	Error Description
	Why is this an error?
	How to correct error

	Unprocessed time sheet
	Failure to replace item if approver/supervisor fails to act   

Failure to approve all item as batched

Failure to cancel items after processing via CAT4 

Failure to complete both the ‘Approve’ and ‘Save’ steps in  SSS

Failure to process at time of employee separation

Failure to process within 90 days of the effective date of employee/supervisor transfer 


	Have the supervisor process the workflow. If supervisor does not have workflow, the time advisor should process.  If the time advisor doesn’t have workflow, time advisor should process the attendances via CAT4 and enter a HDT to have the workflow researched. 



