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[bookmark: _GoBack]Review Timecards via Batch Time Entry File Revisions



	Step
	Action

	1. [bookmark: T7_F40]
	Click the Navigator menu.


	1. [bookmark: T7_F4]
	Click the State of Nebraska link.


	1. [bookmark: T7_F6]
	Click the Payroll link.


	1. [bookmark: T7_F8]
	Click the Payroll Processing link.


	1. [bookmark: T7_F10]
	Click the Batch Time Entry Processing link.


	1. [bookmark: T7_F12]
	Click the Batch Time Entry File Revisions link.


	1. [bookmark: T7_F42]
	Click the scrollbar.


	1. [bookmark: T7_F14]
	Click in the Home Business Unit field.


	1. [bookmark: T7_F16]
	To narrow the search, enter your agency's home business unit in the Home Business Unit field.

	1. [bookmark: T7_F37]
	Leave the Processed option un-checked to view timecards that have not been uploaded. Checkmark the Processed box to view uploaded timecards only.

	1. [bookmark: T7_F18]
	Click the Find button.


	1. [bookmark: T7_F46]
	View the Description  for the status of the timecard.

	1. [bookmark: T7_F22]
	

When finished click the Close button.


	1. [bookmark: T7_F3]
	You have successfully completed this lesson.
End of Procedure.
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