How to Approve Employee Hours in WebSMART

Step 1: After you login into WebSMART select:

Employee Services

2 Main Menu - Microsoft Internet Explorer
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Step 2: From the next menu select:

Time Sheet

mployee Main Menu - Microsoft Internet Explorer
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BETURN TO MENU

Update or view your retirement plans, Health Insurance information, Flex spending accounts, miscellaneous
deductions; Change your beneficiary information; Access open enroliment

View your Direct Deposit me%nwn, View your Eamings and Deductions History, View your Pay Stubs

Change W-4 information, View your W-2 Form or T4 Form
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Time Sheet/Leave Request/Proxy

@ Determine the action you want to take and click the radio button. If you are acting as a Proxy for an approver,
plea}e select a name from the list and click Select. To act as a Superuser, click the check bax and then click
Selact =

Selection Criteria

My Choice
Access my Time Sheet: c
Access my Leave Report: c
Access my Leave Request: « b}
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Time Sheet/Leave Request/Proxy

Q Determine the action you want to take and click the radio button. If you are acting as a Proxy for an approver,
please select a name from the list and click Select. To act as a Superuser, click the check box and then click

Select

Selection Criteria
My Choice

Access my Time Sheet: c q
Accoss my Leave Repor: «
Access my Leave Request: c
Approve or Acknowledge Time: &
Act as Proxy:

Make surz this Is selected
Act as Superuser:

Select
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To act as a proxy for a co-workér means they have given you permission to
approve their employees' time sheets. If you're not a proxy choose "Self"

2 Time Sheet/leave RequestProxy - Microsoft Internet Explorer
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Time Sheet/Leave Request/Proxy
Q Determine the action you want to take and click the radio button. If you are acting as a Proxy for an approver,
please select a name from the list and click Select. To act as a Superuser, click the check box and then click
Select
Selection Criteria
My Choice
Access my Time Sheet: c i
Access my Leave Report: [ o2
Access my Leave Request: (o
Approve or Acknowledge Time: &
Act as Proxy: [seif] k
Act as Superuser: (RY(d
To actas a proxy for a co-worker means they have
Qlven you per to apy thair employeas’
Select I fime sheets. Myou'te nota proxy chooss *"Salff 3
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3 Time Sheet/lLeave Request/Proxy - Microsoft Internet Explorer
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Time Sheet/Leave Request/Proxy

@ Determine the action you want to take and click the radio button. If you are acting as a Praxy for an approver,
please select a name from the list and click Select. To act as a Superuser, click the check box and then click
Select.

Selection Criteria

My Choice
Access my Time Sheoet: c 3
Access my Leave Roport: s
Access my Leave Request: (s
Approve or Acknowledge Time: &
Act as Proxy: v
Act as Superuser: B .
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3 Selection - Microsoft Internet Explorer
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Selection

Q Click the button under COA/Organization to select an organization and choose the Pay ID/Pay Period. Determine
the Sort Crder and then click Select

Time Sheet
Department and Description My Choice Pay Period ==
1, 4340, Counseling > HP, May 01, 2005 to May 31, 2005
SortOrder
b A
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Select a "Pay Peribd" from the drop down menu.

2 Selection - Microsoft Internet Explorer
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Selection &
Selecta"Pay Parod’

from the drop down

i‘) Click the button under COA/Organization to select an organization and choose the Pay ID4  menu.
the Sont Order and then click Select

Time Sheet
Department and Description My Cholce Pay Period
1, 4340, Counseling @ HP, May 01, 2005 to May 31, 2005
Sort Order I3
My Choice

Sort employees’ records by Status then by Name: &
Sort employees’ records by Name: (&

Select '
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'3 Selection - Microsoft Internet Explorer
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Selection :
Q Click the button under COA/Organization to select an organization and choose the Pay ID/Pay Period. Determine
the Sort Order and then click Select
Time Sheet
Department and Description My Choice Pay Period
1,4340, Counseling @ HP, May D1, 2005 to May 31, 2005 y\
HP, Mar 01, 2005 to Mar 31, 2005
Sort Order
HP, Jul 01, 2005 to Jul 31, 2005
Sort employees’ records by Status then by Nam-.H 2. Aug O, 2006 v Aup 3t 2006
Sort employees’ records by Name: c
pd
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The recommended sort order is Status/Name

X Selection - Microsoft Internet Explorer
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* Click the button under COA/Organization to select an organization and choose the Pay I0/Pay Period. Determine
the Sort Order and then click Select

Time Sheet

Department and Description My Choice Pay Pmod

1, 4340, Counseling &
Sort Order
My Choice
Sort employees’ racords by Status then by Name: %
Soit employees’ records by Name:
This Is the recommended sort
order
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Hit the button "Select"

A Selection - Microsoft Internet Explorer

* Click the button under COA/Organization to select an organization and choose the Pay ID/Pay Periad. Determine
the Sort Order and then click Select

Time Sheet

Department and Description My Choice ng Porjod
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1, 4340, Counseling @
Sort Order
My Choice
Sart employees’ records by Status then by Name: &
Soit employees’ records by Name: o
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Scroll Down

2 Summary - Microsoft Internet Explorer
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Summary

Q Ciick under Approve/Acknowledge or Return for Comrection, and then click Save. For more detailed information,
click the employee's name.

COA: 1,8MCCCD.
Department: 4340, Counseling

Pay Period: Jul 01, 2005 to Jul 31, 2005
Act as Proxy: Not Applicable

Pay Petiod Time Entry Status: Open until Dec 31, 2006, £5.00 P M

Select New Department | Select All, Approve or FYl Reset | save |

|
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To approve time sheets one at a time, first select the employee's name.
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Pending -
ID Name and Required Total Total Queue Approve Returnfor  Other
Position  Action Hours Units Status orFYl Correction Information
GO0445993 Jose G Approve 5950 00 r = Change Time
Recinos Record
383229-00 Comments
Pay Event Transactions ®

To approve time sheets one at

Action requited by all approvers: 0 atime, first select the

Time o1 Leave Transactions Approved or FY!: 0 employes's name.

Time o1 Leave Transactions Awaiting Approval ot FYl: 1

Total: 1

Total Howss: 5950 L}

Total Units: 00

Select New Department | Select All, Approve or FY | meset | save |

RELEASE: 6.1 poweret by ispcdo
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Pending
ID Name and Required Total Total Queue Approve Returnfor  Other
Position  Action Hours Units Status orFYl Correction  Information
G00445993 Jose C Approve 5950 00 r = Change Time
354.£29-00 mmen

Pay Event Transactions

Action required by all approvers: 0

Time o1 Leave T ctions Approved ot FYl: 1]

Time o1 Leave Transactions Awaiting Approval ot FYl: 1

Total: 1

Total Hows: 5350

Total Units: 00

Select New Department Select All, Approve or FYI | Reset | save |
RELEASE: 6.1 poeret vy giaetD L]
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A Employee Detailed Information - Microsoft Internet Explorer
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Employee getailed Information

Q To select the next or previous empleyee (If applicable), click either Next or Previous.

Employee 1D and Name: 5004459093 Jose G. Recinos Dep il and i 14330C ling
Title: 383229-00 SA-Op 5 T fon Status: Pending
previousMenu | Approve |  RetunforCorrection | ChangeRecord | Delete |

Add Comment I
1 S apnmmante | Mo dime Cloimiim b A rsmins Dilsteibg iam
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£l . S @ memet

Double check the: employee's hours are correct

g | Employee Detailed Information - Microsoft Internet Explorer
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Earnings Shift Special Total Total Friday , Saturday , Sunday , Monday , Tuesday . Wedn{ Double check
Rate Hours Units Jul 01, Jul02, Jul03. Jul04, JulDS, Jul08] meirhours are i
(

2005 2005 2005 2005 2005 cormaet
Regular 1 595 a5 45
Pay
Total Howrs: 595 45 45 45
Total Units: 0
Time In and Out

Earnings Friday , Saturday , Sunday , Monday , Tuesday , Wednesday, Thursday , Friday , Saturday , Sunday . b R
Jul o1, Juloz, Jul03, Jul04, Jul05, Jul 06, 2005 Jul07, Jul 08, Jul 09, Jul1o, J -

2005 2005 2008 2005 2005 2005 2005 2008 2005 2
Regular 10:15 1015 10:15 AM 10:15
Pay AM AM 12:30 PM AM ‘
12:30 12:30 g 12:30
01:15PM
M PM 0300 PM PM i
01:15 01:15 01:15 (
03:00 03:00 03:00 l
PM PM PM [
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é‘l’he Buttons:
Previous Menu: Takes you back to the previous pagie
Approve: Approves the employee's time sheet. ‘
Return for Corrections: If there are problems withé the time sheet you can return it for corrections.
Change Record: You may choose to fix problems yoéurself to ensure your employee gets paid on time.
Delete: If you were just testing the time sheet systen% you may want to delete rather than approve the time sheet.

Add Comment: Before you return for correction or aifpprove the time sheet you may want to add comments for your
employee. :

Congrats, you have finished your tutorial.

:') Employee Detailed Infarmation - Microsoft Internet Explorer
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Routing Queue )
Name Action and Date Congrals. you have finkshed
Jose G, Recinos Originated May 06, 2005 09:33 am Your tuorial,
Jose G, Recinos Submitled May 08, 2005 09:58 am
Barbara Isely Dedo Pending

Account Distribution Default Data

Pay Perlod Percent Index Fund Organization Account Program Activity Location Project  Cost
Eftective Date Type Type
Jul 01, 2005 10000 10003 3229 2392 671000

Previous Menu | Approve |  RetumforCorrection |  Change Record | Delete |

Add Commeq ]

| Time Sheet | Comments | Routing Queue | Account Distnbution |
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