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Next, we will select the Save button. Select next to continue.  
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Next, we will scroll down again to display the buttons. Select next to continue.  
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Now that the timesheet has been saved, we are ready to Validate. Select the Validate button to 
continue.  
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Note the message indicating that the Timesheet has validated successfully and that the status is now 
Validated by Timekeeper. Next, we will return to the Select Employees page using the breadcrumb trail. 
Select next to continue.  
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Let's look at another situation where you might need to edit an employee timesheet. You can see on the 
list of employees that Emma Lewis has already validated her timesheet, but that timesheet has not 
been Certified by the Supervisor. We receive word that Emma had to take leave unexpectedly and does 
not have access to webTA. 
Even though she has already Validated her timesheet, as her timekeeper, we can still make changes to 
it. Let's view her timesheet using the pay period link. Select next to continue.  
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As mentioned, this employee had to take unexpected leave on Friday of week two. First, we will remove 
the 8 hours of regular time from that day. Select next to continue.  
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Next, we will add a Leave Time entry by selecting the plus sign in the Leave time section. Select next to 
continue.  
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Next, we will select the transaction code link to view the leave transaction options. Select next to 
continue.  
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Next, we will select the transaction dropdown, and then begin typing Annual, which will filter the list to 
display only Annual Leave transactions. Then, we will scroll down and select Annual Leave. Select next 
to continue.  
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Click the Select button to continue.  
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Now, we will add 8 hours to the Annual Leave entry we just added. Select next to continue.  
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Next, we will scroll down to display the bottom of the timesheet page. Select next to continue.  
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Next, we will add a remark describing the change we made to keep both the employee and supervisor 
informed. Select next to continue.  
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Finally, we will select the Validate button. Select next to continue.  
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Note that a Warning displays, indicating that the amount of Leave used exceeds the employee's 
balance of this leave type. But, since it is a Warning, and not an Error, the timesheet still validated 
successfully. It is up to the Supervisor whether or not they allow the employee to have a negative 
balance and Cerify the timesheet. 
Next, we will return to the Select Employees page using the breadcrumb trail. Select next to continue.  
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