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Select Employees Page

Learning Objectives

In this lesson, you will learn about:
- Select Employees page

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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Timekeeper Main Menu

Employees Accounting
Select Employees Accounts

Employee Leave Reguests
Schedule
Ermployes Premium Pay Requests
Ernployee Schedules List Wiew

Repaorts Erployee Schedules Grid Wiew
Reports Schedule Templates
My Saved and Scheduled Reports Shifts

Adhoc Report Management
Delegates/Reassignment

Cantinuation of Pay (COF) My Delegates
COP Events Manage Superisor Delegates
Timekeeper Profile
Takeover Employes
Reassign Employees to Timekeeper

Reassign Employees to Supervisar

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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My Saved and Scheduled Reports
Adhoc Report Managerment

COP Events

Continuation of Pay (COP)

Inbox [1] | Settings | Help | Loy OQut

Accounting

I Accounts

Schedule
Employes Schedules List Wiew
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Shifts

Delegates/Reassignment
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Slide notes
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I:I ™
* WE BTA Employee Timekeeper Inbox [3] | Settings | Help | Log Out
Tirnekeeper Main Menu =
Select Employees
Pay Period: Timesheet Status: User ID: Last Name:  FirstName: Middle Name: Organization: -
(A1 [ | saved + Emp validated [~] | i | | EEI
Timekeeper: Supervisor: SSN: Delegates For: POI: Timesheet Type:
I /| [MonE[=] | | A
[ Search |
= Pa Timeshest Last First Middle e : : E |
Bl F'erigd Status User ID [ e i Organization Timekeeper Supervisor Pal
[ 08-2015 | Saved JALLEN Allen Jacoh 01 Harris, Danisl | Fobinson, 4815
Wyilliam
[ 05-2015 | Saved SMILLER Miller Samantha 01 Hartis, Daniel S\E;ﬁi';‘fnc'”- 4815
F] 09-2015 | Saved JALLEN Allen Jacob o Harris, Daniel | Fobinson.yays
Williarm
E 09-2015 | Saved MIACKSON | Jackson Madisan 01 Hartis, Daniel E\Eiﬁi';‘fnm- 4815
[ 09-2015 | Saved ELEWIS Lewis Ernma o Harris, Daniel Eﬁﬁ;;‘fﬂm- 4815
B 09-2015 | Saved SMARTINEZ | Matinez | Sophia o1 Hars, Daniel | 00" 4815
F 09-2015 | Saved SMILLER Miller Samantha o1 Hartis, Daniel E\Eiﬁi';‘fnm- 4815
E 09-2015 | Saved WROBINSONM | Robinsan | William 01 Hartis, Daniel g";’;‘#‘:z- 4815
_ . . Robinson,
[ |09-2015 Saved JTHOMPSOM | Thompson | Joshua MNRCS Harris, Daniel | oene. 4815
1.0 010 Reoords 1 'W
Select Action
Timesheets Profiles and Settings Leave and Premium Pay Send Messages QOther Actions -

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,
supervisor name.

and last name, as well as timekeeper or

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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]
aee ™
* WE BTA Employee Timekeeper Inbox [3] | Settings | Help | Log Out
Tirnekeeper Main Menu =
Select Employees
. Pay Period: Timesheet Status: User ID: Last Name:  FirstName: Middle Name: Organization: -
(A1 [ | saved + Emp validated [~] | i | W Find Org
Timekeeper: Supervisor: SSN: Delegates For: POI: Timesheet Type:
I /| [MonE[=] | | A
[Soarch
Pa Timeshest Last First Middle dri ; : E |
B« F'erigd Status User ID [ e i Organization Timekeeper Supervisor Pal |
[l 05-2015 | Saved JALLEN Allen Jacab o Harris, Daniel Eﬁﬁi'sz”- 4815
Fl 06-2015 | Saved SMILLER | Miller Samantha o Hartis, Daniel ~ foo®e 4gis
F 09-2015 Saved JALLEN Allen Jacob m Harris, Danisl | Fobinson, 4515
Williarm
E 09-2015 | Saved MIACKSON | Jackson Madisan 01 Hartis, Daniel E\Eiﬁi';‘fnm- 4815
[ 09-2015 | Saved ELEWIS Lewis Ernma o Harris, Daniel Eﬁﬁ;;‘fﬂm- 4815
[l 09-2015  Saved SMARTINEZ | Martinez Saophia m Harris, Daniel Eéﬁi';‘fnm- 4515
Fl 09-2015  Saved SMILLER Miller Samantha o Harris, Daniel E\Eiﬁi';‘fnm- 4515
Fl 09-2015  Saved WROBINSOM Robinson | Williarm m Harris, Daniel g";’;‘#‘:z- 4515
. . Robinson,
[ 09-2014 Saved JTHOMPSOM | Thompson | Joshua MNRCS Harris, Daniel | oene. 4815
1.9 0f@ Records 1 'W
Select Action
Timesheets Profiles and Settings Leave and Premium Pay Send Messages QOther Actions -

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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IEI ™
W E BTA Employee Timekeeper

Inbox [3] | Settings | Help | Log OQut

Tirnekeeper Main Menu =

Select Employees

Select Action

Timesheets
Timesheet
Tirnesheet Sumrmary

Profiles and Settings Leave and Premium Pay Send Messages

Tirmesheet Profile Send Message
Work Schedules

Leave Balances
Leave Requests

. Pay Period: Timesheet Status: User ID: Last Name: First Name: Middle Name: Organization: -
(A1 [[>1saved + Emp Validated [~ i | Find Org
Timekeeper: Supervisor: SSN: Delegates For: POI: Timesheet Type:
I /| [MonE[=] | | A
[Soarch
Pay Timeshest Last First Middle e : : A
[l Bt Status User ID g e s Organization Timekeeper Supervisor Pal H
[l 05-2015 | Saved JALLEN Allen Jacob o Harris, Daniel Eﬁﬁi'sz”- 4815
[ 05-2015 | Saved SMILLER Miller Samantha 01 Hartis, Daniel S\E;ﬁi';‘fnc'”- 4815
[ 09-2015 | Saved JALLEN Allen Jacab 01 Hartis, Daniel E\fiﬁi';‘fnm- 4815
E 09-2015 | Saved ELEWIS Lewis Ermma 01 Hartis, Daniel E\Eiﬁi';‘fnm- 4815
F 09-2015 | Saved SMARTINEZ | Martinez Sophia 01 Harris, Daniel Eﬁﬁ;;‘fﬂm- 4815
[ 09-2015 | Saved SMILLER Miller Samantha 01 Hartis, Daniel Eéﬁi';‘fnm- 4815
F 09-2015 | Saved WROEINSON | Robinsan  William o1 Hartis, Daniel g";’;‘#‘:z- 4815
: : Robinson,
[F |08 - 2015 Saved JTHOMPEOR  Thormpson | Joshua MRCS Harris, Daniel William 4815
1-3 of 8 Records 1 View

Other Actions

Employee Accounts

Slide notes

Page 6 of 49

©Kronos, Incorporated



USDA Timekeeper webTA Select Employees Page

Slide 9 - Slide 9

-
(1 1] ™
= WE BTA Employee Timekeeper Inbox [3] | Settings | Help | Log OQut
Tirnekeeper Main Menu =
Select Employees
. Pay Period: Timesheet Status: User ID: Last Name: First Name: Middle Name: Organization: -
Al ~| [ Saved + Emp validated [+] | i | | W Find Org
[ ; . POL: . :
Older Pay Periods L |SSN. ”DNECI)T\IQI]:E For: |POI. | |'I;e|\|r|nesheet Type:
09 - 2014 : May 04, 2014-May 17, 2014 :I
10- 2014 : May 18, 2014-May 31, 2014 m c|ear
11-2014 : Jun 01, 2014-Jun 14, 2014 /
12 -2014 : Jun 15, 2014-Jun 258, 2014 e First Middl
13-2014 : Jun 29, 2014-Jul 12, 2014 |2} D N as 4 5 N' S Organization Timekeeper Superisar PoIl 3
14-2014 - Jul 13, 2014-Jul 26, 2014 Al il 2
15 - 2014 @ Jul 27, 2014-Aug 09, 2014 - - Robinsan,
16- 2014 - Aug 10, 2014-Aug 23, 2014 Allen Jacob o1 Harris, Daniel William 4815
17 - 2014 : Aug 24, 2014-Sep 06, 2014 = . . Robinson
18- 2014 : Sep 07, 2014-Sep 20,2014 || R Miller Samantha 01 Harris, Daniel William : 48158
19-2014 : Sep 21, 2014-0ct 04, 2014 Rahinsan
20- 2014 : Oct 05, 2014-0ct 18, 2014 Allen Jacob o1 Harris, Daniel William ' 4815
21 -2014 : Oct 19, 2014-Nov 01, 2014 -
22 -2014 - Nov 02, 2014-Nov 15, 2014 Lewis Emma o Hartis, Daniel Rabinsan, 4818
23 - 2014 : Mov 16, 2014-Nov 29, 2014 Williarm
24 - 2014 : Mov30, 2014-Dec 13, 2014 i
S ah Doy ontabe Sl INEZ |Martinez | Sophia 01 Harrs, Daniel | PODISON. 431
26 - 2014 : Dec 28, 2014-Jan 10,2015 | = Rabinsan
[T To9- 2015 Saved SMILLER Miller Samantha 01 Harris, Daniel William ' 48158
Fl 09-2015 | Saved WROBINSON Robinson | William o Harris, Daniel g";’;‘#‘:z- 4815
: : Robinsaon,
[ 09-2015 Saved JTHOMPEOR | Thompson Joshua MRCS Harriz, Daniel William 4815
145 of § Records 1 view [25] [50] [100]
Select Action
Timesheets Profiles and Settings Leave and Premium Pay Send Messages Other Actions
Timesheet Tirmesheet Profile Leave Balances Send Message Employee Accounts
Tirnesheet Sumrmary Waork Schedules Leave Requests 52

Slide notes

Page 7 of 49

©Kronos, Incorporated



USDA Timekeeper webTA Select Employees Page

Slide 10 - Slide 10

-
(11] ™ |
= WE BTA Employee Timekeeper Inbox [3] | Settings | Help | Log OQut
Tirnekeeper Main Menu =
Select Employees
Pay Period: Timesheet Status: User ID: Last Name: FirstName: Middle Name: Organization: a8
(A [ | saved + Emp validated [~]| I | | W Find Org
Older Pay Periods & SSN: Delegates For: POI: Timesheet Type:
09 - 2014 : May 04, 2014-May 17,2014 [ [ NONE All
10 - 2014 : May 18, 2014-May 31, 2014 :H |I EI | || _
11-2014 - Jun 01, 2014-Jun 14, 2014 [ Search |
12-2014 : Jun 15, 2014-Jun 28, 2014 [
13- 2014 : Jun 29, 2014-Jul 12, 2014 ( Last First tiddle o ) .
14 - 2014 : Jul 13, 2014-Jul 26, 2014 = 1D s e e Organization Timekeeper Supervisor PCl E
15 - 2014 Jul 27, 2014-Aug 02, 2014 I Robi
16-2014 : Aug 10,2014-Aug 23,2014 | | Allen Jacob o1 Hartis, Daniel e 4315
17 -2014 - Aug24.2014-Sep 06, 2014 | | Lol
18- 2014 : Sep 07, 2014-Sep 20, 2014 I . ; ; Robinsaon,
19-2014 - Sep 21, 2014-Oct 04, 2014 _:R Miller Samantha 01 Harris, Daniel William 48158
20 - 2014 : Oct 05, 2014-Oct 18, 2014 ; s Rohinsan,
21-2014 - Oct 19. 2014-Mav 01 , 2014 | Allen Jacob o1 Harrls, Dianiel Williarm 4815
22 -2014 : Mov02, 2014-MNaov 15, 2014 | e —
23 - 2014 : Mov 16, 2014-Mov 29, 2014 B Lewis Ermma 01 Harrig, Daniel William . 4815
24 - 2014 : Mov 30, 2014-Dec 13, 2014 | !
25-2014: Dec 14,2014-Dec 27,2014 |\E7 |Martinez | Sophia o Harris, Danigl | Fobinson, e
| 25-2014: Dec28,2014-Jan 10,2015 Williarn
N1 - 015 - lan 11 M5 lan 24 018 7] i
T 09-2015 | Saved SMILLER | Miller Samantha o Harris, Daniel Eéﬁi';‘fnm- 4315
; e : s Martinez,
E [09-2015 Saved YWROBIMNSOMN  Robinson William o1 Harris, Daniel Sophia 4815
5 : Robinson,
[ 09-2015 Saved JTHOMPEOR | Thompson Joshua MRCS Harriz, Daniel William 4815
145 of § Records 1 view [25] [50] [100]
Select Action
Timesheets Profiles and Settings Leave and Premium Pay Send Messages Other Actions
Timesheet Tirmesheet Profile Leave Balances Send Message Employee Accounts
Tirnesheet Sumrmary Waork Schedules Leave Requests i

Slide notes
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-
(1 1] ™
= WE BTA Employee Timekeeper Inbox [3] | Settings | Help | Log OQut
Tirnekeeper Main Menu =
Select Employees
. Pay Period: Timesheet Status: User ID: Last Name: First Name: Middle Name: Organization: -
Al ~| [ Saved + Emp validated  [+] | i | Find Org
20-2014 - et 05, 2014-Oct 18, 2014 fr SSHN: Delegates For: POI: Timesheet Type:
21 -2014 : Oct 18, 2014-Nov 01, 2014 :I | ” NONEIZ' | | |AII
22 -2014 : Mov02, 2014-Nov 15, 2014
23 - 2014 : Mov 16, 2014-Mov 29, 2014 m Clear
24 - 2014 : Moy 30, 2014-Dec 13, 2014 /
25-2014 : Dec 14, 2014-Dec 27, 2014 e First Middl
26 - 2014 : Dec 28, 2014-Jan 10, 2015 D N as N 5 NI S Crganization Timekeeper Supervisor POl =
01-2015 : Jan 11, 2015-Jan 24, 2015 Al il 2
02 - 2015 : Jan 25, 2015-Feb 07, 2015 - - Robinsan,
032015 - Feb 08, 2015.Feb 21, 2015 Allen Jacob o1 Harris, Daniel William 4815
04 - 2015 : Feb 22, 2015-Mar 07, 2015 ) ) ) Rohinson
05 - 2015 : Mar 05, 2015-Mar 21, 2015 R Miller Samantha 01 Harris, Daniel William : 48158
06 - 2015 : Mar 22, 2015-Apr 04, 2015 Babinon
07 - 2015 : Apr05, 2015-Apr 18, 2015 = Allen Jacob o1 Harris, Daniel iz ' 4815
3 2 Williarn
Previous Pay Period -
08 - 2015 : Apr 139, 201 Lewis Emma o Hartis, Daniel Rabinsan, 4818
Williarn
Sl L | INEZ Matinez  Sophia 01 Harrs, Daniel | PODISON. 431
)
| 10-2015: May 17, 20158-May 30, 2015~ Rabinsan
[ To9- 2015 Saved SMILLER Miller Samantha 01 Harris, Daniel William ' 48158
Fl 09-2015 | Saved WROBINSON Robinson | William o Harris, Daniel g";’;‘#‘:z- 4815
: : Robinsaon,
[ 09-2015 Saved JTHOMPEOR | Thompson Joshua MRCS Harriz, Daniel William 4815
145 of § Records 1 view [25] [50] [100]
Select Action
Timesheets Profiles and Settings Leave and Premium Pay Send Messages Other Actions
Timesheet Tirmesheet Profile Leave Balances Send Message Employee Accounts
Tirnesheet Sumrmary Waork Schedules Leave Requests 52

Slide notes
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IEI ™
W E BTA Employee Timekeeper

Inbox [3] | Settings | Help | Log OQut

Tirnekeeper Main Menu =

Select Employees

Select Action

Timesheets
Timesheet
Tirnesheet Sumrmary

Profiles and Settings Leave and Premium Pay Send Messages

Tirmesheet Profile Send Message
Work Schedules

Leave Balances
Leave Requests

. Pay Period: Timesheet Status: User ID: Last Name: First Name: Middle Name: Organization: -
|09 - 2015 : May 03, 2015-May 16,2015 * [~ || Saved + Emp Validated [+] | i | Find Org
Timekeeper: Supervisor: SSN: Delegates For: POI: Timesheet Type:
I /| [MonE[=] | | A [=]
Pay Timeshest Last First Middle e : : A
[l Bt Status User ID g e s Organization Timekeeper Supervisor Pal H
[l 05-2015 | Saved JALLEN Allen Jacob o Harris, Daniel Eﬁﬁi'sz”- 4815
[ 05-2015 | Saved SMILLER Miller Samantha 01 Hartis, Daniel S\E;ﬁi';‘fnc'”- 4815
[ 09-2015 | Saved JALLEN Allen Jacab 01 Hartis, Daniel E\fiﬁi';‘fnm- 4815
E 09-2015 | Saved ELEWIS Lewis Ermma 01 Hartis, Daniel E\Eiﬁi';‘fnm- 4815
F 09-2015 | Saved SMARTINEZ | Martinez Sophia 01 Harris, Daniel Eﬁﬁ;;‘fﬂm- 4815
[ 09-2015 | Saved SMILLER Miller Samantha 01 Hartis, Daniel Eéﬁi';‘fnm- 4815
F 09-2015 | Saved WROEINSON | Robinsan  William o1 Hartis, Daniel g";’;‘#‘:z- 4815
: : Robinson,
[F |08 - 2015 Saved JTHOMPEOR  Thormpson | Joshua MRCS Harris, Daniel William 4815
18 of 8 Records 1 View

Other Actions

Employee Accounts

Slide notes
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-
(1 1] ™
= WE BTA Employee Timekeeper Inbox [3] | Settings | Help | Log OQut
Tirnekeeper Main Menu =
Select Employees
. Pay Period: Timesheet Status: User ID: Last Name: First Name: Middle Name: Organization: -
|09 - 2015 : May 03, 2015-May 16,2015 * [~ || Saved + Emp Validated [+] | i | | W Find Org
Timekeeper: Supervisor: SSN: Delegates For: POI: Timesheet Type:
| I [noNE[~] | JE
[ Search
Pay Timeshest Last First Middle e : :
[l Bt Status User ID g e s Organization Timekeeper Supervisor Pal
Ml 09-2015 | Saved JALLEN Allen Jacab o1 Hartis, Danial Eﬁﬁi'sz”- 4815 i
[ 09-2015  Saved ELEWIS Lewis Emma o Harris, Daniel S\E;ﬁi';‘fnc'”- 4315
[ 09-2015 | Saved SMARTINEZ | Martinez Saophia 01 Hartis, Daniel E\fiﬁi';‘fnm- 4815
[l 09-2015 | Saved SMILLER | Miller Samantha o Harris, Daniel E\Eiﬁi';‘fnm- 4815
: s - . Martinez,
[ 09-2015 Saved YWROBINSOM | Robingon William 01 Harris, Daniel Sophia 48158
. . Robinson,
[ 09-2015 Saved JTHOMPSOM | Thampson Joshua NRCS Harris, Daniel William 48158
145 of & Records 1 wiew [25] [50] [100]
Select Action
Timesheets Profiles and Settings Leave and Premium Pay Send Messages
Timesheet Timeshest Profile Leave Balances Send Message )
Timeshest Surnmary Work Schedules Leave Requests
Yalidate Selected Default Tirmesheet Profile Fremiurm Pay Reguests
Create Correction Employee Profile
Processed Timesheets
Default Schedule -

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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I:. ™
= WEBTA Employee Timekeeper

Inbox [3] | Settings | Help | Log OQut

Tirnekeeper Main Menu =

Select Employees

Work Schedules
Default Tirmesheet Profile
Employee Profile

Timeshest Surnmary
Yalidate Selected
Create Correction
Processed Timesheets

Default Schedule

Leave Requests
Fremiurm Pay Reguests

. Pay Period: Timesheet Status: User ID: Last Name: First Name: Middle Name: Organization: -
|09 - 2015 : May 03, 2015-May 16,2015 * [+ ]| Saved + Emp Validated |[~| || i | Find Org
Timekeeper: Supervisor: SSN: Delegates For: POI: Timesheet Type:

| I [noNE[~] | JE
[ Search
Pay Timeshest Last First Middle e : :

[l Bt Status User ID g e s Organization Timekeeper Supervisor Pal

[l 09-2015  Saved JALLEN Allen Jacoh o Harris, Daniel Eﬁﬁi'sz”- 4815

E 09-2015 | Saved ELEWIS Lewis Ermma o Harris, Daniel S\E;ﬁi';‘fnc'”- 4315

[ 09-2015 | Saved SMARTINEZ | Martinez Saophia 01 Hartis, Daniel E\fiﬁi';‘fnm- 4815

[l 09-2015 | Saved SMILLER | Miller Samantha o Harris, Daniel E\Eiﬁi';‘fnm- 4815

: s : . Martinez,
[ 09-2015 Saved YWROBINSOM | Robingon William 01 Harris, Daniel Sophia 48158
. . Robinson,

[ 09-2015 Saved JTHOMPSOM | Thampson Joshua NRCS Harris, Daniel William 48158
145 of & Records 1 wiew [25] [50] [100]
Select Action

Timesheets Profiles and Settings Leave and Premium Pay Send Messages Other Actions

Timesheet Timeshest Profile Leave Balances Send Message Employee Accounts

Slide notes
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-
(1 1] ™
= WE BTA Employee Timekeeper Inbox [3] | Settings | Help | Log Out
Tirnekeeper Main Menu =
Select Employees
. Pay Period: Timesheet Status: User ID: Last Name: First Name: Middle Name: Organization: 8]
|09 - 2015 : May 03, 2015-May 16,2015 * [~ || Saved + Emp Validated [~] | i | | W Find Org
Timekeeper: Supervisor: g!ved Delegates For: POI: Timesheet Type:
‘ | Pending Attestation —| NONE |Z| | | |A” Iz'
All validated m
“alidated by Employee /
: “alidated by Timekeeper :
F PF'E.Yd T'gteih%t User | Validation Cwerridden L Nlddle Crganization Timekeeper Supervisor POl
i S Certified & Pre-processed [ AMe . |
Fl 09-2015 | Saved JALLEN Processed 01 Hartis, Daniel | RCEMSOm. ygqg =
+ Emp i William
| Saved + All Validate | i
F] 09-2015 | Saved ELEWIS = e it 01 Hartis, Daniel ~ foo®e 4gis
[ 09-2015 | Saved SMARTINEZ | Martinez Saophia 01 Hartis, Daniel E\fiﬁi';‘fnm- 4815
[l 09-2015 | Saved SMILLER | Miller Samantha o Harris, Daniel E\Eiﬁi';‘fnm- 4815
: s - . Martinez,
[ 09-2015 Saved YWROBINSOM | Robingon William 01 Harris, Daniel Sophia 48158
. . Robinson,
[ 09-2015 Saved JTHOMPSOM | Thampson Joshua NRCS Harris, Daniel William 48158
145 of & Records 1 wiew [25] [50] [100]
Select Action
Timesheets Profiles and Settings Leave and Premium Pay Send Messages Other Actions
Timesheet Timeshest Profile Leave Balances Send Message Employee Accounts )
Timeshest Surnmary Work Schedules Leave Requests
Yalidate Selected Default Tirmesheet Profile Fremiurm Pay Reguests
Create Correction Employee Profile
Processed Timesheets
Default Schedule -

Slide notes
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-
(1 1] ™
= WE BTA Employee Timekeeper Inbox [3] | Settings | Help | Log Out
Tirnekeeper Main Menu =
Select Employees
( Pay Period: Timesheet Status: User ID: Last Name: First Name: Middle Name: Organization: 8)
|09 - 2015 : May 03, 2015-May 16,2015 7 [~] + ' | [ | | [ Find 0rg
Timekeeper: Supervisor: e Delegates For: POI: Timesheet Type:
‘ | Pending Attestation —| NONE |Z| | | |A” Iz'
All validated w
“alidated by Employee /
: “alidated by Timekeeper :
F PF'E.Yd T'gteih%t User | Validation Cwerridden L Nlddle Crganization Timekeeper Supervisor POl
i S Certified & Pre-processed [ AMe
a Processed ; . Robinson, E
[ 09-2014 Saved JALLEN e o1 Harris, Daniel William 4815
Saved + All Walidated i
F] 09-2015 | Saved ELEWIS " Tewt e 01 Hartis, Daniel ~ foo®e 4gis
[ 09-2015 | Saved SMARTINEZ | Martinez Saophia 01 Hartis, Daniel E\fiﬁi';‘fnm- 4815
[l 09-2015 | Saved SMILLER | Miller Samantha o Harris, Daniel E\Eiﬁi';‘fnm- 4815
: s - . Martinez,
[ 09-2015 Saved YWROBINSOM | Robingon William 01 Harris, Daniel Sophia 48158
. . Robinson,
[ 09-2015 Saved JTHOMPSOM | Thampson Joshua NRCS Harris, Daniel William 48158
145 of & Records 1 wiew [25] [50] [100]
Select Action
Timesheets Profiles and Settings Leave and Premium Pay Send Messages Other Actions
Timesheet Timeshest Profile Leave Balances Send Message Employee Accounts i
Timeshest Surnmary Work Schedules Leave Requests
Yalidate Selected Default Tirmesheet Profile Fremiurm Pay Reguests
Create Correction Employee Profile
Processed Timesheets
Default Schedule -

Slide notes
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-
(1 1] ™
= WE BTA Employee Timekeeper Inbox [3] | Settings | Help | Log Out
Tirnekeeper Main Menu =
Select Employees
. Pay Period: Timesheet Status: User ID: Last Name: First Name: Middle Name: Organization: -
|09 - 2015 : May 03, 2015-May 16,2015 % [+ [Al [=]]| i | Find Org
Timekeeper: Supervisor: SSN: Delegates For: POI: Timesheet Type:
| I |[momE [=] | JE
['Search’] clear
Pay Timeshest Last First Middle e : :
[l Bt Status User ID g e s Organization Timekeeper Supervisor Pal
Ml 09-2015 | Saved JALLEN Allen Jacab o1 Hartis, Danial Eﬁﬁi'sz”- 4815
[ 09-2015  Saved ELEWIS Lewis Emma o Harris, Daniel S\E;ﬁi';‘fnc'”- 4315
[ 09-2015 | Saved SMARTINEZ | Martinez Saophia 01 Hartis, Daniel E\fiﬁi';‘fnm- 4815
[l 09-2015 | Saved SMILLER | Miller Samantha o Harris, Daniel E\Eiﬁi';‘fnm- 4815
: s - . Martinez,
[ 09-2015 Saved YWROBINSOM | Robingon William 01 Harris, Daniel Sophia 48158
. . Robinson,
[ 09-2015 Saved JTHOMPSOM | Thampson Joshua NRCS Harris, Daniel William 48158
145 of & Records 1 wiew [25] [50] [100]
Select Action
Timesheets Profiles and Settings Leave and Premium Pay Send Messages Other Actions
Timesheet Timeshest Profile Leave Balances Send Message Employee Accounts
Timeshest Surnmary Work Schedules Leave Requests
Yalidate Selected Default Tirmesheet Profile Fremiurm Pay Reguests
Create Correction Employee Profile
Processed Timesheets
Default Schedule

Slide notes
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I:I ™
= WEBTA Employee Timekeeper

Tirnekeeper Main Menu =

Select Employees

Inbox [3] | Settings | Help | Log OQut

Select Action

Timesheets
Tirmesheet
Tirmesheet Summary
Validate Selected
Create Correction

Tirmesheet Profile
Waork Schedules
Default Tirmesheet Profile
Emplayee Praofilz

Send Message

Profiles and Settings Leave and Premium Pay Send Messages
Leave Balances
Leave Requests
Fremiurm Pay Reguests

Employee Accounts

Pay Period: Timesheet Status: User ID: Last Name:  FirstName: Middle Name: Organization: -
|09 - 2015 : May 03, 2015-May 16,2015 * [+ [Al i | [ Find 0rg
Timekeeper: Supervisor: SSN: Delegates For: POI: Timesheet Type:
| I [noNE[~] | JE
[Soarch
Pay Timeshest Last First hiddle dri : :
B« g Status User ID Mg i i Organization Timekeeper Supervisor Pal -
[l 09-2015  Saved JALLEN Allen Jacoh o Harris, Daniel Eﬁﬁi'sz”- 4815
“alidated by ; : ; Robinsaon,
[ |09-2015 Timekeeper MIACKSON | Jackson Madison m Harris, Daniel William 45815
F] 09-2015 | Saved ELEWIS Lewis Ermma o Harris, Daniel E\fiﬁi';‘fnm- 4815
Fl 09-2015  Saved SMARTINEZ | Martinez Sophia m Harris, Daniel E\Eiﬁi';‘fnm- 4515
[] 09-2015  Saved SMILLER  Miller Samantha o Harris, Daniel Eﬁﬁ;;‘fﬂm- 4815
. - y . Martinez,
[ |09- 2015 Saved YWROEBIMNSOM  Robinson William m Harris, Daniel Sophia 4815
: : Robinsaon,
[ 09-2015 Saved JTHOMPZOM  Thompson  Joshua MRCS Harris, Daniel William 4315
17 of 7 Records il view [28] [50] [100]

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 19 - Slide 19

IEI ™
W E BTA Employee Timekeeper

Inbox [3] | Settings | Help | Log OQut

Tirnekeeper Main Menu =

Select Employees

Waork Schedules
Default Tirmesheet Profile
Emplayee Praofilz

Leave Requests
Fremiurm Pay Reguests

Tirmesheet Summary
Validate Selected
Create Correction

. Pay Period: Timesheet Status: User ID: Last Name: First Name: Middle Name: Organization: -
|09 - 2015 : May 03, 2015-May 16,2015 * [+ [Al | IE20 | i | Find Org
Timekeeper: Supervisor: SSN: Delegates For: POI: Timesheet Type:

| I [noNE[~] | JE
[ Search
Pay Timeshest Last First hiddle dri : :
B« g Status User ID Mg i i Organization Timekeeper Supervisor Pal
[l 09-2015  Saved JALLEN Allen Jacoh o Harris, Daniel Eﬁﬁi'sz”- 4815
B 09-2015  lidated by MIACKSON |Jackson  Madison o1 Harris, Daniel | Fo0ImS9n agig
Timekeeper Williarm
F] 09-2015 | Saved ELEWIS Lewis Ermma o Harris, Daniel E\fiﬁi';‘fnm- 4815
Fl 09-2015  Saved SMARTINEZ | Martinez Sophia m Harris, Daniel E\Eiﬁi';‘fnm- 4515
F 09-2015  Saved SMILLER Miller Samantha 01 Harris, Daniel Eﬁﬁ;;‘fﬂm- 4815
. - y . Martinez,
[ 09-2015 Saved WWROBIMSOM | Robinson Williarm 01 Harris, Daniel Sophia 48158
: : Robinsaon,
[ 09-2015 Saved JTHOMPZOM  Thompson  Joshua MRCS Harris, Daniel William 4315
17 of 7 Records 1 View

Select Action
Timesheets Profiles and Settings Leave and Premium Pay Send Messages Other Actions
Timesheet Timeshest Profile Leave Balances Send Message Employee Accounts

m

Slide notes
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Slide 20 - Slide 20

-
(1 1] ™
= WE BTA Employee Timekeeper Inbox [3] | Settings | Help | Log Out
Tirnekeeper Main Menu =
Select Employees
. Pay Period: Timesheet Status: User ID: Last Name: First Name: Middle Name: Organization: -
|09 - 2015 : May 03, 2015-May 16,2015 % [+ [Al | i | | [ Find 0rg
Timekeeper: Supervisor: e Delegates For: POI: Timesheet Type:
‘ | Pending Attestation —| NONE |Z| | | |A” Iz'
All validated m
“alidated by Employee /
: “alidated by Timekeeper 3
Fl | % PF'?Yd T'gteih%t User| Walidation Overridden Nlddle Crganization Timekeeper Supervisor POl
enn Alls Certified & Pre-processed 2 HMe £
a Processed ; . Robinson,
[ 09-2014 Saved JALLEN e o1 Harris, Daniel William 4815
i Saved + All Validated i
B 09-2015  Yalidated by MIACKSON T Jackson —— Wawsar o1 Harris, Daniel | Fo0ImS9n agig
Timekeeper Williarm
F] 09-2015 | Saved ELEWIS Lewis Ermma o Harris, Daniel E\fiﬁi';‘fnm- 4815
F 09-2015  Saved SMARTIMEZ | Martinez  Sophia 01 Hartis, Daniel E\Eiﬁi';‘fnm- 4815
[ 09-2015  Saved SMILLER | Miller Samantha o1 Hartis, Danial Eﬁﬁ;;‘fﬂm- 4815
. - y . Martinez,
[ 09-2015 Saved WWROBIMSOM | Robinson Williarm 01 Harris, Daniel Sophia 48158
: s Robinsaon,
B [09-2015 Saved JTHOMPZOM | Thompsan Joshua MRCS Harris, Daniel William 4815
17 of 7 Records 1 view [28] [50] [100]
Select Action 4
Timesheets Profiles and Settings Leave and Premium Pay Send Messages Other Actions
Timesheet Timeshest Profile Leave Balances Send Message Employee Accounts
Tirmesheet Summary Waork Schedules Leave Requests
Validate Selected Default Tirmesheet Profile Fremiurm Pay Reguests
Create Correction Emplayee Praofilz -

Slide notes
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-
(1 1] ™
= WE BTA Employee Timekeeper Inbox [3] | Settings | Help | Log Out
Tirnekeeper Main Menu =
Select Employees
. Pay Period: Timesheet Status: User ID: Last Name: First Name: Middle Name: Organization: 8]
|09 - 2015 : May 03, 2015-May 16,2015 * [+ [Al [=]]| i | | [ Find 0rg
Timekeeper: Supervisor: ||-M—|]_‘Delegates For: POI: Timesheet Type:
| ‘ | 4 Eenalng !ttestatlon NONE |Z| | | |A”
All validated m
“alidated by Employee /
: “alidated by Timekeeper 3
Fl | % PF'?Yd T'gteih%t User| Walidation Overridden Nlddle Crganization Timekeeper Supervisor POl
enn Alls Certified & Pre-processed 2 HMe £
Processed ; . Robinson,
[ 09-2014 Saved JALLEN e o1 Harris, Daniel William 4815
i Saved + All Validated i
B 09-2015  Yalidated by MIACKSON T Jackson —— Wawsar o1 Harris, Daniel | Fo0ImS9n agig
Timekeeper Williarm
F] 09-2015 | Saved ELEWIS Lewis Ermma o Harris, Daniel E\fiﬁi';‘fnm- 4815
F 09-2015  Saved SMARTIMEZ | Martinez  Sophia 01 Hartis, Daniel E\Eiﬁi';‘fnm- 4815
[ 09-2015  Saved SMILLER | Miller Samantha o1 Hartis, Danial Eﬁﬁ;;‘fﬂm- 4815
. - y . Martinez,
[ 09-2015 Saved WWROBIMSOM | Robinson Williarm 01 Harris, Daniel Sophia 48158
: s Robinsaon,
B [09-2015 Saved JTHOMPZOM | Thompsan Joshua MRCS Harris, Daniel William 4815
17 of 7 Records 1 view [28] [50] [100]
Select Action 4
Timesheets Profiles and Settings Leave and Premium Pay Send Messages Other Actions
Timesheet Timeshest Profile Leave Balances Send Message Employee Accounts
Tirmesheet Summary Waork Schedules Leave Requests
Validate Selected Default Tirmesheet Profile Fremiurm Pay Reguests
Create Correction Emplayee Praofilz -

Slide notes
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IEI ™
W E BTA Employee Timekeeper

Inbox [3] | Settings | Help | Log OQut

Tirnekeeper Main Menu =

Select Employees

Waork Schedules
Default Tirmesheet Profile
Emplayee Praofilz

Leave Requests
Fremiurm Pay Reguests

Tirmesheet Summary
Validate Selected
Create Correction

. Pay Period: Timesheet Status: User ID: Last Name: First Name: Middle Name: Organization: -
|09 - 2015 : May 03, 2015-May 16,2015 * [~ | Saved [=]]| i | Find Org
Timekeeper: Supervisor: SSN: Delegates For: POI: Timesheet Type:

| I [noNE[~] | JE
[ Search
Pay Timeshest Last First hiddle dri : :
B« g Status User ID Mg i i Organization Timekeeper Supervisor Pal
[l 09-2015  Saved JALLEN Allen Jacoh o Harris, Daniel Eﬁﬁi'sz”- 4815
B 09-2015  lidated by MIACKSON |Jackson  Madison o1 Harris, Daniel | Fo0ImS9n agig
Timekeeper Williarm
F] 09-2015 | Saved ELEWIS Lewis Ermma o Harris, Daniel E\fiﬁi';‘fnm- 4815
Fl 09-2015  Saved SMARTINEZ | Martinez Sophia m Harris, Daniel E\Eiﬁi';‘fnm- 4515
F 09-2015  Saved SMILLER Miller Samantha 01 Harris, Daniel Eﬁﬁ;;‘fﬂm- 4815
. - y . Martinez,
[ 09-2015 Saved WWROBIMSOM | Robinson Williarm 01 Harris, Daniel Sophia 48158
: : Robinsaon,
[ 09-2015 Saved JTHOMPZOM  Thompson  Joshua MRCS Harris, Daniel William 4315
17 of 7 Records 1 View

Select Action
Timesheets Profiles and Settings Leave and Premium Pay Send Messages Other Actions
Timesheet Timeshest Profile Leave Balances Send Message Employee Accounts

m

Slide notes
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IE- ™
WE BTA Employee Timekeeper Inbox [3] | Settings | Help | Log Out

Tirnekeeper Main Menu =

Select Employees

( Pay Period: Timesheet Status: User ID: Last Name: First Name: Middle Name: Organization: -
[09- 2015 : May 03, 2015-May 16, 2015 = [+] [ Saved [=]] [ I I |
Timekeeper: Supervisor: SSN: Delegates For: POI: Timesheet Type:

| I [noNE[~] | JE

Pay Timeshest Last First hiddle dri : :
B« g Status User ID Mg i i Organization Timekeeper Supervisor Pal .
] 09-2015  Saved JALLER Allen Jacob o Harris, Daniel Eﬁﬁi'sz”- 4815
B 09.2015 | fdidated by MJACKSON |Jackson  Madison o Harris, Danisl | ROBINSON, gm0

Timekeeper Williarm

] 09-2015  Saved ELEWIS Lewis Emma 01 Hartis, Daniel E\fiﬁi';‘fnm- 4815
F 09-2015  Saved SMARTIMEZ | Martinez  Sophia 01 Hartis, Daniel E\Eiﬁi';‘fnm- 4815
] 09-2015  Saved SMILLER | Miller Samantha o Harris, Daniel Eﬁﬁ;;‘fﬂm- 4815
[] 09-2015  Saved WROBINSON | Robinson  William 01 Hartis, Daniel gm?:z- 4815
F 09-2015  Saved JTHOMPSON | Thampson  Joshua NRCS Hartis, Daniel E\Eiﬁi';‘fnm- 4815
1.7 of 7 Recards 1 View

Select Action : 4

Timesheets Profiles and Settings Leave and Premium Pay Send Messages QOthe

Timesheet Timeshest Profile Leave Balances Send Message Employee Accounts

Tirmesheet Summary Waork Schedules Leave Requests

Validate Selected Default Tirmesheet Profile Fremiurm Pay Reguests

Create Correction Emplayee Praofilz -

Slide notes
Now we will select the Search button to filter the list. Select next to continue.
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IEI ™
W E BTA Employee Timekeeper

Inbox [3] | Settings | Help | Log OQut

Tirnekeeper Main Menu =

Select Employees

Waork Schedules
Default Tirmesheet Profile
Emplayee Praofilz

Leave Requests
Fremiurm Pay Reguests

Tirmesheet Summary
Validate Selected
Create Correction

. Pay Period: Timesheet Status: User ID: Last Name: First Name: Middle Name: Organization: -
|09 - 2015 : May 03, 2015-May 16,2015 * [~ | Saved [=]]| i | Find Org
Timekeeper: Supervisor: SSN: Delegates For: POI: Timesheet Type:

| I [noNE[~] | JE [~]
Pay Timeshest Last First hiddle dri : :
B« g Status User ID Mg i i Organization Timekeeper Supervisor Pal
[l 09-2015  Saved JALLEN Allen Jacoh o Harris, Daniel Eﬁﬁi'sz”- 4815
B 09-2015  Yalated by MIACKSON | Jackson  Madison o1 Harris, Daniel | Fo0ImS9n agig
imekeeper Williarm
F] 09-2015 | Saved ELEWIS Lewis Ermma o Harris, Daniel E\fiﬁi';‘fnm- 4815
Fl 09-2015  Saved SMARTINEZ | Martinez Sophia m Harris, Daniel E\Eiﬁi';‘fnm- 4515
[] 09-2015  Saved SMILLER  Miller Samantha o Harris, Daniel Eﬁﬁ;;‘fﬂm- 4815
. - y . Martinez,
[ 09-2015 Saved WWROBIMSOM | Robinson Williarm 01 Harris, Daniel Sophia 48158
: : Robinsaon,
[ 09-2015 Saved JTHOMPZOM  Thompson  Joshua MRCS Harris, Daniel William 4315
17 of 7 Records 1 View

Select Action
Timesheets Profiles and Settings Leave and Premium Pay Send Messages Other Actions
Timesheet Timeshest Profile Leave Balances Send Message Employee Accounts

m

Slide notes
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I:I ™
= WE BTA Employee Timekeeper Inbox [3] | Settings | Help | Log OQut
Tirnekeeper Main Menu =
Select Employees
. Pay Period: Timesheet Status: User ID: Last Name: First Name: Middle Name: Organization: -
|09 - 2015 : May 03, 2015-May 16,2015 * [~ | Saved i | [ Find 0rg
Timekeeper: Supervisor: SSN: Delegates For: POI: Timesheet Type:
| I [noNE[~] | JE
[ Search
Pay Timeshest Last First Middle e : :
B« Ehit Status User ID [ e i Organization Timekeeper Supervisor Pal
Ml 09-2015 | Saved JALLEN Allen Jacab o1 Hartis, Danial Eﬁﬁi'sz”- 4815 b
F] 09-2015 | Saved ELEWIS | Lewis Ernma 01 Hartis, Daniel ~ foo®e 4gis
[ 09-2015 | Saved SMARTINEZ | Martinez Saophia 01 Hartis, Daniel E\fiﬁi';‘fnm- 4815
[l 09-2015 | Saved SMILLER | Miller Samantha o Harris, Daniel E\Eiﬁi';‘fnm- 4815
: s - . Martinez,
[ 09-2015 Saved YWROBINSOM | Robingon William 01 Harris, Daniel Sophia 48158
. . Robinson,
[ 09-2015 Saved JTHOMPSOM | Thampson Joshua NRCS Harris, Daniel William 48158
145 of & Records 1 wiew [25] [50] [100]
Select Action
Timesheets Profiles and Settings Leave and Premium Pay Send Messages
Timesheet Timeshest Profile Leave Balances Send Message
Timeshest Surnmary Work Schedules Leave Requests
Yalidate Selected Default Tirmesheet Profile Fremiurm Pay Reguests
Create Correction Employee Profile
Processed Timesheets
Default Schedule -

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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I:. ™
= WEBTA Employee Timekeeper

Inbox [3] | Settings | Help | Log OQut

Tirnekeeper Main Menu =

Select Employees

Work Schedules
Default Tirmesheet Profile
Employee Profile

Timeshest Surnmary
Yalidate Selected
Create Correction
Processed Timesheets

Default Schedule

Leave Requests
Fremiurm Pay Reguests

. Pay Period: Timesheet Status: User ID: Last Name: First Name: Middle Name: Organization: -
|09 - 2015 : May 03, 2015-May 16,2015 * [~ | Saved [=]| i | Find Org
Timekeeper: Supervisor: SSN: Delegates For: POI: Timesheet Type:

| I [noNE[~] | JE
[ Search
Pay Timeshest Last First Middle e : :

Ev Ehit Status User ID [ e i Organization Timekeeper Supervisor Pal
[l 09-2015  Saved JALLEN Allen Jacoh o Harris, Daniel Eﬁﬁi'sz”- 4815
E 09-2015 | Saved ELEWIS Lewis Ermma o Harris, Daniel S\E;ﬁi';‘fnc'”- 4315
[ 09-2015 | Saved SMARTINEZ | Martinez Saophia 01 Hartis, Daniel E\fiﬁi';‘fnm- 4815
[l 09-2015 | Saved SMILLER | Miller Samantha o Harris, Daniel E\Eiﬁi';‘fnm- 4815

: s : . Martinez,
[ 09-2015 Saved YWROBINSOM | Robingon William 01 Harris, Daniel Sophia 48158
. . Robinson,

[ 09-2015 Saved JTHOMPSOM | Thampson Joshua NRCS Harris, Daniel William 48158
145 of & Records 1 wiew [25] [50] [100]
Select Action

Timesheets Profiles and Settings Leave and Premium Pay Send Messages Other Actions

Timesheet Timeshest Profile Leave Balances Send Message Employee Accounts

Slide notes
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Slide 27 - Slide 27

I:. ™
= WEBTA Employee Timekeeper

Inbox [3] | Settings | Help | Log OQut

Tirnekeeper Main Menu =

Select Employees

Work Schedules
Default Tirmesheet Profile
Employee Profile

Timeshest Surnmary
Yalidate Selected
Create Correction
Processed Timesheets

Default Schedule

Leave Requests
Fremiurm Pay Reguests

. Pay Period: Timesheet Status: User ID: Last Name: First Name: Middle Name: Organization: -
|09 - 2015 : May 03, 2015-May 16,2015 * [~ | Saved [=]| i | Find Org
Timekeeper: Supervisor: SSN: Delegates For: POI: Timesheet Type:

| I [noNE[~] | JE
[ Search
Pay Timeshest Last First Middle e : :
] Bt Status User ID g e s Organization Timekeeper Supervisor Pal
. . Robinsaon,

09- 2015 Saved JALLEN Allen Jacob o1 Harris, Daniel William 4815

09-2015  Saved ELEWIS Lewis Emma o Harris, Daniel S\E;ﬁi';‘fnc'”- 4315

09-2015  Saved SMARTINEZ | Martinez Saophia 01 Hartis, Daniel E\fiﬁi';‘fnm- 4815

09-2015 | Saved SMILLER | Miller Samantha o Harris, Daniel E\Eiﬁi';‘fnm- 4815

: s : . Martinez,
09 - 20158 Saved YWROBINSOM | Robingon William 01 Harris, Daniel Sophia 48158
. . Robinson,

09 - 20158 Saved JTHOMPSOM | Thampson Joshua NRCS Harris, Daniel William 48158
145 of & Records 1 wiew [25] [50] [100]
Select Action

Timesheets Profiles and Settings Leave and Premium Pay Send Messages Other Actions

Timesheet Timeshest Profile Leave Balances Send Message Employee Accounts

m

Slide notes
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I:. ™
= WEBTA Employee Timekeeper

Inbox [3] | Settings | Help | Log OQut

Tirnekeeper Main Menu =

Select Employees

Work Schedules
Default Tirmesheet Profile
Employee Profile

Timeshest Surnmary
Yalidate Selected
Create Correction
Processed Timesheets

Default Schedule

Leave Requests
Fremiurm Pay Reguests

. Pay Period: Timesheet Status: User ID: Last Name: First Name: Middle Name: Organization: -
|09 - 2015 : May 03, 2015-May 16,2015 * [~ | Saved [=]| i | Find Org
Timekeeper: Supervisor: SSN: Delegates For: POI: Timesheet Type:

| I [noNE[~] | JE
[ Search
Pay Timeshest Last First Middle e : :
] Bt Status User ID g e s Organization Timekeeper Supervisor Pal
. . Robinson,

09- 2015 Saved JALLEN Allen Jacob o1 Harris, Daniel William 4815

09-2015 | Saved ELEWIS Lewis Ermma o Harris, Daniel S\E;ﬁi';‘fnc'”- 4315

09-2015  Saved SMARTINEZ | Martinez Saophia 01 Hartis, Daniel E\fiﬁi';‘fnm- 4815

09-2015 | Saved SMILLER | Miller Samantha o Harris, Daniel E\Eiﬁi';‘fnm- 4815

: s : . Martinez,
09 - 20158 Saved YWROBINSOM | Robingon William 01 Harris, Daniel Sophia 48158
. . Robinson,

09 - 20158 Saved JTHOMPSOM | Thampson Joshua NRCS Harris, Daniel William 48158
145 of & Records 1 wiew [25] [50] [100]
Select Action

Timesheets Profiles and Settings Leave and Premium Pay_Send Messages Other Actions

Timesheet Timeshest Profile Leave Balances Send Message Employee Accounts

m

Slide notes
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.:. ™
* WE BTA Employee Timekeeper Inbox [3] | Settings | Help | Log Out

Tirnekeeper Main Menu = Select Employees =

Send Message

ftems marked with an asterizk* are required.

Reciients: LLEN, JACOB; LEWIS, EMMA; MARTINEZ, SOPHIA; MILLER, SAMANTHA; ROBINSON, WILLIAM; -
ECIPIENTS: THOMPSON, JOSHUA, =

* Subject: 1 High Importance

* Body:

Send Message Cancel

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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I:I ™
= WEBTA Employee Timekeeper

Inbox [3] | Settings | Help | Log OQut

Tirnekeeper Main Menu = Select Employees =

Send Message

ftems marked with an asterizk* are required.

Reciients: LLEN, JACOB; LEWIS, EMMA; MARTINEZ, SOPHIA; MILLER, SAMANTHA; ROBINSON, WILLIAM;
SCIPIENIS: THOMPSON, JOSHUA

* Subject: 1 High Importance

* Body:

| Send Message

Slide notes
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Slide 31 - Slide 31

-
sse ™ |
= WE BTA Employee Timekeeper Inbox [3] | Settings | Help | Log Out
Tirnekeeper Main Menu =
Select Employees
. Pay Period: Timesheet Status: User ID: Last Name: First Name: Middle Name: Organization: -
|09 - 2015 : May 03, 2015-May 16,2015 * [~ | Saved i | [ Find 0rg
Timekeeper: Supervisor: SSN: Delegates For: POI: Timesheet Type:
| I |[momE [=] | JE
[ Search
Pay Timeshest Last First Middle e : :
[l Bt Status User ID g e s Organization Timekeeper Supervisor Pal
. . Robinson, £
09- 2015 Saved JALLEN Allen Jacob o1 Harris, Daniel William 4815
09-2015  Saved ELEWIS Lewis Emma o Harris, Daniel S\E;ﬁi';‘fnc'”- 4315
F 09-2015 | Saved SMARTINEZ | Martinez Saophia 01 Hartis, Daniel E\fiﬁi';‘fnm- 4815
09-2015 | Saved SMILLER | Miller Samantha o Harris, Daniel E\Eiﬁi';‘fnm- 4815
: s - . Martinez,
09 - 20158 Saved YWROBINSOM | Robingon William 01 Harris, Daniel Sophia 48158
. . Robinson,
09 - 20158 Saved JTHOMPSOM | Thampson Joshua NRCS Harris, Daniel William 48158
145 of & Records 1 wiew [25] [50] [100]
Select Action
Timesheets Profiles and Settings Leave and Premium Pay Send Messages
Timesheet Timeshest Profile Leave Balances Send Message )
Timeshest Surnmary Work Schedules Leave Requests
Yalidate Selected Default Tirmesheet Profile Fremiurm Pay Reguests
Create Correction Employee Profile
Processed Timesheets
Default Schedule -

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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Profiles and Settings Leave and Premium Pay Send Messages
Send Message

Timesheets
Tirmesheet
Tirmesheet Summary
Validate Selected
Create Correction

Leave Balances
Leave Requests
Fremiurm Pay Reguests

Tirmesheet Profile
Waork Schedules
Default Tirmesheet Profile
Emplayee Praofilz

-
(1 1] ™
° WE BTA Employee Timekeeper Inbox [3] | Settings | Help | Log Out
Tirnekeeper Main Menu =
Select Employees
. Pay Period: Timesheet Status: User ID: Last Name: First Name: Middle Name: Organization: -
|09 - 2015 : May 03, 2015-May 16,2015 * [+ [Al [=]| i | Find Org
Timekeeper: Supervisor: SSN: Delegates For: POI: Timesheet Type:
| I [noNE[~] | JE
rarer
Pay Timeshest Last First hiddle dri : :
B« g Status User ID Mg i i Organization Timekeeper Supervisor Pal .
[l 09-2015  Saved JALLEN Allen Jacab o1 Hartis, Danial Eﬁﬁi'sz”- 4815
B 09.2015 | fdidated by MJACKSON |Jackson  Madison o Harris, Danisl | ROBINSON, gm0
Timekeeper Williarm
] 09-2015  Saved ELEWIS Lewis Emma 01 Hartis, Daniel E\fiﬁi';‘fnm- 4815
F 09-2015  Saved SMARTIMEZ | Martinez  Sophia 01 Hartis, Daniel E\Eiﬁi';‘fnm- 4815
] 09-2015  Saved SMILLER | Miller Samantha o Harris, Daniel Eﬁﬁ;;‘fﬂm- 4815
. - y . Martinez,
[ 09-2015 Saved WWROBIMSOM | Robinson Williarm 01 Harris, Daniel Sophia 48158
: s Robinsaon,
[ 09-2015 Saved JTHOMPZOM  Thompson  Joshua MRCS Harris, Daniel William 4315
1.7 of 7 Recards 1 View
Select Action

Othe

Employee Accounts

Slide notes

Now, we are back to showing All timesheets from the current pay period. Select next to continue.
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:l ™
W E BTA Employee Timekeeper

Inbox [3] | Settings | Help | Log OQut

Tirnekeeper Main Menu =

Select Employees

Select Action

Timesheets
Tirmesheet
Tirmesheet Summary
Validate Selected
Create Correction

Leave Balances
Leave Requests
Fremiurm Pay Reguests

Tirmesheet Profile
Waork Schedules
Default Tirmesheet Profile
Emplayee Praofilz

. Pay Period: Timesheet Status: User ID: Last Name:  FirstName: Middle Name: Organization: -
|09 - 2015 : May 03, 2015-May 16,2015 * [+ [Al i | [ Find 0rg
Timekeeper: Supervisor: SSN: Delegates For: POI: Timesheet Type:

| I [noNE[~] | JE
[Soarch
Pay Timeshest Last First hiddle dri : :
B« g Status User ID Mg i i Organization Timekeeper Supervisor Pal -
[l 09-2015  Saved JALLEN Allen Jacoh o Harris, Daniel Eﬁﬁi'sz”- 4815
“alidated by ; : ; Robinsaon,
[ |09-2015 Timekeeper MIACKSON | Jackson Madison m Harris, Daniel William 45815
F] 09-2015 | Saved ELEWIS Lewis Ermma o Harris, Daniel E\fiﬁi';‘fnm- 4815
Fl 09-2015  Saved SMARTINEZ | Martinez Sophia m Harris, Daniel E\Eiﬁi';‘fnm- 4515
[] 09-2015  Saved SMILLER  Miller Samantha o Harris, Daniel Eﬁﬁ;;‘fﬂm- 4815
. - y . Martinez,
[ 09-2015 Saved WWROBIMSOM | Robinson Williarm 01 Harris, Daniel Sophia 48158
: : Robinsaon,
[ 09-2015 Saved JTHOMPZOM  Thompson  Joshua MRCS Harris, Daniel William 4315
17 of 7 Records il view [28] [50] [100]

Profiles and Settings Leave and Premium Pay Send Messages
Send Message

Othe

Employee Accounts

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 34 - Slide 34

I:. ™
= WEBTA Employee Timekeeper

Inbox [3] | Settings | Help | Log OQut

Tirnekeeper Main Menu =

Select Employees

Waork Schedules
Default Tirmesheet Profile
EmployeeProfile

Leave Requests
Fremiurm Pay Reguests

Tirmesheet Summary
Validate Selected
Create Cdrrection

. Pay Period: Timesheet Status: User ID: Last Name: First Name: Middle Name: Organization: -
|09 - 2015 : May 03, 2015-May 16,2015 * [+ [Al [=]| i | Find Org
Timekeeper: Supervisor: SSN: Delegates For: POI: Timesheet Type:

| I [noNE[~] | JE
[ Search
Pay Timeshest Last First hiddle dri : :
B« g TRk User ID Mg i i Organization Timekeeper Supervisor Pal
[l 09-2015  Saved JALLEN Allen Jacoh o Harris, Daniel Eﬁﬁi'sz”- 4815
B 09-2015  lidated by MIACKSON |Jackson  Madison o1 Harris, Daniel | Fo0ImS9n agig
Timekeeper Williarm
F] 09-2015 | Saved ELEWIS Lewis Ermma o Harris, Daniel E\fiﬁi';‘fnm- 4815
Fl 09-2015  Saved SMARTINEZ | Martinez Sophia m Harris, Daniel E\Eiﬁi';‘fnm- 4515
F 09-2015  Saved SMILLER Miller Samantha 01 Harris, Daniel Eﬁﬁ;;‘fﬂm- 4815
. - y . Martinez,
[ 09-2015 Saved WWROBIMSOM | Robinson Williarm 01 Harris, Daniel Sophia 48158
: : Robinsaon,
[ 09-2015 Saved JTHOMPZOM  Thompson  Joshua MRCS Harris, Daniel William 4315
17 of 7 Records 1 View

Select Action
Timesheets Profiles and Settings Leave and Premium Pay Send Messages Other Actions
Timesheet Timeshest Profile Leave Balances Send Message Employee Accounts

m

Slide notes
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I:I ™
= WE BTA Employee Timekeeper Inbox [3] | Settings | Help | Log OQut
Tirnekeeper Main Menu =
Select Employees
. Pay Period: Timesheet Status: User ID: Last Name:  FirstName: Middle Name: Organization: -
|09 - 2015 : May 03, 2015-May 16,2015 * [+ [Al i | [ Find 0rg
Timekeeper: Supervisor: SSN: Delegates For: POI: Timesheet Type:
| I [noNE[~] | JE
[ Search
Pay Timeshest Last First Middle e : :
] Echiod v Status User ID Mg i i Organization Timekeeper Supervisor Pal -
[l 09-2015  Saved JALLEN Allen Jacoh o Harris, Daniel Eﬁﬁi'sz”- 4815
[ 09-2015  Saved ELEWIS Lewis Ernma o1 Hartis, Daniel ~ foo®e 4gis
] 09-2015  Saved SMARTINEZ  Martinez  Sophia 01 Hartis, Daniel E\fiﬁi';‘fnm- 4815
[l 09-2015  Saved SMILLER | Miller Samantha o Harris, Daniel E\Eiﬁi';‘fnm- 4815
: s : . Martinez,
[ 09-2015 Saved WWROBIMSOM | Robinson Williarm 01 Harris, Daniel Sophia 48158
. . Robinson,
[ 09-2015 Saved JTHOMPSOMN | Tharmpson Joshua NRCS Harris, Daniel William 48158
B |09-2015 | validated by MIACKSON |Jackson  Madison o1 Harris, Daniel | FODINSON. | 4gip
Timekeeper Williarn
17 of 7 Records 1 view [28] [50] [100]
Select Action
Timesheets Profiles and Settings Leave and Premium Pay Send Messages
Timesheet Timeshest Profile Leave Balances Send Message Employee Accounts
Tirmesheet Summary Waork Schedules Leave Requests
Validate Selected Default Tirmesheet Profile Fremiurm Pay Reguests
Create Correction Emplayee Praofilz -

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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I:. ™
= WEBTA Employee Timekeeper

Inbox [3] | Settings | Help | Log OQut

Tirnekeeper Main Menu =

Select Employees

Waork Schedules
Default Tirmesheet Profile
Emplayee Praofilz

Leave Requests
Fremiurm Pay Reguests

Tirmesheet Summary
Validate Selected
Create Correction

. Pay Period: Timesheet Status: User ID: Last Name: First Name: Middle Name: Organization: -
|09 - 2015 : May 03, 2015-May 16,2015 * [+ [Al [=]| i | Find Org
Timekeeper: Supervisor: SSN: Delegates For: POI: Timesheet Type:

| I [noNE[~] | JE
[ Search
Pay Timeshest Last First Middle e : :
[l Pariod S User D Mg Mo e Organization Timekeeper Supervisor Pal
Fl)09-2015 | Saved JALLEN Allen Jacoh o Harris, Daniel Eﬁﬁi'sz”- 4815
[ 09-2015 | Saved ELEWIS Lewis Emma o Harris, Daniel S\E;ﬁi';‘fnc'”- 4315
] 09-2015  Saved SMARTINEZ  Martinez  Sophia 01 Hartis, Daniel E\fiﬁi';‘fnm- 4815
[l 09-2015  Saved SMILLER | Miller Samantha o Harris, Daniel E\Eiﬁi';‘fnm- 4815
: s : . Martinez,
[ 09-2015 Saved WWROBIMSOM | Robinson Williarm 01 Harris, Daniel Sophia 48158
. . Robinson,
[ 09-2015 Saved JTHOMPSOMN | Tharmpson Joshua NRCS Harris, Daniel William 48158
B |09-2015 | validated by MIACKSON |Jackson  Madison o1 Harris, Daniel | FODINSON. | 4gip
Timekeeper Williarn
17 of 7 Records il view [28] [50] [100]

Select Action
Timesheets Profiles and Settings Leave and Premium Pay Send Messages Other Actions
Timesheet Timeshest Profile Leave Balances Send Message Employee Accounts

m

Slide notes
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I:I ™
‘ WE BTA Employee Timekeeper Inbox [3] | Settings | Help | Log Out
Tirnekeeper Main Menu = Select Employees =
. Unva@ated Yalidated Certified Sent
Timesheet e o—
Employee: Allen, Jacob Timesheet Type: Regular
Pay Period: |03 - 2015 : May 03, 2015-May 16,2015 * S [~| | Select Pay Period Status: Unvalidated
Work Time
Sun Mon Tue Wed Thu Fri Sat Wik Sun Mon Tue Wed Thu Fri Sat
5003 504 5/05 5i08 5607 508 5/09 510 5611 512 513 5614 5148 516
Time In
Time Out
Time In
Time Out
Meal Time 3
Transaction = Account
01- Regular Select
Base Fay Account
Work Time Total
Leave Time
Absence Start
Ahsence End
Transaction = Account
Leave Time Total
Daily Total
Dollar Transactions
Transaction | Account Date Amount
Dollar Total
m Totals Remarks(0) Leave Balances Telework L
Su M T W Th F Sa Su I T W Sa
05/03 0404 04/05 05/06 05/07 05/08 04f09 0510 05111 0&aM12 05113 0514 0515 0516
4 m 3

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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™
WE BTA Employee Timekeeper Inbox [3] | Settings | Help | Log Out
Tirmekeeper Main Menu = Select Employees =
. Unva@ated Yalidated Certified Sent
Timesheet = Oo—
Employee: Allen, Jacob Timesheet Type: Regular
Pay Period: |03 - 2015 : May 03, 2015-May 16,2015 * S [~| | Select Pay Period Status: Unvalidated
Work Time
Sun Mon Tue Wed Thu Fri Sat Wik Sun Mon Tue Wed Thu Fri Sat
5003 504 5/05 5i08 5607 508 5/09 510 5611 512 513 5614 5148 516
Time In
Time Out
Time In
Time Out
Meal Time 3
Transaction = Account
01- Regular Select
Base Fay Account
Work Time Total
Leave Time
Absence Start
Ahsence End
Transaction = Account
Leave Time Total
Daily Total
Dollar Transactions
Transaction | Account Date Amount
Dollar Total
m Totals Remarks(0) Leave Balances Telework
Su M T W Th F Sa Su I T W Th F Sa
05/03 0404 04/05 05/06 05/07 05/08 04f09 0510 05111 0&aM12 05113 0514 0515 0516
10.2.66.121:IBUBU,’usdatr.a|n|ng,’T|mesheetManagement# m +

Slide notes
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Timesheets
Tirmesheet
Tirmesheet Summary
Validate Selected
Create Correction

Tirmesheet Profile
Waork Schedules
Default Tirmesheet Profile
Emplayee Praofilz

-
[ 11 ] ™
° WE BTA Employee Timekeeper Inbox [3] | Settings | Help | Log Out
Tirnekeeper Main Menu =
Select Employees
. Pay Period: Timesheet Status: User ID: Last Name: First Name: Middle Name: Organization: -
|09 - 2015 : May 03, 2015-May 16,2015 * [+ [Al i | Find Org
Timekeeper: Supervisor: SSN: Delegates For: POI: Timesheet Type:
| /| [ nonE [+] | LA
rarer
Pay Timeshest Last First hiddle dri : :
[l Pariod S User D Mg Mo e Organization Timekeeper Supervisor Pal .
[l 09-2015  Saved JALLEN Allen Jacoh o Harris, Daniel Eﬁﬁi'sz”- 4815
[ 09-2015 | Saved ELEWIS Lewis Emma o Harris, Daniel S\E;ﬁi';‘fnc'”- 4315
] 09-2015  Saved SMARTINEZ  Martinez  Sophia 01 Hartis, Daniel E\fiﬁi';‘fnm- 4815
Fl 09-2015  Saved SMILLER Miller Sarnantha m Harris, Daniel E\Eiﬁi';‘fnm- 4515
: s : . Martinez,
[ 09-2015 Saved WWROBIMSOM | Robinson Williarm 01 Harris, Daniel Sophia 48158
. . Robinson,
[ 09-2015 Saved JTHOMPSOM | Thompson Joshua MNRCS Harris, Daniel William 4815
B |09-2015 | validated by MIACKSON |Jackson  Madison o1 Harris, Daniel | FODINSON. | 4gip
Timekeeper Williarn
17 of 7 Records 1 view [28] [50] [100]
Select Action

Profiles and Settings Leave and Premium Pay Send Messages
Leave Balances
Leave Requests
Fremiurm Pay Reguests

Send Message

Othe

Employee Accounts

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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-
(1 1] ™
= WE BTA Employee Timekeeper Inbox [3] | Settings | Help | Log OQut
Tirnekeeper Main Menu =
Select Employees
. Pay Period: Timesheet Status: User ID: Last Name: First Name: Middle Name: Organization: -
|09 - 2015 : May 03, 2015-May 16,2015 * [+ [Al [=]| i | | [ Find 0rg
Timekeeper: Supervisor: SSN: Delegates For: POI: Timesheet Type:
| I [noNE[~] | JE
[ Search
Pay Timeshest Last First Middle e : :
] Echiod v Status User ID Mg i i Organization Timekeeper Supervisor Pal .
[l 09-2015  Saved ALLEN Allen Jacoh o Harris, Daniel Eﬁﬁi'sz”- 4815
- — , I ,:MM | J . . H—
[ 09-2015 Saved ELEws Lewi Einina 01 Harris, Daniel William 48158
] 09-2015  Saved SMARTINEZ  Martinez  Sophia 01 Hartis, Daniel E\fiﬁi';‘fnm- 4815
[l 09-2015  Saved SMILLER | Miller Samantha o Harris, Daniel E\Eiﬁi';‘fnm- 4815
: s : . Martinez,
[ 09-2015 Saved WWROBIMSOM | Robinson Williarm 01 Harris, Daniel Sophia 48158
. . Robinson,
[ 09-2015 Saved JTHOMPSOMN | Tharmpson Joshua NRCS Harris, Daniel William 48158
B |09-z015 | Validated by MIACKSON |Jackson  Madison o1 Harris, Daniel | FODINSON. | 4gip
Timekeeper Williarn
17 of 7 Records 1 view [28] [50] [100]
Select Action 4
Timesheets Profiles and Settings Leave and Premium Pay Send Messages Other Actions
Timesheet Timeshest Profile Leave Balances Send Message Employee Accounts
Tirmesheet Summary Waork Schedules Leave Requests
Validate Selected Default Tirmesheet Profile Fremiurm Pay Reguests
Create Correction Emplayee Praofilz -

Slide notes
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.:. ™
* WE BTA Employee Timekeeper Inbox [3] | Settings | Help | Log Out

Tirnekeeper Main Menu = Select Employees =

m

Timesheet Profile » ALLEN, JACOB

S.ettings ftems marked with an asterisk* are required.
fitenses Pay Period: 09 -2015 : May 03, 2015-May 16, 2015
Calendars
Roles Status Change
Timesheet Detail
[meshest Uetars Status Change Type: MNone |Z|

Timesheet Profile »
Status Change Day: | Mone |Z|

Status

Oath of Office: [7]
Final Report: [7]
On Hold: [7]

Pay Details

* Payplan: | GS General Schedule (reg) |Z|
* Tour of duty: | Full Time =]
* Duty Hours: |50
* Work Week: | Mon-Fri

* Alternative Work Schedule: |Regular 8-haur Days [=]

Overtime/Standby

RSO / Salary Cap: |Mone |Z|
Standby Hours Week 1:
Standby Hours Week 2:

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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Timekeeper

Inbox [3] | Settings | Help | Log OQut

Select Ermployees =

Timesheet Profile » ALLEN, JACOB

Tirnekeeper Main Menu

S.ettings ftems marked with an asterisk* are required.
fitenses Pay Period: 09 -2015 : May 03, 2015-May 16, 2015
Calendars
Roles Status Change
Timesheet Details
Status Ch Type: [N
Timesheet Profile » ANRNANIE YRS s |Z|
Status Change Day: | Mone |Z|
Status
Qath of Office
Final Report
On Hold: [7]
Pay Details
* Payplan: |GS General Schedule (reg)
* Tour of duty: |Full Tirme
* Duty Hours: |50
* Work Week: |Mon-Fri
* Alternative Work Schedule: |Regular 8-haur Days
Overtime/Standby

RSO / Salary Cap: |Mone
Standby Hours Week 1:
Hours Week 2:

10.2.60,121:18030/usdatraining/ Timesheethlanagernents

[

[=]

[=]

m

Slide notes
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Slide 43 - Slide 43

Profiles and Settings Leave and Premium Pay Send Messages
Send Message

Timesheets
Tirmesheet
Tirmesheet Summary
Validate Selected
Create Correction

Leave Balances
Leave Requests
Fremiurm Pay Reguests

Tirmesheet Profile
Waork Schedules
Default Tirmesheet Profile
Emplayee Praofilz

Othe

Employee Accounts

-
(1 1] ™
° WE BTA Employee Timekeeper Inbox [3] | Settings | Help | Log OQut
Tirnekeeper Main Menu =
Select Employees
. Pay Period: Timesheet Status: User ID: Last Name: First Name: Middle Name: Organization: -
|09 - 2015 : May 03, 2015-May 16,2015 * [+ [Al [=]| i | Find Org
Timekeeper: Supervisor: SSN: Delegates For: POI: Timesheet Type:
| I [noNE[~] | JE
[Soarch
Pay Timeshest Last First hiddle dri : :
[l Pariod S User D Mg Mo e Organization Timekeeper Supervisor Pal .
[l 09-2015  Saved JALLEN Allen Jacoh o Harris, Daniel Eﬁﬁi'sz”- 4815
[ 09-2015 | Saved ELEWIS Lewis Emma o Harris, Daniel S\E;ﬁi';‘fnc'”- 4315
] 09-2015  Saved SMARTINEZ  Martinez  Sophia 01 Hartis, Daniel E\fiﬁi';‘fnm- 4815
Fl 09-2015  Saved SMILLER Miller Sarnantha m Harris, Daniel E\Eiﬁi';‘fnm- 4515
: s : . Martinez,
[ 09-2015 Saved WWROBIMSOM | Robinson Williarm 01 Harris, Daniel Sophia 48158
. . Robinson,
[ 09-2015 Saved JTHOMPSOM | Thompson Joshua MNRCS Harris, Daniel William 4815
B |09-2015 | validated by MIACKSON |Jackson  Madison o1 Harris, Daniel | FODINSON. | 4gip
Timekeeper Williarn
17 of 7 Records 1 view [28] [50] [100]
Select Action

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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IEI ™
W E BTA Employee Timekeeper

Inbox [3] | Settings | Help | Log OQut

Tirnekeeper Main Menu =

Select Employees

Waork Schedules
Default Tirmesheet Profile
Emplayee Praofilz

Leave Requests
Fremiurm Pay Reguests

Tirmesheet Summary
Validate Selected
Create Correction

. Pay Period: Timesheet Status: User ID: Last Name: First Name: Middle Name: Organization: -
|09 - 2015 : May 03, 2015-May 16,2015 * [+ [Al [=]| i | Find Org
Timekeeper: Supervisor: SSN: Delegates For: POI: Timesheet Type:

| I [noNE[~] | JE
[ Search
Pay Timeshest Last First Middle e : :
[l Pariod S User D Mg Mo e Organization Timekeeper Supervisor Pal |
[l 09-2015  Saved JALLEN Allen Jacoh o Harris, Daniel Eﬁﬁi'sz”- 4815
[ 09-2015 | Saved ELEWIS Lewis Emma o Harris, Daniel S\E;ﬁi';‘fnc'”- 4315
] 09-2015  Saved SMARTINEZ  Martinez  Sophia 01 Hartis, Daniel E\fiﬁi';‘fnm- 4815
[l 09-2015  Saved SMILLER | Miller Samantha o Harris, Daniel E\Eiﬁi';‘fnm- 4815
: s : . Martinez,
[ 09-2015 Saved WWROBIMSOM | Robinson Williarm 01 Harris, Daniel Sophia 48158
. . Robinson,
[ 09-2015 Saved JTHOMPSOMN | Tharmpson Joshua NRCS Harris, Daniel William 48158
B |09-2015 | validated by MIACKSON |Jackson  Madison o1 Harris, Daniel | FODINSON. | 4gip
Timekeeper Williarn
17 of 7 Records il view [28] [50] [100]

Select Action L]
Timesheets Profiles and Settings Leave and Premium Pay Send Messages Other Actions
Timesheet Timeshest Profile Leave Balances Send Message Employee Accounts

Slide notes
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Slide 45 - Slide 45

I:I ™
- WEBTA Employee Timekeeper

Inbox [3] | Settings | Help | Log OQut

Tirnekeeper Main Menu =

Select Employees

Waork Schedules
Default Tirmesheet Profile
Emplayee Praofilz

Tirmesheet Sumrmary
Validate Selected
Create Correction

Leave Requests
Fremiurm Pay Reguests

Pay Period: Timesheet Status: User ID: Last Name: First Name: Middle Name: Organization: a8
|09 - 2015 : May 03, 2015-May 16,2015 % [+ [Al =] I | Find Org
Timekeeper: Supervisor: SSN: Delegates For: POI: Timesheet Type:
I I [mnoNE[~] | LAl
[ Search
Pay Timeshest Last First Middle et ; :
1 Bt et User D e e et Organization Timekeeper Supervisor PCl
[l 09-2015  Saved JALLEN Allen Jacoh o Harris, Daniel Eﬁﬁi'sz”- 4815
[ 09-2015 | Saved ELEWIS Lewis Emma o Harris, Daniel S\E;ﬁi';‘fnc'”- 4315
] 09-2015  Saved SMARTINEZ  Martinez  Sophia 01 Hartis, Daniel E\fiﬁi';‘fnm- 4815
[l 09-2015  Saved SMILLER | Miller Samantha o Harris, Daniel E\Eiﬁi';‘fnm- 4815
: s : . Martinez,
[ 09-2015 Saved WWROBIMSOM | Robinson Williarm 01 Harris, Daniel Sophia 48158
. . Robinson,
[ 09-2015 Saved JTHOMPSOMN | Tharmpson Joshua NRCS Harris, Daniel William 48158
B o9-2015  Yalidated by MIACKSON |Jackson  Madison o1 Harris, Daniel | FODINSON. | 4gip
Timekeeper Williarn
17 of 7 Records il view [28] [50] [100]
Select Action
Timesheets Profiles and Settings Leave and Premium Pay Send Messages Other Actions
Timesheet Timesheset Profile Leave Balances Send Message Employes Accounts

Slide notes
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Select Employees

. Pay Period:

Work Schedules
Default Tirmesheet Profile
Employee Profile

Timeshest Surmmary
Validate Selected
Create Correction
Processed Timesheets
Default Schedule
Default Schedule

Leave Requests
Frermiurn Pay Requests

| Cancel |

Timesheet Status: User ID: Last Name: First Name: Middle Name: Organization:
|09 - 2015 : May 03, 2015-May 16,2015 *  [=] Al [=]] I | Find Org
Timekeeper: Supervisor: SSN: Delegates For: POI: Timesheet Type: 1
| | /| [MonE[-] | | LA

=
Pay Timeshest Last First Middle it 3 :
[} Perind Status User ID e N M) Organization Timekeeper Supervisor FOI
] 09-2015  Saved JALLEN Allen Jacob o1 Harris, Daniel E\Eiﬁi';‘fnm- 415
[ 09-2015  Saved ELEWIS Lewis Ernma o Harrie, Daniel E\Eiﬁi';‘fnm- 4815
] 09-2015  Saved SMARTINEZ | Martinez  Sophia o Harris, Daniel E\fiﬁi';‘ff”- 4815
] 09-2015  Saved SMILLER Miller Samantha 01 Harris, Daniel Séﬁi';‘fnm- 4815
] 09-2015  Saved WROBINSON | Robinson  William o1 Harris, Daniel g";’;‘#‘:z- 4615
. . Robinson,
[ |09-2015 Saved JTHOMPZSOMN  Thompson  Joshua MRCS Harris, Daniel William 4815 1
B |09-2015 | 3ldated by MJACKSON |Jackson  Madison o1 Harris, Daniel | FRo2Inson. Jyeys
Timekeeper Williarm
1.7 of 7 Records 1 Vie"“
Select Action
Timesheets Profiles and Settings Leave and Premium Pay Send Messages Other Actions
Timesheet Timesheet Profile Leave Balances Send Message Employee Accounts

Slide notes
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Timekeeper: Supervisor: SSN: Delegates For: POIL: Timesheet Type:
I I [nonE[=] | | A
[ Search
Pay Tirmesheet Last First Middle - ) .
m B v Status User ID i Mo Mo Organization Timekeeper Superisor POl
[ 09-2015  Saved JALLEN Allen Jacab o1 Hartis, Danial E\fiﬁi';‘ff”- 4815
[l 09-2015  Saved ELEWIS Lewis Emma o Harris, Daniel {iﬁﬁi‘;‘fnm- 4315
F 09-2015  Saved SMARTINEZ | Martinez  Sophia 01 Harris, Daniel E\Eiﬁi';‘fnm- 4815
[ 09-2015  Saved SMILLER | Miller Samantha o1 Hartis, Danial Eﬁﬁ;;‘fﬂm- 4815
) . ; . Martinez,
[ 09-2015 Saved WWROBIMSOM | Robinson Williarm 01 Harris, Daniel Sophia 48158
Robinson,
B [09-2015 Saved JTHOMPZOM | Thompsan Joshua MRCS Harris, Daniel William 4315
Bl |09-z015 | Yalidated by MIACKSON | Jackson  Madison o Harris, Danisl | FODINSON. | ynyp
Timekeeper Williarn
1-7 of ¥ Records 1 View =
Select Action
Timesheets Profiles and Settings Leave and Premium Pay Send Messages Other Actions
Timesheet Tirmesheet Profile Leave Balances Send Message Employee Accounts
Tirnesheet Sumrmary Waork Schedules Leave Requests
Yalidate Selected Default Timesheet Profile Premium Pay Requests
Create Correction Employee Profile
Processed Timeshests
Default Schedule
Default Schedule
| Cancel |

Slide notes
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Supervisor: SSN: Delegates For: POIL: Timesheet Type:

Select Action

Timesheets
Timesheet
Tirnesheet Sumrmary
Yalidate Selected
Create Correction
Processed Timeshests
Default Schedule
Default Schedule

Cancel |

Profiles and Settings Leave and Premium Pay Send Messages
Tirmesheet Profile Leave Balances Send Message
Waork Schedules Leave Requests

Default Timesheet Profile Premium Pay Requests

Employee Profile

Other Actions

Timekeeper:
| /| [ nonE [#] | A
[ Search |

= Pay Tirmesheet Last First Middle N . )
=l pened Status User D e s i Organization Timekeeper Superisor POl
] 09-2015  Saved JALLEN Allen Jacab o1 Harris, Daniel E\fiﬁi';‘ff”- 4815
Bl 09-2015  Saved ELEWIE | Lewis Emma o1 Harts, Daniel | 508" 4815
F 09-2015  Saved SMARTINEZ | Martinez  Sophia 01 Harris, Daniel E\Eiﬁi';‘fnm- 4815
[ 09-2015  Saved SMILLER | Miller Samantha o Harris, Daniel Eﬁﬁ;;‘fﬂm- 4815

. - y ’ Martinez,
[ |09-2015 Saved YWROEBIMNSOM  Robinson William m Harris, Daniel Sophia 4815

Robinson,
O 09-20315 Saved JTHOMPZ0OM  Thompson  Joshua MRCS Harris, Daniel William 4318
B 0g-2015  Yalidated by MIACKSON |Jackson  Madison o Harris, Danisl | FODINSON, - ym
Timekeeper Williarn

17 of 7 Records 1 View =

Employee Accounts

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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Timekeeper: Supervisor: SSN: Delegates For: POIL: Timesheet Type:
I I [nonE[=] | | A
[ Search
Pay Tirmesheet Last First Middle - ) .
m B v Status User ID i Mo Mo Organization Timekeeper Superisor POl
[ 09-2015  Saved JALLEN Allen Jacab o1 Hartis, Danial E\fiﬁi';‘ff”- 4815
[l 09-2015  Saved ELEWIS Lewis Emma o Harris, Daniel {iﬁﬁi‘;‘fnm- 4315
F 09-2015  Saved SMARTINEZ | Martinez  Sophia 01 Harris, Daniel E\Eiﬁi';‘fnm- 4815
[ 09-2015  Saved SMILLER | Miller Samantha o1 Hartis, Danial Eﬁﬁ;;‘fﬂm- 4815
) . ; . Martinez,
[ 09-2015 Saved WWROBIMSOM | Robinson Williarm 01 Harris, Daniel Sophia 48158
Robinson,
B [09-2015 Saved JTHOMPZOM | Thompsan Joshua MRCS Harris, Daniel William 4315
Bl |09-z015 | Yalidated by MIACKSON | Jackson  Madison o Harris, Danisl | FODINSON. | ynyp
Timekeeper Williarn
1-7 of ¥ Records 1 View =
Select Action
Timesheets Profiles and Settings Leave and Premium Pay Send Messages Other Actions
Timesheet Tirmesheet Profile Leave Balances Send Message Employee Accounts
Tirnesheet Sumrmary Waork Schedules Leave Requests
Yalidate Selected Default Timesheet Profile Premium Pay Requests
Create Correction Employee Profile
Processed Timeshests
Default Schedule
Default Schedule

Slide notes
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Slide 50 - Slide 50
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* WE BTA Employee Timekeeper Inbox [3] | Settings | Help | Log Out

Timekeeper Main Menu

Ermployees Accounting
Select Employees Accounts

Ermployes Leave Requests
Schedule
Employee Premium Pay Requests
Employes Schedules List Wiew

Reports Employes Schedules Grid Wiew
Reports 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 Superisor
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Slide 51 - Finish

Select the Finish button.

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