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Slide 1 - Learning Objectives 

 
Slide notes 
Welcome to the webTA for Timekeepers training course.  In this lesson, you will learn how to Edit and 
Validate Employee Timesheets and Correct a Processed Timesheet. Select next to continue.  
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Slide 4 - Slide 4 

 
Slide notes 
As an employee's Timekeeper, you have the ability to view and edit their timesheets. This is helpful if an 
employee is unexpectedly out or unable to complete their own timesheet. Employee timesheets are 
accessed from the Select Employees page. Select the Select Employees link to continue.   
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Slide notes 
If you recall from the Select Employees lesson, the Select Employees page displays timesheets for "All" 
pay periods with the Saved and Employee Validated status. In this example, we want to change these 
options to display timesheets from the Current Pay Period, and All statuses.  
We will do this by making those selections in the filters above the list of employees. Select next to 
continue. 
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Slide notes 
Next, we will select the Search button to filter the list. Select next to continue.  
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Slide notes 
Here, we can see the timesheets for all of our employees listed. Note the different statuses of 
timesheets. Two timesheets are in the Pre-processed state. This means they have been validated and 
certified, but they have not been transmitted to the payroll provider yet.  
We also see several timesheets that have already been validated, by both the timekeeper and the 
employee. And we also see a number of timesheets that are Saved, meaning they have not been 
validated. 
To display more of the screen, we are going to collapse the search section at the top of the page. 
Select next to continue.  
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Slide notes 
In this example, we have received word that one of our employees, Janet Jones, is unable to validate 
her timesheet. So we will complete and validate it on her behalf. If you remember, we can access the 
timesheet by selecting the checkbox next to her name and selecting the Timesheet link in the timesheet 
section below the list.  
Or, we can select the pay period link from the list. Here, we will select the link. Select next to continue.  
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Slide notes 
Next, we will scroll to the right to make sure the timesheet is completed. Select next to continue.  
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Slide notes 
Here, we can see that the employee has entered 40 hours for both pay periods, as they should have. 
Next, we will scroll back to the left, and then down to display the buttons. Select next to continue.  
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Slide notes 
Select the Validate button to continue. 
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Slide notes 
Note the message indicating that the timesheet validated successfully, and that the status has changed 
to Validated by Timekeeper. Let's return to the Select Employees page to look at another timesheet. 
Select next to continue.  
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Slide notes 
In this example, we have learned that an employee: Jared Allen, have been working off site and they 
have not had access to webTA. In cases like this, we would need to complete the timesheet for the 
employee. Let's look at his timesheet by selecting the link from the list. Select next to continue.  
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Slide notes 
Here, we can see that the employee has not entered any hours on their timesheet. Let's complete it for 
him by adding 8 hours to the Regular Pay row for Monday through Friday of weeks 1 and 2. Select next 
to continue.  
 



USDA Timekeeper webTA Employee Timesheets 

Page 32 of 130  ©Kronos, Incorporated 

Slide 34 - Slide 34 

 
Slide notes 
 



USDA Timekeeper webTA Employee Timesheets 

Page 33 of 130  ©Kronos, Incorporated 

Slide 35 - Slide 35 

 
Slide notes 
 



USDA Timekeeper webTA Employee Timesheets 

Page 34 of 130  ©Kronos, Incorporated 

Slide 36 - Slide 36 

 
Slide notes 
 



USDA Timekeeper webTA Employee Timesheets 

Page 35 of 130  ©Kronos, Incorporated 

Slide 37 - Slide 37 

 
Slide notes 
 



USDA Timekeeper webTA Employee Timesheets 

Page 36 of 130  ©Kronos, Incorporated 

Slide 38 - Slide 38 

 
Slide notes 
 



USDA Timekeeper webTA Employee Timesheets 

Page 37 of 130  ©Kronos, Incorporated 

Slide 39 - Slide 39 

 
Slide notes 
 



USDA Timekeeper webTA Employee Timesheets 

Page 38 of 130  ©Kronos, Incorporated 

Slide 40 - Slide 40 

 
Slide notes 
 



USDA Timekeeper webTA Employee Timesheets 

Page 39 of 130  ©Kronos, Incorporated 

Slide 41 - Slide 41 

 
Slide notes 
 



USDA Timekeeper webTA Employee Timesheets 

Page 40 of 130  ©Kronos, Incorporated 

Slide 42 - Slide 42 

 
Slide notes 
 



USDA Timekeeper webTA Employee Timesheets 

Page 41 of 130  ©Kronos, Incorporated 

Slide 43 - Slide 43 

 
Slide notes 
 



USDA Timekeeper webTA Employee Timesheets 

Page 42 of 130  ©Kronos, Incorporated 

Slide 44 - Slide 44 

 
Slide notes 
 



USDA Timekeeper webTA Employee Timesheets 

Page 43 of 130  ©Kronos, Incorporated 

Slide 45 - Slide 45 

 
Slide notes 
 




