How to Approve Employee Hours in WebSMART

Step 1: After you login into WebSMART select:

Employee Services
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step 2: From the next menu select:

Time Sheet
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Scroll Down
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Time Sheet/Leave Requestimey

@ Determine the action you want to take and click the radio button. If you are acting as a Proxy for an approver,
plez}e 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: [ o
Access my Leave Report: C
Access my Leave Request: C o
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Make sure the radio button "Approve or Acknowledge Time" is selected.
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Time Sheet/Leave Request/Proxy

g? Determing the action you want to take and click the radio button. i yau are acting as a Praxy for an approver,
please select a name from the list and click Seleet. To act as a Superuser, click the check box and then click
Select.

Selection Criteria

My Choice
Access my Time Sheet: o
Access my Leave Beporn: o
Access my Leave Request: [
Approve or Acknowledge Time: &

Act as Proxy:

Make sure this is selacted

Act as Superusay:

Select i
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To act as a proxy for a co-worker means they have given you permission to
approve their employees' time sheets. If you're not a proxy choose "Self"
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Time Sheet/Leave Request/Proxy
i} Determing the action you want to take and click the radio button. If yiou are acting as a Proxy far 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: [ F
Access my Leave Repon: [
Access my Leave Request: [ =]
Approve or Acknowledge Time: &
Act as Proxy: [Setf [
Act as Superuses: r
To act as a proxy for a co-worker maans hay have
givan you parmission to approvs halr employess’
Select i time sheets. HYOUTE NOTa proxy choose “Seir o
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Time Sheet/Leave Request/Proxy
g? 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 Shoet: [

Access my Leave Repon: [

Access iy Leave Request: =

Approve or Acknowledge Time: &

Act as Proxy:

Act as Superuses:
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ﬁ? Click the button under COA/Organization to select an organization and choose the Pay ID/Pay Period. Determing
the Sort Order and then click Select.

Time Sheet
Department and Description My Choice Pay Period
1, 4340, Counseling & _HP_ May 01, 2005 to May 31, 2005 &
SortDrder
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Select a "Pay Period" from the drop down menu.
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Selact a"Pay Pariod”
frarm the drop down
@ Click the button under COArganization 1o select an organization and choose the Pay 104 menu.

the Son Order and then click Select,
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Time Sheet
Department and Description My Choice Pay Period
1, 4340, Counseling g :HP, May 01, 2005 1o May 31, 2005 v
Sort Order
My Choice
Soit employees” records by Status then by Name:
Sont employees” reconds by Name: Lo
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@ Click the button under COA/Organization to select an organization and choose the Pay IDWPay Period. Determine
the Sort Order and then click Select

Time Sheet

Department and Description My Choice Fay Period
1, 4340, Counseling 3 HP, May 01, 2005 to May 31, 2005 1&_

HE, MafEl'l 2005 1o h'l'ar31 2005

Sort Order

HP, Jul 01, 2005 1o Jul 31, 2005

Sont employees’ records by Status then by Ham-HF o (AL L S 1

Sont employees’ reconds by Name: o
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The recommended sort order is Status/Name
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@ 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
Departmaent and Dascription My Choice Pw Period
1, 4340, Counseling w
Sort Order
My Cholce
Sart employees’ reconds by Status then by Hame: &,
Sort employees reconls by Name:
This is the recommended sort
ordar.
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Hit the button "Select"”
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@ Click the button under COA/CFIARIZation 10 $elect an organization and choose the Pay ID/Pay Period, Determine
the Sor Order and then click Select

Time Sheet

Department and Description My Choice Pay Period

1, 4340, Counseling &
Sort Order
My Choice
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@ Click under ApprovefAcknowledge or Retumn far Comection, and then click Save . For more detailed infarmation,
click the employee's name.

gomt 1.5 MECCD.
Depamment; 4340, Counseling

Pay Pesiod: Jub 0, 2005 to Jul 31, 2005
Act as Prony: Mot Applicable

Pay Petiod Time Entry Status: Open until Dec 31, 2008, 05:00 P.M.

Select New Department | Select All, Approve or Fl Reset | save |
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To approve time sheets one at a time, first select the employee’'s name.
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Total: 1
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Employee Detailed Information

%— To select the next or previous employee (if applicable), click either Next or Previous.

Employes ID and Hame: 00445803 Jase G. Recinas Dap and Description: 1 4340 Caunseling
Tithe: 353220-00 SA- Operations Transaction Status: Pending

Previous Menu | Approve | Retumn for Correction Change Record | Delete |

Add Cormment ;

< i 5 s e e
& S @ reemet

Double check the employee's hours are correct
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Time Sheet d
Earnings Shift Special Total Total Friday , Saturday . Sunday , Monday , Tuesday . Wednd Doubls check
Rate  Hours Units Jul 01, Jul 02, Jul03, Julod, Jul0s5,  Jul 05] meir hours are i
2005 2005 2005 2005 2005 cormact .
Regutar 1 595 4.5 45
Py
Total Hours: 545 45 45 45
Total thits: ]
Time In and Out
Earnings Friday , Saturday ., Sunday , Monday , Tuesday . Wednesday, Thursday . Friday , Saturday , Sunday , b R
Jul 01, Juloz,  Jul03, Juldd,  Jul05,  Jul 08, 2005 Jul 0T, Jul 08, Julos, Julid, J
2005 2005 2008 2005 2005 2005 2005 20085 2005 2
Regular  10:15 10:15 10:15 A 10:15
Pay Al A 12:30 P A L
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The Buttons:
Previous Menu: Takes you back to the previous page
Approve: Approves the employee's time sheet.
Return for Corrections: If there are problems with the time sheet you can return it for corrections.
Change Record: You may choose to fix problems yourself to ensure your employee gets paid on time.
Delete: If you were just testing the time sheet system you may want to delete rather than approve the time sheet.

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

Congrats, you have finished your tutorial.
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Name A;l:lm and Date Congrats, you have finished
Jose G, Recinos Originated May 08, 2005 0933 am ﬁ"%ﬁ‘ﬁm,
Jose G, Recinos Subrmitlad May 06, 2005 09:56 am
Barbara [sely Deda Panding

Account Distribution Default Data

Pay Perlod Percent index Fund Organization Account Program Activity Location Project  Cost
Effective Date Type Type
Jul 01, 2005 100,00 10003 3229 1392 671000
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