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Business Process Description

This process is used by the Timekeeper to attach documentation to an employee’s timecard such as leave
request, premium pay request, a paper timesheet, or any other document that requires supervisor review.

Trigger

A user has created a timecard and the timekeeper needs to attach time-related documentation so that the
supervisor may review for approval.

Prerequisites
e The employee’s HR record exists in DAl and is linked to the employee’s user account.

e The employee must have an “Active” assignment record.

¢ The employee’s status must be Full-Time, Part-Time or Intermittent.

e The employee must have a valid Tour of Duty for the current period.

e The Supervisor's HR record is set up in DAI, and is linked to the Supervisor’s user account.
e The Supervisor's name is populated in the Supervisor field on the employee’s record.

e The Timekeeper is set up in DAL.

e The timecard has been created and is in “Working”, “Submitted”, “Approved”, “Rejected”, or “Error” status.

Responsibilities
e Super Timekeeper —- DODEA
e Limited Timekeeper — DODEA

Menu Path
Use the following menu path(s) to begin this task.
e Timekeeper Entry

DODEA_R12_WI_OTL_AMS_Create_and_Use_Timecard_Attachments_Timekeeper 1
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Create Timecard Attachments

1. |Start the task using the responsibility and menu path to open the Timecard form:
Responsibility: Limited Timekeeper — DODEA OR Limited Timekeeper — DODEA — Ungraded

Super Timekeeper — DODEA OR Super Timekeeper — DODEA — Ungraded
Menu Path: Timekeeper Entry

Home

Havigator

Fersonalize

I 7 Super Timekeeper DoDEA I

|8 Tour of Duty

I [ Timekeeper Entry I
|=| DAI Tour of Duty
_] Employee Template Time Entry
[ Timekeeper Group
J DAI Absence Management
» [ Reports

[T1Super Timekeeper DoDEA Ungraded
[&] Tour of Duty
[&] Timekeeper Entry
[=| DAI Tour of Duty
|=| Employee Template Time Entry
[@ Timekeeper Group
J DAI Absence Management
[ Reports

Note: The Timekeeper responsibilities are separated by Graded (blank after DODEA) or Ungraded as
shown.

The Timekeeper Groups must be separated by Employee Active Status of Graded or Ungraded, as the
time entry layouts will default to only one format. Graded Group layouts will display specific codes only
applicable to Graded employees. Ungraded Groups layouts will only display the specific codes applicable
to Ungraded employees.
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Timekeeper Entry — Find form

(o
Message
Statusl | Person Nam 3
0
O
O
O
O
O
O
O
O
O
|
|
|
|
] (3¢
[ Select / Deselect All Comment
Details Messages

O Find

Basic Find Criteria

el [ccuriing Perind
Or

Person Name
Period

Advanced Search
Person Mame
Person Type
Status
Message Type
Message Text
Project
Task
Hours Type
EHCO Code

Clear

Group Mame |DODEA GRADED TRAINING & o

22-FEB-2015 - 07-MAR-2015

Find <——(

u Fn Sun Mon
02 27-0228-02 01-0302-03 Tatal
0

5 ) Submit Selected Lines

The Timekeeper Entry form provides two different search options:

e Basic Find

Criteria

Advanced Search

To demonstrate attachments, we will use the default Graded Group displayed in the Basic Find Criteria.

Refer to the Enter Time as Timekeeper Work Instruction for more information regarding how to search for

specific timecards.

2. | Group Name - Select a Timekeeper Group name or use the default Timekeeper Group.

3. |Recurring Period — The default value, “DAI Bi-Weekly — Starts Sunday” is standard for most
agencies, indicating timecards are submitted every two weeks and each pay period starts on a
Sunday.

4. |Period — The default value is the current Payroll Period.

5. |Click the Find button to populate the Timekeeper Entry form with employee timecards that match the
selected criteria.
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Timekeeper Entry: Attachment

File Edit View Folder Tools Actions Window Help
HYO 8P LR EHRI LD O [EIS5] &2
O Timekeeper Entry
SERVICE. BRAD DODEA Approver Commments =
22-FEB-2015 - 07-MAR-2015 =
Type
IlzssemE Sun Mon Tue “Wed Thu Fri  Sat  Sun Mon
S | Person Name Project Task Hours Type 22-02 23-02 24-02 25-02 26-02 27-02 28-02 01-03 0203 Total
v l W | Er| SISsANeSESEEE DODEA PAYROLL|HQ PAYROLL - HG|RG - Regular Grade 8 g 8 8 8 8 80 ]
0 0 0 0 0 0 0 0 0
4 (381 3T v
¥ Select / Deselect All Comment
Details | Messages jl Mass Edit | Day Totals )I Submit Selected Lines
6.

Click the Attachments... (Paperclip) {‘:? icon to add an attachment to the selected timecard.
Note: Initial entry of the timecard will require the Timekeeper to Save and re-query (using the

Flashlight % icon or keyboard shortcut CTRL + F11) the timecard on the Timekeeper Entry form in
order to activate the Attachment... (Paperclip) icon.

If the timecard was previously entered and in a status of Approved, Error, Submitted or Working, the
Attachments... (Paperclip) icon will already be in an active status without saving or re-querying the
Timekeeper Entry form.
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Attachments
File Edit View Folder Tools Window Help

HYO VS P € DR L@ Q5 ?

@ _olx
SERVICE, BRAD DODEA Approver Comments =
22-FEB-2015 - 07-MAR-2015 A

Type

MiseeegE Sun Mon Tue Wed Thu Fri  Sat Sun Maon

Skt | Person Name Project Task Hours Type 22-02 23-02 24-02 25-02 26-02 27-0228-02 01-03 02-03 Total
Jw & DODEA_PAYROLL HQ PAYROLL - HC RG - Regular Grade 8 [8 |8 |8 |8 8 80 =
O O Attachments - SERVICE, BRAD DODEA, |

O Main | Source

o Seq  Category Title Description Diata Type May Be Changed

O l 10 Miscellaneous v =
O

O

O ~
O

O Entity Mame: Attachment Entity for Timekaanar

O =
O

O

O
¥ Select

Include Related Documents ( Publish to Catalog ‘ | Document Catalog... )

7. |Click on the Category List of Values (LOV) to auto-populate the Categories with the Miscellaneous
selection (only one selection).
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Attachments
File Edit View Folder Tools Window Help
B0 R8P LN HER L@ 05 ?

[E _lolx
SERVICE, BRAD DODEA Approver Comments =
22-FEB-2015 - 07-MAR-2015 =z

Type
MieeEage } Sun Mon Tue Wed Thu Fri  Sat Sun Man
Sta‘“ﬁ | Person Name Project Task s Type 22-02 23-0224-02 25-02 26-02 27-02 26-02 01-0302-03 Total
|w. Er DODEA_PAYROLL HQ PAYROL 8 egular Grade 8 8 |8 8 8 8 80
o = ™ =1 3
o Main | Source
o Seq  Category Title Description Data Type May Be Changed
O l 10 Miscellaneous Leave Request for Brad Se Leave Request Form OPMT7T1 m =
O
O
0 Find|%
O
Entity Mame: Attachment Entity for Timekeenar Datawpe
O File
0 Long Text
Short Text
o Web Page
O Open Document...
O
1] 3
Eind Cancel
W Select |

—— Oinclude Related Documents Publish to Catalog Document Catalog. ..

8. |Enter a title and/or description in the Title and Description fields. (Optional)

9. |Click the Data Type LOV and select the appropriate data type in the Datatype listing, then click the

OK button.

» To add a File, proceed to step 10.

» Toadd Long Text, proceed to step 14.(>2000 characters)
» To add Short Text, proceed to step 14.(<2000 characters)
» Toadd a Web Page, proceed to step 17.

Note: All Datatypes “File, Short Text, Long Text and URL’s” can be attached and then viewed in
the approval notification window with each timecard.

The May Be Changed checkbox defaults and may not be changed.
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Attachments: File Upload

ﬂ' . . ) Logged In As
_‘ Diagnostics  Preferences  Help Close Window SERVICE.BEN.DODEA

Navigator --  Favorites -

File Upload

oad File  grm for Brad Service.pdf  Browse... 0
Subrmit Cancel Clear

10.
Click the Browse..
field.

button to select and attach a file from the desired location in the Upload File

11. i
Click the St button to attach the selected document to the timecard.
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Attachments: Confirmation

[& GFM Upload - Windows Internet Bxp
m' |E http://ucolhplm.oob.disa.mil:8012/04 HTML/OA jsp?page=/oracle/apps/fnd/upload/webui/UploadPGlage_code=USBiaccess_ v | #3 | X

"¢ Favorites 1 roup DAI User Group mi.. Web Slice Gallery ~
group P ¥

| @ GFM Upload [ ] B~ + O @ v Pagew

ﬂ' . : - Logged In As B
‘ Diagnostics  Preferences  Close Window SERVICE.BEN.DODEA

Navigator .-  Favorites ..

& Confirmation

1. File upload completed successfully.
2. * Please close the web browser.
3. " Return to the Attachments form and click the Yes button to indicate file upload is complete.

12. | A confirmation page will be displayed, stating the file has been successfully uploaded.

13. | As instructed by the Confirmation statement:

a) “Please close the web browser”; - Click the Close Window link or &” icon in the right
corner of the Confirmation page.

Yes
b) The Attachment form will be displayed. Click the Yes C button on the Decision
box to indicate the file upload is complete.

& Decision

@ Has the file been uploaded successfully?
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Attachments: Add Short Text /Long Text

File Edit View Folder Tools Window Help
HYO g d ROBHER L@ G172
= -olx
SERVICE, BRAD DO Appraver Comments =
22-FEB-2015 - 07-MAR-2 At
Type
ileesegE ) Sun Mon Tue Wed Thu Fri  Sat Sun Mon
S | Person Name Project Task Hours Type 22-02 23-0224-02 2502 26-02 27-02 26-02 01-0302-03 Total
l W |Er =AW= IR DODEA_PAYROLL HQ PAYROLL - HC RG - Regular Grade 8 8 b 8 8 g 80
O O Atachments - SERVICE, BRAD DODEA, |
O Main | Source
a Seq  Category Title Description Data Type May Be Changed
O 10 Miscellaneous Leave Request for Brad Se |Leave Regquest Form OPM71 File v
O l 20 = |Leave Approval Leave Request by Brad Service| Short Text
O
t ~
O - .
O Entity Mame: Attachment Entity for Timekaanar
O From: Ben Senvice =]
O Sent: March 2, 2015 - 11:00 AM
O To: Brad Semice
Subject: Leave Request
O
Your leave request is approved.
Ben
W Select |
Include Related Documents ( Publish to Catalog | | Document Catalog... )

14. |Click the Data Type LOV and select Short Text or Long Text, depending on the length of the text

to be added.
Short Text Stores 2000 characters or less.
Long Text Stores more than 2000 characters.

15. |Type or paste text into the text area.

16.
Click the @ icon at the top of the screen to save the entered Short or Long Text. .
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Attachments: Add Web Page

BYO ISP € IDER LE@HE D

WICE, BRAD DODEA, |

Main
~ Seq  Categary File or URL
10 |Misce|laneous |OF'M?1 Leave Request Form for Brad Semvice.pdf =

20 |Misce|laneous |
l 30 |Misce|laneous | 17
| | <

Entity MName: Attachment Entity for Timekaanar

( Open Document... ,I

Include Related Documents ( Publish to Catalog ‘ I Document Catalog... )

17. |Click the Data Type LOV and select Web Page to add a web page Uniform Resource Locator
(URL) link to the timecard.

Attachments: Add Web Page

EBoO| e o VD ER L@ 2

- Seq  Category File or URL
10 |Misce|laneous |OF'MT1 Leave Request Form for Brad Semvice_pdf

. 20 |Misce|laneous |

l 30 |Misce|lane0us |https:ﬂdai_csd_disa_miIfDoc_pdf 18

| |

Entity Name: Attachment Entity for Timekeanar

|»

1]

( Open Document... J

Include Related Documents ( Publish to Catalog I I Document Catalog. .. )

18. |Enter a valid URL in the File or URL field.

19. |Click the Save icon in the toolbar at the top of the screen.
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Attachments: Add Additional Attachments

=] 20 PSP R DBER L@ 2

O3 Attachments ,BRAD DODEA, |
~ Seq  Category File or URL
10 |I‘u'1isce||anenus |OF'MT1 Leave Request Form for Brad Service_pdf =
20 |Misce|laneous |
30 |Misce|lanenus |https:fﬁ’dai_csd.disa.milfDoc.pdf

1T | | -

Entity MName: Attachment Entity for Timekeanar

| ¥

Include Related Documents ( Publish to Catalog I I Document Catalog... )

20. Click the New ﬁ icon on the top menu bar to add another row in the Attachments form.

Return to step 7 in this section to add additional documents.
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Timecard Submission

Fﬁ%@ BEE8SP 2 PR AP0 0% I LILIB I W ?
=

_lolx
SERVICE, BRAD DODEA Approver Comments =
22-FEB-2015 - 07-MAR-2015 ¥
Type
MBGREEE Sun Mon Tue YWed Thu Fri  Sat Sun Mon
5‘3‘“? | Fersan Name Project Task Hours Type 22-02 23-0224-02 25-02 26-02 27-02 28-02 01-0302-03 Total
l W Er SERVICE, BRAD [ DODEA_PAYROLL HQ PAYROLL - HC RG - Regular Grade 8 8 8 8 8 8 80
O
O
O
O
O
O
O
O \3 APP-HXC-366304: Timekeeper Submit Request: 19145979 .
O
21b
O
O
O
O -
0 0 0 0 0 0 0 0 0
1 »id K] 3
W Select / Deselect All Comment
2l1a
Details Messages Mass Edit Day Totals Submit Selected Lines

21. |a) Click the Submit Selected Lines button to submit the timecard. A Note dialog box will be
displayed, indicating the timecard has been submitted.

b) Click the OK button to confirm.

DODEA_R12_WI_OTL_AMS_Create_and_Use_Timecard_Attachments_Timekeeper
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Timecard Submission

B0 LIS P ANDER LIPS (FILISIHI 2

O Timekeeper Entry

4]

M [s] B3
SERVICE, BRAD DODEA Approver Comments =1
22-FEB-2015 - 07-MAR-2015 ¥
ype
Massage Sun Mon Tue Wed Thu Fri  Sat Sun Mon
Stafusl Ferson Name Project Task Hours Type 22-02 23-02 24-02 25-02 26-02 27-02 28-02 01-0302-03 Tatal
> |18l DODEA_PAYROLL|HQ PAYROLL - HC|RG - Regular Grade 8 8 8 8 8 8 |80 m

4] DT B | 3
¥ Select / Deselect All Comment
Details | Messages ) Mass Edit | Day Totals ) Submit Selected Lines
22. |Re-query the timecard in the Timekeeper Entry form by pressing CTRL + F11. Confirm the status
has changed to Submitted. (Green)
Result

Congratulations! You have successfully created timecard attachments as a Timekeeper in DAI.

DODEA_R12_WI_OTL_AMS_Create_and_Use_Timecard_Attachments_Timekeeper
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View and Modify Timecard Attachments

1. |Start the task using the responsibility and menu path to open the Timecard form:

Menu Path: Timekeeper Entry

Responsibility: Limited Timekeeper — DODEA OR Limited Timekeeper — DODEA — Ungraded
Super Timekeeper — DODEA OR Super Timekeeper — DODEA — Ungraded

Home

Havigator

Personalize

[ Super Timekeeper DoDEA

JEnl [our o Dgty

[&] Timekeeper Entry
=/ DAT Tour of DUty
I_'| Employee Template Time Entry
[ Timekeeper Group

d DAI Absence Management
] Reports

[ Super Timekeeper DoDEA Ungraded

[& Tour of Duty

[@ Timekeeper Entry

|=| DAI Tour of Duty

|j Employee Template Time Entry
[@ Timekeeper Group

|_'| DAL Absence Management
] Reports

DODEA_R12_WI_OTL_AMS_Create_and_Use_Timecard_Attachments_Timekeeper
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Timekeeper Entry — Find form

(o]

Type
Message
Statusl |
)
O

Person Name

OoODoOoOoooooodonoao

4 b4
O Select / Deselect All

Details Messages

Comment

O Find

Basic Find Criteria

Group Mame

H Recurring Period

Person Name

4 Period

Advanced Search
Person Name
Persan Type
Status
Message Type
Message Text
Project
Task
Hours Type
EHC Code

Clear

DODEA GRADED TRAINING

22-FEB-2015 - 07-MAR-2015

Find

h

|*

un  han
-0302-03 Tatal
0

Submit Selected Lines

The Timekeeper Entry form offers two different search options:

e Basic Find Criteria
e Advanced Search

To demonstrate attachments, we will use the default Graded Group displayed in the Basic Find Criteria.

Refer to the Enter Time as Timekeeper Work Instruction for more information on how to search for

specific timecards.

2. | Group Name - Select a Timekeeper Group name or use the default Timekeeper Group.

3. |Recurring Period - The default value “DAI Bi-Weekly — Starts Sunday” is standard for most

Sunday.

agencies, indicating timecards are submitted every two weeks and each payroll period starts on a

4. |Period — The default value is the current Payroll Period.

5. |Click the Find button to populate the Timekeeper Entry form with employee timecards that match the

selected criteria.

DODEA_R12_WI_OTL_AMS_Create_and_Use_Timecard_Attachments_Timekeeper
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Timekeeper Entry: Attachment

File Edit View Folder Tools Actions Window Help

B0 &SP LD LI LB W 2

DTiEE DODEA Appraver Comments =
22-FEB-2015 - 07-MAR-2015 =
Type
glen“Sg| Persan Name Project Task Hours Type 28532;43082;:802;\;;2;?02;‘uzzsaatuzusrgagdzuga Total
||—|—|—|— ORI DODEA_PAYROLLHQ PAYROLL - HORG -RegularGrade] s 5 8 8 18 | | s [s0 = =
IIBEEE | | ([ rrcrrrcrr -
IIBEEE | | (L rrrcrrrcrr -
IIBEEE | | (L rrrcrrrcrr -
IIBEEE | | (L rrrrrrerr -
IIBEEE | | (L rrrrrrerr -
IREEN | | (rrrrrrrrr
IREEN | | (rrrrrrrrrr .
IBEEN | | rrrrrrrrrrr
IBEEN| | | L rrrrrrrrrr
IBEEN| | | L rrrrrrrrrr
IBEEE| | | L rrrrrrrrrr
IBEEE| | | (rrrrrrirrrnr ¢
BEER | | (Lt ricrecy) @
T N RN N RN N CH O N O
¥ Select / Deselect All Comment |
( Details | [ Messages jl ( Mass Edit | [ Day Totals )I Submit Selected Lines

6. |Click the Attachments... (Paperclip) icon to view attached documents for the selected timecard.

DODEA_R12_WI_OTL_AMS_Create_and_Use_Timecard_Attachments_Timekeeper
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Attachments: View an Attachment
AP0 G E8EP ROBFER L@ %2

O Attachments - SERVICE, BRAD DODEA, |

Main | Source
Sey  Category Title Description Data Type May Be Changed
l Miscellaneous t for Brad Se |Leave Request Form OPMT1 File v =
20 Miscellaneous L | Leave Request by Brad Semvice Short Text w!
Web Page [w

30 Miscellaneous

Entity Mame: Attachment Entity for Timekeanar

Open Document. .. J

Include Related Documents ( Publish to Catalog | | Document Catalog... )

7. |Select an item to view an attachment.

in the lower portion of the form.
» To view attachments with a data type of Web Page, click the Open Document

0 D t_. . .
e button. The web page box will be displayed.

Download dialog box will be displayed. Select Open.

Do you want to open or save this file?

Iﬁi: Mame: OPMT1 Leave Request Form for Brad Service.pdf
Type: Adobe Acrobat Document
From: wcolhplm.oob.disa.mil

Open Save ][ Cancel J

l--" | While files from the Intemet can be useful, some files can potentially
@ harm your computer. f you do not trust the source, do not open ar
e save this file. What's the isk?

r B’
File Download [

» To view attachments with a data type of Short Text or Long Text, the text is displayed directly

» To view attachments with a data type of File, click the Open Document button. The File

DODEA_R12_WI_OTL_AMS_Create_and_Use_Timecard_Attachments_Timekeeper
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Attachments: Modify a Text or Web Page URL Attachment
@ GrOQSP RODER LB @Y ?

2nts - SERVICE, BRAD DODEA, |

Source
Seq  Category Title Description Data Type May Be Changed
10 Miscellaneous Leave Request for Brad Se |Leave Request Form OPM71 File w! =
l E Miscellaneous Leave Approval Leave Request by Brad Semvice |Short Text [w
30 Miscellaneous Web Page vl

1]

Entity Name: Attachment Entity for Timekeanar

| ¥

From: Ben Senice

Sent: March 2, 2015 - 11:00 AM
To: Brad Service

Subject: Leave Request

Your leave request is approved.

Ben

1]

Include Related Documents ( Publish to Catalog | | Document Catalog... )

8. |Select a line item to modify a Text or Web Page attachment.

NOTE: Short Text, Long Text, and Web Page attachments may be modified within the form;
however, Attachments with a data type of File cannot be modified within the DAI Attachments form.
In order to change a File data type, the file must be deleted and re-attached once modified.

9. |Select a data type of Short Text or Long Text and edit the text directly in the lower portion of the
form.

DODEA_R12_WI_OTL_AMS_Create_and_Use_Timecard_Attachments_Timekeeper
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Source Tab
(HY® & OGP RODDERE L@ D5 2

© Attachments - SERVICE, BRAD DODEA, |,

Main | Source
~ Seq  Category File or URL
10 |Misce|laneous |OF‘M?1 Leave Request Form for Brad Semvice. pdf =

20 Miscellaneous |
l E |Misce|laneous |https:Hdai_csd_disa.miI!Doc_pd'F I
L

| v

Eritity Mame: Attachment Entity for Timekaanar

( Open Document... J

Include Related Documents ( Publish to Catalog | I Document Catalog... )

10. [Click the Source tab to modify attachments with a data type of Web Page. The File or URL column
will be displayed; edit as necessary.

DODEA_R12_WI_OTL_AMS_Create_and_Use_Timecard_Attachments_Timekeeper
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Attachments: Delete a File Attachment

HYO &SSP RIDMD & e

O Attachments - SERVICE, BRAD DODEA, |

9]
A
V]

Main | Source

Seq  Category Title Description Data Type May Be Changed
l Miscellaneous Leave Request for Brad Se |Leave Request Form OPMT71 File vl =

20  |Miscellaneous Leave Approval Leave Request by Brad Service |Short Text v

30 |Miscellaneous Web Page w!

Entity Name: Attachment Entity for Timekaanar

Open Document. .. J
Include Related Documents ( Publish to Catalog | | Document Catalog... )

11. |For attachments with a data type of File, you must delete the attachment and attach a new file.

Click the Delete ﬁ icon on the top menu bar to start the deletion process for the attachment.

DODEA_R12_WI_OTL_AMS_Create_and_Use_Timecard_Attachments_Timekeeper
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Deletion Process - Caution

© Caution X |

& You are deleting both the Attachment and Document record.
Are you sure you want to continue?

Qanceljl

12. |A Caution dialog box will be displayed, confirming that an item is about to be deleted.
Select from the following choices:

e Click the OK button to continue the deletion of the Attachment and Document process.
Note: The deletion of the attachment is not completed until the file is saved.

e Click the Cancel button to opt out of the Caution dialog box and to retain the attachment.

Deletion Process - Forms

Forms B

r@ Cio you want to save the changes you have made?
£

o )I Cancel )I

13. |Click the Yes button to save the changes made to the Attachments form and to complete the
deletion process of removing that data type from the Attachments form.

Select the Cancel button to return to the previous screen.

Note: If No is selected, the file will return to the Attachments form and will not have been deleted.
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Deletion Process

it FRM-40400: Transaction complete: 1 records applied
! and saved.

14. |Click the OK button on the Forms confirmation and return to the timecard for resubmittal.

Resubmit Timecard with an Attachment modification or deletion.

NOTE: In order to resubmit the timecard, enter text into the Comments section describing what has
changed on the Attachments form, in order for the supervisor to receive an updated notification about the
changes to the attachment(s). The timecard must be processed with a change on the timecard itself in
order to activate the resubmittal process.

Resubmittal - Complete Comments

AP0 G LISP ANDER LIS EILISIHI 2

SERVICE, BRAD DODEA Approver Comments =
22-FEB-2015 - 07-MAR-2015 et
Type
llzeseme Sun Mon Tue ‘Wed Thu Fri  Sat Sun Mon
Status | Person Name  Project Task IRtgU5S T 22012 23-02 24-02 25-02 26-02 27-02 26-02 01-0302-03 Total
v l W | Er| |SISzYe=RsEEEI DODEA PAYROLL|HQ PAYROLL - HG|RG - Regular Grade 8 g 8 8 8 8 80 =
0 0 0 0 0 0 0 0 0
4| K] LK 3
¥ Select / Deselect All Comment [Removed a document from the Attachments for Brad Semrvice 02-Mar-2015
Details | Messages jl Mass Edit | Day Totals )I ubmit Selected Lines

15. |Enter comments in the Comment field describing the change made to the Attachments form.
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Resubmit Timecard — Submit Selected Lines

B0 LIS PI ANDER LIS (EILISIHI2

SERVICE, BRAD DODEA Approver Comments =1
22-FEB-2015 - 07-MAR-2015 st
Type
gdessage Sun Mon Tue Wed Thu Fri Sat Sun Mon
tatus | Person Name  Project Task IRtgU5S T 22012 23-02 24-02 25-02 26-02 27-02 26-02 01-0302-03 Total
v I W |Er |[ElS;AESNERT DODEA_PAYROLLIHQ PAYROLL - HC RG - Regular Grade 8 8 8 8 8 8 80 —
0 0 0 0 0 0 0 0 0
4] | (O ] [ e eere | O | | »
¥/ Select / Deselect All Comment [Removed a document from the Attachments for Brad Senice 02-Mar-2015
16
Details | Messages jl Mass Edit | Day Totals )I Submit Selected Lines
16.

) ) ) Submit Selected Lines )I ) )
Click the Submit Selected Lines button to submit the timecard. A Note
dialog box will be displayed, indicating the timecard has been submitted.

O MNote |

\'3 APP-HXC-366304: Timekeeper Submit Request: 19147461 .
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Click the OK button to confirm.

18. |Re-query the timecard in the Timekeeper Entry form by pressing CTRL + F11. Confirm the status
has changed to Submitted.

Result

Congratulations! You have successfully viewed and modified timecard attachments as a Timekeeper in
DAI.
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