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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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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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And then, we will select the Search button.  
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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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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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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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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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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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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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Next, select the Create Correction link in the Select Action section. Select next to continue.   
 



USDA Timekeeper webTA Employee Timesheets 

Page 110 of 130  ©Kronos, Incorporated 

Slide 112 - Slide 112 

 
Slide notes 
 



USDA Timekeeper webTA Employee Timesheets 

Page 111 of 130  ©Kronos, Incorporated 

Slide 113 - Slide 113 

 
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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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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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. 
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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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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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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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Next, we will select Account 3. Select next to continue.  
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Next, we will scroll to the bottom of the page.  Select next to continue.   
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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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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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You have completed this lesson. To continue, select the Finish button.   
 
 


