USDA Timekeeper webTA Employee Timesheets

Slide 91 - Slide 91

Timekeeper Main Menu =

“WEBTA" crvioyee Ermmmes

Select Employees

Inbox [64] | Settings | Help | Log Out

¥ Pay Period

=

O |06- 2014
[ |06-2014
O |06- 2014
[ |06- 2014
[ |06-2014
O |06- 2014
[ |06- 2014
[ |06-2014
O |06- 2014
[ |06- 2014
[ |06-2014
[ |06- 2014
[ |06-2014
O |06- 2014
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4 of 14 Records

Select Action

Timesheets
Timesheet

Timesheet Summary
Validate Selected
Validate All

Create Correction
Processed Timesheets
Default Schedule
Default Schedule

Timesheet Status

Pre-processed
Validated by Timekeeper
Validated by Employee
Pre-processed

Saved

Validated by Timekeeper
Saved

Validated by Timekeeper
Validated by Timekeeper
Saved

Saved

Validated by Timekeeper
Validated by Timekeeper
Saved

User ID

JADAMS
JALLEN
BDAVIS
MJACKSON
MJOHNSON
JJONES
MLEE
ELEWIS
SMARTINEZ
SMILLER
WROBINSON
TSMITH
GSULLIVAN
CWILLIAMS

Profiles and Settings

Timesheet Profile

Default Timesheet Profile

Employee Profile

Last Name

Adams
Allen
Davis
Jackson
Johnson
Jones
Lee
Lewis
Martinez
Miller
Robinson
Smith
Sullivan

Williams

First Name

Julie
Jared
Ben
Madison
Mark
Janet
Michael
Emma
Sophia
Samantha
William
Tina
Gary
Chris

Organization

OCFO
QCFO
OCFO
QCFO
OCFO
QOCFO
QCFO
OCFO
QOCFO
QCFO
QOCFO
QOCFO
QOCFO
OCFO

Timekeeper

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

Leave and Premium Pay Send Messages

Leave Balances
Leave Calendar
Leave Requests

Premium Pay Requests

Send Message

Supendsor
Robinson, William
Robinson, William
Robinson, William
Robinson, William
Robinson, William
Robinson, William

m

Robinson, William
Martinez, Sophia
Administrator, The
Robinson, William
Martinez, Sophia
Robinson, William
Martinez, Sophia
Robinson, William

Wiew

Slide notes

Let's look at one more example of a Timekeeper managing their employees' timesheets. First, we will

expand the Search field section. Select next to continue.
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Timekeeper Main Menu =

Select Employees

Inbox [64] | Settings | Help | Log Out

[[1 = Pay Period
[ 06-2014
[ |06-2014
[ |06-2014
[ |06-2014
[ |06-2014
[ |06-2014
[ |06-2014
[ |06-2014
[ |06-2014
[ |06-2014
[ 06-2014
[ 06-2014
[ |06-2014
[ |06-2014
.

4 of 14 Records

Select Action

Timesheets
Timesheet
Timesheet Summary
Validate Selected
Validate All

Create Correction

Processed Timesheets

Default Schedule

Timesheet Status

Pre-processed
Validated by Timekeeper
Validated by Employee
Pre-processed

Saved

Validated by Timekeeper
Saved

Validated by Timekeeper
Validated by Timekeeper
Saved

Saved

Validated by Timekeeper
Validated by Timekeeper
Saved

User ID

JADAMS
JALLEN
BDAVIS
MJACKSON
MJOHNSON
JJONES
MLEE
ELEWIS
SMARTINEZ
SMILLER
WROBINSON
TSMITH
GSULLIVAN
CWILLIAMS

Profiles and Settings

Timesheet Profile

Default Timesheet Profile

Employee Profile

[ http://webta.kronosfederal.com/nfchostd/Timesheet® ]

Last Name First Name Organization
Adams Julie OCFO
Allen Jared OCFO
Davis Ben OCFO
Jackson Madison QOCFO
Johnson Mark QOCFO
Jones Janet QOCFO
Lee Michael QOCFO
Lewis Emma OCFO
Martinez Sophia QOCFO
Miller Samantha QOCFO
Robinson William QOCFO
Smith Tina OCFO
Sullivan Gary QOCFO
Williams Chris OCFO

Leave and Premium Pay Send Messages
Leave Balances Send Message
Leave Calendar

Leave Requests

Premium Pay Requests

Timekeeper

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

Supendsor

Robinson, William
Robinson, William
Robinson, William
Robinson, William
Robinson, William
Robinson, William
Robinson, William

m

Martinez, Sophia
Administrator, The
Robinson, William
Martinez, Sophia
Robinson, William
Martinez, Sophia
Robinson, William

Wiew
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L ™
) WE BTA Employee Timekeeper Inbox [64] | Settings | Help | Log Out

Timekeeper Main Menu =

Select Employees

. Pay Period: Timesheet Status: User ID: Last Name: First Name: Organization: =
[06 - 2014 - Mar 23, 2014-Apr 05, 2014~ [=] [All [=] | [ [ |
Timekeeper: Supervisor: Delegates For: Ti heet Type:
| | |[NoNE[=]  [AW
[ ' ¥ Pay Period Timesheet Status User ID Last Name First Name Organization Timekeeper Supenisor =
[ 06-2014 Pre-processed JADAMS Adams Julie QOCFO Harris, Daniel Robinson, William
[ | 06-2014 Validated by Timekeeper  JALLEN Allen Jared QOCFO Harris, Daniel Robinson, William
[ |06-2014 Validated by Employee BDAVIS Davis Ben QOCFO Harris, Daniel Robinson, William
[ 06-2014 Pre-processed MJACKSON Jackson Madison QOCFO Harris, Daniel Robinson, William
[ 06-2014 Saved MJOHNSON Johnson Mark QOCFO Harris, Daniel Robinson, William
[ 06-2014 Validated by Timekeeper | JJONES Jones Janet QOCFO Harris, Daniel Robinson, William
[ 06-2014 Saved MLEE Lee Michael QOCFO Harris, Daniel Robinson, William
[ 06-2014 Validated by Timekeeper ELEWIS Lewis Emma OCFO Harris, Daniel Martinez, Sophia
[ 06-2014 Validated by Timekeeper SMARTINEZ | Martinez Sophia QOCFO Harris, Daniel Administrator, The
[ 06-2014 Saved SMILLER Miller Samantha QOCFO Harris, Daniel Robinson, William
[ 06-2014 Saved WROBINSON | Robinson William QOCFO Harris, Daniel Martinez, Sophia
[ 06-2014 Validated by Timekeeper | TSMITH Smith Tina QOCFO Harris, Daniel Robinson, William
[ |06-2014 Validated by Timekeeper | GSULLIVAN Sullivan Gary OCFO Harris, Daniel Martinez, Sophia
[ 06-2014 Saved CWILLIAMS Williams Chris QOCFO Harris, Daniel Robinson, William
4

4 of 14 Records

Select Action

Timesheets Profiles and Settings Leave and Premium Pay Send Messages
Timesheet Timesheet Profile Leave Balances Send Message
Timesheet Summary Default Timesheet Profile Leave Calendar

O -3 VR - T PO O i =] L o i

Slide notes

In this scenario, we want to filter the list of employee timesheets to display those that have not been
validated, and need our attention. To do this, we will select Saved from the Timesheet Status dropdown
menu. Select next to continue.
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Timekeeper Main Menu =

Select Employees

Inbox [64] | Settings | Help | Log Out

4 of 14 Records

Select Action

Timesheets
Timesheet
Timesheet Summary

Mabdede O ol

Al

Profiles and Settings
Timesheet Profile
Default Timesheet Profile

i =]

Leave and Premium Pay
Leave Balances
Leave Calendar

L o i

Send Messages
Send Message

( Pay Period: Timesheet Status: User ID: Last Name: First Name: Organization: -}
[06 - 2014 - Mar 23, 2014-Apr 05, 2014~ [=] [All =] [ [ |
Timekeeper: Supervisor: Delegates For: Ti heet Type:
| | |[NoNE[=]  [AW
[ ' ¥ Pay Period Timesheet Status User ID Last Name First Name Organization Timekeeper Supenisor =
[ 06-2014 Pre-processed JADAMS Adams Julie QOCFO Harris, Daniel Robinson, William
[ | 06-2014 Validated by Timekeeper  JALLEN Allen Jared QOCFO Harris, Daniel Robinson, William
[ |06-2014 Validated by Employee BDAVIS Davis Ben QOCFO Harris, Daniel Robinson, William
[ 06-2014 Pre-processed MJACKSON Jackson Madison QOCFO Harris, Daniel Robinson, William
[ 06-2014 Saved MJOHNSON Johnson Mark QOCFO Harris, Daniel Robinson, William
[ 06-2014 Validated by Timekeeper | JJONES Jones Janet QOCFO Harris, Daniel Robinson, William
[ 06-2014 Saved MLEE Lee Michael QOCFO Harris, Daniel Robinson, William
[ 06-2014 Validated by Timekeeper ELEWIS Lewis Emma OCFO Harris, Daniel Martinez, Sophia
[ 06-2014 Validated by Timekeeper SMARTINEZ | Martinez Sophia QOCFO Harris, Daniel Administrator, The
[ 06-2014 Saved SMILLER Miller Samantha QOCFO Harris, Daniel Robinson, William
[ 06-2014 Saved WROBINSON | Robinson William QOCFO Harris, Daniel Martinez, Sophia
[ 06-2014 Validated by Timekeeper | TSMITH Smith Tina QOCFO Harris, Daniel Robinson, William
[ |06-2014 Validated by Timekeeper | GSULLIVAN Sullivan Gary OCFO Harris, Daniel Martinez, Sophia
[ 06-2014 Saved CWILLIAMS Williams Chris QOCFO Harris, Daniel Robinson, William
4

Wiew

Slide notes
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Timekeeper Main Menu =

“WEBTA™ covoye s

Select Employees

Inbox [64] | Settings | Help | Log Out

( Pay Period:

Organization:

4 of 14 Records

Select Action

Timesheets
Timesheet
Timesheet Summary

Mabdede O ol

Al

|

[searcn ] ciear §

Profiles and Settings
Timesheet Profile
Default Timesheet Profile

i =]

Leave and Premium Pay
Leave Balances
Leave Calendar

L o i

Timesheet Status: User ID: Last Name:  First Name:
|06 - 2014 : Mar 23, 2014-Apr 05, 2014 = [~] [All | I
|T|mekeeper: | |Supenrlsor: v theet Type:

Pending Attestation

All Validated

Validated by Employee

Validated by Timekeeper
[] | » Pay Period Timesheet Status | Validation Overridden me First Name Organization

Certified & Pre-processed r
[ |06-2014 Pre-processed [yt Julie OCFO
[ | 06-2014 Validated by Timekeeper |Saved + Emp Validated Jared QOCFO
[ |06-2014 Validated by Employee [Saved + All Validated Ben OCFO
[ |06-2014 Pre-processed MJACKSON | Jackson Madison QOCFO
[ |06-2014 Saved MJOHNSON | Johnson Mark OCFO
[ |06-2014 Validated by Timekeeper | JJONES Jones Janet QOCFO
[ |06- 2014 Saved MLEE Lee Michael OCFO
[ 06-2014 Validated by Timekeeper ELEWIS Lewis Emma OCFO
[ 06-2014 Validated by Timekeeper SMARTINEZ | Martinez Sophia QOCFO
[ |06-2014 Saved SMILLER Miller Samantha OCFO
[ |06- 2014 Saved WROBINSON | Robinson William OCFO
[ 06-2014 Validated by Timekeeper | TSMITH Smith Tina QOCFO
[ |06-2014 Validated by Timekeeper | GSULLIVAN Sullivan Gary OCFO
[ |06- 2014 Saved CWILLIAMS | Williams Chris OCFO
4

Send Messages
Send Message

Timekeeper

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

Supenisor

m

Robinson, William
Robinson, William
Robinson, William
Robinson, William
Robinson, William
Robinson, William
Robinson, William
Martinez, Sophia

Administrator, The
Robinson, William
Martinez, Sophia

Robinson, William
Martinez, Sophia

Robinson, William

view [25] m
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Timekeeper Main Menu =

."\/\/EB'I'A'4 Employee D

Select Employees

Inbox [64] | Settings | Help | Log Out

( Pay Period:

Organization:

|

4 of 14 Records

Select Action

Timesheets
Timesheet
Timesheet Summary

Mabdede O ol

Al

[searcn ] ciear §

Profiles and Settings
Timesheet Profile
Default Timesheet Profile

i =]

Leave and Premium Pay
Leave Balances
Leave Calendar

L o i

Timesheet Status: User ID: Last Name:  First Name:

|06 - 2014 : Mar 23, 2014-Apr 05, 2014 = [~] [All =] | I
" . i All 2

|T|mekeeper. | |Supenrlsor. S eet Type:

Pending Attestation

All Validated

Validated by Employee

Validated by Timekeeper
[] | » Pay Period Timesheet Status | Validation Overridden me First Name Organization

Certified & Pre-processed r
[ |06-2014 Pre-processed [yt Julie OCFO
[ | 06-2014 Validated by Timekeeper |Saved + Emp Validated Jared QOCFO
[ |06-2014 Validated by Employee [Saved + All Validated Ben OCFO
[ |06-2014 Pre-processed MJACKSON | Jackson Madison QOCFO
[ |06-2014 Saved MJOHNSON | Johnson Mark OCFO
[ |06-2014 Validated by Timekeeper | JJONES Jones Janet QOCFO
[ |06- 2014 Saved MLEE Lee Michael OCFO
[ 06-2014 Validated by Timekeeper ELEWIS Lewis Emma OCFO
[ 06-2014 Validated by Timekeeper SMARTINEZ | Martinez Sophia QOCFO
[ |06-2014 Saved SMILLER Miller Samantha OCFO
[ |06- 2014 Saved WROBINSON | Robinson William OCFO
[ 06-2014 Validated by Timekeeper | TSMITH Smith Tina QOCFO
[ |06-2014 Validated by Timekeeper | GSULLIVAN Sullivan Gary OCFO
[ |06- 2014 Saved CWILLIAMS | Williams Chris OCFO
4

Send Messages
Send Message

Timekeeper

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

Supenisor

m

Robinson, William
Robinson, William
Robinson, William
Robinson, William
Robinson, William
Robinson, William
Robinson, William
Martinez, Sophia

Administrator, The
Robinson, William
Martinez, Sophia

Robinson, William
Martinez, Sophia

Robinson, William

view [25] m
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Timekeeper Main Menu =

Select Employees

Inbox [64] | Settings | Help | Log Out

4 of 14 Records

Select Action

Timesheets
Timesheet
Timesheet Summary

Mabdede O ol

Al

Profiles and Settings

Timesheet Profile

Default Timesheet Profile

i

=]

Leave and Premium Pay
Leave Balances

Leave Calendar

L o

Send Messages
Send Message

( Pay Period: Timesheet Status: User ID: Last Name: First Name: Organization: 8)
[06 - 2014 : Mar 23, 2014-Apr 05, 2014 *  [~] | I || |
Timekeeper: Supervisor: Delegates For: Ti heet Type:
| | |[NoNE[=]  [AW
[ ' ¥ Pay Period Timesheet Status User ID Last Name First Name Organization Timekeeper Supenisor =
[ 06-2014 Pre-processed JADAMS Adams Julie QOCFO Harris, Daniel Robinson, William
[ | 06-2014 Validated by Timekeeper  JALLEN Allen Jared QOCFO Harris, Daniel Robinson, William
[ |06-2014 Validated by Employee BDAVIS Davis Ben QOCFO Harris, Daniel Robinson, William
[ 06-2014 Pre-processed MJACKSON Jackson Madison QOCFO Harris, Daniel Robinson, William
[ 06-2014 Saved MJOHNSON Johnson Mark QOCFO Harris, Daniel Robinson, William
[ 06-2014 Validated by Timekeeper | JJONES Jones Janet QOCFO Harris, Daniel Robinson, William
[ 06-2014 Saved MLEE Lee Michael QOCFO Harris, Daniel Robinson, William
[ 06-2014 Validated by Timekeeper ELEWIS Lewis Emma OCFO Harris, Daniel Martinez, Sophia
[ 06-2014 Validated by Timekeeper SMARTINEZ | Martinez Sophia QOCFO Harris, Daniel Administrator, The
[ 06-2014 Saved SMILLER Miller Samantha QOCFO Harris, Daniel Robinson, William
[ 06-2014 Saved WROBINSON | Robinson William QOCFO Harris, Daniel Martinez, Sophia
[ 06-2014 Validated by Timekeeper | TSMITH Smith Tina QOCFO Harris, Daniel Robinson, William
[ |06-2014 Validated by Timekeeper | GSULLIVAN Sullivan Gary OCFO Harris, Daniel Martinez, Sophia
[ 06-2014 Saved CWILLIAMS Williams Chris QOCFO Harris, Daniel Robinson, William
4

view [25]

Slide notes

And then, we will select the Search button.

Page 95 of 130

©Kronos, Incorporated



USDA Timekeeper webTA Employee Timesheets

Slide 98 - Slide 98

."\/\/EB'I'A'4 Employee D

Timekeeper Main Menu =

Select Employees

Inbox [64] | Settings | Help | Log Out

4 of 14 Records

Select Action

Timesheets
Timesheet

Profiles and Settings

Timesheet Profile

[ http://webta.kronosfederal.com/nfchostd,/ TimesheetManagement }

Leave and Premium Pay
Leave Balances

Leave Calendar

L o

Send Messages
Send Message

( Pay Period: Timesheet Status: User ID: Last Name: First Name: Organization: 8)
[06 - 2014 : Mar 23, 2014-Apr 05, 2014 *  [~] | I || |
Timekeeper: Supervisor: Delegates For: Ti heet Type:
| | |[NoNE[=]  [AW
[ ' ¥ Pay Period Timesheet Status User ID Last Name First Name Organization Timekeeper Supenisor =
[ 06-2014 Pre-processed JADAMS Adams Julie QOCFO Harris, Daniel Robinson, William
[ | 06-2014 Validated by Timekeeper  JALLEN Allen Jared QOCFO Harris, Daniel Robinson, William
[ |06-2014 Validated by Employee BDAVIS Davis Ben QOCFO Harris, Daniel Robinson, William
[ 06-2014 Pre-processed MJACKSON Jackson Madison QOCFO Harris, Daniel Robinson, William
[ 06-2014 Saved MJOHNSON Johnson Mark QOCFO Harris, Daniel Robinson, William
[ 06-2014 Validated by Timekeeper | JJONES Jones Janet QOCFO Harris, Daniel Robinson, William
[ 06-2014 Saved MLEE Lee Michael QOCFO Harris, Daniel Robinson, William
[ 06-2014 Validated by Timekeeper ELEWIS Lewis Emma OCFO Harris, Daniel Martinez, Sophia
[ 06-2014 Validated by Timekeeper SMARTINEZ | Martinez Sophia QOCFO Harris, Daniel Administrator, The
[ 06-2014 Saved SMILLER Miller Samantha QOCFO Harris, Daniel Robinson, William
[ 06-2014 Saved WROBINSON | Robinson William QOCFO Harris, Daniel Martinez, Sophia
[ 06-2014 Validated by Timekeeper | TSMITH Smith Tina QOCFO Harris, Daniel Robinson, William
[ |06-2014 Validated by Timekeeper | GSULLIVAN Sullivan Gary OCFO Harris, Daniel Martinez, Sophia
[ 06-2014 Saved CWILLIAMS Williams Chris QOCFO Harris, Daniel Robinson, William
4

view [25]
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WEBTA' covioye: s

Inbox [64] | Settings | Help | Log Out

Timekeeper Main Menu =

Select Employees

1-5 of & Records

Select Action

Timesheets
Timesheet

Timesheet Summary
Validate Selected
Validate All

Create Correction
Processed Timesheets
Default Schedule
Default Schedule

Profiles and Settings
Timesheet Profile

Default Timesheet Profile
Employee Profile

| Cancel |

Pay Period: Timesheet Status: User ID: Last Name: First Name: Organization: =
|06 - 2014 : Mar 23, 2014-Apr 05,2014 * [~ |[Sawed [=]]| | I [[an [~]
Timekeeper: Supervisor: Delegates For: Ti heet Type:
| I | INONE[+] [All [=]

[Soarch
[ = » Pay Period Timesheet Status User ID Last Name First Name Organization Timekeeper Supendsor
[ [06-2014 Saved MJOHNSON Johnson Mark OCFO Harris, Daniel Robinson, William
[ [06-2014 Saved MLEE Lee Michael OCFO Harris, Daniel Robinson, William
[ |06 - 2014 Saved SMILLER Miller Samantha OCFO Harris, Daniel Robinson, William
[ |06-2014 Saved WROBINSON | Robinson William OCFO Harris, Daniel Martinez, Sophia
[ |06-2014 Saved CWILLIAMS Williams Chris OCFO Harris, Daniel Robinson, William

Leave and Premium Pay Send Messages
Leave Balances Send Message
Leave Calendar

Leave Requests

Premium Pay Requests

Slide notes

Because it is late in the pay period, and these employees are in danger of not being paid, we are going
to complete their timesheets for them. But rather than go to each timesheet, one by one, we want to

select them all, and have webTA step us through them.
First, we will select the Select All checkbox in the header row. Select next to continue.
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-
(1 1] ™
° WE BTA Employee Timekeeper Inbox [64] | Settings | Help | Log Out
Timekeeper Main Menu =
Select Employees
( Pay Period: Timesheet Status: User ID: Last Name: First Name: Organization: 8)
|06 - 2014 : Mar 23, 2014-Apr 05,2014 * [~ |[Sawed [=]]| | I [[an [~]
Timekeeper: Supervisor: Delegates For: Ti heet Type:
| I | INONE[+] [All
n ¥ Pay Period Timesheet Status User ID Last Name First Name Organization Timekeeper Supendsor
[ [06-2014 Saved MJOHNSON Johnson Mark OCFO Harris, Daniel Robinson, William
[ [06-2014 Saved MLEE Lee Michael OCFO Harris, Daniel Robinson, William
[ |06 - 2014 Saved SMILLER Miller Samantha OCFO Harris, Daniel Robinson, William
[ |06-2014 Saved WROBINSON | Robinson William OCFO Harris, Daniel Martinez, Sophia
[ |06-2014 Saved CWILLIAMS Williams Chris OCFO Harris, Daniel Robinson, William
15 of 5 Records 1
Select Action
Timesheets Profiles and Settings Leave and Premium Pay Send Messages
Timesheet Timesheet Profile Leave Balances Send Message
Timesheet Summary Default Timesheet Profile Leave Calendar
Validate Selected Employee Profile Leave Requests
Validate All Premium Pay Requests
Create Correction
Processed Timesheets
Default Schedule
Default Schedule
| Cancel J
Slide notes
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Timekeeper Main Menu =

“WEBTA" crvioyee Ermmmes

Select Employees

Inbox [64] | Settings | Help | Log Out

&

of & Records

Select Action

Timesheets
Timesheet

Timesheet Summary
Validate Selected
Validate All

Create Correction
Processed Timesheets
Default Schedule
Default Schedule

| Cancel |

Profiles and Settings
Timesheet Profile

Default Timesheet Profile
Employee Profile

Leave and Premium Pay Send Messages
Leave Balances Send Message
Leave Calendar

Leave Requests

Premium Pay Requests

Pay Period: Timesheet Status: User ID: Last Name: First Name: Organization:

|06 - 2014 : Mar 23, 2014-Apr 05,2014 * [~ |[Sawed [=]]| | I [[an [~]

Timekeeper: Supervisor: Delegates For: Ti heet Type:

| I | INONE[+] [All

¥ Pay Period Timesheet Status User ID Last Name First Name Organization Timekeeper Supendsor
06 - 2014 Saved MJOHNSON Johnson Mark OCFO Harris, Daniel Robinson, William
06 - 2014 Saved MLEE Lee Michael OCFO Harris, Daniel Robinson, William
06 - 2014 Saved SMILLER Miller Samantha OCFO Harris, Daniel Robinson, William
06 - 2014 Saved WROBINSON | Robinson William OCFO Harris, Daniel Martinez, Sophia
06- 2014 Saved CWILLIAMS Williams Chris OCFO Harris, Daniel Robinson, William

Slide notes

If we knew that these timesheets were already completed, and only needed validation, we could select
the Validate Selected or Validate All links. But in this case, we want to have the opportunity to edit
them, so we will select the Timesheet link. Select next to continue.
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Timekeeper Main Menu =

Select Employees

'I'\/\/EB.I-A'4 Employee Timekeeper

Inbox [64] | Settings | Help | Log Out

( Pay Period:

Timesheet Status: User ID: Last Name: First Name: Organization:

|06 - 2014 : Mar 23, 2014-Apr 05,2014 * [~ |[Sawed

[=]| I I [[ar_[+]

Select Action

Timesheets
Timesheet Summary
Validate Selected
Validate All

Create Correction
Processed Timesheets
Default Schedule
Default Schedule

| Cancel |

Profiles and Settings
Timesheet Profile

Default Timesheet Profile
Employee Profile

[ http://webta.kronosfederal.com/nfchostd/TimesheetManagement® ]

Timekeeper: Supervisor: Delegates For: Ti heet Type:
| I | INONE[+] [All
[Soarch
¥ Pay Period Timesheet Status User ID Last Name First Name Organization Timekeeper Supendsor
06 - 2014 Saved MJOHNSON Johnson Mark OCFO Harris, Daniel Robinson, William
06 - 2014 Saved MLEE Lee Michael OCFO Harris, Daniel Robinson, William
06 - 2014 Saved SMILLER Miller Samantha OCFO Harris, Daniel Robinson, William
06 - 2014 Saved WROBINSON | Robinson William OCFO Harris, Daniel Martinez, Sophia
06 - 2014 Saved CWILLIAMS Williams Chris OCFO Harris, Daniel Robinson, William
16 of § Records View

Leave and Premium Pay Send Messages
Leave Balances Send Message
Leave Calendar

Leave Requests

Premium Pay Requests

Slide notes
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.:I ™ |
) WE BTA Employee Timekeeper Inbox [64] | Settings | Help | Log Out
Timekeeper Main Menu > Select Employees =
. Un\raﬁiated Validated Certified Sent
Timesheet st O—
° 10f5
Employee: Johnson, Mark Timesheet Type: Regular
Pay Period: |06 - 2014 : Mar 23, 2014-Apr 05, 2014 * S E| Go Status: Saved
: Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat
Transaction | Account | 55, an4 ans 26 an7 ans 329 ;30 s 4701 4002 4103 4704 4505 |
Time In / Time Qut |
Start Time 12:00am [12:00am [12:00am 12:00am 12:00am |12:00am [12:00am 12:00am 12:00am [12:00am [12:00am 12:00am [12:00am [12:00am | |
End Time 12:00am [12:00am [12:00am 12:00am [12:00am 12:00am 12:00am 12:00am [12:00am |12:00am |12:00am 12:00am 12:00am 12:00am |=|
Work Time
32-Comp
Select
[X]TimerTravel e 3.00
Earned
Work Time Total 3:00
Time In/Time Qut
Start Time 12:00am [12:00am 12:00am 12:00am 12:00am [12:00am [12:00am 12:00am |12:00am |12:00am |12:00am 12:00am |12:00am |12:00am |
End Time 12:00am 12:00am 12:00am [12:00am [12:00am 12:00am 12:00am 12:00am 12:00am [12:00am 12:00am 12:00am [12:00am |12:00am |
Leave Time
62 - Sick Select 5
Lea\.re Account 800
Leave Time Total 8:00
Daily Total 3:.00 8:.00
Dollar Transactions
Daily Total
m Totals Remarks(0) Leave Balances |\
Su M T w Th F Sa Su M T W Th F Sa
03:23 0324 03725 03/26 0327 0328 0328 03/30 03131 04/01 04702 04/03 04/04 04/05
e i »

Slide notes

Note that we now see the first selected timesheet. Also note the navigation controls that allow us to
move from timesheet to timesheet among the 5 we selected. Let's take a look at the next timesheet by
selecting the next link in the upper right. Select next to continue.
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\/\/EB.I-AN Employee Timekeeper

Inbox [64] | Settings | Help | Log Out

Timekeeper Main Menu > Select Employees =

Timesheet

Employee: Johnson, Mark

Un\raﬁiated Validated Certified Sent
- S S =

n1of5

Timesheet Type: Regular

Pay Period: |06 - 2014 : Mar 23, 2014-Apr 05, 2014 * S E| | Go | Status: Saved
- Sun Mon Tue Wed Thu Sat Sun Mon Tue Wed Thu Fri Sat
URNEEEII Sesiliut | o5 | B aws | omn | aw 329 330 3B1 . 401 402 403 404 | 4005
Time In / Time Qut
Start Time 12:00am 12:00am 12:00am 12:00am 12:00am |12:00am |12:00am 12:00am [12:00am [12:00am |12:00am 12:00am 12:00am |12:00am
End Time 12:00am [12:00am [12:00am 12:00am [12:00am 12:00am 12:00am 12:00am [12:00am 12:00am 12:00am 12:00am 12:00am [12:00am |=
Work Time
32-Comp
Select
[X]TimerTravel e 3.00
Earned
Work Time Total 3:.00
Time In/Time Qut
Start Time 12:00am |12:00am 12:00am 12:00am 12:00am [12:00am |12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am |12:00am
End Time 12:00am [12:00am [12:00am 12:00am [12:00am 12:00am 12:00am 12:00am [12:00am 12:00am 12:00am 12:00am 12:00am [12:00am
Leave Time
62 - Sick Select 5
Leave Account 800
Leave Time Total 8:00
Daily Total 3:.00 8:.00
Dollar Transactions
Daily Total
m Totals Remarks(0) Leave Balances
Su M T w Th F Sa Su M T W Th F Sa
03:23 0324 03725 03/26 0327 0328 0328 03/30 03131 04/01 04702 04/03 04/04 04/05

[ http://webta.kronosfederal.com/nfchostd/ Timesheethanagement® 1 I

Slide notes
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.:I ™
) WE BTA Employee Timekeeper Inbox [64] | Settings | Help | Log Out
Timekeeper Main Menu > Select Employees =
. Un\raﬁiated Validated Certified Sent
Timesheet st O—
Q025
Employee: Lee, Michael Timesheet Type: Regular
Pay Period: |06 - 2014 : Mar 23, 2014-Apr 05, 2014 * S E| Go Status: Saved
; Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sa
UEISEET, | sl 323 | 3p4 | 3p5 | 3p6 | 37 | ampe | ape ano | 3m 4 402 | 403 | apa | 4
Time In / Time Qut
Start Time 12:00am 12:00am 12:00am_12:00am _12:00am_12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00:
End Time 12:00am [12:00am 12:00am [12:00am [12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am [12:00am 12:00am 12:00i=
Work Time
D1 -Regular 02000001A1P
Base Pay  (Account2)
Work Time Total
Time In/Time Cut |
Start Time 12:00am [12:00am 12:00am 12:00am [12:00am 12:00am 12:00am 12:00am [12:00am 12:00am 12:00am 12:00am 12:00am 12:00i
End Time 12:00am 12:00am 12:00am 12:00am [12:00am [12:00am [12:00am 12:00am [12:00am 12:00am 12:00am 12:00am [12:00am 12:00i
Leave Time
Leave Time Total
Daily Total
Dollar Transactions
Daily Total
m Totals Remarks(0) Leave Balances
Su M T W Th 2 Sa Su T Sa
03123 0324 03725 03/26 0327 03128 0328 03/30 03131 04/01 04/05
8:00 200 8:00 a:00 8:00 8:00 8:00
8:00 200 8:00 8:00 8:00 8:00 8:00
oF L - ;

Slide notes

You can move from timesheet to timesheet, filling them out and then validating them on behalf of the
employees, as we covered before. In this example, we are going to return to the Main Menu by

selecting the Timekeeper link. Select next to continue.
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™ [
WE BTA Employee Timekeeper Inbox [64] | Settings | Help | Log Out
Timekeeper Main Menu > Select Employees =
. Un\raﬁiated Validated Certified Sent
Timesheet st O—
Q025
Employee: Lee, Michael Timesheet Type: Regular
Pay Period: |06 - 2014 : Mar 23, 2014-Apr 05, 2014 * S E| | Go Status: Saved
; Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sa
Transaction | Account a3 | 3@4 | 325 | 36 | 327 | 3ps 329 aro | 3 4101 402 | 4m3 | 404 | an|
Time In / Time Qut
Start Time 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am
End Time 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am
Work Time
D1 -Regular 02000001A1P
Base Pay  (Account2)
Work Time Total
Time In/ Time Qut
Start Time 12:00am [12:00am 12:00am 12:00am [12:00am 12:00am 12:00am 12:00am [12:00am 12:00am 12:00am 12:00am 12:00am
End Time 12:00am 12:00am 12:00am 12:00am [12:00am [12:00am [12:00am 12:00am 12:00am 12:00am 12:00am [12:00am 12:00am
Leave Time
Leave Time Total
Daily Total
Dollar Transactions
Daily Total
m Totals Remarks(0) Leave Balances
Su M T W Th E Sa Su M T W Th F Sa
03123 0324 03725 03/26 0327 03128 0328 03/30 03131 04/01 04/02 04/03 04/04 04/05
8:00 200 8:00 a:00 8:00 8:00 8:00 2:00 8:00 8:00
8:00 200 8:00 8:00 8:00 8:00 8:00 8:00 8:00 8:00
G i B o v

Slide notes
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Timekeeper Main Menu

Ermployees
Select Employees
Ermployes Leave Requests

Employee Premium Pay Requests

Reports
Repaorts
My Saved and Scheduled Reports
Adhoc Report Managerment

COP Events

I:I ™
° WEBTA Employee Timekeeper

Continuation of Pay (COP)

Inbox [1] | Settings | Help | Loy OQut

Accounting

Accounts

Schedule
Employes Schedules List Wiew
Employes Schedules Grid Wiew
Schedule Templates

Shifts

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

Reassign Employess to Supervisor

Slide notes

In certain cases, it may be necessary for you to correct an employee’s timesheet that has already been
processed by the payroll provider. To create a correction, begin by accessing the Select Employees

page. Select next to continue.
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.:. ™
° WEBTA Employee Timekeeper Inbox [1] | Settings | Help | Log Out

Timekeeper Main Menu

Employees Accounting

I Select Emplovees 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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Timekeeper Main Menu =

'E'W EBTA covoyee G

Select Employees

Inbox [64] | Settings | Help | Log Out

16 of & Records

Select Action

Timesheets
Timesheet

Timesheet Summary
Validate Selected
Validate All

Create Correction
Processed Timesheets
Default Schedule
Default Schedule

| _Canoel |

Profiles and Settings
Timesheet Profile

Default Timesheet Profile
Employee Profile

Leave and Premium Pay

Leave Balances
Leave Calendar
Leave Requests

Premium Pay Requests

Send Messages
Send Message

Pay Period: Timesheet Status: User ID: Last Name: First Name: Organization: =
X [~| [saved + Emp Validated [~] | | [ [lan [+]

Timekeeper: Supervisor: Delegates For: Ti heet Type:

| I | INONE[+] [All

[ = » Pay Period Timesheet Status User ID Last Name First Name Organization Timekeeper Supendsor
1 |06 - 2014 Validated by Employee | BDAVIS Danis Ben QOCFO Harris, Daniel Robinson, William
[ [06-2014 Saved MJOHNSON Johnson Mark QOCFO Harris, Daniel Robinson, William
[ |06 - 2014 Saved MLEE Lee Michael OCFO Harris, Daniel Robinson, William
[ |06-2014 Saved SMILLER Miller Samantha OCFO Harris, Daniel Robinson, William
[ |06-2014 Saved WROBINSON | Robinson William QOCFO Harris, Daniel Martinez, Sophia
[ |06 -2014 Saved CWILLIAMS Williams Chris OCFO Harris, Daniel Robinson, William

wiew [25] 8

Slide notes

To create a timesheet correction, select the checkbox next to the employee whose timesheet you need
to correct. In this example, we are going to select Samantha Miller. Select next to continue.
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."\/\/EB'I'A'4 Employee D

Timekeeper Main Menu =

Select Employees

Inbox [64] | Settings | Help | Log Out

-8 of 8 Records

Select Action

Timesheets
Timesheet
Timesheet Summary
Validate Selected
Validate All

Create Correction
Processed Timesheets
Default Schedule
Default Schedule

(@Cancely

Profiles and Settings Leave and Premium Pay Send Messages

Timesheet Profile Leave Balances Send Message
Default Timesheet Profile Leave Calendar
Employee Profile Leave Requests

Premium Pay Requests

Pay Period: Timesheet Status: User ID: Last Name: First Name: Organization: =
X [~| [saved + Emp Validated [~] | | [ |

Timekeeper: Supervisor: Delegates For: Ti heet Type:

| I | INONE[+] [All

[ = » Pay Period Timesheet Status User ID Last Name First Name Organization Timekeeper Supendsor
1 |06 - 2014 Validated by Employee | BDAVIS Danis Ben QOCFO Harris, Daniel Robinson, William
[ [06-2014 Saved MJOHNSON Johnson Mark QOCFO Harris, Daniel Robinson, William
[ |06 -2014 Saved MLEE Lee Michael OCFO Harris, Daniel Robinson, William
n 06 - 2014 Saved SMILLER Miller Samantha OCFO Harris, Daniel Robinson, William
[ |06-2014 Saved WROBINSON | Robinson William QOCFO Harris, Daniel Martinez, Sophia
[ |06 -2014 Saved CWILLIAMS Williams Chris OCFO Harris, Daniel Robinson, William

Wiew

Slide notes
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Timekeeper Main Menu =

'E"\/\/EB'I'AN Employee

Select Employees

Inbox [64] | Settings | Help | Log Out

16 of & Records

Select Action

Timesheets
Timesheet

Timesheet Summary
Validate Selected
Validate All

Create Correction
Processed Timesheets
Default Schedule
Default Schedule

[_Cancel |

Profiles and Settings Leave and Premium Pay Send Messages

Timesheet Profile Leave Balances Send Message
Default Timesheet Profile Leave Calendar
Employee Profile Leave Requests

Premium Pay Requests

Pay Period: Timesheet Status: User ID: Last Name: First Name: Organization: =
X [~| [saved + Emp Validated [~] | | [ [lan [+]

Timekeeper: Supervisor: Delegates For: Ti heet Type:

| I | INONE[+] [All

[ = » Pay Period Timesheet Status User ID Last Name First Name Organization Timekeeper Supendsor
1 |06 - 2014 Validated by Employee | BDAVIS Danis Ben QOCFO Harris, Daniel Robinson, William
[ [06-2014 Saved MJOHNSON Johnson Mark QOCFO Harris, Daniel Robinson, William
[ |06 - 2014 Saved MLEE Lee Michael OCFO Harris, Daniel Robinson, William
06 - 2014 Saved SMILLER Miller Samantha OCFO Harris, Daniel Robinson, William
[ |06-2014 Saved WROBINSON | Robinson William QOCFO Harris, Daniel Martinez, Sophia
[ |06 -2014 Saved CWILLIAMS Williams Chris OCFO Harris, Daniel Robinson, William

View

Slide notes

Next, select the Create Correction link in the Select Action section. Select next to continue.
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.:t ™
® WE BT Employee Timekeeper Inbox [64] | Settings | Help | Log Out
Timekeeper Main Menu =
Select Employees
Pay Period: Timesheet Status: User ID: Last Name: First Name: Organization: =
X [~| [saved + Emp Validated [~] | | [ |
Timekeeper: Supervisor: Delegates For: Ti heet Type:
| I | INONE[+] [All
[ Soarch
[ = » Pay Period Timesheet Status User ID Last Name First Name Organization Timekeeper Supendsor
1 |06 - 2014 Validated by Employee | BDAVIS Danis Ben QOCFO Harris, Daniel Robinson, William
[ [06-2014 Saved MJOHNSON Johnson Mark QOCFO Harris, Daniel Robinson, William
[ |06 - 2014 Saved MLEE Lee Michael OCFO Harris, Daniel Robinson, William
06 - 2014 Saved SMILLER Miller Samantha OCFO Harris, Daniel Robinson, William
[ |06-2014 Saved WROBINSON | Robinson William QOCFO Harris, Daniel Martinez, Sophia
[ |06 -2014 Saved CWILLIAMS Williams Chris OCFO Harris, Daniel Robinson, William
148 of & Records 1
Select Action
Timesheets Profiles and Settings Leave and Premium Pay Send Messages
Timesheet Timesheet Profile Leave Balances Send Message
Timesheet Summary Default Timesheet Profile Leave Calendar
Validate Selected Employee Profile Leave Requests
Validate All Premium Pay Requests
[Create Correction |
Processed Timesheets
Default Schedule
Default Schedule
ECancely
[ http://webta.kronosfederal.com/nfchostd/RoleMenu# ] -

Slide notes
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1"

21

=

01-
02-
03-
04 -
05 -
06 -
07 -
08 -
09 -
10-
2014
12-
13-
-
15-
16 -
17 -
18-
19 -
20 -
- 2014
72 -
23-
24 -

Employee:
Select Year: 2014[~| | Go

Pay Period

2014
2014
2014
2014
2014
2014
2014
2014
2014
2014

2014
2014
2014
2014
2014
2014
2014
2014
2014

2014
2014
2014

2044

Create Correction

ot ‘WEBTA" cooioyee Ermms

Timekeeper Main Menu > Select Employees =

MILLER, SAMANTHA

Date Range
Jan 12 — Jan 25
Jan 26 —Feb 8
Feb9 - Feb 22
Feb 23 — Mar 8
Mar 9 — Mar 22
Mar 23 — Apr 5
Apr6 — Apr19
Apr20 — May 3
May 4 — May 17
May 18 — May 31
Jun 1 - Jun 14
Jun 15 — Jun 28
Jun 29 — Jul 12
Jul 13 — Jul 26
Jul 27 — Aug 9
Aug 10 — Aug 23
Aug 24 — Sep b
Sep 7 -Sep 20
Sep21-0ct4
Oct5-0ct 18
Oct 19 — Nov 1
Nov 2 — Mov 15
Nov 16 — MNov 29
Nov 30 — Dec 13

In? 44 L 27

Timesheet Status

Historical
Historical
Historical
Historical
Historical
Regular
Future
Future
Future
Future
Future
Future
Future
Future
Future
Future
Future
Future
Future
Future
Future
Future
Future
Future

Euibuur,

Inbox [64] | Settings | Help | Log Out

Local Correction
Create Local Correction
Create Local Correction
Create Local Correction
Create Local Correction

Create Local Correction

Regular Correction
Create Correction
Create Correction
Create Correction
Create Correction

Create Correction

m

Slide notes

You can view timesheets from previous years by expanding the Select Year drop-down menu and
selecting a different year. In this example, we are going to stay in 2014.

Note the timesheet status column. A status of Historical represents a processed timesheet, and these
links can be selected to view the employee's timesheet summary from that pay period. Regular
represents the current, saved timesheet. The status of Future represents pay periods in the future.

You can also see that there are three types of timesheet corrections. Select next to review the different
types of corrections.
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1"

21

=

01-
02-
03-
04 -
05 -
06 -
07 -
08 -
09 -
10-
2014
12-
13-
-
15-
16 -
17 -
18-
19 -
20 -
- 2014
72 -
23-
24 -

Employee:
Select Year: 2014[~| | Go

Pay Period

2014
2014
2014
2014
2014
2014
2014
2014
2014
2014

2014
2014
2014
2014
2014
2014
2014
2014
2014

2014
2014
2014

2044

Create Correction

ot ‘WEBTA" cooioyee Ermms

Timekeeper Main Menu > Select Employees =

MILLER, SAMANTHA

Date Range
Jan 12 — Jan 25
Jan 26 —Feb 8
Feb9 - Feb 22
Feb 23 — Mar 8
Mar 9 — Mar 22
Mar 23 — Apr 5
Apr6 — Apr19
Apr20 — May 3
May 4 — May 17
May 18 — May 31
Jun 1 - Jun 14
Jun 15 — Jun 28
Jun 29 — Jul 12
Jul 13 — Jul 26
Jul 27 — Aug 9
Aug 10 — Aug 23
Aug 24 — Sep b
Sep 7 -Sep 20
Sep21-0ct4
Oct5-0ct 18
Oct 19 — Nov 1
Nov 2 — Mov 15
Nov 16 — MNov 29
Nov 30 — Dec 13

In? 44 L 27

Timesheet Status

Historical
Historical
Historical
Historical
Historical
Regular
Future
Future
Future
Future
Future
Future
Future
Future
Future
Future
Future
Future
Future
Future
Future
Future
Future
Future

Euibuur,

Inbox [64] | Settings | Help | Log Out

Local Correction
Create Local Correction
Create Local Correction
Create Local Correction
Create Local Correction

Create Local Correction

Regular Correction
Create Correction
Create Correction
Create Correction
Create Correction

Create Correction

m

Slide notes

A Local Correction is a correction where changes to a timesheet are recorded in webTA, but are not
transmitted to the payroll provider, NFC. Perform this type of correction on timesheets that have not
been created, also called missing timesheets, for timesheets that fall outside of the surrounding 26 pay
period window and for changes to timesheets that do not affect pay.

A local correction will be flagged with the letters LC. Select next to continue.
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1"

21

=

01-
02-
03-
04 -
05 -
06 -
07 -
08 -
09 -
10-
2014
12-
13-
-
15-
16 -
17 -
18-
19 -
20 -
- 2014
72 -
23-
24 -

Employee:
Select Year: 2014[~| | Go

Pay Period

2014
2014
2014
2014
2014
2014
2014
2014
2014
2014

2014
2014
2014
2014
2014
2014
2014
2014
2014

2014
2014
2014

2044

Create Correction

ot ‘WEBTA" cooioyee Ermms

Timekeeper Main Menu > Select Employees =

MILLER, SAMANTHA

Date Range
Jan 12 — Jan 25
Jan 26 —Feb 8
Feb9 - Feb 22
Feb 23 — Mar 8
Mar 9 — Mar 22
Mar 23 — Apr 5
Apr6 — Apr19
Apr20 — May 3
May 4 — May 17
May 18 — May 31
Jun 1 - Jun 14
Jun 15 — Jun 28
Jun 29 — Jul 12
Jul 13 — Jul 26
Jul 27 — Aug 9
Aug 10 — Aug 23
Aug 24 — Sep b
Sep 7 -Sep 20
Sep21-0ct4
Oct5-0ct 18
Oct 19 — Nov 1
Nov 2 — Mov 15
Nov 16 — MNov 29
Nov 30 — Dec 13

In? 44 L 27

Timesheet Status

Historical
Historical
Historical
Historical
Historical
Regular
Future
Future
Future
Future
Future
Future
Future
Future
Future
Future
Future
Future
Future
Future
Future
Future
Future
Future

Euibuur,

Inbox [64] | Settings | Help | Log Out

Local Correction
Create Local Correction
Create Local Correction
Create Local Correction
Create Local Correction

Create Local Correction

Regular Correction
Create Correction
Create Correction
Create Correction
Create Correction

Create Correction

m

Slide notes

A Prior Correction creates a new timesheet that is recorded locally and transmitted to the payroll
provider, NFC. Perform this type of correction on timesheets that have not been processed, also called
missing timesheets, or timesheets that fall within the surrounding 26 pay period window. A Prior

Correction will be flagged with the letters PC.

A Prior Correction will be flagged with the letters PC. Select next to continue.

Page 113 of 130

©Kronos, Incorporated



USDA Timekeeper webTA Employee Timesheets

Slide 116 - Slide 116

-
L1 1] ™
WEBTA' tovi 2D
Timekeeper Main Menu > Select Employees =
Create Correction
Employee: MILLER, SAMANTHA
Select Year: 2014[~| | Go
Pay Period Date Range Timesheet Status Local Correction Prior Correction Regular Correction
01-2014 |Jan12-.Jan25 | Historical Create Local Correction Create Correction
02-2014 | Jan26-Feb8 | Historical Create Local Correction Create Correction
03-2014 |Feb9-Feb22 | Historical Create Local Correction Create Correction
04-2014 |Feb23—Mar8 | Historical Create Local Correction | Create Correction L
05-2014 Mar9-Mar22 | Historical Create Local Correction Create Correction i
06-2014 | Mar23-Apr5 |Regular
07-2014  Apr6 - Apr19 Future
08-2014 Apr20-May 3 | Future
09-2014  May 4 — May 17 | Future
10-2014 May 18 — May 31 Future
11-2014  Jun1-.Jun 14 Future
12-2014  Jun15-Jun 28 | Future
13-2014  Jun29-Jul 12 | Future
14-2014 Jul 13 - Jul 26 Future
15-2014 Jul 27 - Aug 9 Future
16-2014  Aug 10 — Aug 23 | Future
17-2014  Aug 24 —Sep6 | Future
16-2014 Sep7-Sep20 | Future
19-2014 Sep21-0ctd  Future
20-2014  Oct5-0ct18 | Future
21-2014  Oct 19— Nov1 Future
22-2014  Nov2-Nov15 | Future
23-2014  Nov16—Nov29 | Future
24-2014  Nov30-Dec 13 | Future
20 2044 In? 44 L 27 Eutug il

Slide notes

A Regular Correction is recorded in webTA and transmitted to the payroll provider, NFC. This option is
available only for processed timesheets that have been processed within the previous 26 pay periods.
These corrections are flagged with the letter C. Select next to continue.
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1"

21

=

01-
02-
03-
04 -
05 -
06 -
07 -
08 -
09 -
10-
2014
12-
13-
-
15-
16 -
17 -
18-
19 -
20 -
- 2014
72 -
23-
24 -

Employee:
Select Year: 2014[~| | Go

Pay Period

2014
2014
2014
2014
2014
2014
2014
2014
2014
2014

2014
2014
2014
2014
2014
2014
2014
2014
2014

2014
2014
2014

2044

Create Correction

ot ‘WEBTA" cooioyee Ermms

Timekeeper Main Menu > Select Employees =

MILLER, SAMANTHA

Date Range
Jan 12 — Jan 25
Jan 26 —Feb 8
Feb9 - Feb 22
Feb 23 — Mar 8
Mar 9 — Mar 22
Mar 23 — Apr 5
Apr6 — Apr19
Apr20 — May 3
May 4 — May 17
May 18 — May 31
Jun 1 - Jun 14
Jun 15 — Jun 28
Jun 29 — Jul 12
Jul 13 — Jul 26
Jul 27 — Aug 9
Aug 10 — Aug 23
Aug 24 — Sep b
Sep 7 -Sep 20
Sep21-0ct4
Oct5-0ct 18
Oct 19 — Nov 1
Nov 2 — Mov 15
Nov 16 — MNov 29
Nov 30 — Dec 13

In? 44 L 27

Timesheet Status

Historical
Historical
Historical
Historical
Historical
Regular
Future
Future
Future
Future
Future
Future
Future
Future
Future
Future
Future
Future
Future
Future
Future
Future
Future
Future

Euibuur,

Inbox [64] | Settings | Help | Log Out

Local Correction
Create Local Correction
Create Local Correction
Create Local Correction
Create Local Correction

Create Local Correction

Regular Correction
Create Correction
Create Correction
Create Correction
Create Correction

Create Correction

m

Slide notes

Note that only valid options for timesheet corrections are available. For example, we do not have the
option to create a Prior Correction on this list. That is because Prior Corrections are only needed for
pay period where a timesheet does not exist. For pay periods with existing timesheets, we only see the

Create Local and Create Correction buttons.

To create a correction, select the Create Correction button for the pay period you wish to correct. In
this example, we are going to select Regular Correction for pay period 1. Select next to continue.
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Create Correction

Select Year: 2014[~| | Go |

Pay Period Date Range
01-2014 | Jan12-Jan 25
02-2014 |Jan26-Feb$§
03-2014 Feb9-Feb22
04-2014 | Feb23-Mar8
05-2014  Mar 9 - Mar 22
06-2014 | Mar 23 - Aprb
07 -2014 | Apr6 - Apr19
08-2014 | Apr20- May 3
09-2014  May 4 — May 17
10-2014 | May 18 — May 31
11-2014 [ Jun1 - Jun 14
12-2014 | Jun 15— Jun 28
13-2014 | Jun 29— Jul 12
14-2014 | Jul 13 - Jul 26
15-2014 | Jul 27 - Aug 9
16-2014 | Aug 10 - Aug 23
17-2014 | Aug 24 - Sep 6
16-2014 | Sep7 - Sep 20
19-2014 | Sep21-0Oct4
20-2014 | Oct5-Oct 18
21-2014 | Oct 19— Nov 1
22-2014 | Nov2 — Nov 15
23-2014 | Nov 16 — Nov29

24 INAA Mlna: 20 | 12

'E'\/\/EB'I'AN Employee

Timekeeper Main Menu > Select Employees =

Employee: MILLER, SAMANTHA

Timesheet Status

Historical
Historical
Historical
Historical
Historical
Regular
Future
Future
Future
Future
Future
Future
Future
Future
Future
Future
Future
Future
Future
Future
Future
Future

Future
Evtur,

Local Correction

| Create Local Correction

| Create Local Correction

Create Local Correction

| Create Local Correction

Create Local Correction

[ http://webta.kronosfederal.com/nfchost8/CreateCorrectionTimesheet i

Prior Correction Regular Correction

Create Correct

| Create Correction |

Create Correction
| Create Correction |

Create Correction

Inbox [64] | Settings | Help | Log Out

m

Slide notes
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.:I ™
) WE BTA Employee Timekeeper Inbox [64] | Settings | Help | Log Out
Timekeeper Main Menu > Select Employees =
. Un\raﬁiated Validated Certified Sent
Timesheet st O—
Employee: Miller, Samantha Timesheet Type: Correction
Pay Period: |01-2014 : Jan 12, 2014-Jan 25, 2014 S (C) |Z| Go Status: Saved
: Sun Mon Tue ‘Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri 5|
Transacton - Account  qup | qM3 | 4M4 | 4M5 | A6 | AMT | M8 M9 | 120 1 12 1R3 | 124 | 1)
Time In / Time Cut |
Start Time 12:00am 9:00am 12:00am 12:00am [12:00am 12:00am 12:00am 12:00am (12:00am 12:00am 12:00am 12:00am 12:00am 12:01
End Time 12:00am 5:00pm 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am [12:00am [12:00am 12:00am 12:00am 12:00am 12:01
Work Time =
01- Regular 02000001A1S5 3 7 : < 2 5 2 ¢ 5 d |
ElaseF‘a}' (Account 1) 8:00 8:00 8:00 8:00 8:00 40:00 8:00 8:00 8:00 8:00
Work Time Total 8:00 8:00 8:00 8:00 8:00 40:00 8:00 8:00 8:00 8:00
Time In/Time Qut
Start Time 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am [12:00am 12:00am 12:00am 12:00am 12:00am 12:01
End Time 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am [12:00am 12:01
Leave Time
66 - Federal 02000001A15
(Xloriday (Account 1) S
Leave Time Total 8:00
Daily Total 8:00 8:00 8:00 8:00 8:00 40:00 8:00 8:00 8:00 8:00 8:00
Dollar Transactions
Daily Total
m Totals Remarks(0) Leave Balances
Su M T W Th E Sa Su M T Sa
0112 0113 0114 0115 0116 017 0118 01149 0120 0121 01725
8:00 &:00 8:00 8:00 8:00 8:00 8:00
8:00 200 8:00 8:00 8:00 8:00 8:00
S il L3

Slide notes

Note the C in the pay period field, indicating Correction, and that the Timesheet Type is now listed as a
Correction. In this example, we need to change the account for the Regular pay entries. Select next to

continue.
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™
WE BTA Employee Timekeeper Inbox [64] | Settings | Help | Log Qut
Timekeeper Main Menu > Select Employees =
. Un\uaﬂn.iated Validated Certified Sent
Timesheet 5 o—
Employee: Miller, Samantha Timesheet Type: Correction
Pay Period: |01 - 2014 : Jan 12, 2014-Jan 25, 2014 S (C) |Z| | Go | Status: Saved
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri 5
fransaction | Account | yn> | qp3 | M4 | M5 | M6 | 1M7 | 18 M9 120 11 12 R34 | 1)
Time In/ Time Out
Start Time 12:00am 9:00am 12:00am 12:00am 12:00am [12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:01
End Time 12:00am 5:00pm 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:01
Work Time E
01- Regular P2000001A1S . . . . ’ . : ; ’
BasePay Sl 8:00 8:00 8:00 8:00 8:00 40:00 8:00 8:00 8:00 2.00
Work Time Total 8:00 8:00 8:00 8:00 8:00 40:00 8:00 8:00 8:00 8:00
Time In/Time Qut
Start Time 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am [12:00am 12:00am 12:00am 12:00am [12:01
End Time 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am [12:00am 12:00am 12:00am 12:00am [12:01
Leave Time
66 - Federal 02000001A1S
Ht:liden,r (Account 1) 8:00
+ Leave Time Total 8:00
Daily Total 8:00 §:00 8:00 8:00 8:00 40:00 8:00 8:00 8:00 §:00 8:00
Dollar Transactions
Daily Total
m Totals Remarks(0) Leave Balances
Su M T W Th F Sa Su M T w Th F Sa i
0112 0113 0114 0115 0116 0117 0118 0119 0120 0121 01722 0123 0124 01725
8:00 8:00 8:00 8:00 8:00 8:00 8:00 8:00 8:00 8:00
8:00 8:00 8:00 8:00 8:00 2:00 8:00 8:00 8:00 8:00
[ http://webta.kronosfederal.com/nfchost8/ CreateCorrectionTimesheet# i m 8

Slide notes
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Accounting

Account Search Number of Results

20 |

Select Account

Description

02000001A1S Account 1 Select

02000001A1P Account 2 Select

02000001A2A78997889778989A Account 3 Select

Clear Selection Cancel

Slide notes
Next, we will select Account 3. Select next to continue.
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Accounting

Account Search Number of Results

20 |

Select Account

Description

02000001A1S Account 1 Select

02000001A1P Account 2 Select

02000001A2A78997889778989A Account 3 elect

Clear Selection Cancel

Slide notes
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™
WE BTA Employee Timekeeper Inbox [64] | Settings | Help | Log Qut
Timekeeper Main Menu > Select Employees =
. Un\uaﬂn.iated Validated Certified Sent
Timesheet 5 o—
Employee: Miller, Samantha Timesheet Type: Correction
Pay Period: |01 - 2014 : Jan 12, 2014-Jan 25, 2014 S (C) |Z| Go Status: Saved
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu
A[ancacton KEENI M2 | A3 | 14 | 15 | 116 | M7 | 118 1 me a0 ap1 | p2 | ARz
Time In/ Time Out
Start Time 12:00am 9:00am  12:00am 12:00am 12:00am [12:00am [12:00am 12:00am 12:00am 12:00am 12:00am 12:00a
End Time 12:00am 5:00pm  12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00a
Work Time |
01- Regular D2000001A2AT78997889778989A . : 2 2 B . B 5 B
Elase Pay (Account 3) 8:00 8:00 8:00 8:00 8:00 40:00 8:00 8:00 8:0C
+ Work Time Total 8:00 8:00 8:00 8:00 8:00 40:00 8:00 8:00 8:0C
Time In/Time Qut
Start Time 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am [12:00am 12:00am 12:00am 12:00am 12:00am 12:00a
End Time 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am [12:00am 12:00am 12:00am 12:00am 12:00am 12:00a
Leave Time
66 - Federal ,
Holiday 02000001A15 (Account 1) :00
+ Leave Time Total .00
Daily Total 8:00 8:00 8:00 8:00 §:00 40:00 8:00 8:00 8:00 8:0C
Dollar Transactions
Daily Total
m Totals Remarks(0) Leave Balances
Su M T W Th F Sa Su M T Sa
0112 0113 0114 0115 0116 0117 0118 0119 0120 0121 01725
8:00 200 8:00 &:00 8:00 8:00 8:00 : - 5
8:00 a:00 8:00 8:00 8:00 8:00 8:00 8:00 8:00 8:00
| i v

Slide notes

Next, we will scroll to the bottom of the page.

Select next to continue.
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™
WE BTA Employee Timekeeper Inbox [64] | Settings | Help | Log Qut
Timekeeper Main Menu > Select Employees =
. Un\uaﬂn.iated Validated Certified Sent
Timesheet 5 o—
Employee: Miller, Samantha Timesheet Type: Correction
Pay Period: |01 - 2014 : Jan 12, 2014-Jan 25, 2014 S (C) |Z| Go Status: Saved
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu
s achn GEzdlll M2 | M3 | M4 15 | A6 17 118 1 me a0 ap1 | p2 | ARz
Time In/ Time Out
Start Time 12:00am 9:00am  12:00am 12:00am 12:00am [12:00am [12:00am 12:00am 12:00am 12:00am 12:00am 12:00a
End Time 12:00am 5:00pm  12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00a
Work Time E
01- Regular D2000001A2AT78997889778989A . : 2 2 B . B 5 B
Elase Pay (Account 3) 8:00 8:00 8:00 8:00 8:00 40:00 8:00 8:00 8:0C
+ Work Time Total 8:00 8:00 8:00 8:00 8:00 40:00 8:00 8:00 8:0C
Time In/Time Qut
Start Time 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am [12:00am 12:00am 12:00am 12:00am 12:00am 12:00a
End Time 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am [12:00am 12:00am 12:00am 12:00am 12:00am 12:00a
Leave Time
66 - Federal ,
Holiday 02000001A15 (Account 1) :00
+ Leave Time Total .00
Daily Total 8:00 8:00 8:00 8:00 §:00 40:00 8:00 8:00 8:00 8:0C
Dollar Transactions
Daily Total
m Totals Remarks(0) Leave Balances
Su M T W Th F Sa Su M T W Th F Sa i
0112 0113 0114 0115 0116 0117 0118 0119 0120 0121 01722 0123 0124 01725
8:00 200 8:00 &:00 8:00 8:00 8:00 a:00 8:00 8:00
8:00 a:00 8:00 8:00 8:00 8:00 8:00 8:00 8:00 8:00
| i v

Slide notes
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I:I ™
* WE BTA Employee Timekeeper Inbox [64] | Settings | Help | Log Out
Timekeeper Main Menu > Select Employees =
. Un\raEEIated Validated Certified Sent
Timesheet O —
Employee: Miller, Samantha Timesheet Type: Comrection
Pay Period: |01 - 2014 : Jan 12, 2014-Jan 25, 2014 S (C) |Z| Go Status: Saved
) Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu
Aransacion ~EE M2 | 113 M4 | 115 1016 117 | 1418 M9 | 120 121 122 1123
Time In/Time COut
Start Time 12:00am 9:00am  12:00am 12:00am [12:00am [12:00am [12:00am 12:00am [12:00am 12:00am 12:00am 12:00a
End Time 12:00am 5:00pm  12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00a
Work Time |
01-Regular D2000001AZATB39T889778080A _ & 3 : E + E 5 o
Base Pay (Account 3) 3:00 g:00 3:00 3:00 §:00 40:00 3:00 8:00 8:00
+ Work Time Total 8:00 8:00 8:00 8:00 8:00 40:00 8:00 8:00 8:0(
Time In/ Time Cut
Start Time 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am [12:00am 12:00am 12:00am [12:00am 12:00am 12:00a
End Time 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am [{12:00am 12:00am 12:00am 12:00am 12:00am 12:00a
Leave Time
66 - Federal :
Hmiday 02000001415 (Account 1) 8:00
+ Leave Time Total a:00
Daily Total 8:00 8:00 8:00 8:00 8:00 40:00 8:00 8:00 8:00 8:0(
Dollar Transactions
Daily Total
m Totals Remarks(0) Leave Balances
Su M T W Th F Sa Su M T W Th F Sa R
o112 0113 0114 0115 01116 0117 0118 0119 01/20 01721 01722 01:23 0124 0125
8:00 200 8:00 &8:00 8:00 8:00 8:00 a:00 8:00 8:00
8:00 a:00 8:00 8:00 8:00 8:00 8:00 a:00 8:00 8:00
e T 3

Slide notes
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. Unvalidated Validated Cerfified  Sent
Timesheet 5] o—
Employee: Miller, Samantha Timesheet Type: Correction
Pay Period: |01 - 2014 : Jan 12, 2014-Jan 25, 2014 S (C) |Z| Go Status: Saved
: Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu
Transaction eI M2 | 113 114 | 115 | 1016 m7r | e WM qme | p0 | am 122 1123
Time In / Time Out
Start Time 12:00am 9:00am 12:00am 12:00am [12:00am [12:00am [12:00am 12:00am [12:00am 12:00am 12:00am 12:00a
End Time 12:00am 5:00pm 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12-:00am 12:00a
Work Time
01- Regular D2000001A2A730073207730804 , : : ; . : : : ;
Elase Pay (Account 3) 8:00 8:00 8:00 8:00 8:00 40:00 8:00 8:00 8:0C
+ Work Time Total 8:00 8:00 8:00 8:00 8:00 40:00 8:00 8:00 8:0C
Time In/Time Out
Start Time 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am [12:00am 12:00am 12:00am 12:00am 12:00am 12:00a
End Time 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am [12:00am 12:00am 12:00am 12:00am 12:00am 12:00a
Leave Time
66 - Federal ,
Holiday 02000001A1S (Account 1) 8:00
Leave Time Total a:00
Daily Total 8:00 8:00 8:00 8:00 8:00 40:00 8:00 8:00 8:00 8:0C|F |
Dollar Transactions
Daily Total
m Totals Remarks(0) Leave Balances
Su M T W Th F Sa Su M T W Th F Sa
o112 0113 0114 0115 0116 0117 0118 0119 01/20 01721 01722 01:23 0124 0125
8:00 200 8:00 a:00 8:00 8:00 8:00 2:00 8:00 8:00
8:00 a:00 8:00 8:00 8:00 8:00 8:00 a:00 8:00 8:00
Action Remarks: N
Characters Remaining: 255
Save Validate Delete Timesheet Remove All Entries Original Timesheet Cancel
| . r

Slide notes
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1

Fdy FETous 0T - 2073 7 JaIT T2, Z0T3-JdIT Z5, 20T 3T ] e SESE Saved
: Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu
anedchon Ecount 112 113 M4 | 105 116 117 e WK 4hg 120 121 1122 1122
Time In/Time Qut
Start Time 12:00am 9:00am  12:00am 12:00am 12:00am 12:00am [12:00am 12:00am 12:00am [12:00am 12:00am 12:00a
End Time 12:00am 5:00pm 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00a
Work Time
01- Regular D2000001AZATE997380778980A i 8 8 : g . g 8 -
Elase Pay (Account 3) 8:00 §:00 8:00 8:00 §:00 40:00 8:00 8:00 8:0C
+ Work Time Total 8:00 3:00 8:00 8:00 §:00 40:00 8:00 3:00 8:0C
Time In/ Time Cut
Start Time 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am [12:00am 12:00am 12:00am 12:00am 12:00am 12:00a
End Time 12:00am [12:00am 12:00am 12:00am [12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00a
Leave Time
66 - Federal ;
Holiday 02000001A1S (Account 1) 8:00
+ Leave Time Total 8.00 |
Daily Total 8:00 8:00 8:00 8:00 8:00 40:00 8:00 8:00 8:00 8:0C/= |
Dollar Transactions
Daily Total
m Totals Remarks(0) Leave Balances
Su M T W Th F Sa Su M T W Th F 3a
0112 0113 01/14 0115 01116 017 0118 01119 01720 01/21 01722 0123 01724 01i25
300 200 3:00 200 8:00 .00 8:00 2:00 g:00 8:00
8:00 200 8:00 200 8:00 .00 8:00 2:00 g:00 8:00
Action Remarks: »
Characters Remaining: 255
| Save Validate | | Delete Timesheet Remove All Entries | | Original Timesheet Cancel

Slide notes

Note that the same buttons are available, but now there is also a button for Original Timesheet. This
button is there in case you need to view the original timesheet for this pay period. In this case, we do
not need to see the original at this time, so we will select the Validate button. Select next to continue.
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Fdy FETous 0T - 2073 7 JaIT T2, Z0T3-JdIT Z5, 20T 3T ] e SESE Saved
: Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu
anedchon Ecount 112 113 M4 | 105 116 117 e WK 4hg 120 | 12 1122 1122
Time In/Time Cut
Start Time 12:00am 9:00am  12:00am 12:00am 12:00am 12:00am [12:00am 12:00am 12:00am [12:00am 12:00am 12:00a
End Time 12:00am 5:00pm 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00a
Work Time
01- Regular D2000001AZATE997380778980A i 8 8 : g . g z 2
Elase Pay (Account 3) 8:00 §:00 8:00 8:00 §:00 40:00 8:00 8:00 8:0C
+ Work Time Total 8:00 3:00 8:00 3:00 §:00 40:00 8:00 3:00 8:0C
Time In/ Time Cut
Start Time 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am [12:00am 12:00am 12:00am 12:00am 12:00am 12:00a
End Time 12:00am [12:00am 12:00am 12:00am [12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00a
Leave Time
66 - Federal ;
Holiday 02000001A1S (Account 1) 8:00
+ Leave Time Total 8.00 |
Daily Total 8:00 8:00 8:00 8:00 8:00 40:00 8:00 8:00 8:00 8:0C/= |
Dollar Transactions
Daily Total
m Totals Remarks(0) Leave Balances
Su M T W Th F Sa Su M T W Th F 3a
0112 0113 01/14 0115 01116 017 0118 01119 01720 01/21 01722 0123 01724 01i25
300 200 3:00 200 8:00 .00 8:00 2:00 g:00 8:00
8:00 200 8:00 200 8:00 .00 8:00 2:00 g:00 8:00
Action Remarks: .
Characters Remaining: 255
| Save Validate | | Delete Timesheet Remove All Entries | | Original Timesheet | | Cancel | |
“ L r

Slide notes
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'E'\/\/EB'I'AN Employee R

Timekeeper Main Menu > Select Employees =

Timesheet

Employee: Miller, Samantha

Pay Period: |01-2014: Jan 12, 2014-Jan 25, 2014 VT (C)

[x]  Go |

Unvalidated

Inbox [64] | Settings | Help | Log Out

Timesheet Type: Cormrection
Status: Validated by Timekeeper

Validated Certified
4 O

Sent

6) i
: Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu
Aansackon Aot M2 | 113 14 | s | 6| 1A7 | 118 e | o | | w2 e
Time In/ Time Cut r
Start Time 12:00am 9:00am  12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00a
End Time 12:00am 5:00pm 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am [12:00am 12:00am 12:00am 12:00a
Work Time
01- Regular 02000001AZAT78997389778989A i : 5 2 . i . 2 .
ElaseF‘ay (Account 3) 8:00 8:00 8:00 8:00 8:00 40:00 8:00 8:00 8:0C
Work Time Total 8:00 8:00 .00 8:00 &:00 40:00 8:00 3:00 8:0C
Time In / Time Out
Start Time 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00a
End Time 12:00am [12:00am 12:00am [12:00am 12:00am 12:00am 12:00am 12:00am [12:00am 12:00am [12:00am 12:00a
Leave Time
66 - Federal ,
Holiday 02000001A1S (Account 1) 8:00
+ Leave Time Total 8:00
Daily Total 8:00 8:00 8:00 8:00 8:00 40:00 8:00 8:00 8:00 8:0C
Dollar Transactions
Daily Total
m Totals Remarks(0) Leave Balances
Su M T W Th F Sa Su M T w Th F 3a
0112 0113 01/14 01/15 01116 017 0118 01119 01/20 01/21 01722 01/23 01724 01i25
8:00 200 8:00 800 8:00 .00 8:00 2:00 8:00

e

I

8:00

Slide notes

Note that the status is now Validated by Timekeeper. The employee's Supervisor will still need to
certify this timesheet, just as they would for a regular timesheet. We will select the Timekeeper tab to
return to the Timekeeper Main Menu. Select next to continue.
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-
L ™
WE BTA Employee Timekeenel Inbox [64] | Settings | Help | Log Qut
Timekeeper Main Menu > Select Employees =
. Unvalidated Valig:uued Certified Sent
Timesheet —0 ® O—
Employee: Miller, Samantha Timesheet Type: Cormrection
Pay Period: |01 - 2014 : Jan 12, 2014-Jan 25, 2014 VT (C) |Z| Go | Status: Validated by Timekeeper
Y.
: Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu
Aansackon Aot M2 | 113 14 | s | 6| 1A7 | 118 e | o | | w2 e
Time In/ Time Cut r
Start Time 12:00am 9:00am  12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00a
End Time 12:00am 5:00pm 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am [12:00am 12:00am 12:00am 12:00a
Work Time
01- Regular 02000001A2A78997889778989A : 2 : 2 . . = : :
ElaseF‘ay (Account 3) 8:00 8:00 8:00 8:00 8:00 40:00 8:00 8:00 8:0C
Work Time Total 8:00 8:00 .00 3:00 &:00 40:00 8:00 3:00 8:0C
Time In / Time Out
Start Time 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00a
End Time 12:00am [12:00am 12:00am [12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00am 12:00a
Leave Time
66 - Federal ,
Holiday 02000001A1S (Account 1} 8:00
+ Leave Time Total 8:00
Daily Total 8:00 8:00 8:00 8:00 8:00 40:00 8:00 8:00 8:00 8:0C
Dollar Transactions i
Daily Total
m Totals Remarks(0) Leave Balances
Su M T w Th E Sa Su M T W Th E Sa
o112 0113 0114 0115 0116 0117 0118 0119 01/20 01721 01722 01723 0124 01125
8:00 a:00 8:00 8:00 8:00 8:00 8:00 a:00 8:00 8:00 -
[ http://webta.kronosfederal.com/nfchostd/RoleMenu/TimekeeperMainMenu L, ] b

Slide notes
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Ermployees
Select Employees

Ermployes Leave Requests

Reports
Repaorts

Adhoc Report Managerment

COP Events

ae ™
° WEBTA Employee Timekeeper

Timekeeper Main Menu

Employee Premium Pay Requests

My Saved and Scheduled Reports

Continuation of Pay (COP)

Inbox [1] | Settings | Help | Loy OQut

Accounting

Accounts

Schedule
Employes Schedules List Wiew
Employes Schedules Grid Wiew
Schedule Templates

Shifts

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

Reassign Employess to Supervisor

Slide notes
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Slide 132 - Finish

Select the Finish button.

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