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WEB TIME AND CLEARINGHOUSE  

v.7.1.4 

FREQUENTLY ASKED QUESTIONS (FAQ’S) 
 

How is a new employee added to the employee portal and web time? 

How do I give an employee a web account? 

I need to run payroll and there are still unapproved timesheets in the Clearinghouse.  What do I do? 

I need to correct a timesheet that has already been sent to payroll. 

How do I enter back time (for ACA purposed) on an employee when the payroll has already been 

posted? 

Do I need to add daily time and back time for a non-exempt employee?  If so, why? 

Do I need to add daily time and back time for a salary exempt employee?  If not, why? 

How do I change or add announcement to the home page of the Employee Portal? 

How do I change a user’s password on the employee portal or know what their User ID is? 

Employee is on vacation and cannot correct and resubmit their timesheet.   

Employee forgot web portal password. 

Why is there a checkmark in the Hours Entered column on the Override Daily Time panel  for some 

employees and not others? 

How do I approve a timesheet for a supervisor? 

What happens to a timesheet that had been rejected and will not be resubmitted? 

The manager is going on vacation and I need someone else to approve their timsheet.  How can I set up 

a new approving supervisor? 



August 2015 
2 

I need to change the Time and Attendance code on a Web based employee, from regular to overtime, 

what do I do? 

How do I enter time for a non-web person, and how or why is this different? 

When deleting a time entry, why are some of the entries removed from the screen (grid) while others 

write a record with a negative amount? 

How do I enter time for a person who cannot get their web timesheet in on time? 

I (payroll clerk) approved timesheets that have two approvers and the timesheet never went to the 

other approvers, why? 

Can I enter time outside of the payroll run from and to date? If so, how? 

How do I enter back time or how do I know it’s been entered? 

Is there a way to see if everyone in a fund/department has their timesheet submitted? 

Can you have more than one timesheet for an employee/position, for a given year, run and sequence? 

Do I need to enter time for a demand run? 

Where do I scan in timesheets using the Clearinghouse? 

What determines if an employee is a web or non-web employee? 

If I (payroll clerk) make changes to a timesheet, how will the employee see them? Do they see them? 

Do all the timesheets need to be sent to payroll in order for payroll to process? 

When I go to a person’s history and click on time and attendance history, it only shows me summary of 

the daily time entered.  Is there a way to see the daily time entered? 

How do I change the description of the positions listed in the Employee Web Portal? 

I have started to create payroll and realize there are timesheets in the Clearinghouse that haven’t been 

sent to payroll, what do I do? 

How can Approving Supervisors make changes to timesheets? 

How do I remove an employee from Web Time? 

An employee submitted their timesheet from the Employee Portal but it’s not in the Clearinghouse. 
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How is a new employee added to the employee portal and web time? 
Add a new employee as you normally would and toward the end of the Add New Employee 
process in Payroll Main, you will receive the following message: 
 

 
By clicking yes, a Web Time account is automatically created for the employee with a User ID 
and password.    
 
Click Process to complete the set up.

 
The password is system-generated and can be changed within the Payroll Main Menu. 
 
To change a user’s password, highlight the name of the employee in Payroll Main and select the 
Change Web T/S Password icon from the toolbar menu. 

 
The Set New Password window will appear that lists the User ID and employee’s email. 
Enter a password that is at least 6 characters long and less than 21, and click Process. 
The new employee now has access to the employee web portal. 
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How do I give an existing employee a web account?  
Within the Payroll Main Menu, locate the employee that you want to create a web account for.  
Highlight their name and select the Create/Remove Web Employee icon from the toolbar menu. 
The Display Employee window will pop up displaying the employee name, employee number, a 
User ID for the Web Portal and a system-generated password that you can change.  

 
By default, the Employee Web Timesheet User option is selected.  If the employee will not be 
filling out their own timesheet, then click on the box to remove the checkmark.  

Click the Process button to create the web account.  

I need to run payroll and there are still unapproved timesheets in the 

Clearinghouse.  What do I do? 
Ideally, notify the employee(s) to make them aware that if their timesheet is not completed, and 
they will not be processed in payroll.  If you are ready to process payroll and still have 
unapproved timesheets in the Clearinghouse, open the current run and click Unapproved. 
All timesheets must be approved and sent to payroll in order to be processed. 
 
Note:  With the approval of any Approving Supervisors, the following steps will need to be 
completed in order for employees to receive their paycheck. 

 
If there are timesheets with the status of Open, the following message will appear if they are 
selected to approve: 
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If there are timesheets with the status of rejected, the following message will appear if they are 
selected to approve: 

 
Once the timesheets have been approved, they can be sent to payroll as normal. 

 If approved timesheets are still in the Clearinghouse and haven’t been sent to payroll when you 
begin the create payroll process, then you will receive a File Not Cleared error message. 

 If unapproved timesheets are in the Clearinghouse when you begin the create payroll process, 
those employees (hourly only) will not receive a paycheck. 

I need to correct a timesheet that has already been sent to payroll. 
 Once a timesheet has been sent to payroll, any changes (adjustments) will delete all completed 

Time and Attendance for that employee on that payroll run. 
 You will need to resubmit the records following the changes (adjustments) that you make. 

 
To make adjustments on a web-based timesheet follow these steps: 
 
In the Clearinghouse within the current payroll run, click the Sent to Payroll button to locate the 
timesheet that needs to be corrected. 

 
Select the employee’s timesheet that needs to be corrected and double-click to open it. 
Within the Employee Web Detail panel you can make adjustments by Adding a New Record, 
Changing a Record or Deleting a Record. 

 
  

\\\\\\\\\\\\\\\\\\\ XXXX 
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Add New Record enables time entry for the date, code, hours and/or shift for this run. 
Change Record adjusts the date and hours only. 
Delete Record reduces only the hours that were originally entered on the timesheet. 
 
When one of the above options have been selected, you will see the following message: 

 
Click the Yes button and make the appropriate adjustments. 
When this is complete, the status of the timesheet will change from Sent to Payroll to Approved.  
In the Clearinghouse panel, click the Approved button, highlight the timesheet that was changed 
and click Send to Payroll Selected (as shown below).  This will resubmit the timesheet back to 
Payroll.  

 

How do I enter back time (for ACA purposes) on an employee when the 

payroll has already been posted? 
 In the Clearinghouse, open the payroll run that requires back time to be entered. 

(By double-clicking on the Year…field, you can select from the list of payroll runs to open)  
On the toolbar menu, click the Override Daily Time icon. 

 
This will open the Daily Time Entry window where back time is to be entered. 
Employees can be listed by fund and dept. or you can work down the list according to the status 
of their time entered. 
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Columns are displayed to list Hours Entered and History Hours of each employee. 
If there is a checkmark below the Hours Entered column, back time hours have been entered (or 
begun to be entered) for that employee.   
If there is a checkmark under the History Hours column, this means the employee has hours 
from Time and Attendance that need to be entered as back time. 
If hours have not been entered, double-click the employee name to Enter Daily Time or highlight 
the employee name and click the Enter Daily Time button.  This will open the Daily Time Entry 
window. 

 
In the Daily Time Entry window, enter the correct beginning date of the payroll run (clicking on 
the calendar will progress the date by one day per click).  Enter the number of hours and click 
the Add button.   

Do I need to add daily time and back time for a non-exempt employee? If 

so, why? 
 Yes.  Non-exempt employees must have daily time recorded because they can earn overtime 

hours, etc.  that must be entered unlike salary exempt employees. 

Do I need to add daily time and back time for a salary exempt employee?  If 

not, why? 
No.   Only paid accruals need to be entered.  Regular hours worked will automatically be added 
to the ACA reports, paid sick time, vacation, FMLA, etc.   These are the only entries necessary for 
salary exempt employees. 

\\\\\\\\\\\\\\\\\\\ XXX 
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NOTE: Elected Officials do not have any accruals, nothing will need to be entered - only regular 
exempt employees that have accruals will need to enter time off. 

How do I change or add announcements to the home page of the Employee 

Portal? 
  

Open the Payroll Control Menu and select the Web Control (globe) icon on the toolbar menu. 
This will open the Web Control panel; click the Setup Announcement/Dates button. 
To add a new announcement, click Add and select the Type (announcement or date). 
Enter the details of the announcement or date and the start and end date. You can also enter a 
URL link on this window to add a link to a web page. 

 
When finished, click Add. 
To verify the Announcement or Date, log onto your Web Time account and view the home page. 

How do I change a user’s password on the employee portal or determine 

what their User ID is? 
From the Payroll Main Menu, open the List Employee window and click on the employee name 
to look up a User ID and to change their password.  Click on the Change Web T/S Password icon 
in the toolbar menu.  

 
This will display the employee’s User ID.  This is also where a password is entered for the 
employee.  Use a password that is at least 6 characters long and less than 21.  Select the Email 
Employee checkbox for the new password to be mailed to the employee. Click Process. 
 

@@@@@@@@@ 

@@@@@@@

@@@@
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Employee is on vacation and cannot correct and resubmit their timesheet.  

The payroll clerk needs to make changes to the timesheet and send it to 

payroll. 
Open the Clearinghouse to the current payroll run and click the All Records button  
to locate the employee’s timesheet.  If the timesheet isn’t approved, it must be approved before 
any changes are made.  Double-click the employee name to open the Employee Web detail 
window.    
Select Add New Record, Change Record or Delete Record to make changes (adjustments).  When 
changes are complete, click Done to close the panel.  From the Clearinghouse, click the All 
Records button and locate employee  
 

Employee forgot web portal password. 
 From the Payroll Main Menu, open the List Employee window and click on the employee name 

to change their password.  Click on the “Change Web T/S Password” icon in the toolbar menu.   

-  
Enter a password for the employee.  Select the Email Employee checkbox for the new password 
to be mailed to the employee. And click Process. 
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Why is there a checkmark in the Hours Entered column on the Override 

Daily Time panel for some employees and not others? 
For back time, after you have entered (or began to enter) the daily time for an employee, it will 
show a checkmark in the Hours Entered column.  The checkmark shown in the History Hours 
column indicates the employee had hours entered when this payroll was created and back time 
needs to be entered. 

 

How do I approve a timesheet for a supervisor? 
Make sure that the employee has completed their timesheet and submitted it from the 
Employee Portal.  In the Clearinghouse within the current payroll run, select the Unapproved 

button to list all Unapproved timesheets.  
If the timesheet has the status of OPEN, the following message will appear if it is selected to 
APPROVE: 

 
If the timesheet has the status of REJECTED, the following message will appear if it is selected to 
APPROVE: 

 
Once the timesheets have been approved, they can be selected to send to payroll. 
(If timesheets remain in the Clearinghouse with the status of unapproved when you post payroll, 
those employees will not receive a paycheck.) 
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What happens to a timesheet that has been rejected and will not be 

resubmitted? 
 Once a timesheet has been started by an employee, it has an open status in the Clearinghouse.  

If it gets rejected and doesn’t get resubmitted, the Payroll Clerk can open the timesheet within 
the Clearinghouse, approve it, make appropriate adjustments (changes), then Send to Payroll for 
processing.  
Note:  Timesheets must be approved before any adjustments can be made. 
 

 

The manager is going on vacation and I need someone else to approve 

their timesheets.  How can I set up a new approving supervisor? 
 

From the Payroll Control Menu, click the Web Control (globe) icon. Select the Setup Supervisors 
button; this will open the Setup Supervisors and Groups window where you will open the 
correct fund and dept. of the employee that needs to be changed. 

 
This will open the Assign Supervisors window.  On the bottom grid is the current approving 
supervisor(s), highlight their name and click Remove Supervisor.   
To add a new Approving Supervisor, highlight the name of the employee in the upper grid and 
click Add Supervisor. 
In the window that pops up, choose the Approval Level (First, Second or Third) and click Add. 
When finished click Done. 

I need to change the Time and Attendance code for a Web based employee, 

from regular time to overtime what do I do? 
From the Clearinghouse, enter the current payroll run that needs the correction and click Load 
Grid.   
Highlight the name of the employee that needs to have a correction and make sure that the 
timesheet is approved.  You will not be able to make any changes unless the status is approved.  
After it’s approved, double-click the record to open the timesheet to make changes. 

 In the employee’s grid, click on the incorrect entry and select the Delete button. 
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(This will not change the original entry; it will add an entry showing a negative amount on the 

hours that are being adjusted as shown below):

 

Now click the Add New Record button.  Fill in the correct date, number of hours, code and an 

Adjustment Reason, then click Add. 

 

@@@@@@@ 

@@@@@@@@@@ 

@@@@@@@@@

 
 @@@@@@@ 

@@ 
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The new record is now in the detail (upper grid) and the summary (lower grid) of the timesheet, 

click Done when finished. 

 

How do I enter time for a non-web person, and how or why is this 

different? 
1.  From Clearinghouse, load the current payroll run. 

2.  Click Override Daily Time button. 

 
3.  Select the ‘Non_Web Access Employee’ or ‘Summary Entry Employee’ radio button. 

4.  Locate employee by fund/dept., or F4 and enter name and/or employee number. 

5.  Enter, change, add, and/or delete daily time in the time and Attendance window. 

 

@@@@@@ @@ 
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Entering time for a non-web employee is different than the previous version of time entry 

because the entry takes place within the Clearinghouse and payroll items can be added during 

time entry. 

 

When deleting a time entry, why are some of the entries removed from the 

screen (grid) while others write a record that is a negative amount? 
The difference is how the timesheet was submitted.  If an employee submits their timesheet 

from Web Time, only adjustments (showing up as a negative amount) will appear in the grid.   

 

If the payroll clerk submits an employee’s timesheet (non-web employee), changes and 

adjustments will be an actual change and not listed as an adjustment on the timesheet. 

How do I enter time for a person who cannot get their web timesheet in on 

time? 
If the employee has started their timesheet from the Web Time Employee Portal, their status 

will be listed as open in the Clearinghouse.

 

If this is the case, the payroll clerk will need to approve, complete and send the timesheet to 

Payroll for processing. 

To approve the timesheet, right-click on the employee name and select Approve.  The following 

message will appear, verifying you want to approve an open timesheet, select Yes.
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Click on the employee name to open the Web Time and Attendance window to add new records 

to their timesheet.

 

When all the adjustments are complete, click Done.  Now this timesheet is ready to be sent to 

payroll for processing.  All changes on a web time employee’s timesheet will be sent to the 

employee’s web time portal.  

I (payroll clerk) approved timesheets that have two approvers and the 

timesheet never went to the other approver. Why? 
If the payroll clerk approves timesheets within the Clearinghouse, that is the final approval step 

for timesheets, they will not go to any other person for approval.  

Note:  There are two areas where timesheets can be approved.  One is from the Clearinghouse 

by the Payroll Clerk, the other is in the Employee Portal by the Approving Supervisor.  If the 

Payroll Clerk is one of other Approving Supervisors and approves timesheets in the Employee 

Portal, then the timesheets will go to the next level of approval. 
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Can I enter time outside of the payroll from and to date?  If so, how? 
Yes, within the Clearinghouse Time and Attendance in the employee timesheet, enter the date 

outside the payroll run including hours and code, then click Add.  A message will pop up as 

shown below, click OK. 

 

The dates are now changed and time can be entered as normal. 
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How do I enter back time or how do I know if it has been entered? 
Open the Clearinghouse to the payroll run that needs Daily Time Entry completed and click the 

Override Daily Time icon from the toolbar menu.

 

This will open the List Employee Net Pay window listing employees in the payroll run that 

require back time entered. 

Load the employee list by Fund and Dept., or select the employee for back time entry by their 
Hourly/Salary status and whether or not the hours have been entered. 
 
This window lists employees that have hours entered and history hours which are specified by 
the checkmark in the particular column. 
Highlight an hourly employee and click the Enter Daily time button to open the Daily Time Entry 
panel where their back time will be entered. 
Note: Daily Time while entering the back time is not required for salary exempt employees.  For 
these employees, only hours outside of regular hours worked need to be entered i.e. vacation, 
sick time, comp time, etc. 
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Daily Time Entry panel: 

 

Is there a way to see if everyone in a fund/department has their timesheet 

submitted? 
Yes.  When you open the Clearinghouse to the current payroll run, the grid for Statistical Data is 

on the upper right corner of the Clearinghouse window.  This lists, by fund and department the 

data related to the status of Time and Attendance. 

Highlight the fund and dept. you would like to view, and then click the View F/D button. 

 

This will open the Process Employee window which lists the employees in that fund/dept. and 

the status of their timesheet. 
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Click the Check Status button to view the employee Supervisor and from here, the supervisor 

and/or the employee can be emailed if a timesheet needs attention.

 

Can you have more than one timesheet for an employee/position, for a 

given year, run and sequence? 
No, each position submitted by an employee is going to generate an individual timesheet for 

that position, year, run and sequence.   

Do I need to enter time for a demand payroll? 
Yes.  When you have a demand run, mark the employee for demand as you normally would.  

Click the Select Demand Run icon from the toolbar menu to open the Payroll Date Control.  

From the Date Control window, select the employee’s name then the run for this demand.  Now 

click the T/A (Time and Attendance) button.  This will open a prompt to create a timesheet, click 

the Process button.   
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In the timesheet, enter the time for the employee’s demand and click the Import T/A button 

when finished.   

 

Clicking the Import into T/A button will send the hours to payroll for this demand run. 
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Where do I scan in timesheets using the Clearinghouse? 
From the Clearinghouse, click on the Override Daily time button on the toolbar menu.

 

This will open the Daily Time window where you can click on the scanner icon and scan 

timesheets into the Clearinghouse. 

 

What determines if an employee is a web or non-web employee? 

From Payroll Control Menu, open the Web Control icon  in the toolbar menu, then click the 

Manage WEB Employees button  

Three categories are listed in the Process WEB Employee panel that determines whether 

someone is a web or non-web employee. 

Web Employee - Web portal access 

Uses Web Timesheet – Web portal access and the employee is responsible to complete and 

submit their timesheet. 

Override Daily Time – They may or may not have web access but the payroll clerk will enter 

daily time for their timesheet. 
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Also in the Clearinghouse main panel, a globe on the same line as the employee name indicates 

web employee. 

If I (payroll clerk) make changes to a timesheet, how will the employee see 

them? Do they see them? 
Web-based employees can view any change that is made to their timesheet from within the 

Employee Portal by selecting the Adjustments tab as shown below.  Adjustments made to a 

timesheet for a non-web-based employee are not visible to anyone except the payroll clerk. 

 

Do all the timesheets need to be sent to payroll in order for payroll to 

process? 
Yes, whether timesheets have been entered by the employee through the Employee Portal or by 

the Payroll Clerk, if they do not get sent to payroll, the employee (hourly only) will not get paid. 
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When I go to a person’s history and click on time and attendance history, it 

only shows me the summary of daily time entered. Is there a way to see 

daily time entered? 
From Payroll Main, open the Employee List window and double-click employee’s name.  Within 

the Payroll History, highlight the payroll run and click the Daily Time button to view daily time 

entered. 

 

How do I change the description of the positions listed in the Employee 

Web Portal? 
The purpose of this setup is for employees to determine which position they are adding time 

and attendance to if they have more than one position.  Positions that are titled the same but 

are paid out of different fund/dept./acct. will be listed with the same description in the 

Employee Portal until it’s changed by the Payroll Clerk (as shown below). 

Employee is paid out of three separate accounts for the same position title. 

 

The listing of positions in the Employee Portal for this employee will appear as the following 

listing: 
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To change this, open the Payroll Control Menu, then Web Control and click the Setup Position 

Codes button. 

 

Create the position code and match up the position code to the employee and position.  The 

Position Code Desc is what will be viewed from the Employee Portal.  When finished, click the 

Add button and another window will continue to pop up to add codes until you click the Cancel 

button. 

 

When the codes are complete, highlight the first code to add employees to by selecting the 

Added Employees to Position Code.  This will open a list of all employees by Employee Number.  

Scroll to the employee(s) for this position code, highlight their name and click the red down 

arrow for Add Selected to this code.  

(Or you can select more than one employee for the position that is associated with this 

fund/dept/acct and click the red down arrow to add them to this position.) 
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Once the position codes have been added, the list of position will appear correctly in the 

Employee Portal: 

 

I have started to create payroll and realize there are timesheets in the 

Clearinghouse that haven’t been sent to payroll. What do I do? 
Exit out of Payroll Main Menu, open Payroll Control Menu and click the Web Control icon in the 

toolbar menu.    
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Toward the bottom left of the Web control panel is the Payroll Processing Controls section.  If 

the Create Payroll is flagged with a checkmark, click on the checkmark to remove it and click 

Change. 

Open Payroll Main, then the Clearinghouse.  Enter the current payroll run, and click Load Grid.   

 

Approve the timesheets by right-clicking on the employee name, then click Approve Timesheet.  

Once they are approved, click on the Approved button, highlight all the employee names and 

click Send to Payroll Selected or Send to Payroll All Approved as shown below. 

 

How can Approving Supervisors make changes to timesheets?  
Only the payroll clerk can make changes (adjustments) to timesheets.  However, the Approving 

Supervisor can reject the timesheet and request the employee to make corrections and 

resubmit. 

How do I remove an employee from Web Time?  
In Payroll Main, highlight the employee name and click the Add/Remove Web Time icon in the 

tool bar menu. 

 

Click yes to the message verifying removing the employee’s web account.  Now the web account 

is removed from that employee. 

An employee submitted their timesheet from the Employee Portal but it’s 

not in the Clearinghouse. 
 This is typically because there wasn’t any time entered on the timesheet. 
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To verify the status of a timesheet, in the Clearinghouse enter the current run and on the top 

right side of the panel is the Statistical Data grid.  Highlight the Fund/Dept the employee is in 

and click the F/D View button. 

 

The status on this particular employee is Sent to Payroll.  If the employee is not listed here, 

please contact Computer Arts, Inc. for further assistance. 


