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TMA Error Resolution Training Course 

1. TMA Error Reporting Training Module 

1.1 Timesheet Manager Application 

 

Notes: 
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1.2 Meet Nikki, TMA Clerk 

 

2. Capture Name 

2.1 Hello Template 
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2.2 Hi %Firstname%, let’s get started 

 

Layout of Training Course  

 

Notes: 
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2.3 Learning Objectives 

 

Notes: 

 

 

2.4 Main Menu 

 

Notes: 
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3. TMA Error Resolution Pre-Assessment 

3.1 Pre-Assessment 

 

3.2 Purpose of the Pre-Assessment 
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3.3 Pre-Assessment Q1 

 (Matching Drag-and-Drop, 10 points, 1 attempt permitted) 

 

Correct Choice 

Overlap Error Occurs when a time entry overlaps with an 

already reported time entry.   

Time-Entry Error Occurs when a time entry is not entered in 

chronological order. 

Schedule Error Occurs when the hours recorded do not match 

scheduled work hours.   

Feedback when correct: 

That's right!  You selected the correct response. 

Feedback when incorrect: 

Not quite. Overlap Error is when a time entry overlaps with an already reported time entry; 

Time-Entry Error is when a time entry is not entered in chronological order; Schedule Error is 

when the hours recorded do not match scheduled work hours.   
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Correct (Slide Layer) 

 

Incorrect (Slide Layer) 

 

3.4 Pre-Assessment Q2 

 (True/False, 10 points, 1 attempt permitted) 
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Correct Choice 

X True 

  False 

 

Feedback when correct: 

That's right!  You selected the correct response.   

Feedback when incorrect: 

Not quite.  Timecards with errors cannot be locked and processed for payroll. 

 

Notes: 
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Correct (Slide Layer) 

 

Incorrect (Slide Layer) 

 

3.5 Pre-Assessment Q3 

 (True/False, 10 points, 1 attempt permitted) 
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Correct Choice 

  True 

X False 

 

Feedback when correct: 

That's right!  Since the TMA clerk did not resolve the timecard errors before payroll closing, the 

officer will not receive overtime pay.  A timecard adjustment is required. 

Feedback when incorrect: 

Not quite.  Since the TMA clerk did not resolve the timecard errors before payroll closing, the 

officer will not receive overtime pay.  A timecard adjustment is required. 
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Correct (Slide Layer) 

 

Incorrect (Slide Layer) 

 

3.6 Pre-Assessment Q4 

 (True/False, 10 points, 1 attempt permitted) 
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Correct Choice 

  True 

X False 

 

Feedback when correct: 

That's right!  Officer Bert is scheduled to work 8 hours per day. 

Feedback when incorrect: 

Not quite.  Officer Bert is scheduled to work 8 hours per day. 
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Correct (Slide Layer) 

 

Incorrect (Slide Layer) 
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3.7 Pre-Assessment Multiple Choice Questions 

 

3.8 Pre-Assessment MC Picture Q5 

 

3.9 Pre-Assessment MC Q5 

 (Pick One, 10 points, 1 attempt permitted) 
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Correct Choice 

X Choice A 

  Choice B 

  Choice C 

  Choice D 

  Choice E 

 

Feedback when correct: 

That's right!  This is an overlap error. 

Feedback when incorrect: 

Not quite.  This is an overlap error. 
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Correct (Slide Layer) 

 

Incorrect (Slide Layer) 
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3.10 Pre-Assessment MC Picture Q6 

 

3.11 Pre-Assessment MC Q6 

 (Pick One, 10 points, 1 attempt permitted) 

 

Correct Choice 

  Choice A 
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  Choice B 

X Choice C 

  Choice D 

  Choice E 

 

Feedback when correct: 

That's right!  This is a time-entry error.   

Feedback when incorrect: 

Not quite.  This is a time-entry error.   

 

Correct (Slide Layer) 
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Incorrect (Slide Layer) 

 

3.12 Pre-Assessment MC Picture Q6 

 

3.13 Pre-Assessment MC Q7 

 (Pick One, 10 points, 1 attempt permitted) 
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Correct Choice 

  Choice A 

X Choice B 

  Choice C 

  Choice D 

  Choice E 

 

Feedback when correct: 

That's right!  The best response is a schedule error since the work hours are not recorded. 

Feedback when incorrect: 

Not quite.  The best response is a scheduled error since the work hours are not recorded.    
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Correct (Slide Layer) 

 

Incorrect (Slide Layer) 
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3.14 Pre-Assessment Multiple Choice Questions 

 

3.15 Pre-Assessment MC Picture Q8 

 

3.16 Pre-Assessment MC Q8 

 (Multiple Choice, 10 points, 1 attempt permitted) 
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Correct Choice 

  For Wednesday, 5/24/2023, change the REG hours from 1830 to 1600 

X For Wednesday, 5/24/2023, change the OT hours start time to 1830 and keep the 

end time of 2000. 

  For Wednesday, 5/24/2023, change the OT hours start time to 1830 and change 

the end time to keep the end time of 2230. 

  All of the above 

 

Feedback when correct: 

That's right!  The timecard entry for Wednesday, 5/24/2023 needs to be updated to show the 

OT hours from 1830 - 2000. 

Feedback when incorrect: 

You did not select the correct response.  The timecard entry for Wednesday, 5/24/2023 needs 

to be updated to show the OT hours from 1830 - 2000. 
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Correct (Slide Layer) 

 

Incorrect (Slide Layer) 
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3.17 Pre-Assessment MC Picture Q9 

 

3.18 Pre-Assessment MC Q9 

 (Multiple Choice, 10 points, 1 attempt permitted) 

 

Correct Choice 

X Delete the Friday, 5/26/2023 time entries and re-enter in the correct time order 
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starting with 0630-0930, 1600-2000 and 2000 to 0630.   

  For Friday, 5/26/2023 time entry with OT start time of 0630 – 0930, change the 

date to Saturday, 5/27/2023 with OT start time of 0630 - 1000.    

  Remove the Saturday, 5/27/2023 OT entry with start time of 0800 - 1000.    

  All of the above 

 

Feedback when correct: 

That's right!  Although the error message is misleading, the hours recorded for Friday, 

5/26/2023 were not entered in the correct order.  The TMA clerk needs to delete the entries 

and re-enter in the correct time order. 

Feedback when incorrect: 

Not quite.  Although the error message is misleading, the hours recorded for Friday, 5/26/2023 

were not entered in the correct order.  The TMA clerk needs to delete the entries and re-enter 

in the correct time order. 

 

Correct (Slide Layer) 
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Incorrect (Slide Layer) 

 

3.19 Pre-Assessment MC Picture Q10 

 

3.20 Pre-Assessment MC Q10 

 (Multiple Choice, 10 points, 1 attempt permitted) 
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Correct Choice 

  For Thursday, 5/25/2023, enter the hours worked for the employee.   

X Update the employee work schedule for Thursday, 5/25/2023 to show that the 

employee requested the day off. 

  All of the above  

  None of the above 

 

Feedback when correct: 

That's right!  The employee requested the DAY off on Thursday, 5/25/2023, so the work 

schedule needs to be updated. 

Feedback when incorrect: 

Not quite.  The employee requested the DAY off on Thursday, 5/25/2023, so the work schedule 

needs to be updated. 
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Correct (Slide Layer) 

 

Incorrect (Slide Layer) 

 

3.21 Pre Assessment 

 (Results Slide, 0 points, 1 attempt permitted) 
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Results for 

3.3 Pre-Assessment Q1 

3.4 Pre-Assessment Q2 

3.5 Pre-Assessment Q3 

3.6 Pre-Assessment Q4 

3.9 Pre-Assessment MC Q5 

3.11 Pre-Assessment MC Q6 

3.13 Pre-Assessment MC Q7 

3.16 Pre-Assessment MC Q8 

3.18 Pre-Assessment MC Q9 

3.20 Pre-Assessment MC Q10 
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Result slide properties  

Passing 

Score 

90% 

 

 

Notes: 

Need to include Completion Certificate. 

 

Success (Slide Layer) 
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Failure (Slide Layer) 

 

Untitled Layer 3 (Slide Layer) 
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3.22 Begin Training 

 

3.23 Congratulations Slide 
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4. Overlap Error Module 

4.1 Module 1:  Overlap Errors 

 

4.2 TITLE LAYOUT 

 

Notes: 
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4.3 What is an Overlap Error 

 

4.4 Why is it important to resolve Time-Entry o errors? 

 

Notes: 

This slide is similar to slide 2.14 why is it import to resolve overlap errors.  Although the same reasons apply, it may 
be best to consider another way of reusing this information. Perhaps in the form of a gaming solution.   Options will 
be explored during the prototype development. 
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4.5 Overlap-Test Your Knowledge 2 

 (Matching Drag-and-Drop, 10 points, 2 attempts permitted) 

 

Correct Choice 

Overlap Error Occurs when a time entry overlaps with an 

existing time entry. 

TMA Clerk Performs a final review of timecard before 

payroll closing. 

Timecards Not processed during the pay cycle can result 

in an unhappy employee. 

Employee Annual Leave May be charged if hours are not entered 

correctly onto the timecard. 

Overworked IT Staff Attempts to resolve timecard errors prior to 

payroll closing. 

 



 

 

Published by Articulate® Storyline www.articulate.com 

Feedback when correct: 

That's right!  You selected the correct response. 

Feedback when incorrect: 

Not quite.  Please revisit the slides titled “What is an Overlap Error” and “Why it is important to 

resolve overlap errors” 

 

Correct (Slide Layer) 
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Incorrect (Slide Layer) 

 

Try Again (Slide Layer) 
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4.6 TITLE LAYOUT 

 

Notes: 

 

 

4.7 Employee Paper Timesheet 
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4.8 TMA Timecard No Errors 

 

4.9 TMA Timecard with Errors 
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4.10 Let’s analyze Gantt view 

 

4.11 Let’s analyze Timecard view  

 



 

 

Published by Articulate® Storyline www.articulate.com 

4.12 Steps to Resolve Overlap Errors 

 

4.13 Overlap errors can be easily resolved by a TMA clerk with support 

from an  

employee or the employee’s supervisor. 

 (True/False, 10 points, 1 attempt permitted) 
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Correct Choice 

X True 

  False 

 

Feedback when correct: 

That's right!  Overlap errors can be easily resolved by the TMA clerk with support from the 

employee supervisor or employee if necessary. 

Feedback when incorrect: 

Not quite.  Overlap errors can be easily resolved by the TMA clerk with support from the 

employee supervisor or employee if necessary. 

 

Correct (Slide Layer) 

 



 

 

Published by Articulate® Storyline www.articulate.com 

Incorrect (Slide Layer) 

 

4.14 MULTIPLE CHOICE QUESTION 

 (Multiple Choice, 10 points, 2 attempts permitted) 

 

Correct Choice 

  Compare work schedule with hours recorded 
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X Review the paper timesheet 

  Request help from the employee  

  All of the above 

 

Feedback when correct: 

That's right!  You selected the correct response. 

Feedback when incorrect: 

Not quite. The TMA clerk should review the paper timesheet to verify it matches what was 

recorded in TMA. 

 

Notes: 

 

 

Correct (Slide Layer) 
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Incorrect (Slide Layer) 

 

Try Again (Slide Layer) 
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4.15 TITLE LAYOUT 

 

Notes: 

 

 

4.16 Now, let’s put it all together  
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4.17 TITLE LAYOUT 

 

Notes: 

 

 

4.18 SUMMARY LAYOUT 

 

Notes: 
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4.19 Overlap Errors-Multiple Choice 2 

 (Multiple Choice, 10 points, 2 attempts permitted) 

 

Correct Choice 

  Wait until the last day of pay role closing to enter employee time. 

  Seek support from every employee before entering hours worked. 

X Review timecards on a daily basis. 

  None of the above 

 

Feedback when correct: 

That's right!  To prevent possible delays to payroll closing, the TMA Clerk should review 

timecards on a daily basis. 

Feedback when incorrect: 



 

 

Published by Articulate® Storyline www.articulate.com 

Not quite.  To prevent possible delays to payroll closing, the TMA Clerk should review timecards 

on a daily basis. 

 

Notes: 

After reviewing the screencast, the learner will be presented with three (3) questions to test their knowledge.  

 

Correct (Slide Layer) 
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Incorrect (Slide Layer) 

 

Try Again (Slide Layer) 

 

4.20 Overlap Errors-Multiple Choice 1 

 (Multiple Choice, 10 points, 2 attempts permitted) 
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Correct Choice 

  Employee Annual Leave 

  IT Staff  

  Employee pay 

X All of the above 

 

Feedback when correct: 

That's right!  Resolving timecard errors before the bi-weekly payroll closing prevents possible 

impacts to employee leave, employee pay and reduces the burden on IT staff. 

Feedback when incorrect: 

Not quite.  Resolving timecard errors before the bi-weekly payroll closing prevents possible 

impacts to employee leave, employee pay and reduces the burden on IT staff. 

 

Notes: 

After reviewing the screencast, the learner will be presented with three (3) questions to test their knowledge.  
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Correct (Slide Layer) 

 

Incorrect (Slide Layer) 

 



 

 

Published by Articulate® Storyline www.articulate.com 

Try Again (Slide Layer) 

 

4.21 Overlap Errors-Multiple Choice 3 

 (Multiple Choice, 10 points, 2 attempts permitted) 

 

Correct Choice 

  Review of paper timesheet 
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  Review of employee work schedule 

  Discussion with employee 

X All of the above 

 

Feedback when correct: 

That's right!  The steps to resolve timecard errors include reviewing the employee paper 

timesheet and work schedule (as needed).  It may also require a discussion with the employee. 

Feedback when incorrect: 

Not quite.  The steps to resolve timecard errors include reviewing the employee paper 

timesheet and work schedule (as needed).  It may also require a discussion with the employee. 

 

Notes: 

After reviewing the screencast, the learner will be presented with three (3) questions to test their knowledge.  

 

Correct (Slide Layer) 

 



 

 

Published by Articulate® Storyline www.articulate.com 

Incorrect (Slide Layer) 

 

Try Again (Slide Layer) 

 

4.22 Module 1 Test Results  

 (Results Slide, 0 points, 1 attempt permitted) 
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Results for 

4.13 Overlap errors can be easily resolved by a TMA clerk with support from an  

employee or the employees supervisor. 

4.14 MULTIPLE CHOICE QUESTION 

4.19 Overlap Errors-Multiple Choice 2 

4.20 Overlap Errors-Multiple Choice 1 

4.21 Overlap Errors-Multiple Choice 3 

 

 

Result slide properties  

Passing 

Score 

80% 
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Success (Slide Layer) 

 

Failure (Slide Layer) 
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5. Time-Entry Error Module 

5.1 Module 2: Time-Entry Errors 

 

5.2 What is an Time-Entry Error 
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5.3 TIme-Entry  Error - Under Construction 

 

6. Schedule Error Module 

6.1 Module 3: Schedule Errors 
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6.2 Schedule Error - Under Construction 

 

7. Final Assessment 

7.1 Final Assessment 

 

Notes: 
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7.2 Final Assessment - Under Construction 

 

7.3 Course Summary  
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8. Course Certificate 

8.1 Type name 

 

Notes: 

https://www.freepik.com/premium-photo/smiling-black-woman-striped-shirt-with-arms-
crossed_2937415.htm#page=2&query=african+american&position=46 

 

https://www.istockphoto.com/photo/curvy-woman-doing-workout-morning-routine-outdoor-at-city-park-focus-on-
face-gm1324208849-409625839 
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8.2 Certificate 

 

Notes: 

 

 

Untitled Layer 1 (Slide Layer) 
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9. Exit 

9.1 Exit Course 

 

Notes: 

 

 

 

 


