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To enter a new time tracker request, follow the below steps: 

1. Log into the WATRS application https://va.my.salesforce.com/  

2. Click on the Time Tracker Tab on the navigation bar across the top of WATRS. 

 
3. Select either “Premium Pay” or “Excluded Time”. 

4. Select the “Option”. 

5. Select the “Sub Reason”. 

6. Enter the “Start Date”. 

7. Enter the “End Date”. 

8. Click the “Next” button when done. 

9. On the next page, enter the “Start Time” and “End 

Time”. 

 
10. WATRS will show the employee’s default schedule 

for that day.  If an adjustment needs to be made (for 

example due to a flex time schedule), enter the 

change to the “Start Time” and “End Time” of that 

day’s schedule. 

 
11. Enter any comments if necessary. 

12. Click the “Next” button when done. 

13. The next screen will show the summary of the Time 

Tracker entry that was just created. 

14. To create another Time Tracker entry, click the 

“Finish” button. 

For more detailed instructions, please refer to page 12 of the WATRS User Guide. 
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