Message Employee Accounts
Timeshest Surmmary Work Schedules Leave Requests

Slide notes
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Timeshest Surmmary
Yalidate Selected
Create Correction
Processed Timesheets
Default Schedule
Default Schedule

| Cancel |

Work Schedules
Default Tirmesheet Profile
Employee Profile

aane

Frermiurm Pay Reguests

Timekeeper: Supervisor: SSN: Delegates For: POIL: Timesheet Type:
| I [moNE[~] | LAl
| Search
Pay Timeshest Last First hiddle . ] ;
] Bt e User D et Nams e Organization Timekeeper Superisor POl
[ 05-2015 | Saved JALLEN Allen Jacab o1 Harris, Daniel E\fiﬁi';‘ff”- 4815
[l 05-2015 | Saved SMILLER Miller Samantha 01 Hartis, Daniel {iﬁﬁi‘;‘fnm- 4815
[l 09-2015  Saved JALLEN Allen Jacob m Harris, Daniel | Fobinson, 4815
Williarm
[l 09-2015 | Saved ELEWIS Lewis Ermma o Harris, Daniel Eﬁﬁ;;‘fﬂm- 4815
[l 09-2015 | Saved SMARTINEZ | Martinez | Sophia o Harris, Daniel E\fiﬁi';‘ff”- 4815
[] 09-2015 | Saved SMILLER Miller Samantha 01 Harris, Daniel E\fiﬁi';‘fnm' 1815
E 09-2015 | Saved WROBINSON | Robinsan | William 01 Hartis, Daniel g";’;‘#‘:z- 4815
. . Robinson,
[E |09- 2015 Saved JTHOMPSORM  Thormpson | Joshua MRCS Harris, Daniel William 4815
= . : ; Robinson, L
09 - 20158 Saved CWILLIAME | Williams Chris NRCS Harris, Daniel William 48158 £
149 of @ Records 1 wiew [25] [50] [100]
Select Action
Timesheets Profiles and Settings _Leave and Premium Pay Send Messages QOther Actions
Timesheet Timesheet Profile Leave Balances Send Message Employee Accounts

Slide notes
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Inbox [3] | Settings | Help | Log OQut

b
[ 11 ] ™
= WEBTA Employee Timekeeper
Tirnekeeper Main Menu = Select Employees =
Leave Balances for WILLIAMS, CHRIS
Balances for pay period: 09- 2015 : May 03, 2015 - May 16,2015~
Leave Type
Annual Leave 8:00 8:00 4:00 0:00 000 0:00
Sick Leave 8:00 8:00 4:00 0:00 000 0:00
Credit Hours 0:00 0:00 0:00 000 000 0:00
Compensatory Time 0:00 0:00 0:00 0:00 000 0:00
Compensatary Travel 0:00 0:00 0:00 0:00 000 0:00
Compensatory Tirme Religious 0:00 0:00 0:00 0:00 000 0:00
Shore Leave 0 0 0 0 0 0
Home Leave 0 0 0 0 0 0
Restored Annual Leave 0:00 0:00 0:00 0:00 000 0:00
Tirne Off Award 0:00 0:00 0:00 0:00 000 0:00
Military Regular Leave 0:00 0:00 0:00 000 000 0:00
Military Emergency Leave 0:00 0:00 0:00 0:00 000 0:00
Deferred Annual Leave 0:00 0:00 0:00 0:00 000 0:00
Deferred Sick Leave 0:00 0:00 0:00 0:00 000 0:00
COP Oceurrence 1 0 0 0 0 0 0
COP Oceurrence 2 0 0 0 0 0 0
COP Oceurrence 3 0 0 0 0 0 0
Tracking Leave Balances
Leave Type Forward Used Used To Date
LWOP 0:00 | 0:00 .00
AWOL 0:00 | 0:00 000
Suspension 0:00 0:00 0:00
Furlough 0:00 0:00 0:00
Farnily Friendly Sick Leave 0:00 0:00 0:00
Farmily Friendly Sick Leave Serious | 0:00 0:00 0:00

0:00
0:00
0:00
0:00
0:00
0:00
0

0

0:00
0:00
0:00
0:00
0:00
0:00
0

0

0

[=] [ Select Pay Period

12:00
12:00
0:00
0:00
0:00
0:00
0

0
0:00
0:00
0:00
0:00
0:00
0:00
0

0

0

Forward Adj Forward Accrued Used Expired Adjustments Capped Balance EQY Balance EQY Use or Lose

80:00
50:00
0:00
0:00
0:00
0:00
1]

1]
0:00
0:00
0:00
0:00
0:00
0:00

Accrual Leave Balances

0:00
0:00
0:00
0:00
0:00
0:00
0

1]

0:00
0:00
0:00
0:00
0:00
0:00

m

Slide notes

Here, we can see a list of the various Leave Types. To view details about a specific type, select its link.
In this example, we are going to select Annual Leave. Select next to continue.
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Inbox [3] | Settings | Help | Log OQut

b
[ 11 ] ™
= WEBTA Employee Timekeeper
Tirnekeeper Main Menu = Select Employees =
Leave Balances for WILLIAMS, CHRIS
Balances for pay period: 09- 2015 : May 03, 2015 - May 16,2015~
Leave Type
IAnnuaI Leave .00 §:00 4:00 0:00 0:00  0:00
TIck Leave o:00 §:00 4:00 0:00 0:00  0:00
Credit Ho'ursi'J 000 0:oa 0:00 0:00 0:00  0:00
Compensatory Time 0:00 0:00 0:00 0:00 000 0:00
Compensatary Travel 0:00 0:00 0:00 0:00 000 0:00
Compensatory Tirme Religious 0:00 0:00 0:00 0:00 000 0:00
Share Leave 0 0 0 0 0 0
Home Leave 0 0 0 0 0 0
Restored Annual Leave 0:00 0:00 0:00 0:00 0:00  0:00
Tirne Off Award 0:00 0:00 0:00 0:00 0:00  0:00
Military Regular Leave 0:00 0:00 0:00 000 000 0:00
Military Emergency Leave 0:00 0:00 0:00 0:00 000 0:00
Deferred Annual Leave 0:00 0:00 0:00 0:00 0:00  0:00
Deferred Sick Leave 0:00 0:00 0:00 0:00 0:00  0:00
COP Occurrence 1 0 0 0 0 0 0
COP Occurrence 2 0 0 0 0 0 0
COP Occurrence 3 0 0 0 0 0 0
Tracking Leave Balances
Leave Type Forward Used Used To Date
LWOP 0:00 | 0:00 .00
AWOL 0:00 | 0:00 000
Suspension 0:00 0:00 0:00
Furlough 0:00 0:00 0:00
Farnily Friendly Sick Leave 0:00 0:00 0:00
Farmily, Friendly, Sick Leave Serious . 0:00 0:00 0:00

0:00
0:00
0:00
0:00
0:00
0:00
0

0

0:00
0:00
0:00
0:00
0:00
0:00
0

0

0

[=] [ Select Pay Period

12:00
12:00
0:00
0:00
0:00
0:00
0

0
0:00
0:00
0:00
0:00
0:00
0:00
0

0

0

Forward Adj Forward Accrued Used Expired Adjustments Capped Balance EQY Balance EQY Use or Lose

80:00
50:00
0:00
0:00
0:00
0:00
1]

1]
0:00
0:00
0:00
0:00
0:00
0:00

Accrual Leave Balances

0:00
0:00
0:00
0:00
0:00
0:00
0

1]

0:00
0:00
0:00
0:00
0:00
0:00

m

Slide notes
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Pay Period

26-2015
25-2015
24-2015
23-2015
22-2015
21-2015
20-2015
19-2015
18-2015
17-2015
16-2015
15-2015
14-2015
13-2015
12-2015
11-2015
10-2015
05-2015
08-2015
07-2015

Date

01/09/2016
12/26/2015
121272015
11/28/2015
11/14/2015
10/31/2015
10/17,/2015
10/03/2015
09/19/2015
09/05/2015
08/22/2015
08/08/2015
07/25/2015
07112015
06/27/2015
06/13/2015
05/30/2015
05/16/2015
05/02/2015
04/18/2015

1-20 of 20 Records

Adjustrment Type  Amount Balance Expiration Date

Timesheet Accrual
Timesheet Accrual
Timesheet Accrual
Timesheet Accrual
Timesheet Accrual
Timesheet Accrual
Timesheet Accrual
Timesheet Accrual
Timesheet Accrual
Timesheet Accrual
Timesheet Accrual
Timesheet Accrual
Timesheet Accrual
Timesheet Accrual
Timesheet Accrual
Timesheet Accrual
Timesheet Accrual
Timesheet Accrual
Timesheet Accrual
Timesheet Accrual

4+

Add Manual Forward Adjustment

I:I ™
= WEBTA Employee Timekeeper

Tirnekeeper Main Menu = Select Employees > Leave Balances =

4:00
4:00
4:00
4:00
4:00
4:00
4:00
4:00
4:00
4:00
4:00
4:00
4:00
4:00
4:00
4:00
4:00
4:00
4:00
4:00

Cancel

Inbox [3] | Settings | Help | Log OQut

Details of Annual Leave for WILLIAMS, CHRIS

Leave Balance Details

80:00
76:00
72:00
65:00
64:00
60:00
56:00
52:00
48:00
44:00
40:00
36:00
32:00
28:00
24:00
20:00
16:00
12:00
§:00

4:00

Slide notes

Here, we can see the accrual details for Annual Leave, by pay period. Let's scroll down to the bottom of
the page. To Add a Manual Forward Adjustment, we will select the button below the list. Select next to
continue.
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Pay Period

26-2015
25-2015
24-2015
23-2015
22-2015
21-2015
20-2015
19-2015
18-2015
17-2015
16-2015
15-2015
14-2015
13-2015
12-2015
11-2015
10-2015
05-2015
08-2015
07-2015

Date

01/09/2016
12/26/2015
121272015
11/28/2015
11/14/2015
10/31/2015
10/17,/2015
10/03/2015
09/19/2015
09/05/2015
08/22/2015
08/08/2015
07/25/2015
07112015
06/27/2015
06/13/2015
05/30/2015
05/16/2015
05/02/2015
04/18/2015

1-20 of 20 Records

Adjustrment Type  Amount Balance Expiration Date

Timesheet Accrual
Timesheet Accrual
Timesheet Accrual
Timesheet Accrual
Timesheet Accrual
Timesheet Accrual
Timesheet Accrual
Timesheet Accrual
Timesheet Accrual
Timesheet Accrual
Timesheet Accrual
Timesheet Accrual
Timesheet Accrual
Timesheet Accrual
Timesheet Accrual
Timesheet Accrual
Timesheet Accrual
Timesheet Accrual
Timesheet Accrual
Timesheet Accrual

4+

I:I ™
= WEBTA Employee Timekeeper

Tirnekeeper Main Menu = Select Employees > Leave Balances =

4:00
4:00
4:00
4:00
4:00
4:00
4:00
4:00
4:00
4:00
4:00
4:00
4:00
4:00
4:00
4:00
4:00
4:00
4:00
4:00

I Add Manual Forward Adjustment I Cancel

Inbox [3] | Settings | Help | Log OQut

Details of Annual Leave for WILLIAMS, CHRIS

Leave Balance Details

80:00
76:00
72:00
65:00
64:00
60:00
56:00
52:00
48:00
44:00
40:00
36:00
32:00
28:00
24:00
20:00
16:00
12:00
§:00

4:00

Slide notes
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I:I ™
= WEBTA Employee Timekeeper

Inbox [3] | Settings | Help | Log OQut

Tirmekeeper Main Menu = Select Ermployees > Leave Balances = Leave Balance Details =

Adjust Forward Balance for Annual Leave for WILLIAMS, CHRIS

LeaveType: Annual Leave
User: WILLIAMS, CHRIS
Pay Period: |09 -2015: May 03, 2015 - May 16, 2015~ |Z|
Unadjusted Forward Balance: 3:00
Adjusted Forward Balance: |3:00

Save Cancel

Slide notes
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.:. ™
* WE BTA Employee Timekeeper Inbox [3] | Settings | Help | Log Out

Tirmekeeper Main Menu = Select Ermployees > Leave Balances = Leave Balance Details =

Adjust Forward Balance for Annual Leave for WILLIAMS, CHRIS

LeaveType: Annual Leave
User: WILLIAMS, CHRIS
Pay Period: |09 -2015: May 03, 2015 - May 16, 2015~ |Z|
Unadjusted Forward Balance: 3:00
Adjusted Forward Balance: |3:00

Save Cancel

Slide notes

Use the pay period dropdown menu to designate the pay period in which you are adjusting, and type
the adjustment into the Adjusted Forward Balance field. In this example, we will keep the selected pay
period, and add 4 hours to the 8 listed for a total of 12. Select next to continue.
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I:I ™
= WEBTA Employee Timekeeper

Inbox [3] | Settings | Help | Log OQut

Tirmekeeper Main Menu = Select Ermployees > Leave Balances = Leave Balance Details =

Adjust Forward Balance for Annual Leave for WILLIAMS, CHRIS

LeaveType: Annual Leave
User: WILLIAMS, CHRIS
Pay Period: |09 -2015: May 03, 2015 - May 16, 2015~ |Z|
Unadjusted Forward Balance: 5:00

Adjusted Forward Balance:

Save Cancel

Slide notes
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I:I ™
g WEBTA Employee Timekeeper

Inbox [3] | Settings | Help | Log OQut

Tirmekeeper Main Menu = Select Ermployees > Leave Balances = Leave Balance Details =

Adjust Forward Balance for Annual Leave for WILLIAMS, CHRIS

LeaveType: Annual Leave
User: WILLIAMS, CHRIS
Pay Period: |09 -2015: May 03, 2015 - May 16, 2015~ |Z|
Unadjusted Forward Balance: 3:00
Adjusted Forward Balance: |5:00]

Save Cancel

Slide notes
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I:I ™
= WEBTA Employee Timekeeper

Inbox [3] | Settings | Help | Log OQut

Tirmekeeper Main Menu = Select Ermployees > Leave Balances = Leave Balance Details =

Adjust Forward Balance for Annual Leave for WILLIAMS, CHRIS

LeaveType: Annual Leave
User: WILLIAMS, CHRIS
Pay Period: |09 -2015: May 03, 2015 - May 16, 2015~ |Z|
Unadjusted Forward Balance: 5:.00

Adjusted Forward Balance:

Save Cancel

Slide notes
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Slide 22 - Slide 22

.:. ™
* WE BTA Employee Timekeeper Inbox [3] | Settings | Help | Log Out

Tirmekeeper Main Menu = Select Ermployees > Leave Balances = Leave Balance Details =

Adjust Forward Balance for Annual Leave for WILLIAMS, CHRIS

LeaveType: Annual Leave
User: WILLIAMS, CHRIS
Pay Period: |09 -2015: May 03, 2015 - May 16, 2015~ |Z|
Unadjusted Forward Balance: 5:.00

Adjusted Forward Balance:

Save Cancel

Slide notes
Next, we will select the Save button. Select next to continue.
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Slide 23 - Slide 23

I:I ™
= WEBTA Employee Timekeeper

Inbox [3] | Settings | Help | Log OQut

Tirmekeeper Main Menu = Select Ermployees > Leave Balances = Leave Balance Details =

Adjust Forward Balance for Annual Leave for WILLIAMS, CHRIS

LeaveType: Annual Leave
User: WILLIAMS, CHRIS
Pay Period: |09 -2015: May 03, 2015 - May 16, 2015~ |Z|
Unadjusted Forward Balance: 5:.00

Adjusted Forward Balance:

Cance'

Slide notes
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Slide 24 - Slide 24

.:. ™
* WE BTA Employee Timekeeper Inbox [3] | Settings | Help | Log Out

Tirmekeeper Main Menu = Select Ermployees > Leave Balances = Leave Balance Details =

Adjust Forward Balance for Annual Leave for WILLIAMS, CHRIS

| Forward adjustment successfully saved

LeaveType: Annual Leave
User: WILLIAMS, CHRIS
Pay Period: |09 - 2015 : May 03, 2015 - May 16, 2015~ |Z|
Unadjusted Forward Balance: 5:00
Adjusted Forward Balance: |12:00

Save Cancel

Slide notes

Note the message indicating that the forward adjustment was successfully saved. Next, we will return to
the Leave Balance Details page using the breadcrumb trail. Select next to continue.
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Slide 25 - Slide 25

I:I ™
= WEBTA Employee Timekeeper

Inbox [3] | Settings | Help | Log OQut

Tirmekeeper Main Menu = Select Employees = Leave Balances

Leave Balance Details =

Adjust Forward Balance for Annual Leave for WILLIAMS, CHRIS

| Forward adjustment successfully saved

LeaveType: Annual Leave
User: WILLIAMS, CHRIS

Unadjusted Forward Balance: 5:00
Adjusted Forward Balance: |12:00

Save Cancel

Pay Period: |09 - 2015 : May 03, 2015 - May 16, 2015 *|Z|

Slide notes
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Slide 26 - Slide 26

I:I ™
= WEBTA Employee Timekeeper

Tirnekeeper Main Menu = Select Employees > Leave Balances =

Inbox [3] | Settings | Help | Log OQut

Details of Annual Leave for WILLIAMS, CHRIS

Leave Balance Details

Pay Period Date Adjustrent Type  Armount Balance Expiration Date
26-2015 010972016 | Timeshest Accrual | 4:00 84:00
252015 12/26/2015  Timeshest Accrual | 4:00 80:00
24-2015 1211272015 | Timeshest Accrual | 4:00 76:00
232015 11/28/2015 | Timeshest Accrual | 4:00 72:00
222015 1171452015 | Timeshest Accrual | 4:00 £58:00
212015 10/31/2015 | Timeshest Accrual | 4:00 64:00
202015 10A17/52015  Timeshest Accrual | 4:00 60:00
19-2015  10/03/2015 | Timesheet Accrual | 4:00 56:00
18-2015 0941972015 | Timesheet Accrual | 4:00 52:00
17-2015  09/05/2015 | Timesheet Accrual | 4:00 45:00
16-2015  08/22/2015 | Timesheet Accrual | 4:00 44:00
15-2015  08/08/2015 | Timesheet Accrual | 4:00 40:00
142015 07/25/2015 | Timesheet Accrual | 4:00 36:00
132015 071172015 | Timesheet Accrual | 4:00 32:00
12-2015  0B/27/2015 | Timesheet Accrual | 4:00 28:00
11-2015  0BA13/2015 | Timesheet Accrual | 4:00 24:00
10-2015  05/30/2015 | Timesheet Accrual | 4:00 20:00
08-2015 0511652015 Timeshest Accrual | 4:00 16:00
IDB-ZD15 05/03/2015 | Forward Adjustment 4:00 12:00
08-2015 050272015 Timeshest Accrual | 4:00 g:00
07-2015 0441852015 Timeshest Accrual | 4:00 4:.00
121 0f 21 Records 1 view [28] [50] [100]
Add Manual Forward Adjustment Cancel

Slide notes

Also note that the forward adjustment has been added to the details page. Next, we will return to the
Timekeeper Main Menu using the breadcrumb trail. Select next to continue.
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Slide 27 - Slide 27

TWEBTA” enpioyee

Tirnekeeper Main Menu

26-2015
25-2015
24-2015
23-2015
22-2015
21-2015
20-2015
19-2015
18-2015
17-2015
16-2015
15-2015
14-2015
13-2015
12-2015
11-2015
10-2015
05-2015
05-2015
08-2015
07-2015

Pay Period

Date

01/09/2016
12/26/2015
121272015
11/28/2015
11/14/2015
10/31/2015
10/17,/2015
10/03/2015
09/19/2015
09/05/2015
08/22/2015
08/08/2015
07/25/2015
07112015
06/27/2015
06/13/2015
05/30/2015
05/16/2015
05/03/2015
05/02/2015
04/18/2015

1-21 of 21 Records

Add Manual Forward Adjustment

Timekeeper

Inbox [3] | Settings | Help | Log OQut

Select Ermployees = Leave Balances =

Adjustrent Type

Details of Annual Leave for WILLIAMS, CHRIS

Leave Balance Details

Amount Balance Expiration Date

Tirmesheet Accrual | 4:00
Tirmesheet Accrual | 4:00
Tirmesheet Accrual | 4:00
Tirmesheet Accrual  4:00
Tirmesheet Accrual | 4:00
Tirmesheet Accrual | 4:00
Timesheet Accrual  4:00
Timesheet Accrual | 4:00
Timesheet Accrual | 4:00
Tirmesheet Accrual  4:00
Tirmesheet Accrual | 4:00
Tirmesheet Accrual  4:00
Tirmesheet Accrual | 4:00
Tirmesheet Accrual | 4:00
Timesheet Accrual  4:00
Timesheet Accrual | 4:00
Timesheet Accrual | 4:00
Tirmesheet Accrual  4:00
Forward Adjustment | 4:00
Timesheet Accrual  4:00
Tirmesheet Accrual | 4:00
1
Cancel

84:00
80:00
76:00
72:00
68:00
64:00
60:00
56:00
52:00
48:00
44:00
40:00
36:00
32:00
28:00
24:00
20:00
16:00
12:00
§:00

4:00
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Slide 28 - Slide 28

Timekeeper Main Menu

Ermployees
Select Employees
Ermployes Leave Requests

Employee Premium Pay Requests

Reports
Reports
My Saved and Scheduled Reports
Adhoc Report Managerment

Continuation of Pay (COP)
COP Events

I:I ™
= WEBTA Employee Timekeeper

Inbox [3] | Settings | Help | Log OQut

Accounting

Accounts

Schedule
Employes Schedules List Wiew
Employes Schedules Grid Wiew
Schedule Templates

Shiftts

Delegates/Reassignment
My Delegates
Manage Superisor Delegates
Tirnekeeper Profile
Takeover Employee
Reassign Employees to Timekeeper

Reassign Employess to Superisor

Slide notes
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Slide 29 - Finish

Select the Finish button.

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