USDA Timekeeper webTA Employee Profiles

Slide 1 - Learning Objectives

Employee Profiles

Learning Objectives

In this lesson, you will learn how to:
« View Employee Profiles
« View Employee Timesheet Details
« View Timesheet Profiles
« Split Timesheet Profiles

Slide notes

Welcome to the webTA for Timekeepers training course. In this lesson, you will learn how to View
Employee Profiles, View Employee Timesheet Details, View Timesheet Profiles, and Split Timesheet
Profiles. Select next to continue.
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Slide notes

When you log in to webTA, you will see the Main Menu of the highest role assigned to your profile. In
this case, the highest role for this user is Timekeeper, which is why the Timekeeper Main Menu

displays.

To manage your own timesheet and other details related to your profile, select the Employee Tab to

display the Employee Main Menu. Select next to continue.
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Slide notes

Here, as covered in the Employees course, you can perform time and attendance functions on your
own behalf. Let's return to the Timekeeper Main Menu by selecting the Timekeeper tab. Select next to

continue.
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Slide notes

As a Timekeeper, you have the ability to manage and edit your employees' Profiles, Timesheet Profiles
and Default Schedules. You access these through the Select Timesheets page. 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
[ Search
Pay Timesheet Last First Middle i ; G E
B« Ehit Status User ID [ e i Organization Timekeeper Supervisor Pal
[l 05-2015 | Saved JALLEN Allen Jacob o Harris, Daniel Eﬁﬁi'sz”- 4815
Fl 05-2015  Saved SMILLER Miller Samantha m Harris, Daniel S\E;ﬁi';‘fnc'”- 4515
F] 09-2015  Saved JALLEN Allen Jacob o Harris, Daniel E\fiﬁi';‘fnm- 4515
Fl 09-2015  Saved ELEWIS Lewis Ernrna m Harris, Daniel E\Eiﬁi';‘fnm- 4515
F 09-2015 | Saved SMARTINEZ | Martinez Sophia 01 Harris, Daniel Eﬁﬁ;;‘fﬂm- 4815
Fl 09-2015 | Saved SMILLER | Miller Samantha o Harris, Danisl Eéﬁii;‘fnm- 4515
; i : : Martinez,
B [09-2015 Saved WROBIMNSOMN  Robinson William o1 Harris, Daniel Sophia 4815
: : Robinson,
[F |08 - 2015 Saved JTHOMPEOR  Thormpson | Joshua MRCS Harris, Daniel William 4815
[ 09-2015 | Saved CWILLIAMS  Wiliams  Chris NRCS Harris, Daniel | o2inson. 4815
10 +f8 Records n ( b 5] [52] 5]
Select Action
Timesheets Profiles and Settings Leave and Premium Pay Send Messages QOther Actions -

Slide notes

As mentioned in the Select Timesheets lesson, you can view an employee's Timesheet Profile by
selecting the link in the User ID column, or by selecting the checkbox for their row, and selecting the
Timesheet Profile link from the Profiles and Settings section below the employee list.

We are going to start with the Employee Profile in this case by selecting the checkbox for the first

employee on our list: Jacob Allen. Select next to continue.
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-
(1] ™
= WE BTA Employee Timekeeper Inbox [3] | Settings | Help | Log OQut
Tirnekeeper Main Menu =
Select Timesheets
. Pay Period: Timesheet Status: User ID: Last Name: First Name: Middle Name: Organization: -
(A1 [ | saved + Emp validated [~] | i | Find Org
Timekeeper: Supervisor: SSN: Delegates For: POI: Timesheet Type:
I /| [MonE[=] | | A
[Search |
Pa Timeshest Last First Middle e ; : £
B« F'erigd Status User ID [ e i Organization Timekeeper Supervisor Pal
[O]oe-2015 | saved JALLEN Allen Jacab o Hartis, Daniel E\ﬁh.'”sm‘- 4815
illiam
] 08-2015 | Saved SMILLER Miller Samantha 01 Harris, Daniel S\E;ﬁi';‘fnc'”- 4815
F 09-2015 Saved JALLEN Allen Jacob m Haris, Daniel | Robinson, 4515
Williarm
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 Harris, Daniel Eéﬁi';‘fnm- 4815
F 09-2015 | Saved WROEINSON | Robinsan  William o1 Hartis, Daniel g";’;‘#‘:z- 4815
5 : Robinson, 3
[ 09-2015 Saved JTHOMPEOR | Thompson Joshua MRCS Harriz, Daniel William 4815
- . . . Robinson,
[ 09-2015 Saved CWILLIAMSE | Williams Chrig NRCS Harris, Daniel William 48158
10 of O Records 1 Vie"“
Select Action
Timesheets Profiles and Settings Leave and Premium Pay Send Messages QOther Actions -

Slide notes
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-
aee ™
° WE BTA Employee Timekeeper Inbox [3] | Settings | Help | Log Out
Tirnekeeper Main Menu =
Select Timesheets
. Pay Period: Timesheet Status: User ID: Last Name: First Name: Middle Name: Organization: -
(A1 [ | saved + Emp validated [~] | i | Find Org
Timekeeper: Supervisor: SSN: Delegates For: POI: Timesheet Type:
I /| [MonE[=] | | A
[ Search
Pa Timeshest Last First Middle e ; : £
[l Perigd Status User ID g e s Organization Timekeeper Supervisor Pal
. . Robinson,
05 - 2015 Saved JALLER Allen Jacoh om Harris, Daniel William 4815
Fl 05-2015  Saved SMILLER Miller Samantha m Harris, Daniel S\E;ﬁi';‘fnc'”- 4515
F 09-2015 Saved JALLEN Allen Jacob m Harris, Danisl | Fobinson, 4515
Williarm
Fl 09-2015  Saved ELEWIS Lewis Ernrna m Harris, Daniel E\Eiﬁi';‘fnm- 4515
F 09-2015 | Saved SMARTINEZ | Martinez Sophia 01 Harris, Daniel Eﬁﬁ;;‘fﬂm- 4815
[l 09-2015  Saved SMILLER Miller Samantha m Harris, Daniel Eéﬁi';‘fnm- 4515
Fl 09-2015  Saved WROBINSON Robinson | William o Harris, Daniel g";’;‘#‘:z- 4515
: : Robinson, g
[F |08 - 2015 Saved JTHOMPEOR  Thormpson | Joshua MRCS Harris, Daniel William 4815
F 09-2015 | Saved CWILLIAMS  |Williams Chris NRGS Harris, Danisl | h0BIns0n, 4815
Select Action
Timesheets Profiles and Settings Leave and Premium Pay Send Messages QOther Actions -

Slide notes

Next, we'll scroll down to display the Select Action section, and then we will select the Employee Profile

link. Select next to continue.
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-
(1] ™
° WE BTA Employee Timekeeper Inbox [3] | Settings | Help | Log OQut
Tirnekeeper Main Menu =
Select Timesheets
. Pay Period: Timesheet Status: User ID: Last Name: First Name: Middle Name: Organization: -
(A1 [ | saved + Emp validated [~] | i Find Org
Timekeeper: Supervisor: SSN: Delegates For: POI: Timesheet Type:
I /| [MonE[=] | | A
=
Pa Timeshest Last First Middle e ; : =
[l Perigd Status User ID g e s Organization Timekeeper Supervisor Pal
. . Robinson,
05 - 2015 Saved JALLER Allen Jacoh om Harris, Daniel William 4815
] 08-2015 | Saved SMILLER Miller Samantha 01 Harris, Daniel S\E;ﬁi';‘fnc'”- 4815
F 09-2015 Saved JALLEN Allen Jacob m Haris, Daniel | Robinson, 4515
Williarm
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 Harris, Daniel Eéﬁi';‘fnm- 4815
F 09-2015 | Saved WROEINSON | Robinsan  William o1 Hartis, Daniel g";’;‘#‘:z- 4815
: : Robinson, L
[ 09-2015 Saved JTHOMPEOR | Thompson Joshua MRCE Harriz, Daniel William 4815
- . . . Robinson,
[ 09-2015 Saved CWILLIAMSE | Williams Chrig NRCS Harris, Daniel William 48158
10 of O Records 1 Vie"“
Select Action
Timesheets Profiles and Settings Leave and Premium Pay Send Messages QOther Actions |=

Slide notes
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-
[ 1 1] ™
= WE BTA Employee Timekeeper Inbox [3] | Settings | Help | Log Out
Timekeeper hain Menu = |:
Select Timesheets
Pay Period: Timesheet Status: User 1D: Last Name: FirstName: Middle Name: Organization: e
[All [ =] | aved + Emp Validated  [+] | I | Find Org
Timekeeper: Supervisor: SSN: Delegates For: POIL: Timesheet Type:
I I [MONE[~] | LAl
| Search
Pay Timeshest Last First Middle - ) } =
1 Bt S User D s Wit W Organization Timekeeper Supenisor POl
. . Robinson,
0g - 20158 Saved JALLERM Allen Jacob 01 Harris, Daniel William 48158
[] 08-2015 | Saved SMILLER Miller Samantha 01 Harris, Daniel {iﬁﬁi‘;‘fnm- 4815
Fl 09-2015 | Saved JALLEN Allen Jacob o1 Harris, Daniel | FoDinson, gy
Williarm
[l 09-2015 | Saved ELEWIS Lewis Ermma o Harris, Daniel Eﬁﬁ;;‘fﬂm- 4815
] 09-2015 | Saved SMARTINEZ  Martinez | Sophia o1 Harris, Daniel E\fiﬁi';‘ff”- 4815
[] 09-2015 | Saved SMILLER Miller Samantha 01 Harris, Daniel E\fiﬁi';‘fnm' 1815
[l 09-2015 | Saved WROBINSON | Robinson | William o1 Harris, Daniel g";’;‘#‘:z- 4815
. . Robinson,
[F |09-2015 Saved JTHOMPSORM  Thormpson | Joshua MRCS Harris, Daniel William 4815 o
[] 09-2015 Saved CWILLIAMS  Williams Chris NRCS Harris, Daniel S\E;ﬁi';‘fnc'”- 4815
143 ot 8 Records 1 wiew [25] [50] [100]
Select Action
Timesheets Profiles and Settings Leave and Premium Pay Send Messages Other Actions IE

Slide notes
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Yalidate Selected
Create Correction
Processed Timesheets
Default Schedule
Default Schedule

| Cancel |

i ofile
Ermployee Profile

Frermiurm Pay Reguests

Timekeeper: Supervisor: SSN: Delegates For: POIL: Timesheet Type:
| I [moNE[~] | LAl
| Search
Pay Timeshest Last First hiddle . ] ;

0 Bt e User D et Nams e Organization Timekeeper Superisor POl

. : Robinson,
05 - 2015 Saved JALLER Allen Jacoh m Harris, Daniel William 45815
[ 08-2015 | Saved SMILLER Miller Samantha 01 Harris, Daniel {iﬁﬁi‘;‘fnm- 4815
] 09-2015 | Saved JALLEN Allen Jacoh o1 Harris, Daniel E\Eiﬁi';‘fnm- 4615
[l 09-2015 | Saved ELEWIS Lewis Ermma o Harris, Daniel Eﬁﬁ;;‘fﬂm- 4815
] 09-2015  Saved SMARTINEZ  Martinez | Sophia o1 Harris, Daniel E\fiﬁi';‘ff”- 4815
[] 09-2015 | Saved SMILLER Miller Samantha 01 Harris, Daniel E\fiﬁi';‘fnm' 1815
[l 09-2015 | Saved WROBINSON | Robinson | William o1 Harris, Daniel g";’;‘#‘:z- 4815

. . Robinson,
[E |09- 2015 Saved JTHOMPSORM  Thormpson | Joshua MRCS Harris, Daniel William 4815

= . : ; Robinson, L
[ 09-2015 Saved CWILLIAME | Williams Chris NRCS Harris, Daniel William 48158 £
149 of @ Records 1 wiew [25] [50] [100]
Select Action

Timesheets Profiles and Settings Leave and Premium Pay Send Messages Other Actions
Timesheet Timesheet Profile Leave Balances Send Message Employee Accounts
Timeshest Surmmary Work Schedules Leave Requests

Slide notes
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Settings »
Licenses
Calendars

Roles
Timesheet Details
Timesheet Profile

I:I ™
= WEBTA Employee Timekeeper

Tirnekeeper Main Menu = Select Timesheets =

Employee Profile » ALLEN, JACOB

ftems marked with an asterisk* are required.
User ID:
First Name:
Middle Name:
Last Name:
Employee ID:
E Auth Internal ID:
Active:
* Supervisor:
* Timekeeper:
* Organization:
E-Mail Address:

Timezone:

Start Page:
POl
Override EmpowHR Supervisor Assignment:

JALLEN
JACOB

ALLEN

ROBINSON, WILLIAM
HARRIS, DANIEL Search for Timekeeper
NRCS 01 00 0000 00 00 00 00
jallen@usda. gov
GWT -5:00 Eastern Time (U3 & Canada), Bogota, Lima
Highest Role Menu [~
4815
]

Save

Inbox [3] | Settings | Help | Log OQut

Slide notes

The Employee Profile includes important information that you can access and review by selecting

specific links on the left side of the screen. In this lesson, we will focus on the current page, which is
the Employee Profile, the Timesheet Details page and the Timesheet Profile. The other pages rarely
change and are there for reference.

The Employee Profile page contains their personal information, as well as their Supervisor and
Timekeeper assignments, their Organization and start page. You have the ability to edit the Timekeeper
and Start Page. Otherwise, this information comes from the EmpowerHR feed and should not be
modified. Next, we will move to the Timesheet Details page by selecting its link. Select next to continue.
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I:I ™
= WEBTA Employee Timekeeper

Tirnekeeper Main Menu = Select Timesheets =

Employee Profile » ALLEN, JACOB

Imesheet Frofle

Settings » ttems marked with an asterizk* are required.
Licenses User ID
Calendars A
First Name:
Middle Name:
Hols Last Name:

Tirmesheet Details Employee ID:

E Auth Internal ID:
Active:

* Supervisor:

* Timekeeper:

* QOrganization:
E-Mail Address:
Timezone:

Start Page:

POl
Override EmpowHR Supervisor Assignment:

t JALLEN

JACOB

ALLEN

ROBINSON, WILLIAM
HARRIS, DANIEL Search for Timekeeper
NRCS 01 00 0000 00 00 00 00
jallen@usda. gov
GWT -5:00 Eastern Time (U3 & Canada), Bogota, Lima
Highest Role Menu [~
4815
|

Save

Inbox [3] | Settings | Help | Log OQut

Slide notes

Page 15 of 95

©Kronos, Incorporated



USDA Timekeeper webTA Employee Profiles

Slide 18 - Slide 18

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

Tirnekeeper Main Menu = Select Timesheets =

Timesheet Details » ALLEN, JACOB

Settings ttems marked with an asterisk* are required.
Licenses
Calendars Timesheet Details

Retain Data Type: |Entries Only - Mo Times |Z|

Roles
Timesheet Details » Start Pay Period for Timesheet: |01 - 2075 Jan 11, 2075 - Jan 24 2015
Timesheet Profile Timesheet Entry Type: Hours
Approvers
* Timekeeper: |HARRIS, DANIEL Search for Timekeeper

* Supervisor: ROBINSOM, WILLIAM

Save Cancel

Slide notes

In the employee course, we talked about the Retain Data Type setting. To review, this setting controls
what information is carried over from pay period to pay period on the employee's timesheet. As a
Timekeeper, you have the ability to modify this setting on behalf of the employee.

Work with your assigned employees to identify what works best for their individual situations. Let's
review the options for Retain Data Type. Select next to continue.
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.:. ™
* WE BTA Employee Timekeeper Inbox [3] | Settings | Help | Log Out

Tirnekeeper Main Menu = Select Timesheets =

Timesheet Details » ALLEN, JACOB

Settings ttems marked with an asterisk* are required.
Licenses
Calendars Timesheet Details
Rilea Retain Data Type: |Entries Only - Mo TlmeE
Timesheet Details » Start Pay Period for Timesheet: |01 - 2015 Jan 11, 2015 - Jan 24, 2015
Timesheet Profile Timesheet Entry Type: Hours

Approvers

* Timekeeper: |HARRIS, DANIEL Search for Timekeeper

* Supervisor: ROBINSOM, WILLIAM

| Save Cancel |

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

Tirnekeeper Main Menu = Select Timesheets =

Timesheet Details » ALLEN, JACOB

Settings ttems marked with an asterisk* are required.
Licenses

Calendars Timesheet Details

Retain Data Type: |Entr|es Only - Mo Times |Z|

Roles

Timesheet Details »  Start Pay Period for Timesheet: [Mone : an 24, 2015
Entries Only - Mo Times
Timesheet Profile Timesheet Entry Type: | )
Pay From Schedule
Approvers Exception Processing
* Timekeeper: |HARRIS, DANIEL Search for Timekeeper

* Supervisor: ROBINSOM, WILLIAM

Save Cancel

Slide notes

This employee is set to "Entries Only - No Times", meaning all transactions and accounts from the
previous pay period will be copied to the new timesheet, not the number of hours.

"None" would display a blank timesheet at the beginning of each pay period. With "All", all work entries,
accounts and hours from the previous pay period will be copied to the new timesheet.

"Pay From Schedule" populates your timesheet with the entries saved in the employee's Work
Schedule, if they have an approved Schedule, or their Default Schedule. We will cover Default
Schedules later in the lesson.

The final option is Exception Processing. With this setting, work entries and hours from the employees
Schedule or Default Schedule are copied to the employee's timesheet. If the employee's time differs
from the default schedule, the employee must record the deviation - or exception - in the timesheet.

When saved, the entries from the default schedule will automatically adjust. Select next to continue.
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.:. ™
* WE BTA Employee Timekeeper Inbox [3] | Settings | Help | Log Out

Tirnekeeper Main Menu = Select Timesheets =

Timesheet Details » ALLEN, JACOB

Settings ttems marked with an asterisk* are required.
Licenses
Calendars Timesheet Details
Rilea Retain Data Type: |Entr|es Only - Mo Times |Z|
Timesheet Details »  Start Pay Period for Timesheet: U T an 24, 2015
ntrigs Cnly - Ko Times
Timesheet Profile Timesheet Entry Type: | )
Pay From Schedule
Approvers Exception Processing
* Timekeeper: |HARRIS, DANIEL Search for Timekeeper

* Supervisor: ROBINSOM, WILLIAM

| Save | | Cancel |

Slide notes

Employees cannot modify their Retain Data Type setting. As their Timekeeper, you have the ability to
change this on your employee's behalf. Work with your employees to identify the best setting for their
schedules and preferences. Select next to continue.
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.:. ™
* WE BTA Employee Timekeeper Inhox [3] | Settings | Help | Log Out

Tirnekeeper Main Menu = Select Timesheets =

Timesheet Details » ALLEN, JACOB

Settings ttems marked with an asterisk* are required.
Licenses
Calendars Timesheet Details

Retain Data Type: |Entries Only - Mo Times |Z|

Roles
Timesheet Details » Start Pay Period for Timesheet: |01 - 2075 Jan 11, 2075 - Jan 24 2015
Timesheet Profile Timesheet Entry Type: Hours
Approvers
* Timekeeper: |HARRIS, DANIEL Search for Timekeeper

* Supervisor: ROBINSOM, WILLIAM

Save Cancel

Slide notes

The Start Pay Period for Timesheet is the first pay period in which the employee's timesheet will be
available. Typically, this setting should remain unchanged.

In the Approvers section, you can see the employee's Timekeeper and Supervisor. If you need to
change the Timekeeper, you can do that here. Select the Save button to save any changes made to
this page, if applicable.

Since we did not make any changes, we are going to move directly to the Timesheet Profile. Select next
to continue.
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.:. ™
* WE BTA Employee Timekeeper Inhox [3] | Settings | Help | Log Out

Tirnekeeper Main Menu = Select Timesheets =

Timesheet Details » ALLEN, JACOB

Settings ttems marked with an asterisk* are required.
Licenses
Calendars Timesheet Details

Rilea Retain Data Type: |Entries Only - Mo Times |Z|
Timesheet Details » Start Pay Period for Timesheet: |01 - 2075 Jan 11, 2075 - Jan 24 2015

imesheet Profile Timesheet Entry Type: Hours

Approvers

* Timekeeper: |HARRIS, DANIEL Search for Timekeeper
* Supervisor: ROBINSOMN, WWILLIARM

| Save Cancel |

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

Tirnekeeper Main Menu = Select Timesheets =

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

A Timesheet Profile exists for every employee, for each pay period and identifies an employee’s basic
payroll profile including payplan, tour of duty, duty hours, work week and alternative work schedule.
Timekeepers have the ability to modify employee Timesheet profiles.

In this example, we will not be making any changes, but let's scroll down to take a look at the rest of the
Timesheet Profile. Select next to continue.
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I:I ™
= WEBTA Employee Timekeeper

Inbox [3] | Settings | Help | Log OQut

Tirnekeeper Main Menu = Select Timesheets =

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 Details
Status Ch Type: [N
Timesheet Profile » ANRNANIE YRS s |Z|

Status Change Day: | Mone |Z|
Status
Qath of Office: [7]
Final Report: [7]
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:
Standby Hours Week 2:

[

[=]

[=]

m

Slide notes
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L ]
see ™
* WEBTA Employee Timekeeper Inhox [3] | Settings | Help | Log Out

Timekeeper Main Menu > Select Employees »

Timesheet Profile » ALLEN, JACOB

S.ettings ftems marked with an asterizk* are required.
Bicenses Pay Period: 09 -2015 : May 03, 2015-May 18, 2015
Calendars
— Status Change
Timesheet Details
TlieshestPraRie Status Change Type: MNone |Z|
Status Change Day: | Mone |Z|
Status
Oath of Office:
Final Report:
On Hold:
Pay Details
*Payplan: | GS General Schedule (reg)
* Tour of duty: | Full Time []
* Duty Hours: |30
* Work Week: |pon-Fri
* Alternative Work Schedule: |Regular 8-hour Days |Z|
Overtime/Standby
RS0 / Salary Cap: Mane |Z|

Standby Hours Week 1:
Standby Hours Week 2:

Slide notes
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Overtime/Standby

Leave

Pay Provider - NFC

Slide notes

RS0 / Salary Cap:
Standby Hours Week 1:
Standby Hours Week 2:

Standby AUO Percent:

Service Computation Date:
Leave Category Override:

Leave Ceiling Override:

Home Leave Computation Date:
Home Leave Category:

Home Leave End Date:

VLTP Recipient:

ELTP Recipient:

FMLA Invoked:

FMLA Expiration Date:

FMLA Military Invoked:

FMLA Military Expiration Date:
Military Regular Leave Flag:
Military Emergency Leave Flag:
Negative Annual Leave Balance:
Negative Sick Leave Balance:
Negative Religious Comp Time Balance:

Agency:
State Code:
Town:
Unit:
Timekeeper:
New Contact Point:

Mone |Z|

Jan 01, 2015
Default (Based on SCOY (4 hours per pay period)
(240:00 hours per year)

Mane

Mo
Mo
false

false

false
false
false
false
false

MNRCS

District of Calumbia
1234

1"

"

false

m

Here, you can see the Overtime/Standby and Leave sections. Most of this information will remain static
for employees. Let's scroll down and take a look at the next sections. Select next to continue.
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Overtime/Standby

Leave

Pay Provider - NFC

Slide notes

RS0 / Salary Cap:
Standby Hours Week 1:
Standby Hours Week 2:

Standby AUO Percent:

Service Computation Date:
Leave Category Override:

Leave Ceiling Override:

Home Leave Computation Date:
Home Leave Category:

Home Leave End Date:

VLTP Recipient:

ELTP Recipient:

FMLA Invoked:

FMLA Expiration Date:

FMLA Military Invoked:

FMLA Military Expiration Date:
Military Regular Leave Flag:
Military Emergency Leave Flag:
Negative Annual Leave Balance:
Negative Sick Leave Balance:
Negative Religious Comp Time Balance:

Agency:

State Code:

Town:

Unit:

Timekeeper:

New Contact Point:

Mone |Z|

Jan 01, 2015
Default (Based on SCOY (4 hours per pay period)
(240:00 hours per year)

Mane

Mo
Mo
false

false

false
false
false
false
false

MNRCS

District of Calumbia
1234

1"

"

false

m
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Overtime/Standby

Leave

Pay Provider - NFC

RS0 / Salary Cap:
Standby Hours Week 1:
Standby Hours Week 2:

Standby AUO Percent:

Service Computation Date:
Leave Category Override:

Leave Ceiling Override:

Home Leave Computation Date:
Home Leave Category:

Home Leave End Date:

VLTP Recipient:

ELTP Recipient:

FMLA Invoked:

FMLA Expiration Date:

FMLA Military Invoked:

FMLA Military Expiration Date:
Military Regular Leave Flag:
Military Emergency Leave Flag:
Negative Annual Leave Balance:
Negative Sick Leave Balance:
Negative Religious Comp Time Balance:

Agency:

State Code:

Town:

Unit:

Timekeeper:

New Contact Point:

Mone |Z|

Jan 01,2015
Default (Based on SCO) (4 hours per pay period)
(240:00 hours per year)

Mane

Mo
Mo
false

false

false
false
false
false
false

NRCS

District of Columbia
1234

1"

"

false

1

Slide notes
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q REGIOUS COMp TTME Galance:
Pay Provider - NFC

Agency:

State Code:

Town:

Unit:

Timekeeper:

New Contact Point:

Miscellaneous
BUS Code:
Accounting
Accounting Type:
EmpowHR

Amount Balance:
Appointment Expiration Date:
Days in Appointment:
Department Description:

Dept Code:

Detail Expiration Date:

Duty Station City Code:

Duty Station City Description:
Duty Station County Code:
Duty Station County Description:
Duty Station State Code:

Duty Station State Description:
Effective Date:

Employment Status:
Employment Type:

E-Mail:

Tt Do

TAlSE

MNRCS

District of Colurmbia
1234

1

1

false

Manual Account Entry |Z|

Exception Hourly

m

Slide notes

Here, we see Pay Provider, Accounting and Empower HR sections.

Select next to continue.

Let's expand the accounting menu.
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Amount Balance:
Appointment Expiration Date:
Days in Appointment:
Department Description:

Dept Code:

Detail Expiration Date:

Duty Station City Code:

Duty Station City Description:
Duty Station County Code:
Duty Station County Description:
Duty Station State Code:

Duty Station State Description:
Effective Date:

Employment Status:
Employment Type:

E-Mail:

Tt Do

L] REMYIous COMmp [T Barance: Tase
Pay Provider - NFC
Agency: NRCS
State Code: District of Columnbia
Town: 1234
Unit: 11
Timekeeper: 11
New Contact Point: false
Miscellaneous
BUS Code:
Accounting
Accounting Type: | Manual Account Entr
EmpowHR

Exception Hourly

m

Slide notes
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L] ReNgIous COmp TTMe Barance: Tase
Pay Provider - NFC

Agency: NRCS
State Code: District of Columnbia
Town: 1234
Unit: 11
Timekeeper: 11
New Contact Point: false

Miscellaneous

BUS Code:
Accounting
Accounting Type:
EmpowHR red e - Entry

Local Accournt

Amount Balance:

m

Appointment Expiration Date:
Days in Appointment:
Department Description:

Dept Code:

Detail Expiration Date:

Duty Station City Code:

Duty Station City Description:
Duty Station County Code:
Duty Station County Description:
Duty Station State Code:

Duty Station State Description:
Effective Date:

Employment Status:

Employment Type: Exception Hourly
E-Mail:

Tt Do

Slide notes

As you can see, there are three options available for accounting type: Manual Account Entry, Stored
Account and Local Account.

With Manual Account Entry, the employee selects an account for each work and leave entry, and dollar
transactions. This setting would be used for employees who charge time to multiple accounts and need
the ability to select them as necessary.

Stored account allows the timekeeper to select a single account, stored and maintained at NFC. This is
useful for employees who charge all work and leave time to the same account.

Local Account is selected when the list of accounts is maintained in webTA, rather than at NFC. This
account information is included in the transmission file that is sent to NFC. This is another useful option
for employees who charge their time to a single account.

Accounting type should be set up according to the employee's needs and work details. Let's scroll down
to view the bottom of the page. Select next to continue.
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q REGIOUS COMp TTME Galance:
Pay Provider - NFC

Agency:

State Code:

Town:

Unit:

Timekeeper:

New Contact Point:

Miscellaneous
BUS Code:
Accounting
Accounting Type:
EmpowHR

Amount Balance:
Appointment Expiration Date:
Days in Appointment:
Department Description:

Dept Code:

Detail Expiration Date:

Duty Station City Code:

Duty Station City Description:
Duty Station County Code:
Duty Station County Description:
Duty Station State Code:

Duty Station State Description:
Effective Date:

Employment Status:
Employment Type:

E-Mail:

Tt Do

TAlSE

MNRCS

District of Colurmbia
1234

1

1

false

Manual Account Entry |Z|

Exception Hourly

m

Slide notes
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Pay Provider - NFC

Agency:

State Code:

Town:

Unit:

Timekeeper:

New Contact Point:

Miscellaneous
BUS Code:
Accounting
Accounting Type:
EmpowHR

Amount Balance:
Appointment Expiration Date:
Days in Appointment:
Department Description:

Dept Code:

Detail Expiration Date:

Duty Station City Code:

Duty Station City Description:
Duty Station County Code:
Duty Station County Description:
Duty Station State Code:

Duty Station State Description:
Effective Date:

Employment Status:
Employment Type:

E-Mail:

Start Date:

NRCE

District of Colurmbia
1234

1"

1"

false

Manual Account Entry |Z|

Exception Hourly

mn

Slide notes
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EmpowHR

Amount Balance:

Appointment Expiration Date:
Days in Appointment:
Department Description:

Dept Code:

Detail Expiration Date:

Duty Station City Code:

Duty Station City Description:
Duty Station County Code:

Duty Station County Description:
Duty Station State Code:

Duty Station State Description:
Effective Date:

Employment Status:
Employment Type:

E-Mail:

Start Date:

End Date:

Emergency Preparedness Plan:
FLSA Indicator:

Hourly Pay Rate:

Hours Balance:

Last Day Worked:

LWOP Expiration Date:
Temporary Position Expiration Date:
Temporary Promotion Expiration Date:
Military Reserve Category:
Occupational Series:

Office Type:

Official Title:

Organization Level 1:
Organization Level 2:

Oraanizatinn | pvel 3:

Exception Hourly

false

E - Exempt

m

Slide notes

Here are some additional Empower HR fields that should populate from that system. Let's scroll further

down. Select next to continue.
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EmpowHR

Amount Balance:

Appointment Expiration Date:
Days in Appointment:
Department Description:

Dept Code:

Detail Expiration Date:

Duty Station City Code:

Duty Station City Description:
Duty Station County Code:

Duty Station County Description:
Duty Station State Code:

Duty Station State Description:
Effective Date:

Employment Status:
Employment Type:

E-Mail:

Start Date:

End Date:

Emergency Preparedness Plan:
FLSA Indicator:

Hourly Pay Rate:

Hours Balance:

Last Day Worked:

LWOP Expiration Date:
Temporary Position Expiration Date:
Temporary Promotion Expiration Date:
Military Reserve Category:
Occupational Series:

Office Type:

Official Title:

Organization Level 1:
Organization Level 2:

Oraanizatinn | pvel 3:

Exception Hourly

false

E - Exempt

m

Slide notes
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EmpowHR

Amount Balance:

Appointment Expiration Date:
Days in Appointment:
Department Description:

Dept Code:

Detail Expiration Date:

Duty Station City Code:

Duty Station City Description:
Duty Station County Code:

Duty Station County Description:
Duty Station State Code:

Duty Station State Description:
Effective Date:

Employment Status:
Employment Type:

E-Mail:

Start Date:

End Date:

Emergency Preparedness Plan:
FLSA Indicator:

Hourly Pay Rate:

Hours Balance:

Last Day Worked:

LWOP Expiration Date:
Temporary Position Expiration Date:
Temporary Promotion Expiration Date:
Military Reserve Category:
Occupational Series:

Office Type:

Official Title:

Organization Level 1:
Organization Level 2:

QOraanizatinn | pvel 3:

Exception Hourly

false

E - Exempt

m

Slide notes
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Split Profile Save Cancel

E-Mail:

Start Date:

End Date:

Emergency Preparedness Plan:
FLSA Indicator:

Hourly Pay Rate:

Hours Balance:

Last Day Worked:

LWOP Expiration Date:
Temporary Position Expiration Date:
Temporary Promotion Expiration Date:
Military Reserve Category:
Occupational Series:

Office Type:

Official Title:

Organization Level 1:
Organization Level 2:
Organization Level 3:
Organization Level 4:
Organization Level 5:
Organization Level 6:
Organization Level 7:
Organization Level 8:
Organizational Title:

Phone:

POI:

Retirement Plan:

Grade:

Step:

EMPLID of Supervisor:
Supervisory Status Code:
Supervisory Status Code Description:

false
E - Exermpt

4815
CSRE(F.5 PL110-161) 20103

m

Slide notes
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Split Profile Save Cancel

FL5A Indicator:

Hourly Pay Rate:

Hours Balance:

Last Day Worked:

LWOP Expiration Date:

Temporary Position Expiration Date:
Temporary Promotion Expiration Date:
Military Reserve Category:
Occupational Series:

Office Type:

Official Title:

Organization Level 1:

Organization Level 2:

Organization Level 3:

Organization Level 4:

Organization Level 5:

Organization Level 6:

Organization Level 7:

Organization Level 8:
Organizational Title:

Phone:

POI:

Retirement Plan:

Grade:

Step:

EMPLID of Supervisor:

Supervisory Status Code:
Supervisory Status Code Description:

E - Exermnpt

4815
CSRS(7.5 PL 110-161) 20103

m

Slide notes

In some instances, an employee may have a pay-affecting employment change in the middle of a pay
period. If this is the case, the Timesheet Profile would be split to reflect the change.

Let's take a look at a Split Profile. Select next to continue.
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Save Cancel

FL5A Indicator:

Hourly Pay Rate:

Hours Balance:

Last Day Worked:

LWOP Expiration Date:

Temporary Position Expiration Date:
Temporary Promotion Expiration Date:
Military Reserve Category:
Occupational Series:

Office Type:

Official Title:

Organization Level 1:

Organization Level 2:

Organization Level 3:

Organization Level 4:

Organization Level 5:

Organization Level 6:

Organization Level 7:

Organization Level 8:
Organizational Title:

Phone:

POI:

Retirement Plan:

Grade:

Step:

EMPLID of Supervisor:

Supervisory Status Code:
Supervisory Status Code Description:

E - Exermnpt

4815

CSRS(7.5 PL 110-161) 20103

m

Slide notes
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I:I ™
= WEBTA Employee Timekeeper

Tirnekeeper Main Menu = Select Timesheets =

Timesheet Profile » ALLEN, JACOB

Inbox [3] | Settings | Help | Log Out

| Timesheet profile has been split. Please specify the split date.

Settings
Licenses
Calendars

Rales
Timeshest Details
Timesheet Profile »

ftems marked with an asterisk* are required.

Pay Period:

Starting Date of New Status:

Status Change

Status Change Type:
Status Change Day:

039 - 2015 : May 03, 2015-May 16, 2015

Mon 05/04/2015 [~]

MNone |Z|

MNone
Status
Qath of Office: []
Final Report: []
On Hold: []
Pay Details
* Payplan:

G5 General Schedule (reg)

* Tour of duty:

Full Tirne [=]

* Duty Hours:
a0

* Work Week:
Man-Fri

Status Change

Status Change Type:
Status Change Day:

MNone |Z|

MNone
Status
Qath of Office: []
Final Report: [
On Hold: []
Pay Details
¥ Payplan:

G5 General Schedule (reg)

* Tour of duty:

Full Time

g0

* Work Week:

Maon-Fri

Slide notes

Note the message indicating that the Timesheet profile has been split and instructing you to enter a split

date. The original profile appears on the left and the new version is on the right.

The split date is the day the new timesheet profile will take effect. Additionally, you would need to select
"End" in the Status Change Type field on the left, and select the end date for the old timesheet profile.

Then, select "Start" in the Status Change Type field on the right, and select the start date for the new
timesheet profile. Then, you would make the necessary changes to the profile on the right, scroll down

and then select the Save button.

In this example, we are not going to make any changes, but we will still scroll down. Select the next

button to continue.
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I:I ™
= WEBTA Employee Timekeeper

Tirnekeeper Main Menu = Select Timesheets =

Timesheet Profile » ALLEN, JACOB

Inbox [3] | Settings | Help | Log Out

m

| Timesheet profile has been split. Please specify the split date.

Settings
Licenses
Calendars

Rales
Timeshest Details
Timesheet Profile »

ftems marked with an asterisk* are required.

Pay Period:

Starting Date of New Status:

Status Change

Status Change Type:
Status Change Day:

Maone
Status
Qath of Office
Final Report:
On Hold:
Pay Details
* Payplan:

G5 General Schedule (reg)

* Tour of duty:

Full Tirne [=]

* Duty Hours:
a0

* Work Week:
Man-Fri

039 - 2015 : May 03, 2015-May 16, 2015

Mon 05/04/2015 [~]

MNone |Z|

Status Change

Status Change Type:
Status Change Day:

MNone |Z|

@

MNaone
Status
Qath of Office:
Final Report: [~
On Hold: [C
Pay Details
¥ Payplan:

G5 General Schedule (reg)

* Tour of duty:

Full Tirne [=]

* Duty Hours:
a0

* Work Week:
Man-Fri

Slide notes
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Timekespear Main Mem

b
.:.WEBTAN Employee Timekeeper

| » Select Timesheets >

Timesheet Profile » ALLEN, JACOB

Inbox [3] | Settings | Help | Log Out

Timesheet profile has been split. Please specify the split date.

Settings
Licenses
Calendars

Raoles
Timeshest Details
Timesheet Profile »

ttetms marked with an asterizk* are reguired.

Pay Period: 09 - 2015 : May 03

Starting Date of New Status:

Status Change

Status Change Type:
Status Change Day:

Maong
Status
Qath of Office
Final Report:
On Hold:
Pay Details
* Payplan:

GS General Schedule (reg)
* Tour of duty:

Full Tima [=]

* Duty Hours:
a0

* Work Week:
ton-Fri

,2015-May 16, 2015

Mon 06/04/2015 [+ ]

Mone [+ ]

Status Change

Status Change Type:
Status Change Day:

MNone [+ ]

Maone
Status
Qath of Office:
Final Report:
On Hold: [7]
Pay Details
* Payplan:

GS General Schedule (reg)

* Tour of duty:

Full Tima [~]

* Duty Hours:
a0

* Work Week:
ton-Fri

Slide notes
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CERS(F.6 PL 110-161) 20103

Unsplit Profile Save Cancel

Retirement Plan:

Grade:

Step:

EMPLID of Supervisor:

Supervisory Status Code:
Supervisory Status Code Description:

Retirement Plan:
CSRS(F7.5 PL110-161) 20103

Grade:

Step:

EMPLID of Supervisor:

Supervisory Status Code:
Supervisory Status Code Description:

FLSATndicalor £ - Cxempt FLSATndicalor £ - Cxempt
Hourly Pay Rate: Hourly Pay Rate:
Hours Balance: Hours Balance:
Last Day Worked: Last Day Worked:
LWOP Expiration Date: LWOP Expiration Date:
Temporary Position Expiration Date: Temporary Position Expiration Date:
Temporary Promotion Expiration Date: Temporary Promotion Expiration Date:
Military Reserve Category: Military Reserve Category:
Occupational Series: Occupational Series:
Office Type: Office Type:
Official Title: Official Title:
Organization Level 1: Organization Level 1:
Organization Level 2: Organization Level 2:
Organization Level 3: Organization Level 3:
Organization Level 4: Organization Level 4:
Organization Level 5: Organization Level 5:
Organization Level 6: Organization Level 6:
Organization Level 7: Organization Level 7:
Organization Level 8: Organization Level 8:
Organizational Title: Organizational Title:
Phone: Phone:

POI: 4315 POI: 4315

m

Slide notes

In this case, we want to remove the split profile, and return to the original. This is done by selecting the
Unsplit Profile button. Select next to continue.
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CERS(F.6 PL 110-161) 20103

Unsplit Profile | Save Cancel

Retirement Plan:

Grade:

Step:

EMPLID of Supervisor:

Supervisory Status Code:
Supervisory Status Code Description:

Retirement Plan:
CSRS(F7.5 PL110-161) 20103

Grade:

Step:

EMPLID of Supervisor:

Supervisory Status Code:
Supervisory Status Code Description:

FLSATndicalor £ - Cxempt FLSATndicalor £ - Cxempt
Hourly Pay Rate: Hourly Pay Rate:
Hours Balance: Hours Balance:
Last Day Worked: Last Day Worked:
LWOP Expiration Date: LWOP Expiration Date:
Temporary Position Expiration Date: Temporary Position Expiration Date:
Temporary Promotion Expiration Date: Temporary Promotion Expiration Date:
Military Reserve Category: Military Reserve Category:
Occupational Series: Occupational Series:
Office Type: Office Type:
Official Title: Official Title:
Organization Level 1: Organization Level 1:
Organization Level 2: Organization Level 2:
Organization Level 3: Organization Level 3:
Organization Level 4: Organization Level 4:
Organization Level 5: Organization Level 5:
Organization Level 6: Organization Level 6:
Organization Level 7: Organization Level 7:
Organization Level 8: Organization Level 8:
Organizational Title: Organizational Title:
Phone: Phone:

POI: 4315 POI: 4315

m

Slide notes
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I:I ™
= WEBTA Employee Timekeeper

Inbox [3] | Settings | Help | Log Out

Tirnekeeper Main Menu = Select Timesheets =

Timesheet Profile » ALLEN, JACOB

m

| Timesheet profile has been unsplit successfully.

Overtime/Standby

* Alternative Work Schedule:

RS0 / Salary Cap:
Standby Hours Week 1:

MNone |Z|
MNone |Z|

G5 General Schedule (reg)
Full Time
g0

S.ettings ftems marked with an asterisk* are required.
Hrenses Pay Period: 092015 May 03, 2015-May 16, 2015
Calendars
R Status Change
Timeshest Details
Timesheet Profile » Status Change Type:
Status Change Day:
Status
Qath of Office:
Final Report:
On Hold:
Pay Details
* Payplan:
* Tour of duty:
* Duty Hours:
* Work Week:

hon-Fri

Regular 8-hour Days

Mone

[=]

[=]

[=]

Slide notes

Note the message indicating that the Timesheet profile has been unsplit. Next, we will return to the
Select Timesheets page using the breadcrumb trail. Select next to continue.
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I:I ™
* WE BTA Employee Timekeeper Inhox [3] | Settings | Help | Log Out
Tirnekeeper Main Menu = Belect Timesheets =

Timesheet Profile » ALLEN, JACOB

m

| Timesheet profile has been unsplit successfully.

S.ettings ftems marked with an asterisk* are required.

Licenses Pay Period:  09-2015 : May 03, 2015-May 18, 2015
Calendars

o Status Change

Timeshest Details

L Status Change Type: | Mone |Z|

Status Change Day: | Mone |Z|

Status

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

Pay Details

*Payplan: | GS General Schedule (reg) E|
* Tour of duty: | Full Time [<]
* Duty Hours: |30
* Work Week: | Mon-Fri

* Alternative Work Schedule: |Regular 8-hour Days [=]
Overtime/Standby

RS0 / Salary Cap: MNone |Z|
Standby Hours Week 1:

Slide notes
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-
L1 1] ™
° WE BTA Employee Timekeeper Inbox [64] | Settings | Help | Log Qut
Timekeeper Main Menu >
Select Timesheets
. Pay Period: Timesheet Status: User ID: Last Name: First Name: Organization: 8)
X [~ [saved + Emp Validated [~] | | [ [lan [+]
Timekeeper: Supervisor: Delegates For: Ti heet Type:
I | INONE[+] [All [=]
[ Search
[ » Pay Period Timesheet Status User ID Last Name First Name Organization Timekeeper Supendsor
1 |06-2014 Saved JALLEN Allen Jared OCFO Hamis, Daniel Robinson, William
[ 06-2014 Validated by Employee BDAVIS Danis Ben OCFO Hanis, Daniel Robinson, William
1 |06-2014 Saved MJOHNSON Johnson Mark OCFO Hamis, Daniel Robinson, William
E |06-2014 Saved JJONES Jones Janet OCFO Hamis, Daniel Robinson, William
E |06-2014 Saved MLEE Lee Michael OCFO Hamis, Daniel Robinson, William
1 |06-2014 Saved SMILLER Miller Samantha OCFO Hamis, Daniel Robinson, William
E |06-2014 Saved WROBINSOMN | Robinson William OCFO Hamis, Daniel Martinez, Sophia
E |06- 2014 Saved CWILLIAMS Williams Chris OCFO Hamis, Daniel Robinson, William
1-8 of 8 Records 1 view [25] [50] [100]
Select Action
Timesheets Profiles and Settings Leave and Premium Pay Send Messages Default Schedule
Timesheet Timesheet Profile Leave Balances Send Message Default Schedule
Timesheet Summary Default Timesheet Profile Leave Calendar
Validate Selected Employee Profile Leave Requests
Validate All Premium Pay Requests
Create Correction
Processed Timesheets
Cancel

Slide notes

When discussing the Retain Data Type setting earlier in this lesson, that is, the setting that controls
what entries are populated on an employee's timesheet at the start of each pay period, we talked about
the Pay From Schedule setting.

The Pay From Schedule setting copies the entries from an employee's Default Schedule each pay
period. However, the employee must have a saved Default Schedule for this to work correctly. As a
timekeeper, you are responsible for setting up and managing an employee's default schedule, and
assigning the appropriate Retain Data Type setting.

To view an employee's Default Schedule, select the checkbox next to their name in the Select
Timesheets table, and then select the Default Schedule link. In this example, we will select Samantha
Miller and then view her default schedule. Select next to continue.
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\/\/EB.I-A'4 Employee Timekeeper

Timekeeper Main Menu >

Select Timesheets

Inbox [64] | Settings | Help | Log Out

-2 of 8 Records

Select Action

Timesheets Profiles and Settings
Timesheet Timesheet Profile
Timesheet Summary Default Timesheet Profile
Validate Selected Employee Profile
Validate All
Create Correction
Processed Timesheets

| Cancel |

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: 8)
[ [~][Saved + Emp Validated [~] | [ [ [{an [~]
Timekeeper: Supervisor: Delegates For: Ti heet Type:
I | INONE[+] [All
[ Search
[ » Pay Period Timesheet Status User ID Last Name First Name Organization Timekeeper Supendsor
1 |06-2014 Saved JALLEN Allen Jared OCFO Hamis, Daniel Robinson, William
[ 06-2014 Validated by Employee BDAVIS Danis Ben OCFO Hanis, Daniel Robinson, William
1 |06-2014 Saved MJOHNSON Johnson Mark OCFO Hamis, Daniel Robinson, William
E |06-2014 Saved JJONES Jones Janet OCFO Hamis, Daniel Robinson, William
E |06-2014 Saved MLEE Lee Michael OCFO Hamis, Daniel Robinson, William
n 06 - 2014 Saved SMILLER Miller Samantha OCFO Hamis, Daniel Robinson, William
E |06-2014 Saved WROBINSOMN | Robinson William OCFO Hamis, Daniel Martinez, Sophia
E |06- 2014 Saved CWILLIAMS Williams Chris OCFO Hamis, Daniel Robinson, William

Default Schedule
Default Schedule

View

Slide notes
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Select Timesheets

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

Timekeeper Main Menu >

Inbox [64] | Settings | Help | Log Out

-2 of 8 Records

Select Action

Timesheets
Timesheet
Timesheet Summary
Validate Selected
Validate All

Create Correction
Processed Timesheets

| Cancel |

Profiles and Settings
Timesheet Profile

Default Timesheet Profile
Employee Profile

[ http://webta.kronosfederal.com/nfchosts/ TimesheetProfile® ]

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: 8)
[ [~][Saved + Emp Validated [~] | [ [ [{an [~]
Timekeeper: Supervisor: Delegates For: Ti heet Type:
I | INONE[+] [All
[ Search
[ » Pay Period Timesheet Status User ID Last Name First Name Organization Timekeeper Supendsor
1 |06-2014 Saved JALLEN Allen Jared OCFO Hamis, Daniel Robinson, William
[ 06-2014 Validated by Employee BDAVIS Danis Ben OCFO Hanis, Daniel Robinson, William
1 |06-2014 Saved MJOHNSON Johnson Mark OCFO Hamis, Daniel Robinson, William
E |06-2014 Saved JJONES Jones Janet OCFO Hamis, Daniel Robinson, William
E |06-2014 Saved MLEE Lee Michael OCFO Hamis, Daniel Robinson, William
06 - 2014 Saved SMILLER Miller Samantha OCFO Hamis, Daniel Robinson, William
E |06-2014 Saved WROBINSOMN | Robinson William OCFO Hamis, Daniel Martinez, Sophia
E |06- 2014 Saved CWILLIAMS Williams Chris OCFO Hamis, Daniel Robinson, William

Default Schedule

Default Schedule

View

Slide notes
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-
LL L] ™
* WE BTA Employee Timekeeper Inbox [64] | Settings | Help | Log Out

Timekeeper Main Menu > Select Timeshesets >

Default Schedule

Employee: Miller, Samantha

Transaction  Account 5un Mon Tue Wed Thu Fri Sat WK1 5un Maon Tue ‘Wed Thu Fri Sat
Time In/Time Qut

Start Time 9:00am 9:00am 9:00am 9:00am 9:00am 9:00am  9:00am 9:00am 9:00am 9:00am
End Time 5:00pm 5:00pm 5:00pm 5:00pm  5:00pm 5:00pm  5:00pm 5:00pm  5:00pm  5:00pm
Work Time

oL 02000001415

Regular : 8:00 8:00 8:00 8:00 8:00 40:00 8:00 8:00 8:.00 8:00 8:00

(Account 1)

Base Pay

ﬂ Work Time Total 8:00 8:00 8:00 8:00 8:00 40:00 8:00 8:00 8:00 8:00 8:00
Time In/ Time Out

Start Time

End Time

Leave Time

= Leave Time Total

Daily Total 2:00 8:00 8:00 8:00 8:00 40:00 8:00 8:00 8:00 8:00 8:00

Action Remarks:

Characters Remaining: 255

Save Remove All Entries Cancel

4 T

Slide notes

Here, we can see this employee already has entries saved to her Default Schedule. If Pay From

Schedule is this employee's Retain Data Type setting, these hours will be added to the timesheet each
pay period.

Editing a Default Schedule is similar to editing a timesheet. Select the transaction or accounting code
links, modify start and stop times, or hours for each line. In this example, we are going to edit the
account for this employee. Select next to continue.
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Default Schedule

Transaction  Account
Time In/Time Qut

Start Time
End Time

Work Time

Base Pay

Time In/ Time Out
Start Time
End Time

Leave Time

Action Remarks:

Employee: Miller, Samantha

01 -
2000001A19
[ElReouiar

=] Work Time Total

= Leave Time Total
Daily Total

| Save | | Remove All Entries |

5un Mon

9:00am
5:00pm

8:00

8:00

2:00

Characters Remaining: 255

Cancel

\/\/EB.I-AN Employee Timekeeper

Timekeeper Main Menu > Select Timeshesets >

Tue

9:00am
5:00pm

&:00

8:00

8:00

Wed

9:00am
5:00pm

&:00

8:00

8:00

Thu

9:00am
5:00pm

8:00

8:00

8:00

Fri
9:00am

5:00pm

8:00

8:00

8:00

1

Sat

40:00

40:00

40:00

5un Maon

9:00am
5:00pm

&:00

8:00

8:00

Tue

9:00am
5:00pm

§:00

8:00

8:00

Wed

9:00am
5:00pm

8:00

8:00

8:00

Inbox [64] | Settings | Help | Log Out

Thu

9:00am
5:00pm

8:00

8:00

8:00

Fri Sat

9:00am
5:00pm

&:00

8:00

8:00

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

Clear Selection Cancel

Slide notes
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Accounting

Account Search Number of Results Action

20 | Search Clear

Select Account
Description Select

02000001A1S Account 1 Select

02000001A1P Account 2 Select

02000001A2A78997889778989A Account 3 Select

Clear Selection Cancel

Slide notes
Next, we will select Account 3 from the list of available accounts. Select next to continue.
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-
LL L] ™
* WE BTA Employee Timekeeper Inbox [64] | Settings | Help | Log Out

Timekeeper Main Menu > Select Timeshesets >

Default Schedule

Employee: Miller, Samantha

Transaction Account sun Mon Tue Wed Thu Fri Sat Wkl Sun Mon Tue Wed Thu
Time In/Time Qut
Start Time 9:00am 9:00am 9:00am 9:00am 9:.00am 9:00am  9:00am 9:00am 9:00am 9
End Time 5:00pm  5:00pm  5:00pm  5:00pm  5:00pm 5:00pm 5:00pm 5:00pm 5:00pm 5
Work Time
01-
[@lReguar: [[2OCUNA2ACBIGTEAST 79897 800 | 800 | 800 800 | 800 40:00 800 | 800 | 800 | 800
(Account 3)
Base Pay
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 Out
Start Time
End Time
Leave Time
= Leave Time Total
Daily Total 8:00 8:00 §:00 8:00 8:00 40:00 8:00 8:00 8:00 8:00

Action Remarks:

Characters Remaining: 255

| Save | | Remove All Entries | | Cancel |

4 | m

Slide notes

Then, we will select the Save button to save the Default Schedule. Select next to continue.
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™
WE BTA Employee Timekeeper Inbox [64] | Settings | Help | Log Out

Timekeeper Main Menu > Select Timeshesets >

Default Schedule

Employee: Miller, Samantha

Transaction Account sun Mon Tue Wed Thu Fri Sat Wkl Sun Mon Tue Wed Thu
Time In/Time Qut
Start Time 12:00am 9:00am 9:00am 9:00am 9:00am 9:00am 12:00am 12:00am 9:00am 9:00am 9:00am 9:.00am 9
End Time 12:00am 5:00pm  5:00pm  5:00pm 5:00pm  500pm  12:00am 12:00am 5:00pm  5:00pm  5:00pm 5:00pm 5
Work Time
01-
[M|Reguiar: [f2000001A2A72097839778989A 800 | 800 | 800 | 800 | 800 40:00 g00 | 800 | 800 | 800
(Account 3)
Base Pay
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 Out
Start Time
End Time
Leave Time
= Leave Time Total
Daily Total 8:00 8:00 §:00 8:00 8:00 40:00 8:00 8:00 8:00 8:00

Action Remarks:

Characters Remaining: 255

| Remove All Entries | | Cancel

[ http://webta.kronosfederal.com/nfchosté/DefaultSchedule t mo

Slide notes
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-
LL L] ™
* WE BTA Employee Timekeeper Inbox [64] | Settings | Help | Log Out

Timekeeper Main Menu > Select Timeshesets >

Default Schedule

Employee: Miller, Samantha

Transaction Account sun Mon Tue Wed Thu Fri Sat Wkl Sun Mon Tue Wed Thu
Time In/Time Qut

Start Time 9:00am 9:00am 9:00am 9:00am 9:.00am 9:00am  9:00am 9:00am 9:00am 9
End Time 5:00pm 5:00pm  5:00pm 5:00pm 5.00pm 5:00pm  5:00pm 5:00pm 5:00pm 5
Work Time

01-

[B|Regutar:  [f2000001°0ATSI9 7383 Frade9A 800 | 800 | so00 | 800 | 00 40:00 800 | s00 | 800 | 800

(Account 3)
Base Pay
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 Out

Start Time

End Time

Leave Time

= Leave Time Total

Daily Total 8:00 8:00 8:00 8:00 8:00 40:00 8:00 8:00 8:00 8:00

Action Remarks:

Characters Remaining: 255

Save Remove All Entries Cancel

4 m

Slide notes

Now, when the employee opens their timesheet at the start of the next pay period, the regular base pay

line, with the new account, will be populated. Next, we will return to the Select Timesheets page using
the breadcrumb trail. Select next to continue.
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Timekeeper Main Menu > >

Default Schedule

Employee: Miller, Samantha

Transaction Account sun
Time In/Time Qut
Start Time

End Time

Work Time

01-
[X]Requiar

Base Pay

02000001A2ATB997889778989A
(Account 3)

Work Time Total
Time In/ Time Out

Start Time
End Time

Leave Time
= Leave Time Total
Daily Total

Action Remarks:

Characters Remaining: 255

| Save | | Remove All Entries | | Cancel

\/\/EB.I-AN Employee Timekeeper

Inbox [64] | Settings | Help | Log Out

9:00am
5:00pm

8:00

8:00

8:00

Tue

9:00am
5:00pm

8:00

8:00

8:00

T,

Wed

9:00am
5:00pm

8:00

8:00

8:00

Thu

9:00am
5:00pm

8:00

8:00

8:00

Fri

9:00am
5.00pm

&:00

8:00

8:00

Sat

40:00

40:00

40:00

5un Mon Tue Wed Thu
9:00am  9:00am 9:00am 9:00am 9
5.00pm 5:00pm 500pm 5:00pm 5

8:00 8:00 8:00 8:00

8:00 8:00 8:00 8:00

8:00 8:00 8:00 8:00

Slide notes
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l:l ™
* WEBT Employee Timekeeper

Timekeeper Main Menu >

Select Timesheets

Inbox [64] | Settings | Help | Log Out

-2 of 8 Records

Select Action

Timesheets Profiles and Settings
Timesheet Timesheet Profile
Timesheet Summary Default Timesheet Profile
Validate Selected Employee Profile
Validate All
Create Correction
Processed Timesheets

| Cancel |

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: 8)
[ [~][Saved + Emp Validated [~] | [ [ [{an [~]
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 Saved JALLEN Allen Jared OCFO Hamis, Daniel Robinson, William
[ 06-2014 Validated by Employee BDAVIS Danis Ben OCFO Hanis, Daniel Robinson, William
1 |06-2014 Saved MJOHNSON Johnson Mark OCFO Hamis, Daniel Robinson, William
E |06-2014 Saved JJONES Jones Janet OCFO Hamis, Daniel Robinson, William
E |06-2014 Saved MLEE Lee Michael OCFO Hamis, Daniel Robinson, William
06 - 2014 Saved SMILLER Miller Samantha OCFO Hamis, Daniel Robinson, William
E |06-2014 Saved WROBINSOMN | Robinson William OCFO Hamis, Daniel Martinez, Sophia
E |06- 2014 Saved CWILLIAMS Williams Chris OCFO Hamis, Daniel Robinson, William

Default Schedule
Default Schedule

View

Slide notes

Let's take a look at the Default Schedule of a different employee. In this example, we are going to de-
select Samantha Miller, and select Michael Lee. Select next to continue.
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\/\/EB.I-A'4 Employee Timekeeper

Timekeeper Main Menu >

Select Timesheets

Inbox [64] | Settings | Help | Log Out

-2 of 8 Records

Select Action

Timesheets Profiles and Settings
Timesheet Timesheet Profile
Timesheet Summary Default Timesheet Profile
Validate Selected Employee Profile
Validate All
Create Correction
Processed Timesheets

| Cancel |

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: 8)
[ [~][Saved + Emp Validated [~] | [ [ [{an [~]
Timekeeper: Supervisor: Delegates For: Ti heet Type:
I | INONE[+] [All
[ Search
[ » Pay Period Timesheet Status User ID Last Name First Name Organization Timekeeper Supendsor
1 |06-2014 Saved JALLEN Allen Jared OCFO Hamis, Daniel Robinson, William
[ 06-2014 Validated by Employee BDAVIS Danis Ben OCFO Hanis, Daniel Robinson, William
1 |06-2014 Saved MJOHNSON Johnson Mark OCFO Hamis, Daniel Robinson, William
E |06-2014 Saved JJONES Jones Janet OCFO Hamis, Daniel Robinson, William
E |06-2014 Saved MLEE Lee Michael OCFO Hamis, Daniel Robinson, William
m 06 - 2014 Saved SMILLER Miller Samantha OCFO Hamis, Daniel Robinson, William
E |06-2014 Saved WROBINSOMN | Robinson William OCFO Hamis, Daniel Martinez, Sophia
E |06- 2014 Saved CWILLIAMS Williams Chris OCFO Hamis, Daniel Robinson, William

Default Schedule
Default Schedule

View

Slide notes
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Select Timesheets

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

Timekeeper Main Menu >

Inbox [64] | Settings | Help | Log Out

1-2 of 8 Records

Select Action

Timesheets
Timesheet
Timesheet Summary
Validate Selected
Validate All

Create Correction
Processed Timesheets

| Cancel |

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: 8)
[ [~][Saved + Emp Validated [~] | [ [ [{an [~]
Timekeeper: Supervisor: Delegates For: Ti heet Type:
I | INONE[+] [All
[ Search
[ » Pay Period Timesheet Status User ID Last Name First Name Organization Timekeeper Supendsor
1 |06-2014 Saved JALLEN Allen Jared OCFO Hamis, Daniel Robinson, William
[ 06-2014 Validated by Employee BDAVIS Danis Ben OCFO Hanis, Daniel Robinson, William
1 |06-2014 Saved MJOHNSON Johnson Mark OCFO Hamis, Daniel Robinson, William
E |06-2014 Saved JJONES Jones Janet OCFO Hamis, Daniel Robinson, William
E |06-2014 Saved MLEE Lee Michael OCFO Hamis, Daniel Robinson, William
1 |06-2014 Saved SMILLER Miller Samantha OCFO Hamis, Daniel Robinson, William
E |06-2014 Saved WROBINSOMN | Robinson William OCFO Hamis, Daniel Martinez, Sophia
E |06- 2014 Saved CWILLIAMS Williams Chris OCFO Hamis, Daniel Robinson, William

Default Schedule
Default Schedule

View

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

Timekeeper Main Menu >

Select Timesheets

Inbox [64] | Settings | Help | Log Out

-2 of 8 Records

Select Action

Timesheets Profiles and Settings
Timesheet Timesheet Profile
Timesheet Summary Default Timesheet Profile
Validate Selected Employee Profile
Validate All
Create Correction
Processed Timesheets

| Cancel |

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: 8)
[ [~][Saved + Emp Validated [~] | [ [ [{an [~]
Timekeeper: Supervisor: Delegates For: Ti heet Type:
I | INONE[+] [All
[ Search
[ » Pay Period Timesheet Status User ID Last Name First Name Organization Timekeeper Supendsor
1 |06-2014 Saved JALLEN Allen Jared OCFO Hamis, Daniel Robinson, William
[ 06-2014 Validated by Employee BDAVIS Danis Ben OCFO Hanis, Daniel Robinson, William
1 |06-2014 Saved MJOHNSON Johnson Mark OCFO Hamis, Daniel Robinson, William
E |06-2014 Saved JJONES Jones Janet OCFO Hamis, Daniel Robinson, William
n 06 - 2014 Saved MLEE Lee Michael OCFO Hamis, Daniel Robinson, William
1 |06-2014 Saved SMILLER Miller Samantha OCFO Hamis, Daniel Robinson, William
E |06-2014 Saved WROBINSOMN | Robinson William OCFO Hamis, Daniel Martinez, Sophia
E |06- 2014 Saved CWILLIAMS Williams Chris OCFO Hamis, Daniel Robinson, William

Default Schedule
Default Schedule

View

Slide notes
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-
(1 1] ™
° WE BTA Employee Timekeeper Inbox [64] | Settings | Help | Log Out

Timekeeper Main Menu >

Select Timesheets

( Pay Period: Timesheet Status: User ID: Last Name: First Name: Organization: 8)
[An [~] [saved + Emp Validated [+] [ [ [{an [~]
Timekeeper: Supervisor: Delegates For: Ti heet Type:

| |[NoNE[=]  [Aw
[ Search

[ » Pay Period Timesheet Status User ID Last Name First Name Organization Timekeeper Supendsor
1 |06-2014 Saved JALLEN Allen Jared OCFO Hamis, Daniel Robinson, William
[ 06-2014 Validated by Employee BDAVIS Danis Ben OCFO Hanis, Daniel Robinson, William
1 |06-2014 Saved MJOHNSON Johnson Mark OCFO Hamis, Daniel Robinson, William
E |06-2014 Saved JJONES Jones Janet OCFO Hamis, Daniel Robinson, William
06 - 2014 Saved MLEE Lee Michael OCFO Hamis, Daniel Robinson, William
1 |06-2014 Saved SMILLER Miller Samantha OCFO Hamis, Daniel Robinson, William
E |06-2014 Saved WROBINSOMN | Robinson William OCFO Hamis, Daniel Martinez, Sophia
E |06- 2014 Saved CWILLIAMS Williams Chris OCFO Hamis, Daniel Robinson, William
-8 of 8 Records 1 View

Select Action

Timesheets Profiles and Settings Leave and Premium Pay Send Messages Default Schedule
Timesheet Timesheet Profile Leave Balances Send Message Default Schedule
Timesheet Summary Default Timesheet Profile Leave Calendar
Validate Selected Employee Profile Leave Requests
Validate All Premium Pay Requests
Create Correction
Processed Timesheets
| Cancel |

Slide notes
Now, we will select the Default Schedule link. Select next to continue.
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\/\/EB.I-A'4 Employee Timekeeper

Timekeeper Main Menu >

Select Timesheets

Inbox [64] | Settings | Help | Log Out

-2 of 8 Records

Select Action

Timesheets
Timesheet
Timesheet Summary
Validate Selected
Validate All

Create Correction
Processed Timesheets

| Cancel |

Profiles and Settings
Timesheet Profile

Default Timesheet Profile
Employee Profile

[ http://webta.kronosfederal.com/nfchosts/DefaultSchedule® ]

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: 8)
[ [~][Saved + Emp Validated [~] | [ [ [{an [~]
Timekeeper: Supervisor: Delegates For: Ti heet Type:
I | INONE[+] [All
[ Search
[ » Pay Period Timesheet Status User ID Last Name First Name Organization Timekeeper Supendsor
1 |06-2014 Saved JALLEN Allen Jared OCFO Hamis, Daniel Robinson, William
[ 06-2014 Validated by Employee BDAVIS Danis Ben OCFO Hanis, Daniel Robinson, William
1 |06-2014 Saved MJOHNSON Johnson Mark OCFO Hamis, Daniel Robinson, William
E |06-2014 Saved JJONES Jones Janet OCFO Hamis, Daniel Robinson, William
06 - 2014 Saved MLEE Lee Michael OCFO Hamis, Daniel Robinson, William
1 |06-2014 Saved SMILLER Miller Samantha OCFO Hamis, Daniel Robinson, William
E |06-2014 Saved WROBINSOMN | Robinson William OCFO Hamis, Daniel Martinez, Sophia
E |06- 2014 Saved CWILLIAMS Williams Chris OCFO Hamis, Daniel Robinson, William

Default Schedule

Default Schedule

View

Slide notes
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ot ‘WEBTA" covioyee Erms

Inbox [64] | Settings | Help | Log Out

Timekeeper Main Menu > Select Timeshesets >

Default Schedule

Employee: Lee, Michael

TransactionAccount  Sun Mon Tue Wed Thu Fri

Time In/Time Qut
Start Time
End Time

Work Time
Work Time Total

Time In/ Time Out
Start Time
End Time

Leave Time
Leave Time Total
Daily Total

Action Remarks:
Characters Remaining: 255

| Save Remove All Entries | | Cancel

Sat

Wi

5un

Tue

Wed Thu Fri Sat  Wk2To

Slide notes

As you can see, this employee does not have a saved Default Schedule. Let's create one. First, we will
add a Work Time transaction by selecting the plus sign in the Work Time section. Select next to

continue.
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ot ‘WEBTA" covioyee Erms

Inbox [64] | Settings | Help | Log Out

Timekeeper Main Menu > Select Employees =

Default Schedule

Employee: Lee, Michael

TransactionAccount  Sun Mon Tue Wed Thu Fri
Time In/Time Qut

Start Time
End Time

Work Time
Work Time Total

Time In/ Time Out
Start Time
End Time

Leave Time
Leave Time Total
Daily Total

Action Remarks:

Characters Remaining: 255

| Save Remove All Entries | | Cancel

Sat

Wi

5un

Tue

Wed Thu Fri Sat  Wk2To

Slide notes
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-
LL L] ™
* WE BTA Employee Timekeeper Inbox [64] | Settings | Help | Log Out

Timekeeper Main Menu > Select Timeshesets >

Default Schedule

Employee: Lee, Michael

Transaction  Account 5un Mon Tue Wed Thu Fri Sat  Wk1  Sun Mon Tue Wed Thu Fri Sat
Time In/Time Qut

Start Time
End Time

Work Time

01-

02000001A1P
X |Regular
Bage pay (Account2)

=] Work Time Total

Time In/ Time Out
Start Time
End Time

Leave Time
= Leave Time Total
Daily Total

Action Remarks:

Characters Remaining: 255

Save Remove All Entries Cancel

4 1

Slide notes

By default, Regular Base pay is added as the transaction type. We would select the transaction code
link if we wanted to change this. In this example, we are going to keep it. In the previous example, we
were able to change the account. Note that in this case, the account field cannot be edited.

That is because this employee must have either Stored or Local accounting selected in their timesheet
profile. Next, we add 8 hours for Monday through Friday of weeks one and two by typing 8 hours and
selecting the tab key to move to the next day. Select next to continue.
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ot ‘WEBTA" covioyee Erms

Timekeeper Main Menu > Select Timeshesets >

Default Schedule

Employee: Lee, Michael

Transaction  Account sun Mon Tue Wed Thu
Time In/Time Qut

Start Time

End Time

Work Time

01-
02000001A1P

X |Regular

Bage pay (Account2)

=] Work Time Total
Time In/Time Qut

Start Time
End Time

Leave Time
= Leave Time Total
Daily Total

Action Remarks:
Characters Remaining: 255

| Save | | Remove All Entries | | Cancel |

4 |

Fri Sat Wkl  Sun

I

Tue

Wed

Inbox [64] | Settings | Help | Log Out

Thu

Fri Sat

Slide notes
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ot ‘WEBTA" covioyee Erms

Timekeeper Main Menu > Select Timeshesets >

Default Schedule

Employee: Lee, Michael

Transaction  Account Sun Mon Tue Wed Thu
Time In/Time Out
Start Time uu
End Time [
Work Time
oL 02000001A1P
[xIRegutar (Account 2)
Base Pay

=] Work Time Total

8]

Time In/ Time Out
Start Time
End Time

Leave Time
= Leave Time Total
Daily Total

Action Remarks:
Characters Remaining: 255

| Save | | Remove All Entries | | Cancel |

4 |

Fri Sat Wkl  Sun

I

Tue

Wed

Inbox [64] | Settings | Help | Log Out

Thu

Fri Sat

Slide notes
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ot ‘WEBTA" covioyee Erms

Timekeeper Main Menu > Select Timeshesets >

Default Schedule

Employee: Lee, Michael

Transaction  Account
Time In/Time Qut

Start Time
End Time

Work Time

01-
02000001A1P

X |Regular

Bage pay (Account2)

=] Work Time Total
Time In/Time Qut

Start Time
End Time

Leave Time
= Leave Time Total
Daily Total

Action Remarks:

Sun Mon Tue Wed Thu Fri Sat Wkl  Sun

Ulion

2:00 g

Characters Remaining: 255

| Save | | Remove All Entries | | Cancel |

4 |

I

Tue

Wed

Inbox [64] | Settings | Help | Log Out

Thu

Fri Sat

Slide notes
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Default Schedule

Employee: Lee, Michael
Transaction ~ Account
Time In/Time Qut

Start Time
End Time

Work Time

01-
02000001A1P

X |Regular

Bage pay (Account2)

=] Work Time Total
Time In/Time Qut

Start Time
End Time

Leave Time
= Leave Time Total
Daily Total

Action Remarks:

5un

8:00

Characters Remaining: 255

| Save | | Remove All Entries |

4 |

Cancel |

ot ‘WEBTA" covioyee Erms

Timekeeper Main Menu > Select Timeshesets >

Tue

&:00

Wed Thu

8]

Fri Sat Wkl  Sun

I

Tue

Wed

Inbox [64] | Settings | Help | Log Out

Thu

Fri Sat

Slide notes
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-
LL L] ™
* WE BTA Employee Timekeeper Inbox [64] | Settings | Help | Log Out

Timekeeper Main Menu > Select Timeshesets >

Default Schedule

Employee: Lee, Michael

Transaction  Account 5un Mon Tue Wed Thu Fri Sat  Wk1  Sun Mon Tue Wed Thu Fri Sat
Time In/Time Qut

Start Time
End Time

Work Time

01-
02000001A1F . . .
g:g:ﬁ;y (Account 2) 200 8:00 8:00 g

=] Work Time Total
Time In/ Time Out

Start Time

End Time

Leave Time
= Leave Time Total
Daily Total

Action Remarks:

Characters Remaining: 255

| Save | | Remove All Entries | | Cancel |

4 | I

Slide notes
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Default Schedule

Employee: Lee, Michael
Transaction ~ Account
Time In/Time Qut

Start Time
End Time

Work Time

01-
02000001A1P

X |Regular

Bage pay (Account2)

=] Work Time Total
Time In/Time Qut

Start Time
End Time

Leave Time
= Leave Time Total
Daily Total

Action Remarks:

5un

8:00

Characters Remaining: 255

| Save | | Remove All Entries |

4 |

Cancel |

ot ‘WEBTA" covioyee Erms

Timekeeper Main Menu > Select Timeshesets >

Tue

&:00

Wed

&:00

Thu

8:00

Fri Sat Wkl  Sun

|

I

Tue

Wed

Inbox [64] | Settings | Help | Log Out

Thu

Fri Sat

Slide notes
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-
LL L] ™
* WE BTA Employee Timekeeper Inbox [64] | Settings | Help | Log Out

Timekeeper Main Menu > Select Timeshesets >

Default Schedule

Employee: Lee, Michael

Transaction  Account 5un Mon Tue Wed Thu Fri Sat  Wk1  Sun Mon Tue Wed Thu Fri Sat
Time In/Time Qut

Start Time
End Time

Work Time

01-
D2Z000001ATF _ ) ) | ;
g:g:ﬁ; | Gecount2) §00 | 800 | 800 | 800 | 800 —

=] Work Time Total

Time In/ Time Out
Start Time
End Time

Leave Time
= Leave Time Total
Daily Total

Action Remarks:

Characters Remaining: 255

| Save | | Remove All Entries | | Cancel |

4 | I

Slide notes
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Default Schedule

Employee: Lee, Michael
Transaction ~ Account
Time In/Time Qut

Start Time
End Time

Work Time

01-
02000001A1P

X |Regular

Bage pay (Account2)

=] Work Time Total
Time In/Time Qut

Start Time
End Time

Leave Time
= Leave Time Total
Daily Total

Action Remarks:

5un

8:00

Characters Remaining: 255

| Save | | Remove All Entries |

4 |

Cancel |

ot ‘WEBTA" covioyee Erms

Timekeeper Main Menu > Select Timeshesets >

Tue

&:00

Wed

&:00

Thu

8:00

Fri Sat Wkl  Sun

8:00

I

8]

Tue

Wed

Inbox [64] | Settings | Help | Log Out

Thu

Fri Sat

Slide notes
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Default Schedule

Employee: Lee, Michael
Transaction ~ Account
Time In/Time Qut

Start Time
End Time

Work Time

01-
02000001A1P

X |Regular

Bage pay (Account2)

=] Work Time Total
Time In/Time Qut

Start Time
End Time

Leave Time
= Leave Time Total
Daily Total

Action Remarks:

5un

8:00

Characters Remaining: 255

| Save | | Remove All Entries |

4 |

Cancel |

ot ‘WEBTA" covioyee Erms

Timekeeper Main Menu > Select Timeshesets >

Tue

&:00

Wed

&:00

Thu

8:00

Fri Sat Wkl  Sun

8:00

I

§:00

Tue

gl

Wed

Inbox [64] | Settings | Help | Log Out

Thu

Fri Sat

Slide notes

Page 74 of 95

©Kronos, Incorporated



USDA Timekeeper webTA Employee Profiles

Slide 77 - Slide 77

Default Schedule

Employee: Lee, Michael
Transaction ~ Account
Time In/Time Qut

Start Time
End Time

Work Time

01-
02000001A1P

X |Regular

Bage pay (Account2)

=] Work Time Total
Time In/Time Qut

Start Time
End Time

Leave Time
= Leave Time Total
Daily Total

Action Remarks:

5un

8:00

Characters Remaining: 255

| Save | | Remove All Entries |

4 |

Cancel |

ot ‘WEBTA" covioyee Erms

Timekeeper Main Menu > Select Timeshesets >

Tue

&:00

Wed

&:00

Thu

8:00

Fri Sat Wkl  Sun

8:00

I

§:00

Tue

8:00

Wed

]

Inbox [64] | Settings | Help | Log Out

Thu

Fri Sat

Slide notes
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Default Schedule

Employee: Lee, Michael
Transaction ~ Account
Time In/Time Qut

Start Time
End Time

Work Time

01-
02000001A1P

X |Regular

Bage pay (Account2)

=] Work Time Total
Time In/Time Qut

Start Time
End Time

Leave Time
= Leave Time Total
Daily Total

Action Remarks:

5un

8:00

Characters Remaining: 255

| Save | | Remove All Entries |

4 |

Cancel |

ot ‘WEBTA" covioyee Erms

Timekeeper Main Menu > Select Timeshesets >

Tue

&:00

Wed

&:00

Thu

8:00

Fri Sat Wkl  Sun

8:00

I

§:00

Tue

8:00

Wed

8:00

Inbox [64] | Settings | Help | Log Out

Thu

8]

Fri Sat

Slide notes
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Default Schedule

Employee: Lee, Michael
Transaction ~ Account
Time In/Time Qut

Start Time
End Time

Work Time

01-
02000001A1P

X |Regular

Bage pay (Account2)

=] Work Time Total
Time In/Time Qut

Start Time
End Time

Leave Time
= Leave Time Total
Daily Total

Action Remarks:

5un

8:00

Characters Remaining: 255

| Save | | Remove All Entries |

4 |

Cancel |

ot ‘WEBTA" covioyee Erms

Timekeeper Main Menu > Select Timeshesets >

Tue

&:00

Wed

&:00

Thu

8:00

Fri Sat Wkl  Sun

8:00

I

§:00

Tue

8:00

Wed

8:00

Inbox [64] | Settings | Help | Log Out

Thu

8:00

Fri Sat

8]

Slide notes
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Slide 80 - Slide 80

-
LL L] ™
* WE BTA Employee Timekeeper Inbox [64] | Settings | Help | Log Out

Timekeeper Main Menu > Select Timeshesets >

Default Schedule

Employee: Lee, Michael

Transaction  Account 5un Mon Tue Wed Thu Fri Sat  Wk1  Sun Mon Tue Wed Thu Fri Sat
Time In/Time Qut

Start Time
End Time

Work Time

01-
Regular Q2a0a1A1E 8:00 &:00 &:00 8:00 8:00 §:00 8:00 8:00 8:00 8.00
Base Pay (Account 2)

=] Work Time Total

Time In/ Time Out
Start Time
End Time

Leave Time
= Leave Time Total
Daily Total

Action Remarks:

Characters Remaining: 255

| Save | | Remove All Entries | | Cancel |

4 | I

Slide notes

You can also enter start and stop times in the top section of the Default Timesheet. We will enter 8 to 4
in the background. Select next to continue.
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-
LL1] ™
° WE BTA Employee Timekeeper Inbox [64] | Settings | Help | Log Out

Timekeeper Main Menu > Select Timeshesets >

Default Schedule

Employee: Lee, Michael

Transaction  Account Sun Mon Tue Wed Thu Fri Sat  Wk1  Sun Mon Tue Wed Thu Fri
Time In/Time Qut

Start Time 2:00am 2:00am 8:00am 2:00am 8:00am 8:00am  2:00am 2:00am 2:00am 2:00am

End Time 4:00pm  4.00pm 4:00pm  4:00pm 4:00pm 4:00pm  4:00pm  4:00pm 4:00pm 4:00pm

Sat

Work Time

01-
Regular Q2a0a1A1E 8:00 &:00 &:00 8:00 8:00 §:00 8:00 8:00 8:00 8.00
(Account 2)
Base Pay
=] Work Time Total
Time In /Time Out
Start Time
End Time

Leave Time
= Leave Time Total
Daily Total

Action Remarks:

Characters Remaining: 255

| Remove All Entries | | Cancel |

Select the Save button

<

I

Slide notes
Select the Save button to save the entries.
Select the Save button to save the entries.
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-
LL L] ™
* WE BTA Employee Timekeeper Inbox [64] | Settings | Help | Log Out

Timekeeper Main Menu > Select Timeshesets >

Default Schedule

Employee: Lee, Michael

Transaction  Account 5un Mon Tue Wed Thu Fri Sat WK1 5un Maon Tue ‘Wed Thu Fri Sat
Time In/Time Qut
Start Time 3:00am 2:00am 2:00am &:00am &:00am 8:00am 2:00am 2:00am 2:00am 2:00am
End Time 4:.00pm  4:00pm 4:.00pm  4:00pm  4:00pm 4:00pm  4:00pm  4:00pm 4:00pm  4:00pm
Work Time
oL 02000001A1P
Regular 8:00 8:00 &:00 8:00 8:00 40:00 8:00 8:00 8:00 8:00 &:00
(Account 2)
Base Pay
ﬂ Work Time Total 8:00 8:00 8:00 8:00 8:00 40:00 8:00 8:00 8:00 8:00 8:00
Time In/ Time Out
Start Time
End Time
Leave Time
= Leave Time Total

Daily Total 2:00 8:00 8:00 8:00 8:00 40:00 8:00 8:00 8:00 8:00 8:00

Action Remarks:

Characters Remaining: 255

Save Remove All Entries Cancel

4 m

Slide notes

Note that the default schedule saved, and the daily, weekly and pay period totals have updated to

reflect the entries. Next, we will return to the Select Timesheets page using the breadcrumb trail. Select
next to continue.
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Default Schedule

Employee: Lee, Michael

Transaction
Time In/Time Qut

Start Time
End Time

Account

Work Time

01-

[X]Requiar
Base Pay

=] Work Time Total

02000001A1P
(Account 2)

Time In/ Time Out
Start Time
End Time

Leave Time
= Leave Time Total
Daily Total

Action Remarks:

| Save |

| Remove All Entries |

5un Mon

3:00am
4:00pm

8:00

8:00

2:00

Characters Remaining: 255

Cancel

\/\/EB.I-AN Employee Timekeeper

Timekeeper Main Menu > >

Tue

2:00am
4:00pm

&:00

8:00

8:00

Wed Thu Fri
8:00am  2:00am  2:00am
4:00pm  4:.00pm  4:00pm

8:00 8:00 8:00

8:00 8:00 8:00

8:00 8:00 8:00

1

Sat

40:00

40:00

40:00

5un Maon

&:00am
4:00pm

&:00

8:00

8:00

Tue

&:00am
4:00pm

§:00

8:00

8:00

Wed

3:00am
4:00pm

8:00

8:00

8:00

Inbox [64] | Settings | Help | Log Out

Thu

2:00am
4:00pm

8:00

8:00

8:00

Fri Sat

&:00am
4:00pm

&:00

8:00

8:00

Slide notes
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Timekeeper Main Menu >

Select Timesheets

'E'W EBTA covoyee G

Inbox [64] | Settings | Help | Log Out

1-2 of 8 Records

Select Action

Timesheets
Timesheet

Timesheet Summary
Validate Selected
Validate All

Create Correction
Processed Timesheets

| Cancel |

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:
[ [~][Saved + Emp Validated [~] | [ [ [{an [~]
Timekeeper: Supervisor: Delegates For: Ti heet Type:
I | INONE[+] [All
[ Search
[ » Pay Period Timesheet Status User ID Last Name First Name Organization Timekeeper Supendsor
1 |06-2014 Saved JALLEN Allen Jared OCFO Hamis, Daniel Robinson, William
[ 06-2014 Validated by Employee BDAVIS Danis Ben OCFO Hanis, Daniel Robinson, William
1 |06-2014 Saved MJOHNSON Johnson Mark OCFO Hamis, Daniel Robinson, William
E |06-2014 Saved JJONES Jones Janet OCFO Hamis, Daniel Robinson, William
06 - 2014 Saved MLEE Lee Michael OCFO Hamis, Daniel Robinson, William
1 |06-2014 Saved SMILLER Miller Samantha OCFO Hamis, Daniel Robinson, William
E |06-2014 Saved WROBINSOMN | Robinson William OCFO Hamis, Daniel Martinez, Sophia
E |06- 2014 Saved CWILLIAMS Williams Chris OCFO Hamis, Daniel Robinson, William

Default Schedule
Default Schedule

Slide notes

Remember, for the Default Schedule entries to appear on an employee's timesheet, they must have
Pay From Schedule set as their Retain Data Type. We will check if this is the case by looking at the
employee's timesheet profile. Select next to continue.

Page 82 of 95

©Kronos, Incorporated



USDA Timekeeper webTA Employee Profiles
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Select Timesheets

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

Timekeeper Main Menu >

Inbox [64] | Settings | Help | Log Out

-2 of 8 Records

Select Action

Timesheets
Timesheet
Timesheet Summary
Validate Selected
Validate All

Create Correction
Processed Timesheets

| Cancel |

Profiles and Settings
Timesheet Profile

Default Timesheet Profile
Employee Profile

[ http://webta.kronosfederal.com/nfchosts/DefaultSchedule® ]

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: 8)
[ [~][Saved + Emp Validated [~] | [ [ [{an [~]
Timekeeper: Supervisor: Delegates For: Ti heet Type:
I | INONE[+] [All
[ Search
[ » Pay Period Timesheet Status User ID Last Name First Name Organization Timekeeper Supendsor
1 |06-2014 Saved JALLEN Allen Jared OCFO Hamis, Daniel Robinson, William
[ 06-2014 Validated by Employee BDAVIS Danis Ben OCFO Hanis, Daniel Robinson, William
1 |06-2014 Saved MJOHNSON Johnson Mark OCFO Hamis, Daniel Robinson, William
E |06-2014 Saved JJONES Jones Janet OCFO Hamis, Daniel Robinson, William
06 - 2014 Saved MLEH Lee Michael OCFO Hamis, Daniel Robinson, William
1 |06-2014 Saved SMILLER Miller Samantha OCFO Hamis, Daniel Robinson, William
E |06-2014 Saved WROBINSOMN | Robinson William OCFO Hamis, Daniel Martinez, Sophia
E |06- 2014 Saved CWILLIAMS Williams Chris OCFO Hamis, Daniel Robinson, William

Default Schedule
Default Schedule

View

Slide notes
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ot ‘WEBTA" covioyee Erms

Inbox [64] | Settings | Help | Log Out

Timekeeper Main Menu > Select Timeshesets >

Timesheet Profile » LEE, MICHAEL

Settings

Timesheet Details
Timesheet Profile »

Status

Pay Details

* Payplan:

* Tour of duty:
* Duty Hours:
* Work Week:

* Alternative Work Schedule:
Overtime/Standby

RSO [ Salary Cap:
Standby Hours Week 1:
Standby Hours Week 2:

Standby AUQ Percent:

Pay Period:
Licenses Y
Calendars
Locator Info Status Change
Status Change Type:
Roles

Status Change Day:

Oath of Office:
Final Report:
On Hold:

06 - 2014 : Mar 23, 2014-Apr 05, 2014

NoneE

None |Z|

-
o

General Schedule (reg)
Full Time

80

Mon-Fri

Regular 8-hour Days

None |E|

[=]
[=]

[x]

Slide notes

Then, we will select the Timesheet Details link on the left. Select next to continue.
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ot ‘WEBTA" covioyee Erms

Inbox [64] | Settings | Help | Log Out

Timekeeper Main Menu > Select Timeshesets >

Timesheet Profile » LEE, MICHAEL

imesheet Detaild Statds Chanige Day:

Timesheet Profile »

Status
Oath of Office:
Final Report:
On Hold:
Pay Details
* Payplan:

* Tour of duty:
* Duty Hours:
* Work Week:

* Alternative Work Schedule:

Overtime/Standby

RSO [ Salary Cap:
Standby Hours Week 1:
Standby Hours Week 2:

Standbu ALIO D +
[ http://webta.kronosfederal.com/nfchost8/ Timesheethanagement# }

NoneE

Seftings Pay Period: 06 - 2014 : Mar 23, 2014-Apr 05, 2014
Licenses
Calendars
Locator Info Status Change
Status Change Type:
Roles

None |Z|

i

General Schedule (reg)
Full Time

80

Mon-Fri

Regular 8-hour Days

None |E|

Slide notes
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Slide 88 - Slide 88

-
LL L] ™
* WE BTA Employee Timekeeper Inbox [64] | Settings | Help | Log Out

Timekeeper Main Menu > Select Timeshesets >

Timesheet Details » LEE, MICHAEL

Settings
Licenses Timesheet Details
Calendars
Locator Info Retain Data Type: |All [=]
* Start Pay Period for Timesheet: [01-2014 - Jan 12, 2014 - Jan 25, 2014 [~]
Roles Timesheet Entry Type: Hours

Timesheet Details »

Timesheet Profile Approvers

* Timekeeper: |HARRIS, DANIEL Search
* Supervisor: |[ROBINSON, WILLIAM Search

Save Cancel

Slide notes

Here, we can see that this employee is currently set to All. In this example, we are going to change to
Pay From Schedule. Select next to continue.
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Settings
Licenses
Calendars
Locator Info

Roles
Timesheet Details »
Timesheet Profile

ot ‘WEBTA" covioyee Erms

Timekeeper Main Menu > Select Timeshesets >

Inbox [64] | Settings | Help | Log Out

Timesheet Details » LEE, MICHAEL

Timesheet Details

Retain Data Type:
* Start Pay Period for Timesheet:

Timesheet Entry Type:
Approvers
* Timekeeper:
* Supervisor:
Save Cancel

Al Gl

01-2014: Jan 12, 2014 - Jan 25, 2014 |Z|

Hours

HARRIS, DANIEL Search
ROBINSON, WILLIAM Search

Slide notes
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Settings
Licenses
Calendars
Locator Info

Roles
Timesheet Details »
Timesheet Profile

ot ‘WEBTA" covioyee Erms

Timekeeper Main Menu > Select Timeshesets >

Inbox [64] | Settings | Help | Log Out

Timesheet Details » LEE, MICHAEL

Timesheet Details

Retain Data Type:
* Start Pay Period for Timesheet:

Timesheet Entry Type:

Approvers

* Timekeeper:

* Supervisor:

| Save Cancel |

TCs and Accounts
Pay From Schedule
Exception Processing

HARRIS, DANIEL
ROBINSON, WILLIAM

Jan 25, 2014 [~]

| Search |

Search

Slide notes
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Settings
Licenses
Calendars
Locator Info

Roles
Timesheet Details »
Timesheet Profile

ot ‘WEBTA" covioyee Erms

Timekeeper Main Menu > Select Timeshesets >

Inbox [64] | Settings | Help | Log Out

Timesheet Details » LEE, MICHAEL

Timesheet Details

Retain Data Type:
* Start Pay Period for Timesheet:

Timesheet Entry Type:

Approvers

* Timekeeper:

* Supervisor:

Save Cancel

All

None
TCs and Accounts

IE)(ception Processing

All

HARRIS, DANIEL
ROBINSON, WILLIAM

Jan 25, 2014 [~]

| Search |

Search

Slide notes
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ot ‘WEBTA" covioyee Erms

Inbox [64] | Settings | Help | Log Out

Timekeeper Main Menu > Select Timeshesets >

Timesheet Details » LEE, MICHAEL

Settings
Licenses Timesheet Details
Calendars
o b Retain Data Type: |5 Maciiera e o ~ |
* Start Pay Period for Timesheet: |01-2014 : Jan 12, 2014 - Jan 25, 2014 |Z|
Roles Timesheet Entry Type: Hours
Timesheet Details »
Timesheet Profile Approvers
* Timekeeper: |HARRIS, DANIEL | Search |
* Supervisor: |[ROBINSON, WILLIAM Search
Save Cancel

Slide notes

Then, we will select the Save button. Select next to continue.
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Slide 93 - Slide 93

-
LL1] ™
° WE BTA Employee Timekeeper Inbox [64] | Settings | Help | Log Out

Timekeeper Main Menu > Select Timeshesets >

Timesheet Details » LEE, MICHAEL

Settings
Licenses Timesheet Details
Calendars
Locator Info Retain Data Type: (|25 g 600=te =0T :
* Start Pay Period for Timesheet: [01-2014 : Jan 12, 2014 - Jan 25, 2014 [~ ]|
Roles Timesheet Entry Type: Hours

Timesheet Details »

Timesheet Profile Approvers

* Timekeeper: |HARRIS, DANIEL | Search |
* Supervisor: |[ROBINSON, WILLIAM Search |

Cancer |

[ http://webta.kronosfederal.com/nfchost8/UserTimesheetDetails l

Slide notes
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- WEBTA' covore gz

Timekeeper Main Menu > Select Timeshesets >

Timesheet Details » LEE, MICHAEL

| Employee Profile successfully saved.

Settings
Licenses Timesheet Details
Calendars
Locator Info Retain Data Type: |Pay From Schedule |Z|

* Start Pay Period for Timesheet: [01-2014 : Jan 12, 2014 - Jan 25, 2014 [~]
Roles Timesheet Entry Type: Hours
Timesheet Details »
Timesheet Profile Approvers

* Timekeeper: |HARRIS, DANIEL | Search |
* Supervisor: |ROBINSON, WILLIAM Search
| Save | | Cancel |

Slide notes

Note the message indicating that the Profile has successfully saved. Now, when the next pay period
begins, the employee's timesheet will have the Default Schedule entries. Note, this change will not take
effect if the timesheet has already been saved. It will only show on new timesheets.

Next, we will return to the Main Menu by selecting the Timekeeper tab. Select next to continue.

Page 92 of 95 ©Kronos, Incorporated



USDA Timekeeper webTA Employee Profiles

Slide 95 - Slide 95

ot ‘WEBTA" covioyee Erms

Inbox [64] | Settings | Help | Log Out

Timekeeper Main Menu > Select Timeshesets >

Timesheet Details » LEE, MICHAEL

| Employee Profile successfully saved.

Settings

Timesheet Details »

Timesheet Profile Approvers

| Save | | Cancel |

Licenses Timesheet Details

Calendars

Locator Info Retain Data Type:
* Start Pay Period for Timesheet:

Roles Timesheet Entry Type:

* Timekeeper:

* Supervisor:

Pay From Schedule |Z|
01-2014 - Jan 12, 2014 - Jan 25, 2014 [+]

Hours

HARRIS, DANIEL | Search |
ROBINSON, WILLIAM Search |

Slide notes
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Timekeeper Main Menu

Employees
Select Employees
Add Employee
Employee Leave Requests

Employee Premium Pay Requests

Reports
Reports
My Saved and Scheduled Reports

Adhoc Report Management

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

Inbox [64] | Settings | Help | Log Out

Accounting

Accounts

Delegates/Reassignment
My Delegates
Timekeeper Profile

Takeover Employee

Slide notes
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Slide 97 - Finish

Select the Finish button.

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