Appendix G
Help Resources


Webtads - Adding HOUR TYPES

Time Entry Steps:
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 to display the timesheet.  A new project is added to the timesheet by selecting an hour type and clicking the “Add” button.     [image: image2.jpg]Normal (11/30/2003 - 12/13/2003)
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Examples hour types are as follows: 

REG – regular hours worked


OT-overtime hour worked

HW – holiday hours worked


CTE – compensatory time earned

CRE – credit hours earned


RTE – religious compensatory time earned

AL – annual leave



SL – sick leave

To delete projects (hour types) click [image: image3.png]


 on the timesheet. The deletion will occur only when the hours are zero. 

Important: If hours have been entered against a project, the [image: image4.png]


 will not display on the list.

To delete a Project after time has been entered against the code:

1) Enter zero in all hours associated with the project to clear the total for both weeks.

2) Click [image: image5.jpg]Update




 to save the changes.  The [image: image6.png]


 will display to the left of the project code to be deleted.

3) Click [image: image7.png]


 next to the project to be deleted.

4) Click [image: image8.jpg]Update




 to save the changes.

webtads - Entering Hours

1. Hours may be entered for the corresponding hour type in quarter-hour increments (i.e. 0.25, 0.50, 0.75).  To accomplish Time Entry:

a. Locate the Project (Hour Type).

b. Click in the corresponding box below the day of the week.

c. Enter the hours to be charged for that day.

d. Click [image: image9.jpg]Update




 to save the data.  Notice the [image: image10.png]


 has disappeared because hours have been applied to the Project.  Navigate between the days by pressing the Tab key or by clicking in the box of the preferred day.  

Important:  If another screen is selected after data has been entered and not updated, the data will be lost.
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The completed timesheet will appear as follows:

The comment box is an optional feature that can be used to provide additional information to support time entry but becomes a permanent record.
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2. Click [image: image12.jpg]Update




 to save the comment information in the timesheet. 

3. After verifying that all hours for the pay period have been entered and the timesheet is accurate and free from errors, the timesheet can be reviewed and approved by the Approver.
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