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Slide 1 - Learning Objectives 

 
Slide notes 
Welcome to the webTA for Timekeepers training course.  In this lesson, you will learn about the Select 
Employees page. Select next to continue.  
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Slide notes 
The Select Employees link on the Timekeeper Main Menu is where you can see a list of the employees 
assigned to you and then perform functions on their behalf.  Select next to continue.   
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Slide notes 
The Select Employees page lists the timesheets of all employees assigned to you, provides search 
capabilities, and provides access to timesheets, profiles and other actions and functions. 
In the top section of the Select Employees page, you will find a set of drop-down menus and search 
fields that allow you to filter the list by pay period, timesheet status, organization, delegate and 
timesheet type.   
You can also enter text into the entry fields for User ID, first, and last name, as well as timekeeper or 
supervisor name.   
A combination of any, or all of these options can be used to filter the list of employees shown.  Selecting 
the Search button will filter this list by the criteria you input, and the Clear button will reset these fields.   
Select next to continue.   
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Slide notes 
As you can see, the default setting is to display Timesheets from All pay periods that are in the Saved 
and Employee Validated state. In this example, we want to change the pay period to the Current period 
and then select the Search button. Select next to continue. 
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Slide notes 
Next, we want to see all timesheets, regardless of status, so we will expand the Timesheet Status 
dropdown, select All, and then click the Search button. Select next to continue.  
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Slide notes 
Now, we can see all employee timesheets for the current period.  
These search fields can be very helpful in your role as a timekeeper.  Let's look at an example you may 
experience.  In this scenario, it is the end of the pay period, and you want to send out a reminder to 
your employees to complete and validate their timesheets so they can be certified, and processed.   
You could run the unvalidated timesheets report, note the employees and then send each an email.  Or, 
you could come to the Select Employees page, filter the list to identify those who have not validated 
their timesheets and then send them a message.   
First, we will change the Timesheet Status to Saved to remove the Validated timesheets. Select next to 
continue. 
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Slide notes 
Now we will select the Search button to filter the list. Select next to continue. 
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Slide notes 
Note that our list of employees has been filtered to include only those employees with a saved 
timesheet for pay period 9.  To send them a reminder message, we will use the select all checkbox at 
the top of the first column to select all, and then select the Send Message action from the Select Action 
section.  Select next to continue.   
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Slide notes 
Here, you can see that all the selected employees are recipients in our webTA message. You could 
type a Subject, select High Importance and enter the text of your message in the Body field, as needed. 
In this example, we are going to go back to the Select Employees page by clicking the Cancel button. 
Select next to continue.  
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Slide notes 
That is just one example of how you can use the filters on the Select Employees page to quickly find the 
employees and employee records you need, and you can always clear any search fields by selecting 
the Clear button. In this example, we will leave it as is. Select next to continue.   
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Slide notes 
Now, we are back to showing All timesheets from the current pay period. Select next to continue.  
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Slide notes 
In addition to the search fields and filters, the list of employees is also sortable by column.  Currently, 
this list is sorted by pay period, from oldest to newest.  You can tell this by looking at the up and down 
arrows next to each column title.   
To change the sort order of the list, simply select the column name.  In this example, we will sort the list 
by Timesheet Status.  Select next to continue.   
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Slide notes 
You can see that the sort indicator is now selected in the Timesheet Status column and that the list is 
sorted by Timesheet Status.   
The list of employees also contains links that take you directly to employee information.  Selecting the 
pay period links will take you to the timesheet for that employee and pay period.   
In this example, we are going to select the first timesheet in our list;  the timesheet from pay period 9 for 
Jacob Allen.  Select next to continue.   
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Slide notes 
Here, we see the timesheet we selected.  If necessary, as the timekeeper for this employee, we could 
complete and validate this timesheet.  But in this example, we are going to return to the select 
employees page.  Select next to continue.   
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Slide notes 
You can also view an employee's timesheet profile, by selecting their username link from the list.  In this 
example, we will select the username for the first employee on the list. Select next to continue.   
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Slide notes 
Here, we can see the employee's timesheet profile.  As their timekeeper, we have the ability to change 
settings in their timesheet profile.  Work with your HR staff to identify and make these changes as 
needed.  We will return to the select employees page by using the bread-crumb trail link. Select next to 
continue.   
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Slide notes 
Let's scroll to the bottom of the page to reveal the bottom sections of this page.  Select next to continue.   
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Slide notes 
Immediately below the list of employees, you can see the navigation controls that allow you to skip to 
the next page, if necessary.   
Also note that the list defaults to display 25 records.  To change this, you can select either 50, or 100 
records, based on your preferences. Below the list of employees is the Select Action section.  
Note all the available actions in this section.  They will be covered in detail in later lessons.  For now, 
we are going to select the Cancel button and return to the Timekeeper Main Menu.  Select next to 
continue.   
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Slide notes 
You have completed this lesson. To continue, select the Finish button.   
 

 


