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Logging in

e Login information:

o URL: http://misportal.jlab.org/time (Do not forget to add this URL to your favorites)
o Login ID: JLab User Name

o Password: JLab User Password
o Domain: JLAB (can be entered in lower or upper case)

o Login ID and Domain will default after your first successful login

e Login Screen

2 f\ﬂp&//misw5vm.jlab.org:7002/DeltekTC/weIcome.msv D~ n 0 X | 2 Deltek Time & Expense ... X

Deltek Time & Expense” Deltek e

LoginD fpsmith |
Password [ ]
Domain flab |
Language [English/United States [+

Change Password After Login

Login ©2011. Deltek, Inc. All rights reserved Legal Statement
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http://misportal.jlab.org/time

Timesheet Entry

Getting
Started

gall © https://miswSvm,lab.org:7002/DeltekTC/TmeCollectionmsv P v B0X (@ Deltek Time & Epense .. X .
To access your sersenice

timesheet for the
first time, click on

Time from the i

menu on the top - Edit MyDesktop Layout g Refresh

of the MyDesktop

screen MyTasks (1) o) (e | 1 Miylrts ()
] MyTmeshes o | e

The timesheet
period for the
current date will
display. Current
em ployee “‘ Time . Self-Service .
timesheets will
populate with
his/her favorites. g

L 5 O X & Deltek Time & Expense ... X

sasigala @ JLAB Del

0 T'}\esheet

open [ save @ searcn fg Print 7 Audit [f) Leave [T Reverse Timeshest [T Off-Line Timeshest | * Notes
m\l " H Q L v % Ly &}

’ Employee[” ] Stus[WESng | e
:‘il ren\ﬂelsehrg gtl g‘xﬁf Closs [SaayTEEga ] Sem Nty Period Ercrg[FR 8200 | @
be blank. i .
. o ! Q

Click the arrow i >

: . =
beside Timesheet —+— T
to close the menu G 7

. [
on the left side of ——
the screen ] ) _~
[ g'/

To go back and T
forward from one 2
timesheet period / -
to another, click ®
on the blue
arrows to the

right of the
timesheet date

s | o o o o
Ed
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| € https://miswSvm,jlab.org:7002/DeltekTC/TimeCollection.msv oS- RBOX (& Deltek Time & Expense .. % .

sasigala @ JLAB D

&%  Time Self-Service ?
Timesheet view <° Jresnest _ _ _
W| thOU t menu on B Open BSEWE Q3earcn g Print T Audt %Leave [T Reverse Timesheet [T ofeLine Timesheet * Notes
. Employes...._ . _ ..._ _ .., — ] Status[Mssing | Revision[T_]
Ieft TO dISp|ay Class ] Semi-Monthly Period Ending [Feb 23, 2014 &=
this menu again,
click the arrow m -
beside Timesheet ]
ol *
——
=1
R
= 10
= 11
I
e
] 14
] 15

To access your . " jlab.org:7002/DeltekTC/TimeCollectionmsv O v @ & X | @ Deltek Time & Expense
timesheet while
in a selected

option from the

menu on the.left- @ Timesheet
hand Sldey CIICk < ﬁrrmheelj *qouen Esave QSearch _ﬁJFrml "uAudn %Leave mReverseT\mesneel moﬁ-une Timesheet * Notes
on Record Time, ~— Enpioge ) st

then Timesheet e — Semidorihy Perod Encing [FEE 281

| | o o o )
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Project Entry

Deltek Time & Expense with Employe... x

Selr-Service

If you need to add
a new project to
your timesheet,
you can either

Type the project -
abbreviation in the
Project column, or

If the abbreviation
is not known, click
on the magnifying
glass to look up /
the appropriate
project

© Timesheet

- g T .
P open [ save @ Search gy Print Ty Auct L3 Leave [ Reverse Timesnost [ o-Line Timeshest 7| Notes

1 Status [

Sems-Monthly Period Ending [Mar 31, 2014

empioyee[

B e —

If you look it up,
the Charge Lookup
window appears

i >4
0 5 )’ -
Sl —/
] 7 )" 4
) E—
1: I
=] 15
=47
_;a-:
Signature [
e There are two methods that may be used to look up a project in the Charge

Lookup window — Filter Text and Drill Down

("] Deltek Time & Expense with Employe... x

Filter Text
Option

You can choose
what you want to
filter by and type in
filter text if you
know some portion
of what you’re
looking for, i.e. the
project abbrev
starts with CFO, so
you type CFO in
the Filter Text and
press Execute

L

Self-Service

© Timesheet
Fi% open B save @ search jgh,Print T, aut I3 Loave [ Reverse Timesheet [FE oftLine Timeshest " Notes

Charge Lookup

Select the charge that you want to use by drilling down through each charge. You can filter the resuits by
antering a value in the £

A e -

Filter Text

Charge Tree Description

Favorites.

Jefferson Lab
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Charge Lookup
(Filter Text Option)

Key in a portion

of the project ="

abbrev. that you
want to look up

Press Execute

Charge Lookup
filter text results

Click in the box
beside the
appropriate charge
description to
select the project

Click on the Add to
Timesheet button
(this button will
become active
once a project is
selected)

—

This list of charges was determined based on the filter that you entered. To change the results, go back to the
Charge Tree level and enter a different filter

O charge Trees
& 2] Fiter Resuts
e | MsHop# ~
1.08.02,001 1.08.02 CFOACC|
Budgeting: 1.08.02.003 1.08.02 CFOBGT
|l Business Ops Lab Support 1.08.07.001 |1.08.07 CFOBOL.
CFO - Budget JUNE-SEPT 06 PROJECTS CFOBUD
Contracts: 1,08 01,003 1.08.01 CFOCON
CFO - Finance | JUNE-SEPT 08 PROJECTS CFOFN
Financial Systems. 1,08 02 002 1.08.02 CFOFS
[l CFO - General | JUNE-SEPT 06 PROJECTS CFOGEN
CFO Mgt’Admin: 1.08.01.001 1.08.01 | CFOMA
Project 06 CFOPMO| ~
__Add to Timesheet <Previous || Next>
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Timesheet with
lines filled in

R ———

© Timesheet
A8 ooen [ 500 @ s g prot Ty s S teore [ ovrss Tt [ orine Tmstaot ] Noes
empoyee ] e L I— | Revison[1|
P e — Sers oot ur nong T T4l
oAce Pccountng 10802001 I T S

ﬂ"ﬂﬁl!‘ 3| 5% 3] 5] 23| 0| of < of ] &f wf wf -]

1

'

!
L |
L5
&
L |
84
L=l
5!

|
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Drill Down
Option

To use the drill
down option, click
the plus sign

(€ ) @ nitps//misportaldev jlab.org/DeltekTC/TimeCollection.msv 7 v e |[B- Googe

“_Tlme sen-SeMce‘

Select the charge that you want to use by driling down through each charge. You can fiter the results by
antaring a value in the Filter Text box

FRecBy Propct v
Fiter Text |

beside the
appropriate
category

Keep clicking on
the plus sign
beside the
appropriate

| ; Deltek Time & Expense with Employe... x | + |

| %]

Select a charge from the list of available charges. To make a different selection, dril back up to a higher level.

category until you
get to the charge
you are looking for

[ Add to Timesheet | [ <Previous |[ Next> |
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| 7 Deltek Time & Expense with Employe... x | + |
TC/TimeCollect;

Note: To go back
up the charge tree
click on the link
that you want to
return to (Not the
minus sign or the

folder) =
Select acl from the list of available charges. To make a different selection, drill back up to a higher level.
‘ Ccharge Trees
Click in the check cRaE
box in the left-most
column to highlight P : : T wswor
the line that has . R e -
- 1.08.02.003 1.08.02 CFOBGT

the appropriate
charge description

Click on the Add to
Timesheet button

Add o Timesheet [[<Previous | [ Next > |

Timesheet with

lines filled in :
& | Tme  Sersevee 2o
© Timesheet
B oree [ 5o @ seoc et Tt 3 Lowve [ v et T 0ne Tesbent (1 s
ewoee ] P [ I—| Revson[1 ]
B e — Semeitonny Parod Endea [T F07E e
= T Froace Toasz000 e I I I T T L
& m
IS
i
P
i —— S| —
5 = o — ==
i
[
T
== | — ~
= 5 =
[(ha i
i
i 1 i - | E=m
i = [ | i i i ] i | i |
- — R — — e i
L = ] [ B ~— — } v
Holday
] —| - L] E—
o ok
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TIME ENTRY

Exempts

Recording
Productive Time

with Percentages

Record the
percentage of hours

[Ble §dt Yiew Figlory Gookran " Took " Ep
-

Gopene-L. % B} Zimba 3716320 %/ T Ostok Troe & Expanse it X
€ F @ Jaborg DskeiT

€35 | VA Dept of Labor [l Reg Login 8 Income Tax Trestes || IS FIRE Logon 5 55 - 850 @ USCEs ] Detek Time & Empence... | Costpoint 7 # CasiPro Onine () Login - My Crild Supp... 1} Asap - 100% +

% Costpoint T01JSA LIC-D0.. X Wekome to CashPro Onlre X New Tab

pamith § L48.

& SelfSenice  Adminisiation F.1,.0

© Timesheet Recont 1 of 1

e B e Qs g 7y e Tl s s o st * s

SemiAloiy Pefod Enting Dec 15,2714 JEE

worked for each
project on the last
work day of the
timesheet period.

This will normally
be on the day with
the white cells
unless you charged
leave for the
remainder of the
period as shown in
the example.

Note: The total
percentage must
equal 100.

Record all leave
taken in hours on
the appropriate
days.

ERSONALSICK  [SckLeast Peramnd,

7
B jecamon Yacatn Joc i
3

Regela C g Wy T

ol W i inq [ [T

Exempt employees recording their productive time with percentages should
be tracking actual hours worked to each project off-line. The percentages
charged to each project must be prorated based on actual hours worked with
the total percentage of productive time equal to 100. Leave time is still
recorded in hours on the appropriate days.

For example, if an employee worked a total of 100 hours during an 88 hour
timesheet period with 40 hours on Project A, 10 hours on Project B, 30 hours
on Project C, and 20 hours on Project D, the percentages would be
calculated and recorded as follows:

Project A: 40 hours worked / 100 total hours worked = 40%
Project B: 10 hours worked / 100 total hours worked = 10%
Project C: 30 hours worked / 100 total hours worked = 30%
Project D: 20 hours worked / 100 total hours worked = 20%
The total percentage of productive time equals 100%

This employee also took and recorded 8 hours of Personal Sick Leave, 8
hours of Family Sick Leave, and 16 hours of Vacation. Since leave is
recorded in hours, the total timesheet hours appear to be 132. However, the
actual charged hours for the period will be prorated down to 88 hours (11
days * 8 hours per day). The system subtracts the total recorded leave hours
from the timesheet period hours to get the productive hours total to be
charged (88 ts period hours - 32 leave hours = 56 hours), which is then
multiplied by the entered percentages for each project giving us 22.4 hours
for Project A, 5.6 hours for Project B, 16.8 hours for Project C, and 11.2 hours
for Project D.
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[Bie B ew oy Gookmarts” Tock ey
i ing

Bperse L X B Zmbes - 300 X Cospont TA1-BALUC-DO.. X | & Wekometo CshPro Crine X NewTsb K I Oetek ime i Expense it % |
¢F i fotory D1 TmeCeli L 20 -]
8 5S [ VA Dept of Labor [ Reg Login {3 Income Tax Trestes || IRS FIRE Lagon 36 554 - 850 & UsCas Y Deltek Time & Expense.. | | Costpint 7 # CashPro Onine ) Lagin - My Crid Supp-. B asap - 00

When you are
finished with the

& Tme Seff-Service  Adminsstration F ? (

current day’s © Timgsiaet fat 1.1

timesheet entryor\"ﬁc seun g T e e Tt B otte ot ! s

the timeshee_t is o R — sl 1 e

complete, click on

save o —— — S R
b i — —

At the end of the o | e i :

timesheet period, 53 o e ] E £

click on the sign i ] N T W : : B

button. The system T

will notify you if 4

your timesheet did ——

not pass the N

validation checks. NG - - — ]

If so, revise your N : - j—

timesheet [ \v

accordingly, then w@ - B —

save and click sign
again.

e The system will not let you save your timesheet early unless you have non-
work hours charged for the remainder of the timesheet period.
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After the timesheet
is signed, you can
click on the Current
Hour View button to
see Entered or
Prorated Hours for
the timesheet
period

[Ee fan View gy Gockmana” 1o Lop
Ty p .

bowve-L. % @ Znbred16-320 X Cooport T01SAUC-DO. X WeometoCatProOrine X NewTab K T Ovtok Tira &t Eperse . % | 0

&) B ropsmisportaldejaborg Detek C MimeCalec

€4 s | VA Dept of Labor Bl ieg Login &N Income Tax Treaties | IRS FIRE Logon 36 554 - 850 ) USCES 'Y Detek Time & Bxpense... | Costpeint 7 # CashPra Onfine ) Login - My Crild Supp-. I8 asap - 1008

& Tme  SeilService  Administration F 4
© Timesheet Resort: 1 o 1
tum B qmam e T moon [ eae [T Reverse Tmesneet B omLine Tmesneet " s
Emploree A - GarertHour(fow | Entered san[Sgmd ] Redsion[2__]
e e — | e s
snd o) o
2 2 5 3w s
N [Sakt-Aceatr. 0401001 af
O] 2w [Ealey - Inkaskucure. 045100 |
3ozt ecak gt TR . Tl
T e et S Orviopeme T BT H Py
H e [k oo iy nges) Al C 4
I e Fo
| N 3 B i
S| afrcaon i e ¥ n‘ ]
O
[ »
o=
|
=
— —
G
[
Ragda & W Wy &) [l
o -
el T | T =
IE
oy
Sgutes [0 — L P — [
oo Dy

e Entered view shows the time entered in blue column on right-hand side of
timesheet

e Prorated view shows the actual hours charged in the blue column on the
right-hand side of the timesheet to each project based on the
percentages and leave hours entered

B Zimbrs 3716 - 320 X CompaintTOLJSALLC- DO X Wecometo CastPra Onine % | MewTab X D oetakTime & Bpens i % |
akie o Detec I TrneCole | @ Googie P¥ HBE
RS ] VA Dept of Labor TSReg Login £ Income Tax Treates [ IRS FIRE Legon 4 554 850 @ USCES TN Diste Time & Expense.. | Costpoint 7 4 CashPro Orline () Login - My Chie Supp-. I8 asap

Self-Serace  Adminsiration

[ ]

© Timesheet econt 1 1
EUNHHS&-\?Q&EMT e 7o [y Leme T reverse Tmeshest o Line

Enghe A7 - Cumert o iew | Prorated Status[Signes Revision[Z__]

Cass{SalanyEr mitPercent Dec 152014 |

1 E—T
2f ey - s 00T 0N
] TR
o ATt Do 10401
e S e P e Al C &
[ I okt Lo i
7FERSONLSCK foa Liaw Parsnal B i
B e = |03
3
w
n
o =
| &
|
T =

Vo
Sy Leae | E—

Non-urtDay|
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‘TW—E'EP" |

Dl Tome & Epesewith Enploye. | £
Exempts o=
|

Recording Daily
Hours

& Tme | SeirSenice | Administration L2 O

© Timesheet

Enter the Employee | Status[Wissng Revsin[T_]
appropriate number ' : S S el
of hours on a = L T T T T3 9F
prorated basis for : ,

each applicable 7 mffs« Em»:«m AE } -

FOFS FinancisiSystems: 10802002 R X}
= [iccounting: 1 08,62 001 F ]

project. ** =

N

Exempts recording e
productive time in i 7
hours should be T
entering time daily, =
but no later than at =
the end of each =
week, and shall be
completed, signed, =
and submitted for = =
supervisor approval - - — :
at the end of each
pay period in
accordance with
existing
instructions.

If you need to add e Note: The MSHOP# column is valid only for Machine Shop charges

cell notes, click on e Continue adding lines until the timesheet is complete

the appropriate

notes icon **To determine the number of prorated hours for each applicable project,
determine the number of hours worked for the day and compute time worked to
complete an eight hour day.

Example 1 — If you worked 6 hours on Project A, and 4 hours on Project B, for a
total of 10 hours worked, you would calculate the prorated basis as follows:

Project A: 6 hours worked / 10 total hours = .6
Multiply by 8 hour day = 4.8 hours — Enter on timesheet

Project B: 4 hours worked / 10 total hours = .4
Multiply by 8 hour day = 3.2 hours — Enter on timesheet
Total hours recorded for day on timesheet » =8 hours

Example 2 — If you worked 10 hours on Project A for a total of 10 hours worked,
you would calculate the prorated basis as follows:

Project A: 10 hours worked / 10 total hours = 1.00
Multiply by 8 hour day = 1.0 x 8 hours = 8 hours — Enter on timesheet
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When you are
finished with the

Deltek Time & Expense with Employe... x

current day’s
timesheet entry or ——
the timesheet is
complete, click on
Save

At the end of the
timesheet period,
click on the sign

icon. The syster\
will notify you if {

your timesheet did
not pass the
validation checks. If
S0, revise your
timesheet
accordingly, then
save and click sign

B I m— revoen(T]
Sem-Monthy Perod Ending[Rug 18,2013 el

FOFS Francal Systerms 1.08.02.002

FOACC [accounting: 108,62 001 3 B 2

ANLY SKK [k Leave (Famiy embers) Al g

[peRSGRAL sk [ Leave (Persona) 53 g

1
)
3
T
S [vAcaon Vacaton AC 59 89 &
5
7
B
g

|0

| | D
oicay
] —— Leave D] E—
Non-work 0oy

again.

The system will not let you save your timesheet early unless you have non-
work hours charged for the remainder of the timesheet period.
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" Deltek Time & Expense with Employe... x

Regular Non-
Exempts

& Tme  Seil-Service | Administration
5 | @ Timesheet
i P8 oven [ save @ search g, Print T, Auct [ Leave [T Reverse Timeshest [ OfiLine Timesheet * Notes
Generats Timesheets e L — LT —
Reqular Hours T — e T S — B G L e —

For each

applicable work i == : -
project, verify that = oo e .
a “R” is in the Pay i —
Type column ==
Tab over to the / s
hours and enter = N
the appropriate # T
of hours for each B
day -+
I |
Note: The e
MSHOP# column is :“! ~ \ e — =
valid only for B —— ;E";m S ———
Machine Shop
charges
(R
Overtime Hours |E z ] petek Time & xpene it mplye..
For each metee

applicable project
. ‘ Time Seil-Service Administration
on which you
worked hours over © Timesheet
your norma”y — | 150w» =0 QSeavcn dPrint T Audt L3 Leave [ Reverse Timasheet [ OfiLine Timesheet * Notes
Employse[. ] Status[ W
scheduled hours, Rl ] o Han P Enonal SIS
either look up and
select the “OT” pay ™ : .
type by clicking on ) R e
the magnifying o %@: 3
glass in the Pay s T
Type column or ——
enter an “OT” in -
the Pay Type =
column —
e
[~ 18
™ 19
D
il )
[ 2
23
Reguar | X X X [l
Overime| |
Total = B B B |
B i K i ——
O — e sy
MNoa-Work Day|
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Pay Type Lookup
Screen

Sell-Service
i |

Administration

Click on the radio
button in the left-

most column to
highlight the line
that has the
appropriate pay
type

Click on OK

& nitps/miswSem flab.org 7002/

Deltek Time & Expense with Employe... x

KTC/TimeCallection.msy

Time | Sel-Service

Agministration

Tab over to the © Timesheet
Whlte Work day FiB open [ save @ search g Print T, Auct £} Leave [T Reverse Timeshest [ OfiLine Timesheet * Notes
Emooyec ] E L [T — |
columns and enter O T — B e o —
the appropriate # .
of OT hours for Fpor— S e i - '{ . i
eaCh day S |CFOFS h;f‘:lsn—memm o7 209 2. ‘
—
2 ——
&3 I
If you need t0 add = I
cell notes, click on =
the appropriate 2
notes icon -
N
o — T
- = : B o .
B —— - P e—
e Continue adding lines until the timesheet is complete.
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Deltek

When you are
finished with the
current day’s

Sell-Service

Administral

Time & Expense with Employe... x

llection.r

tion

timesheet entry or

the timesheet is
complete, click on

© Timgemget

“_"One

[

Bloyea[ ]

save

At the end of the
timesheet period,
click on the sign
button. If your
timesheet passed
all system
validations, your
name and
employee ID will
appear;

N

Otherwise, revise
your timesheet,
then save and click
sign again.

»

Class [SaryMon Exempt ]

Q@ search JghiPrint 7, Audit [} Leave [ Reverse Timesheet [ OffLine Timesheet *

Notes

Sem-Monthly Period Ending[!

] 1 [CFOFS Financel Systems 10802002 R 89 8.0
] 2 [FANLY SICK [Sick Leave (Family Members)  [FAM
[~ 3 JPERSONAL SCK [Sick Leave (Personal) [sc &g
- 4 [VacaTION Macaton aC
] § [crofs Financal Systems. 1.08.02.002 |OT 2 20 249
wl e
7] 7
] 8
W
10
"
2
] 13
[ 1"
I 15
- %
-] 7
e
] 19
] =
. U
N, 2
T
Reguor| N &4 &9 &9 @
Overime T~ 2 20 | 2
Total N 9 09 8q v 8q
« T K —
Holday
sinatwre [ | ‘@ Leave
Noa-Work Day

e The system will not let you save your timesheet early unless you have non-

work hours charged for the remainder of the timesheet period.
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Non-Exempt
Shift Workers

Regular Hours
For each

applicable work
project, click on
the magnifying
glass in the Pay
Type column to
select the
appropriate pay
type

Pay Type Lookup
Screen

Click on the radio
button in the blue
box in the left-most
column to highlight

Deltek Time & Expense with Employe... x [ +

Generate Timesheets

& T Seif-Service Administration
: = | © Timesheet
- AR oven [0 sove @ et gyt Tt £ Lowve [ R irasnest T OFLin Timesnoot (1] e

Status [Missing
SemkMonthly Period Ending [War 31, 2014

Empioyes] 1

a ifiNon-Exempt

[PERSONAL SEK

2
3

4 [VacaToN
S [crors.
5

7

O

| 1] ]

O

IH‘J‘.J |

I

soawee [ Leave A

| Deltek Time & Expense with Employe... x

& | Time

Self-Service
L

Administration

Timesheet
Generate Timesheets

© Timesheet
P oven [ save @ searen gy print T Auat Sff Leave [ Reverse Timesheet [FFF OffLine Timesneet || Notes

]

‘Semi-Monthly Period Ending [Mar 31, 2014

the line that has
the appropriate pay
type

R —regular hours
RS - regular swing

RO —regular owl ;/

Click on OK

3 |
il empe oo K]
5
| Frevsotsy D~
Fiter Text |
&
& WS ay Swing B
HoL Holday
or Overtime fromTC
om0 Overtime Ow from TC F
L Overtime Swing fromTC
R Regular T
&
RO Regular Owl
= Reguiar Swing =
»
& [ ok Cancel
&
[ < [
[ Hoiay
e
| Non-Work Day|
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Deltek Time & Expense with Employe... x | 4

& Tme  SelfService | Administration
- © Timesheet
—— B oven [ save @ search gl Print T, Audt £} Leave [T Reverse Timesheet [T Offtine Timssteet | Notes
Generate Timesheets Empoyee. ] Status[lissng
L T —— Sem-uontny Peros Enang[iars o
i .
e =
Tab over to the e b
White Work day ] 5 [CFOFS tems: 1.0802002 RO 8 [} 8
€ S
columns and enter 5
the appropriate # 5
of regular hours %
-
for each day ™
16
&) L
18
i 19
1 20
b
2
a 23
- CE I
Detsa | | |
Total| lq lq lq
=
) I— | Leave Approvt
i

Delek Time & Expense with Employe... x | 4

@ Time Selt-Service Administration
r = | | © Timesheet
Overtime Hours E— { | oo Elsow @ searcn sgrant Ty must I Loave [ Rovrse Tmesneot JF v Timeshaet . otes
Eroiyee ] o —
For each C lor-Exeret Samtonty T —

applicable work

Financial Systems: 1.08.02002 R

project on which == = e
you Worked hours i ; A::;n" ::-:smm\unzo O C 5

over your normally —— Fal)
scheduled hours, -
click on the o
magnifying glass =
in the Pay Type AT
column to select 0
the appropriate pay =
type -

Holday

F ] Leave Aspeoval [

Nan-Work Day

Note: All shift codes for each day must match. For example, if you charged the
swing shift for your regular work hours, then you must charge the swing shift for
your overtime hours.
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Deftek Time & Expense with Employe.. | &

Pay Type Lookup
Screen

Click on the radio
button in the left-
most column to
highlight the line
that has the
appropriate pay
type

—

OT - Overtime
OTS - OT Swing
OTO - OT Owl

/

jaborg
- Selr-service | Adminisiration
:" =1 | @ Timesheet
e PiBopen (5 save @ sesren fgyPrnt T auat L Leave [T Reverse Timesneet [ OFtine Timeshest | otes

Generate Timesheets

Employee|

B ——

rnancial Systoms: 1.08.02.002 R

W rorieicone B
§

i - S— |
‘Sem:-Monthly Period Ending[Mar 31, 2014

2 HOLDAY tokday Leave
% REGRAL 5K [ owve Persanai
4 Jvacaton [Vecation
1 e | ooy o -
= _sfrors Frvancil Systems. 1 0802002 [ —
: 7
e
I
—
- W

Hoksay

Cakin Time (Not-Worked)
Holsay Owl
Woiday Swing

Overtime from TC

Overtime Owi from TC

/

b | m—

Click on OK

-Z Zimbra: 3/10 - 3/14

€ ) @ https//misportaldevjlab.org/DeltekTC/TimeCollection.ms

("} Deltek Time & Expense with Employe... x | +

wshelton @ JLAB

Tab over to the
white work day

columns and enter
the appropriate #
of OT hours for
each day

If you need to add

cell notes, click on
the appropriate
notes icon

%  Tme Self-Service Administration
2] 2
=| | @ Timesheet
e P open [ save Q searcn ggyprint 7 Aucit Of3 Leave [T Reverse Timesheet B OffLine Timesheet | Notes
Generate Timesheets Employee[ . ) |
[Salary/ShiftNonExempt ] Semi-Monthly Period Enc
=
- 2. Charge Description PayType MSHOP# Sundy Mondy Tuedd Weddd Thud Fif satd
\ 316 347 318 3M9 320 321 a2
n — el [Financial Systems: 1.08.02.002 |R |
S 2] 0 HOLER [Folday Leave oL
= | 2 [PERSONAL SICK W%c
- 4 VACATION /acation
5 [CFOFS [Financial Systems: 1.08.02.002 |RO T — 8. 8. 8.
[ 6 [CFOFS [Financial Systems: 1.08.02.002 IO_TQ 2 2 2
[ 7 [CFOFS [Financial Systems: 1.08.02.002 [RS 8.
[ 8 [cFors [Financial Systems: 1.08.02.002 [0TS| 2. 2.
= 1
o 10
il
o 2
G
@ S
.
17
[ 18
[ 19
[ 20
W 21
] 22
] 23
eqular, e E 5 89
Overtime 20 2. 2 20 2.
Total 10.0 10 10. 10.0| 10.0
<[ n v ] T
Holiday
sgawe [ ] Leave
Non-Work Day|

Note: The MSHOP# column is valid only for Machine Shop charges
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([ Fretox > = =
2 Zimbra: 3/10 - 3714 % | "} Detek Time & Expense with Employe... x

wshelon @ JLAB

4 Tme Self-Service  Administration

For Holiday Hours,

click on the T | | @ Timesheet

magn |fy| ng g lass T P oven [ save @ searcn gy Print 7, uait If3 Leave [ Reverse Timesneet [EE ofrLine Timesheet |* Notes

. . . Generate Timesheets Employee] ] Sl
in the project field e e Sons ooy o nona IS

to lookup the
appropriate holiday
charge

@ Py Type Lookup
Is

[Financial Systems: 1.08 02,002 Fiter'SortBy D v

[Financil Systems: 1.08.02002_[0 Fter Text

1.08.02002

Charge Lookup
Screen

Overtime Owi from TC.

Ovetine Swing from TC

Click on the left-

most column to /
highlight the line ™| =
that has the
appropriate pay
type e — e

HOL - normal holiday
HLS - swing holiday
HLO - owl holiday

@ Time Self-Service Administration
m © Timesheet
| MHoven B save @ searcn dghprin T mut G Leave [HRoverse Timesnaet [ onine Timesheet |*| Notes
Employee ] e L E—
S T — P o - N ——
o A ;
— ry | ]
: g
: g
& :‘E e ‘
» ] E——
B
Tab over to the / s
appropriate day - =
and enter non-work [=oi== a
holiday hours ) =
f ] I | N—
Note: The holiday

will be highlighted e Continue adding lines until the timesheet is complete
in yellow
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' Deltek Time & Expense with Employe... x

wshelton @ JLAB

When you are
finished with the
current day’s
timesheet entry o=
the timesheet is
complete, click on
save

At the end of the
timesheet period,
click on the sign
button. If your
timesheet passed
all system
validations, your
Name and
Employee Id will
appear to indicate
that you have
signed this time
sheet;

S~

Otherwise, revise
your timesheet,
then save and click
sign again.

& Time Self-Service Administration
O i cet
P gk [ e Q search g Print , audit Ofp Leave [T Reverse Timesneet [T OffLine Timesheet | * Notes
ot Employee ] i L I—
Class[Salary/ShiftNon-Exempt ] Semi-Monthly Period Ending[May 31, 2014
Charge Description PayType MSHOP# Satdy Sund Mondd Tued Weddd Thud Fid Satd Sl Mo Tued Wed Thuf
L sn7 518 519 5120 5121 5122 5123 5124 525 5126 527 5128 5129
S [Financial Systems: 1.08.02.002 |RO B B B 8. B
)| 2 JFombav owr [Fobday Ow1 Lo 8
1| 3 [vacaTon /acation /AC B E B
o4 Q
& e
o s
o 7
o @
ol @
il G
(@] KD
ol =
0o =
o
o =
& G
o 7
o ®
]
o =
0o =
o =2
o =
o Regular, B B B B B B B B B
T B B B B B B G L
K § i
b, Hoiday
Sqnature _ e HaR——
Non-Work Day|

e The system will not let you save your timesheet unless you have non-work

hours charged for the remainder of the timesheet period.
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Z Zimbra: 3/10 - 3/14

Machine Shop

@ https://misportaldev jlab.or
jlab.org

{ Deltek Time & Expense with Employe... x [ +

Ti lection.ms <

Non-Exempts

mbs @ JLAB

Regular Hours
In the project field,

either enter
“CNTSHP” or look
it up using the

charge lookup

option

Verify that an “R”
defaulted in the -
Pay Type column.

If not, type itin

&% Tme Self-Service
© Timesheet
FiE open [ save Q@ searcn gy Print. 7 Aucit AR Leave [ Reverse Timesneet [ Off-Line Timesneet |*  Notes
enpiyee ) B T E—
[ hop/Non-E: t ] Semi-Monthly Period Ending|Feb 28, 2014
Charge Description Mondy Tuedy Wedy Thufy Fid Sat Sundy Mondy Tued
207 2M8 . 2M9 220 221 22 223 224 25
| 1 fonTshe IMachine Shop General. 1.11.5C.001 [R
| 2 |[rRnce [Sick Leave (Famiy Wembers) A
| 3 [rRmcE [Hoiday Leave oL
e =3 [Ceave Wihout Pay owe
5 [RmGe [Sick Leave (Personal) 53 5
8 N T T /acation JAC 3
7[5 [Weather/Pubic Emergency
& G | Machine Shop Generak 1.11.5C. ﬁlﬁmn 35
| Qefemse ) [Machine Shop General: 1.11SCpTIR i 1231054 EE B E 24 3 8 EE B €
@ =4 [Machine Shop Gz R EE B
] D
o =
] EE _—
&l D
e’ ] e
]
il e
1
i
o =
ol =
O =
Reguiar| e B B X B 30 80 &
Overtime|
Total B E B E B B s 80 @
< 0 »
B —— | —r

-Z Zimbra: 3/10 - 3/14

 Deltek Time & Expense with Employe... x

€ | @ hitpsy//misportaldevjlab.org/Delt TimeCollection.msv

Tab to the MSHOP#
column and enter
the appropriate
Z-number, or click
the magnifying

glass in the
MSHOP# column to
look it up

combs @ JLAB
< Time Self-Service
© Timesheet
% Open Hsae Qsearch S print “oAudt I Leave T‘;Reversenmesheet \“’T-g‘orr-unsﬂmesneet * Notes
npiyee] \ P e —
Class [ Machine Shop/Non-Exempt | Semi-Monthly Period Ending|Feb 28, 2014
Charge Description [ sundy  Mondd Tueld Weddd Thudd Fifl Satdd Sundd Mondy Tuedd
216 217 218 2020 221 2122 223 2 2125
1 [onTsHP IMachine Shop General: 1.11.5C.001 [R
=) 2 [FRINGE [Sick Leave (Family Members) FAM
j 3 [FRINGE Holiday Leave HOL
|« [Rwee [Ceave Without Pay jowe
E [Sick Leave (Personal) |§c B
)] 8 vAcATON T —— /acation [vﬁx;c 3.
0 7 [FRNGE blic Emergency E
| & fenshe [Machine Shop Gen R_@ 3
] 9 [CNTSHP [Machine Shop General: 1.11.5C.001 R 31054 49 8. 3. 49 3 8 4
]| 10 fenTsne [Machine Shop Generat: 1.11.5C.001 [R 39 5
[Cjet Q
i 12
o =
] 14
o =
| ®
]
] 18
19
20
21
T 2
ol =
Regular | 8.0 8. 8.0 8.0 8. 8. 8.0
Overtime|
Total 30 B ECEE B 34 B
[ . ¥
T Approval 8
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MSHOP # Lookup
screen

To search for the Z
Job Number, you
can either

Enter a portion of
the Z-number in
the Filter Text and
click on Execute to
pull up possible
matches and then
select your Job
Number by clicking
on the radio button
beside the Job
Number,

or

Scroll through all
the Z-numbers,
highlight the job
number you want,
then click OK

Tab over to the
daily columns and
enter the
appropriate # of
hours for each day

Overtime Hours
For any Z job
number on which
you worked hours
over your normally
scheduled hours,
enter “CNTSHP” in
the project field
and either look up
and select the
“OT” pay type by
clicking on the
magnifying glass
in the Pay Type
column or enter an
“OT” in the Pay
Type column

2 Zimbra: 3/10 - 3/14 {7 Deltek Time & Expense with Employe... x | +

€ | @ https;//misportaldev.jlab.org/DeltekTC/TimeCollection.ms ¢ | |8~ Google
combs @ JLAB
&% Tme Self-Service
© Timesheet
HEOpen Save Q Search g Print T Audt %Lezve @Rmrse Timesheet g’gon—unenmesneet * | Notes
Employee 1] statusfopen ]

Semi-Honthly. [Mar 15, 2014

Class [Machine Shop/Non-Exempt ]

o
i 1 [cNTSHP Machine Shop General 1.11.5C.001 |R
] 2 FAMI.‘I SICK [Sick Leave (Family Membt [ TENYIo)- R RNS AT B
| 3 [roroar [Hoiday Leave
CI|#|EAvewHouT PAY [Feave Without Pay
)| 5 [PErsoNAL sIcK [Sick Leave (Personal) Fiteg
iter Text. Z3111 Execute
i [Weather/Public Emergenc.
& Machine 1 B B
& [Machine Shop Genera: 1.
] D Name 2
|10 fenTsHe [Machine Shop General: 1.
S z31110 Job Number 231110
= Job Number Z31111 3
i 31112 Job Number Z31112
= Job Number 231113
| s 31114 Job Number Z31114
| 1 zamis N\ |dob Number z3111s
Tl Job Number 731116 A
il S
i oK cancel
i
i
Oz
it T
Regular | E

5

<[ i ] » <] ]
Holiday

] —— | Leave P e—
Non-Work Day|

2 Zimbra: 3/10 - 3/14

eltek Time & Expense with Employe...

€ an

sportaldev lab.org

combs @ JLAB

* Time Self-Service
© Timesheet
P open [ save Q search g Print 7, audit Of} Leave [T Reverse Timesneet [ OfiLine Timeshest | * Notes
Enpoyee[l — status[Opem ] Revt
ShopMon-Exempt ] ‘Semi-Monthly Period Ending[Mar 15, 2014
Charge Description PayType MSHOP# Satfy S Mond Tuedd Wecd Thu® Fid Satdd Sundd Mol Tued wedd
] i Bap Uan | e s B ie L 97| B 2 33
|t fewsee JMachine Shop Genera: 1.11.5C.001 [R
T 2 Ay sk [Sick Leave (Famiy embers) AN
1| 3 oAy Foiday Leave JFor
| # |EAvewmmouTm [Ceave Wanout Pay jowp
TJ| 5 [PeERsonALSER [Sick Leave (Personal) sic
& [VACATION jacation /AC
| ICENERG [WeatherPubic Emergency P G z
| 8 fomsw [iachine Shop General: 1.11.5C.001 [ g5 G % B 3 E B
[ s jomswe [¥achine Shop General:1.11.5C.001 [R S C
o[ o fiochine Shop General .11 5¢.007 [or] @ [F2718
o "
o =
@l EE
7
B
O ®
o 7
o[ ®
o[ ™
O »
ol 2
2
23
Regular| B B & E & B
Overtime| |
Totall 8. 8. 8! 8. X 84
< i v [« i )
- Hoiday
Non-Work Day|

JLAB Time Collection Manual — March 2015

Page - 26



Pay Type Lookup
Screen

Click on the radio
button in the left-
most column to
highlight the line
that has the
appropriate pay
type

Click on OK

Tab over to the
white work day
columns and enter
the appropriate #
of OT hours for
each day

If you need to add
cell notes, click on
the appropriate
notes icon

DeltekTC/T,

& Tme  SelfService

© Timesheet

open [ save @ searcn g Print 7, Audit [J] Leave [FE Reverse Timesheet [B oftLine Timesheet | * Notes
o L]
Employee[CC ] swwsfopen ] Re

FiterSortBy D~

= Fiter Text Execute

Holday Owl

[itachine Shop Genera: 1

Holday Swing
Holday
Overtime fromTC

i

Overtime Owl from TC

Overtime Swing fromTC

Regular

(PFrERE™
.2 Zimbra: 3/10 - 3/14 el] 7} Deltek Time & Expense with Employe... x

€ | @ https;//misportaldev jlab.org/DeltekTC/TimeCollection.msv

combs @ JLAB

< Time Self-Service
I I I
© Timesheet
%Onen E Save q Search A Print —” Audit % Leave EReverse Timesheet ;’?ﬁo"—\_ine Timesheet | * Notes
Employee[Cl | Status|
Class[Machine Shopon-Exempt ] Semi-Monthly Period Ending[Mar 15,2014
Charge Description PayType MSHOP# E Mondy Tuedy Weddd Thufy Fidd  Satdh
i 34 35 36 7 3B
)| 1 fenTste IMachine Shop Generak: 1.11.5C.001 [R
Bk 2 |F_AM LY SICK [Sick Leave (Famiy Members) [FAM
)| 3 |roroAY [Holiday Leave ’FDL
)| @ [EAvEwmHOUT PAY [Ceave Without Pay [ovP
]| 5 [PERSONAL SICK [Sick Leave (Personal) |§C
)| © [vAcaTion /acation /AC
W 7 Iwam [V_Vea(herIPublic Emergency PE 7Y 4
W 8 ICNTSNP |Mm:hine Shop General: 1.11.5C.001 |R [z31054 4. 4 8 EE| 8.0f
|9 [cnTsP [Machine Shop Generak: 1.11.5C.001 [R [Z31118
H] o m 25|
]
a2
0 B
T e
][R
|
]
il G
I
| 2
il
Wl 3
o =
Regular 8.0 8.0 8.0 8.0 8.0
Overtime EE|
Total EC| EC| 80 10§ EX|
< 0 ] v [« it
sonawre [ A
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When you are
finished with the
current day’s
timesheet entry or
the timesheet is
complete, click on
save

At the end of the

timesheet period,
click on the sign

button. If your

timesheet passed\

all system
validations, your
name and
employee ID will
populate;

Otherwise, revise
your timesheet,
then save and click
sign again.

2 Zimbra: 3/10 - 3/14 ("} Deltek Time & Expense with Employe... x

€ | @ hitps;//misportaldevjlab.org/DeltekTC/TimeCollection.ms & | |B - Googie

combs @ JLAB

Self-Service

&  Tme

Employee[

Class Hfachine Shopion-Exempt

Charge Description

MSHOP #

\ % mcet
Eid @ he @ search Jgiprint 7, udit £f3 Leave [T Reverse Timesneet [T OffLine Timesheet | * | Notes

Satdy

Sundy  Mondy Tuedd Weedd Thudy

Fri
37

L 31 32 33 304 355 36
DI 1 [ovTsee JMachine Shop Genera 1.11.5C.001
T 2 Ay sk [Sick Leave (Famiy Wembers) AW
T 3 [fotoAY Fokday Leave oL
TI[ 4 JeAve vimwouT PAY, [Ceave Wihout Pay e
TJ[ 5 [PeRsonAL sk [Eick Leave (Personan ic
D[ & [vAcaTon acaton AC
TI[ 7 [veAmeRUBLC EWERG [WeatheriPubiic Emergency B
T 8 fowse achine Shop General 1.11.5C.001 [ Zz105 3 E
T 9 o achine Shop General 1.11.5C.001 X ZETme s
DI 10 [owse achine Shop General 1.115C.001 jor T8 25
@l
@l 5B
@l [JEE
=l G
@l L
= G
@l L
o ®
[
a|
7
] N
| =] N
Reguiar N B B
Guertime| N 2
Total| N 0. 8
T N ] =
@ Holiday
Signatwre [ ] Leave Approval [
Non-Work Day|

Continue adding lines until the timesheet is complete.

The system will not let you save your timesheet early unless you have non-

work hours charged for the remainder of the timesheet period.
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GSRA’s

e‘ & hitps./misportaldev lab.org Deek TC TemeCollection ms.

P~ &0 X| @ DeltekTime & Bpense wi... % ™

=

Fle Edit View Favortes Took Help

wshelton @ JLAB

'y Time

Self-Service

Administration

£

Deltek

[

After selecting the
appropriate
project(s), scroll
over to the day that e
has white cells
(either the last day
of the timesheet
period or the
Friday before, if the
last day falls on a
weekend)

Note: The total —
percentage must
equal 100

© Timesheet

o T . - '
A8 Open [ Save @ Search gk Prit 7, it [ Loave [ Reverse Tmesheet [ Offine Timeshet

L ——
]

Nates

Status [Wissing

Semslontsy PeiodEntog (W TS 1T

ResseaT ]
e

! }1000]

i Vo

E ] O

Haiday
Leae
on Wosk Day|

If you need to add
cell notes, click on

the notes icon °

e Continue adding lines until the timesheet is complete

The Machine Shop # column is valid only for Machine Shop charges

When you are
finished with the
current day’s
timesheet entry or

er £ hips: mi;paumev;ab.;g Tek

st P+ BOX| B Detek Tme & bpesevit.. )

Fle Edt View Faoites Toos Hep

wsbelon @ JLAB

I Time

Sei-Senice

Adminisirafion

the timesheet is
complete, click on
Save

At the end of the
timesheet period,
click on the sign
button. If your
timesheet passed
all system
validations, The
system will fill in
your name and
Employee ID as an
indication that you
signed your
timesheet

Otherwise, revise
your timesheet,
then save and click
sign again.

imesheet

d QSear-:h R Pt -v Audit -*r Leave _,Renzse Timesheet ;%_na Timesheat '

Y
Employee;
(Class| GraduzieiEvemgt Pescent

g Descrpto pe  MSHOP

fFnancial Systems: 1.88.02002 R

Nates

Stts[isig ]
Semontiy Peid Exing [y 15200

3 fong)

L OO O

|u\|il

K

wv\ 0

Hoidzy
Leae

Mon-Work

The system will not let you save your timesheet early
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€ anm ortaldev jlab.org/DeltekTC/TimeCollect c | |8~ coogle P

& Tme SeifService  Administration F
© Timesheet Record: 1 o
‘ Eroiyee - P o e— Revson(T
e e e — &
. T
2 FRNGE [Sick Leave (Family Members)  FAM
: x Hl::u;nl;elve ‘NDR
S L
M==ES S
{ i ,: )
& S )’ 4
a- i
i BEE
Clssl 77
| B
. ?/ — =
After thetlmesheet/‘ =
is signed, you can || B
click on the e
H | —_—
Current Hour View | =i
button to see | “'II, :

Entered or B e——
Prorated Hours for ' —

A vl
the timesheet - . e
period

e Entered view shows the actual time entered in the blue column on right-hand

\ side of timesheet

| (7 Dekek Time & Expense with Employe... x | 4 |
& Tme | SeitServce | Administration £l2
S
° Timesheet Record: 1 of 1
a— = Current Hour View | Prorated | P — Reveon[i ]
[ T T R — | ™) (EE kL]
1 N Pryscs Mgt Admin: 1.03.01.001 R
7 e =g =
| S oty Leave o
| R ary Dty fFoR
| | e v WG Pay W
! | e fRnce [t Lewve Personal =3
| |7 [vAcaon o Ae
| s [Weatherubic Emergency _ WPE
| () I Q
| [ 0
| (]
| 7
| ol =
| @ b
| =
1 [ O
| i
3
| 7
| £
| =
| ~1—=
| £
| =
| 3
\ =
Tz
Regolr
Gverime |
| Total|
| I- "
|
Haiday
spawe[ S| Leave i N ]
e s b w

e Prorated view shows the hours charged to each project based on the
percentages entered in the blue column on the right-hand side of timesheet
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Zimbre: 4/21 - ] Deltek Time & Expense with Empl ”‘L — - -
Students - r————— o n: = o v »
& e i T
© Timesheet
Afoven B sam @ seaer et T oo [ Reverse Timashest BB orLine imasrst (1] nees J
P —— P o — am '
[Shdenhonbxempt ] Sem-u (heyis20e 4% )
Reqular Hours i o . R T
For each | ¥ [
applicable work =TT — |
project, verify that s 447’ |
a “R” is in the Pay : —
Type column _”
& 15 I ‘
Tab over to the i;;'/
hours and enter P i \
the appropriate # <~ - ‘
of hours for each =
day WTI 7 B I T £ L
‘Hl 108 X € L 108 51
I« o v e o
N — e P —

Note: The
MSHOP# column is
valid only for
Machine Shop
charges

Overtime Hours
Once you have
worked 40 regular
hours in a week,
record any

Firefox v

2 Zimbra: 4/21 - 4/25 ("} Deltek Time & Expense with Employe... x

€ ) @ https;//misportaldevjlab.org/DeltekTC/TimeCollection.msv

wshelton @ JLAB

*

Time Self-Service Administration

© Timesheet

FiE open [ save Q search ggiprint 7 Aucit [ff Leave [T Reverse Timesheet [ Off-Line Timesheet | * Notes

Semi-Monthly Period Ending| May 15, 2014

Employee[

Class [ Student/Non-Exempt

Charge Description PayType MSHOP#

[Financial Systems: 1.08.02.002

additional hours to
the “OST” pay type
If the pay type is
not defaulted in for
your current
project, you can
either type “OST”
in the Pay Type
column or you can
look it up by
clicking on the
magnifying glass
in the Pay Type
column

) ) ) ) )] ) ) ] ) ) =) =) 5] )

5.9

50

<[ . ] (3K

Holday
Leave
Non-Work Day|

T —— Aoproval [
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Pay Type Lookup
Screen

Click on the radio
button in the left-
most column to
highlight the line
that has the
appropriate pay
type

Click on OK

Tab over to the

Dehtek Time & Expense with Employe... X

4 Tme  SeirService  Administration Fl2 o

-

—

|Premium OT
|Regular

white work day
columns and enter
the appropriate #
of OT hours for
each day

| < | Time | Self-Service | Administration |
© Timesheet
P oven [ save Q search JgPrint 7 auat O3 Leave [T Reverse Timesheet (5 Off-Line Timesheet * Notes
Employee ] status[lssng
[Studenthion-Exempt ] Semetontrly Perd Ending[May 15,2014
| 1 [crors inancial Systems: 1.08.02.002 R ERE 100 6 EEE 1
= _ : =
O3
o+
o s
G
I
o @
o s
o
Flls
O =
o =
o =
] 15
o[ 1
w
o[ 1
o
o =
=
o =
O =
o =
o =
T ElE ]
— = ;
< i ] D
Holiday
spawe [ Leave Approval [
Non-Work Day|

Continue adding lines until the timesheet is complete.
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&  Tme

£JDkek Time & perse it mplye. x

Seft-Service | Administration Falul, ()

© T

s.am....m T puon 5 Leave [ Reverse Tmeshoet S orine Timesneat " Notes

1 Em mewsma@m@ MiE
When you are / o e —
finished with the 12 oo p B B O O S o e L L
current day’s 1=
timesheet entry or -
the timesheet is "
complete, click on A
save T
At the end of the =
timesheet period or s
your last work day, S\ =
click on the sign % e Sele e fan 1
button. If your - g —
timesheet passed e (=) - e —

all system
validations, your
name and
employee ID will
populate;

Otherwise, revise
your timesheet,
then save and sign
again.
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Casuals

Reqular Hours
For each

applicable work
project, verify that
a “R” is in the Pa
Type column

Tab over to the
hours and enter
the appropriate #
of hours for each
day

Note: The
MSHOP# column is
valid only for
Machine Shop
charges

Overtime Hours
Once you have
worked 40 regular
hours in a week,
record any
additional hours to
the “OST” pay type
If the pay type is
not defaulted in for
your current
project, you can

R O " O YSRRRReRERREEE:SYE.

" Deltek Time & Expense with Employee S...

€ | @ htps//misportaldev jlab.org/DeltekTC/TimeCollection.msv

wshelion @ JLAB

Self-Service Administration

&% Tme

© Timesheet
0 = - h E T oy ’
pen [ save Q Search g Print T, Audit jE Leave [ Reverse Timesheet [ OfFLine Timesheet | * | Notes

R —
Semi-Monthly Period Ending| Apr 30, 2014

Employee -

Class[CasualNon-Exempt

jcFoace [Accounting: 1.08.02.001 3 0 . 0. 5. 4. 49| 4. 3.
[cFoFs [Financial Sy 2 R B B s. s, 2

< i v

Holday
Leave
Non-Work Day|

B —

« [ il

Approval

{7 Deltek Time & Expense with Employee S...

¢

€ | @ hitps;//misportaldev jlab.org/De

wshelton @ JLAB

Self-Service | Administration

&% Time

© Timesheet
pen [ save Q Search g Print ™, Audit _I;‘\Leave [ Reverse Timesneet [ Off-Line Timesheet || Notes

S T —
Semi-Monthly Period Ending [Apr 30, 2014

Employee PF 14 -

Class[CasualNon-Exempt |

PayType MSHOP# Wed  Thu sat S Mon  Tue  Wed Thu Fri Sat Sun

Charge Description

416 an7 4M9 40 AR\ 4D2 | AR3 A4 AR5 426 4T
Accounting: 1.08.02.001 R 0. 0, 0, 5. 4 4 4 3.

2 [cFoFs [Financial Systems: 1.08.02.002 |R B 5. B B 2.
. 0ST

either type “OST”
in the Pay Type
column or you can
look it up by
clicking on the
magnifying glass
in the Pay Type
column

< I )

A Hoiday
sonawe [ Leave
- | B Non-Work Day|

« [ il

Approval
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Pay Type Lookup
Screen

Click on the radio
button in the left-
most column to
highlight the line
that has the
appropriate pay
type

" Deltek Time & Expense with Employee S...

DeltekTC/Ti

&% Tme | Self-Service Administration |
L I

P X
Y
FieriSotBy D+
— Filter Text | | [ Execute ]
Results
D Name.

© |0 Premium OT
Regular

Click on OK

Tab over to the
white work day
columns and enter
the appropriate #
of OT hours for
each day

-

{7} Deltek Time & Expense with Employee S...

€ a /) jlab.org/DeltekTC/TimeCollecti

4 | Tme | SeftSenvice | Administration
|
© Timesheet
— o o ) —— ¥
save Q search g Print 7, Aucit [} Leave [T Reverse Timesheet [ oftLine Timesneet | * Notes
Employe 2014 - staus[Oper ]
Class|CasualNon-Exempt | ‘Semi-Monthly Period Ending[Apr 30, 2014

1 [cFOACC fAccounting: 1.08.02.001 0. 0. 5. 4 4 4 3.

2 [cFOFs. [Financial Systems: 1.08.02.002 I:_ 4 -, 2.

3 [cFoACC {Accounting: 1.08.02.001 ST EEN

< 1 J 3

Hoiday
soawe [ Leave

Non-Work Day|

Approval [

e Continue adding lines until the timesheet is complete.
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(] Deltek Time & Expense with Employee S...

DeltekTC/TimeCollection.n

wshelon @ JLAB

4 Tme  Seif-Service  Administration

© Tjpm
When you are il R search g Print 7 Aucit £} Leave [T Reverse Timesheet [FE OffLine Timesneet * | Notes
finished with the ' royee | 3 P —

current day’s
timesheet entry or

Class[CasualNon-Exempt Semi-Monthly 30,2014

Charge Description PayType MSHOP#

L]
the timesheet is T Pt T I A————
complete, click on o s @
save 1
At the end of the [
timesheet period or =
your last work day, o
click on the sign N
button. If your N
timesheet passed FON
all system TN
validations, your o= \\ | .
name and — N | .
employee ID will g [ ~w— ol e
populate; — = sl ——

Otherwise, revise
your timesheet,
then save and click
sign again.

£ Deltek Time & Expense with Employee S...

€ @ https ev jlab.org/DeltekTC/TimeCollection.ms;

wshelton @ JLAB

To monitor the
1000 work hour
annual limit for Timesheet

casuals , C lick on P open [ save C Seart it [T} Leave J Reverse Timesheet 58 Off-Line Timesheet | * Notes

L e av e Employee | = Status[Open
Class CasualNon-Exempt | Semi-Monthly Period Ending[ Apr 30, 2014

&%  Time Self-Service  Administration

Charge Description W Tue  Wed  Thu Fri Sat Sun

422 43 A4 45 426 4T

cFoACC [Accounting: 1.08.02.001 3 [ o 0.0 0. B 4 4 4. 3
FOFS. [Financial Systems: 1.08.02.002 |R 5. 5 % B Ex|
cFoace [Accounting: 1.08.02.001 ST [ 30)

=) ) =) = =5

Overtime 39

<[ W 3 B m

Holday

B — spproval [

Non-Work Day|
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This pop-up screen
gives arunning
balance of the
number of work
hours available for
the remainder of
the casual year

Professional
Advancement
Leave

Employees on
approved paid
professional
advancement leave
will charge the
agreed upon
number of hours to
an assighed
project. The hours
and project depend
upon each
division. No non-
productive time
will be charged
while the employee
is on professional
advancement
leave.

ek Time & Expense with Employee S...

jlab. DeltekTC/TimeCollecti

l‘l Time | Self-Service | Administration

This table contains leave (vacation, sick, etc.) that has been taken. It can

| be used to view the dates that the leave was taken and the remainin
balance of that Leave Type.
| Leave Type CasualLeave ~ Balance [ 2359000

| | Apr 16,2014 | Taken

B
Apri7,2014 | Taken
| [ Apr18,2014 | Taken
Apr21,2014 | Taken
Apr22,2014 | Taken
| [T i

. * The leave balance will notinclude any taken transactions that have not been
saved.

« i

e The balance will not be updated with current casual hours worked until the
timesheet is saved

] Deite Tome & Experse wit.. X
@ |B- Googie

€ | P @ hupsymisoortakdey jaborg/DeltekTC TmeCcllection.msv

8 RS | VA Degt of Labor [l Reg Login E8 Income Tax Treaties | 1RS FIRE Logon 858 554 -850 @ Usc1s T Detek Time & Bxpense... | Costocint 7 % CashPro Oriine ) Login - My Ciid Supp.. BE Asap =u

J. Time  Self-Service  Administration F ?

© Timesheet Record: 1 0f 1
!om Hsae strn R Tt _%Lem znmmnmulamuu Timesheet * Notes
Engirss HE Var 31, 2015 g L — R[]
Class [ | [iar 152015 e

COUET [Aoceerator Management 104 04PAL 8 5 5 af g £ O N

al g
—— T
Al

3
a 5
&
@y
e
- []
| e
I
&
e
| "
| o=
®

e L L
Ovartime
E A -
[+ 1 w [
B S— Leoe e S—
Hom- Wik Dy
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CO-0OP Students

[Eile Edit Moew Higtory " Bookmarks " Loors " e/ WA —

T Deitek Time & Expense wit.. x| 8 Zimbra: 3/16 - 3/20 X | Costpoint 70.1-JSA LLC - DO.. X Welcome to CashPro Online X New Tab. * .t
Co-op Students are ¢ & by ¢|@-
no n_exem pt Q VA Dept of Labor Bl iReg Login £l Income Tax Treaties | | IRS FIRE Logon 5 554 - 850 @ USCIS T Deltek Time & Expense... | | Costpoint 7 # CashPro Online W) Login - My Child Supp... B Asap
em ployees th a-t are . Time Sell-senice AJMINSIraton
paid for all hours o
Timesheet
worked, and they o [ @ s e ey 40 T e [ cnue e i
also get Holidays g : - ]
T— e T e —
as they are earned.
Co-op Students are 5:222 qS:.'IuT;;.w.W - :
paid overtime at a :
premium if they -
work in excess of =
40 hours during a =
normal week. =
£
Co-op Students are = s :
also earning credit
from their e . -
university for the
time they spend at
JLab.
. P Time Self-Service
Entrepreneurial
Leave Exempt < © Timesheet
Fi#{ open [ save Q searcn dgiPrint 7, Aucit SJ} Leave [FE Reverse Timesheet [ Off-Line Timesheet ' Notes
0, b © <y €]
M Employee |
ss| EntrepreneurialSalEX/<50% Semi-Monthly Period Ending[Jun 15, 201
Exempt employees @
On entrepreneu”al t ChnreDeschon Pay Type *f;‘nip !‘.;7;)‘) 'g;zexu v;.;‘da 3‘5“” F'l’“ g;hl) Sun 4y l;;’ognﬁ GT;.:?)
. ] 1 [CFOFS [Financial Systems: 1.08.02.002 R 3.0 3. 3. 34 3.0 3. 3
leave working less iz
than 50% at JLab, O .
do not earn =
benefits, nor do T
they accrue &
vacation, sick, 1
holiday or other =
leaves. Vacation ]
leave already W
earned can be ™
] 20
charged. oj—=
] 22
= 23
f 24
] 25
& 26
: 27
Regular 3.0 3.0 3.0 3.0 3.0 3.0 3.
Overtime
Total 3.0 3.0 3.0 3.0 3.0 3.0 3.
<[ 0 ] »
Signature r:ﬁy
Non-Work Day|
< .

JLAB Time Collection Manual — March 2015

Page - 38



Entrepreneurial
Leave Exempt >
50%

Exempt employees
on entrepreneurial
leave working more
than 50% at JLab
earn benefits, and
accrue vacation,
sick, holiday or
other leaves at a
prorated rate.

Entrepreneurial
Leave Non-
Exempt < 50%

Non-exempt
employees on
entrepreneurial
leave working less
than 50% at JLab,
do not earn
benefits, nor do
they accrue
vacation, sick,
holiday or other
leaves. Vacation
already earned can
be charged.

Non-Exempt
employees who
work more than the
assigned number
of hours are paid
straight time
overtime for all
hours up to 40
hours in a week
and premium
overtime for all
hours over 40.

[Eie Edn wiew mﬂry_m.?@ Took e

& Epense- L % B Znbrc 306320
€ F an Jabarg il - |
8BS T VA Dept of Labor B feg Login G Income Tax Trasties | RS FIRE Logon 4 §8A - 850 @ USCIS T Deluek Time & Expense...

X Costpoint TO1-JSALLC-DO. X | Wekome to CashPro Onine X | New Tab X | T etk Time & Epemsewit.. X |

LAl 20 B -3 -]

= 100% +

Costport 7 # Cashire Oriine (B Login - My Chikd Supp.., [ Asap

arith @ 18 [
& Tne  SellSenice  Administabon £l
° Timesheet- Recoret 4 o 4
A oren (B save @ searen g prne 7, e [ e [ everes rmesncet [ otne Tmeshest s
e 3 P E— rsenlz ]
@ ‘Semélloney Benod Endng 07 T 3070 el
1 e
7 Vi Leme oL
T e ity 7
TR e Fersona) 3
S fAcamon acite, 73 7
Ui TR e [FPE
7 s ES TR Casgn 1 De TR TR EIE e (!
| ape WRD Beam Phyics RBD. 104090 E L B )
[
|
1
=l 12
=
" I
=
)
‘Faoua| j ] ﬁ g T B ﬁ W £ 03
oo \ - \ \
Tota 2] L B 1 5i EE 7 kL g
B B T .|

[gie Et Ve Hgany' Bookmaris Tooe| Eep

% | T Dettek Tene & Expense vit.. % | I

L 2% I+

e b Epense - L. X B} Zimbea: 3716 - 320
&) P 8 bps/fmisportaldesabong Deltek ¢/ TimeCollectionms ¢ B- sooge

x Iumim?.mrmuc—m_ x I’W&mﬁh\”zﬁ‘\hﬂhﬁ: X MNewTab

Castpoint 7 # CashPro Online () Login - My Chid Supp... B ASAP

0 RS VA Dept of Labor I iReg Login 0 Income Tax Treaties | IRS FIRE Logun 5 554 - BSO @ SIS TN Delek Time & Expense..

psmith @ LAB
& Tme SeffSenice  Adminisranon F?
© Timeshest Recore. 1 01 1
28 oven B soe @ scareh fgprnt 7 swst [ Leve [ Revese Timesrest 55 0 Teveshest ! holes
5 vel
Empiogee S [IE ssfMssng | Reasmn[1__|
_ Semitionmy e 1 s
PaiTipe| NSHOP# o ve b Su
L] = =
O] tjprowce pooouring 10802001 R a4 20
O] 2frosce Jhccouning 10802001 [ 10
_:ﬁEDTcM [acaton e W I &
o *
ol s
E 6
ol 7
| s
o @
: L
o
o =
E 3
: 1
o ®
E 1%
Regda] a O w n a a 50
Overie| u{
Total| i B # q 4 | # |
. V
- Holiday -
sac[ 8 Leae | I ]
Mon-tiori:Day|
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Entrepreneurial
Leave Non-
Exempt > 50%

Non-Exempt
employees on
entrepreneurial
leave working more
than 50% at JLab
earn benefits, and
accrue vacation,
sick, holiday or
other leaves at a
prorated rate.

Non-Exempt
employees who
work more than the
assigned number
of hours are paid
straight time
overtime for all
hours up to 40
hours in a week
and premium
overtime for all
hours over 40.

CALL-IN TIME
(Non-Exempts
Only)

Call-In Time
Worked

To record call-in
time actually
worked, Enter the
project on which
you were called in

Either enter the
appropriate pay
type or click on the
magnifying glass
in the Pay Type
column to look it
up

Record call-in

hours worked on »*”

the correct day

% | Cosprint TOLSAIIC-DO. X # Wekometo Costfro Orlive X NewTab

% I Detee Time & Epenseit. X |

€| B & repsjmisporticey oo Dete MmeColecion.ms ¢ PE¥ 4 U1E =
@ BS VA Dent of Labor T Reg Login & Income Tax Tresties ! IS FRE Logon 554 - 850 @ USCt5 T Deftek Time & pense... _ Costoint 7 4 CashPro Orifne {1 Login - Wy Crd Sugp... B asap - 0w+
jpenith @ JLAB Deltek
4 Tme SeffSenice  Adminishiation F? (V]
° Timesheat Recond 1 07 1
o e @ search @ prnt ™t [T Leave T8 meverse Tmesheet BB ot Lne " s
'-E-Vpen ES“‘E Qmu,n‘>1n| gt Lfj teave T8 Reverse Tmeshest 08 0 e Tmestest | otes:
Empiyes G_ _ - AL S Stalss | Mssing Rewsion[1
<D E L]
0 0
: Accouriing 1.08.02001 R ] & & 8 B 1 i
- fnancid Systems: 10802002 R
: ickLeave (Family Members) Al
: Hoiiday Leave Hou
: ickLeave (Personal) BIC kL
: caton [ [T ]
T| 7|ereeiceuniieanepuicemergeny e El
: apacc Accourfing 1.08:02001 or 2
o e
: 0
: fn
: 12
: 1
: |
A
: 16
Regular| EL| al al El EL| [T EL| al & al
Overime | 2
Total| EL | al al 10 EL | &g EL | al & al
" \
e — e ——

Detek Time & Expense with Employee

portaldey jlab.org Deltek

- e | Seif-Service  Administration s
© Timesheet
M open [ save @ searcn Jgprint 7, auat L Leave T Reverse Timesneet [T oftLine Timeshest " Notes
Enpboyee(< ] L — Revision|
T | Semionthly [y e 2070 ]
T o 0 0
P [Fmancel Systems. 1.08.02 00 o o s s aq & B
= ) [rsncarsystems 108024 JoT 7
3
~ s o
5 7 > -
5 o
7
2 7
2 > -
L > -
i
2 >
B
15 ’
7
i > -
i >
L P> -
20 >
2 >
2 >
2 >
- [
Regun g I %9 & & B
| [ | [ | | L
Wl | lq lq l.q Lq B.q 10
B | &
Haikiay
R ] I Leave Approval
Hon-Work Day|
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Pay Type Lookup
screen

Highlight the

l‘l Time | Seif-Service Administration

[ro ooy — — g
| Fiter
FilteriSotBy 1D~
Filter Text | | [Execute ]

| Results

©

CIN

Call-in Time (Not-Worked)

©

HLO

Holiday Owl

©

appropriate pay
type

HLS

Holiday Swing

©

Color Y

Holiday

Overtime from TC

©

Overtime Owl from TC

|ots
lo

Overtime Swing from TC

Click on OK

Call-In Time not

Worked

To record call-in
hours not worked

On a separate
timesheet line,
enter the project
on which you were
called in

Either enter CIN in
the Pay Type
column or click on
the magnifying
glass in the Pay
Type column to
look it up

Highlight the on””

Call-In Time (Not
Worked) line

Click on OK

Sacu
A': 0K> _Cancel
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[T

{7 Deltek Time & Expense with Employee S...
€ @ hitps:

wshelton @ JLAB

& Time Self-Service Administration

© Timesheet
o - R 5 R .
P open [ save @ search JgiPrint 7 Audit O3 Leave [ Reverse Timesneet [ OffLine Timesheet | * Notes

ngoyee ] L —
cl ifNon-Exempt Semi! ly [May 15,2014

Charge Description PayType MSHOP# Thuly  Fridy Mon® Tueld wedd Thud Fi® Sat® Sl Mond Tue

501 52 55 S ST 8B S®  SMO 51 sM2 Sm3

[cFors Financial Systems: 1.08.02.002 R 0 0 8. 8. 8. 8. 8

FOFS [Financial Systems: 1.08.02.002 lﬂ \ 1.9 ‘
[cFors [Financial Systems: 1.08.02.002 [cN 0

Record the call-in
hours to be paid

(up to two) that = :
were not worked

(] (] ] ||| )

| ) ) ) ) ] ) ) ) ] ] ) ) ) 5]
3|

£
H
Ll
@
2
@
5|
@

o
il
1
i
i

lel |e
I
I
B

< ) KT i

Holiday

Non-Work Day|

e The CIN pay type is used only if an employee is called in to work and works
less than the two hour minimum that is paid for call-ins.
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RECORDING LEAVES

Deltek Time & Expense with EmployeesS... | + |

€ ) @ https;//misportaldev.jlab.org/DeltekTC/TimeCollection.msv

ime ervice ministration
| IT \Selfs' lAd"tt' |

When you drill
down into the
Leave charge
branch under the
Jefferson Lab
charge tree, you
will see any leave
options available
to you

| Charge Lookup =

Select a charge from the list of available charges. To make a different selection, drill back up to a higher level.

(C1Charge Trees
| | &0 Jefferson Lab
B4 Leave

Holiday Swing HOLIDAY SWING

Investigative Leave INVESTIGATIVE

Jury Duty JURY DUTY

Leave Without Pay LEAVE WITHOUT PAY

Military Leave MILITARY.LEAVE

Sick Leave (Family Members) FAMILY SICK

Sick Leave (Personal) PERSONAL SICK

Vacation VACATION

Vacation Donated to Employee VACATION DONATED

Vacation Purchased by Employee VACATION PURCHASED
" J »

[ o o o o

| Addto Timesheet | [ Close | | <Previous |[ Next> |

M4 | Tme | SeiiSevice | Adminsiraton i),
I

Vacation

Select the Vacation
checkbox

Then click Add to
Timesheet \

Select a charge from the list of available charges. To make a diflrent selection, dril back up 1o a higher level

=)
e
| | Bateae

Jury Duty

Leave Without Pay

Miltary Leave

Sick Leave (Family hembers)
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M | Tme | SeiiService | Adminiiraton Fil

Vacation
Donated to

Employee

This leave must be
charged in full BB S hom bt o st hores. o ok s s, ko g
hour increments B
and is only

available to those
employees who

have been

approved through

the Leave Donation
Program. To

charge, select the =
Vacation Donated

to Employee
checkbox.

[ @[I];‘—Hwnuwn

Then click Add to
Timesheet

Vacation AT
Purchased by @ e | seisene | Admosain YT

Employee

Purchased
vacation is
available for use
only from May 1%

Slct charg o the it o sl chrges: To make s et slcton, i backup 0 g o
through September —

30" of the year e

purchased. During

this period,

purchased

vacation leave e Loaw Garbiomoes

1| Sick Leave (Personal)

must be used
before regular
vacation accruals.
To charge, select =T
the Vacation
Purchased by
Employee
checkbox

Then click Add to *~]
Timesheet
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Weather/Public
Emergency

M | Tme | SeiiService | Adminiiraton

Deltek

£l 210,

Select the Weather/
Public Emergency
checkbox

Then click Add to

Timesheet \

Weather/Public
Emergency use is
only authorized
when instructed by
Human Resources
or the Chief
Financial Officer

groups

Select a charge from the list of available charges. To make a diflerent selection, dril back up 1o a higher level.

| | Cacharge Troes

&

a
B Leave

1] Jury Daty

Leave Without Pay

| witary Leave

Leave (Family Members)

Civic Leave

If you choose Civic

Time | Self-Service
I & L I L

Administration |

Leave, you will be
required to enter a
comment

If you do not enter
a comment, you
will receive this =
error message
when saving your
timesheet

Note: You will not
be able to save
your timesheet
until you enter a
comment

- |Line 2-May1,2014

Save Timesheet

These are warnings and/or errors that the employee will see when they save their

| timesheet. Depending on company policy. they may need to be resolved before the
| process can continue.

This timesheet did not pass one or more validations. Listed below are warnings or errors that

| occurred. Saving of the Timesheet can continue with wamings, but any errors must be corrected

before the save can continue.

| Warnings

The following charge(s) require comment

Civic Leave should be charged for the United Way Day of Caring and Human
Resources Director approved Rescue and Disaster Recovery only.
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Firefox v

Deltek Time & Expense with Employee S...

‘misportaldev.jlab.org/DeltekTC/TimeCollection.msv

| < | Time | Self-Service | Administration |
To insert a © Timesheet
comment P oven [ save @ searcn ggyPrint 7, auait A} Leave [T Reverse Timesheet [ Of-Line Timesneet | Notes
B | status
C“Ck on the Ce” Class [Salary/ShiftNon-Exempt ] it P e RS
that requires a -
1 OFS [Financial Systems: 1.08.02.002
comment T - B P YT ) C ERECED |
| 3
Click on notes icon &
in the cell s
o
o =
; 10
; 1
& 12
E
14
15
16
17
B
2
20
(@
[ 2
o =
& 24
Regular| 59
Gvertime
= —
< 1 | RN I,
Holiday
snawre [ Leave
Non-Work Day|

&  Tme | SelfService  Administration F 2

]
‘These are the comments that were entered for the selected timesheet
cell

United Way Day of Caringl

Type your
comment

Click OK = |
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Leave Without

Self-Service |
I

Administration

Pay

Leave without pay
should not be
charged until all
vacation leave is
exhausted, except
when an employee
ison STD, LTD,
disciplinary leave,
or the end of year
lab shutdown

If you try to charge
leave without pay,
except in the above
instances, you will
receive this error
when you sign

your timesheet
Click Close /

Revise your

-

must be corrected before signing can continue.

| Warnings.

Sign Timesheet 1]

Process can continue. -
| This timesheet did not pass one or more validations. Listed below are warnings or
errors that occurred. Timesheet signing can continue with warnings, but any errors

. —
Cannot charge LWOP unless vacation is exhausted for Apr 17, 2014 )

timesheet, then
save and sign

& Tme  SelfService  Administration

Jury Duty

Charge any time
spent serving as a
juror to Jury Duty

DOE Witness

Charge the

Witness for DOE or
Other Fed Agency
if you are ever
subpoenaed to

y A

)| Sick Leave (Family Members)
| siex Leave (Personal)

(1| vacation

A \

testify for DOE or

Vacation Purchased by Employee

[ —

g—— e
R[] Winess for DOE or Otmer Fed Agency_ )
g

another Federal
Agency

e If you are subpoenaed to testify for any other case, not related to DOE, this
time should be charged to vacation
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Investigative

& Tme  SeffSenice

Administration Ll O

Leave

Note: Investigative
leave is used only AN
when instructed by
Human Resources

Select a charge from the list of available charges. To make a diferent selection, dril back up to a highr level.

Jury Duty
Leave Without Pay

Mty Loave
Sick Leave (Family Members)
Sick Leave (Perzonal)

B ) ) T ) 5 ) )

Addlo Timesheet | [ Close | | <Previous

& Tme  SeifService

Administration £l O

Sick Leave
(Personal)

For your own
iliness or doctor’s
appointment,
select Sick Leave
(Personal) ———w_]

Then click Add to
Timesheet

Select a charge from the list of available charges. To make a diferent selection, dril back up to a highe level.

Jeflerson Lab
S Leave

Bereavement Leave

([Close ] [ <Previous || Next>
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Family Sick

Charge sick leave
taken to care for an
immediate family
member to the
Family Sick charge
code (up to 5 days
per occurrence,
unless on FMLA
for a family
member. This line
is not to be used
for personal FMLA
hours.) Any entry
to this charge code
requires a cell
comment stating
the relationship of
the sick family
member

Enter the cell
comment; enter the

"’ Deltek Time & Expense with Employee S...

@ https://misportaldev jlab.org/DeltekTC/TimeCollection.msv

| @ Tme  SeftSevice Administraton | |t
© Timesheet
P open [ save Q search g Print 7, auait [ Leave [ Reverse Timesneet (TR OffLine Timesheet | * Notes
Employee[SH ] satus[Open ] Revi
] Semi-Monthy 30,2014
1 [cFOFS.
2 [PERSONAL SICK [Sick Leave (Personal) 8.0
M 3 [VACATION [Vacation jvac EX 1.0 0.
- 4 |LEAVE WITHOUT PAY [Leave Without Pay fLwp 7.
T 5 [AMLY sick [Sick Leave (Family Members)  [FAM S 40|
& G
A 7
&
& [
™
i
=
= =
&
R
o ®
@l [
T ®
@l [
= e
g2
2
£
‘Regular T eq &9 g EEEE 59 59 |
[<1 i ] DK w 3
Holiday
] | Leave aproval [
Non-Work Day|

Note: Immediate family includes parents, spouse, children, siblings, parents-
in-law, stepparents, stepchildren, grandparents, or other related persons
living in the household of the employee

name of the family
member that was
sick.

Click on OK

These are the comments that were entered for the selected timesheet

> J

JLAB Time Collection Manual — March 2015

Page - 49



Detek Time & Expense with Employee S...

Bereavement & a
L eave “ n T| Self-Service  Administration £Lilu2 O

Up to three days © Timeshest
leave will be AR oven (B sove @ soach fgprnt T Aot £ Looe [ Ravrs st o na imesnest (7] Ntes

Emphoyee[St ] Status[Open | Revson[d__|
granted for the N — ety EEE————————— a8
death of a member W I ; mt i i e - i
of the employee’s s Frre 1 I o -
immediate family. o e iy oo L 7
Bereavement leave - o S £

is granted on an as D
needed basis and -
is not an earned =
leave. a

]
5]

Any entry to this 5
charge code =
requires a cell ] = L B ST
comment stating
the relationship of S = —
the deceased e

family member

e Note: Immediate family includes parents, spouse, children, siblings, parents-
in-law, stepparents, stepchildren, grandparents, or other related persons
living in the household of the employee

Fireto > !
£ Deltek Timie @ Exprense with Employes S

€ | @ hitps;//misportaldevjlab.org/Del

wshelton @ JLAB

4 Tme  SelfService  Administration Fl.2

Ml | |tary Leave © Timesheet

. . ﬂEOpen Hsae Qsearm SR Print Toudt %Lene [T Reverse Timesheet [T OffLine Timesheet * Notes

Military leave is trvore[ \ o C— revsen (]
- 1S ; ] B - —

granted to eligible

Charge Description PayType MSHOP# wecd) Thull Fid Satd S Mo Tuedd weed Thu Fid Satd S Mond Charge
417 4N8  4M9 4RO | 4D\ 422 AR3  4D4 405 416 27 428 ot

members of the e — o T T

U n i t ed St ateS PTCSAOTx: SICK S:;:.:ve (Personal) s:c - - 5 8. 723

Reserve Forces or T s W : o
. [pereavement Leave [BRV D D

the National Guard RvIERvE —— T I R

when called to
active duty

Employees who
charge military
leave must provide
Payroll with a copy
of their LES at the
first available

e ]

o

1
B

3

T

5

B

7

B

B

0

i

2

3

)

15

16

7

18

19

20

21

2

23
Regular|
vertime |
Total

. ‘ n‘ lﬂ' 511 !q 6!‘1 8l nol EX| EX 0|
opportunity, so _ D K 0 5
that the basic S E— o | e— |

military pay may be
deducted from
their check
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Holiday

Holidays are
highlighted in
yellow on
employee
timesheets

Click on the cell for
those days and
enter the
appropriate hours

Holiday hours
must be recorded
on the actual
holiday except for
full-time exempt
personnel who
were required to
work the entire
holiday

In this case only,
exempt personnel
are eligible for a
floating holiday

To record his/her
time, the
individual’s
schedule must be
changed to reflect
the new holiday

€ &

(P B S
[ ek Time & e e [
[ talde: jabiorg Deltek </ TameCallction. e |[B- Googie

S ®

5 m-

Deltek

£.4.2

+ n

[}

Tme  SeffSevce | Adminstration
© Timesheet
AB oven [ s @ seacn dgprnt T ot L oave [ Revese Timesnest J orine st | nots
e I | i [ M Revaon[T ]
P —— B —— |
Vfrors nanclSysens. 10802002
= pemsom s ok Leavs (Persooa =
= ) Q ey emve oL
T
)
]
7
v
5
--
o
B
i
=
=
i
i
=
7
£l
)
==
=
u
)
=
ou
| e —|
= S @ 8
| () Deltek Time & Expense with Employeess. | +
€a R ST Tk ctan ¢ |[@- coogic s D4 R
- Self-Sevie | Adminstraton El2llO
© Timesheet
P oren (5 s @ seacn fgpree Tt L Lewe [ Revese st i ortine Timashest (1 oes
L | e [ E— | Revson[T ]
B e ——

B L T . — ]

-
p—r
B s eon e
B oo oo = 5
i
5
v
T
= O
5
%
W
o
5
=
=
%
=
]
2
==
]
=
=
Reguls | 8
= 0
o | 2
—
e — s P —
Fy

Please refer to the floating holiday policy for more detail
Use the Contact Us link under the help? to request a change in schedule
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Short Term
Disability

Short term
disability (STD) is
insurance
purchased by the
employee. STD
pays 66.67% of an
employee’s salary
up to an
established cap.

Employees may
elect to
supplement STD
by using Sick and
Vacation time to
end with the
equivalent of their
normal pay.

If a full time
employee
supplements the
STD, 5.3 hours per
day is charged to
LWOP and the
remaining 2.7
hours are charged
to Sick until the
Sick balance is 0.0
at which time the
2.7 hours are
charged to
Vacation until the
vacation hours are
exhausted. At this
time the entire 8.0
is charged to
LWOP until the
employee returns
from STD or
transfers to Long
Term Disability

Semuony PebdEnsng[m 2o g

ﬂunz!====ﬁ=353=-wuwh

I\ux

gl

i
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RECORDING FAMILY MEDICAL LEAVE ACT (FMLA) TIME

Click on the clock
for any day for
which you have

e
|| THDettek Time & Expense with Employees... | # |

€] B rips/imipora Jobony DeReETC TmeCollecionimer

@ Tme SeitSevice  Adminstiation

© Timesheet

Empoyee|

approved FMLA
hours

Enter any personal
FMLA hours

separately from

family FMLA hours

In the comments
section, enter the
identifying number
given to you by
Occupational
Medicine

AE{ooen (5 save @ searen dgpren 7, asat [ Lowe [ R Tesnast (g omiine Tenesnest *
——

Coss[Somnyremgwlaty ]

Notes

Ik

-

Dateln May1, 2004 ~
Date Ot Uay 1, 2004 +

e Disregard the Time In and Time Out information on the right hand side of the
Time In/Out pop-up box
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You will receive
this error message
when you try to
sign your
timesheet if you
have not entered
the FMLA case
number

o For exempt personnel, you may have FMLA hours to record, but you may not
have any sick leave recorded (i.e. Doctor’s appointment)
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OTHER TIMESHEET LINE OPTIONS

(Copy, Delete, Reset, and Reverse)

To Copyaline

Click the box /

beside the line you
wish to copy

Click on Copy Line

To Delete a Line

Click the box
beside the line you
wish to delete

Click on Delete
Line

|3 etk Time & Bxpense with Employeess. | + |

€ ) @ hitps://misportaldev.jlab.org/DeltekTC/Timet

4 Tme SeifService  Administration

© Timesheet
- - - ; ] B8 o4 '
P8 open B save Q search giPrint 7 Audit (] Leave [T Reverse Timesheet (5% OftLine Timesheet | * | Notes

Employee[SF ] Status

] Semi-Honthly Period Ending [May 15, 2014

peite Line | Reset Line | | Reverse Lie | [ Add Line o Favortes |
Charge Description PayType MSHOP# T Fi®  Satd Sund Mondd Tued) Weddd Thul) Fid Satd Sund Mond Tuedd wedd)
s se so se S5 Se S se S8 si0 s Si2 S S

9

lcFoFs [Financial Systems: 1.08.02.002
[PERSONAL SICK [Sick Leave (Personal) [sc

(] ) | | |

Overtime, [
Total| \
m ] DIET in,

Hoiday

Non-Work Day|

{7} Deltek Ti ense with Employee S.

wshelton @ JLAB

4 Time SelfService | Administration

© Timesheet
T open [ save Q search g Print 7, Audit IR Leave [T Reverse Timesheet [T OffLine Timesneet | * | Notes
Employee < — ] i LT —
Jass ] Semifonthy Period Ending [May 152018
Copy e | Do e Yresetine] [Reverseiine]

op T a 0 T 0 T T 5 satd) 0 T T

[cFoFs. [Financial Systems: 1.08.02.002 R
IPERSONAL SICK ick Leave (Personal) [sic
[cFoFs. [Financial Systems: 1.08.02.002 R

)| 1] [

|6

[

) ][] [ )

(5] ]| | ]

< m OEW

Holday

sgawe [ Leave Approval

Non-Work Day|

e If you have not already saved the selected line, the delete function will

remove the entire line, including cell comments

e If you have already saved the selected line, the delete function will zero out

the entered values and make cell comments null
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To Reset a Line

Click the box
b(_eS|detheI|ne you
wish to reset

Click on Reset Line

J {} Deltek Time & Expense with Employee S... | +

portaldevjlab.org/DeltekTC/TimeCollection.msv

Time Self-Service Administration

© Timesheet
FiE open ] save @ searcn g, Print

Employee[SH
ci

] B o v
(25 Reverse Timesheet (78 OfF-Line Timesheet

) A e —
Semi-Monthly Period Ending| May 15, 2014

Notes

Auait [ Leave

cempt/Daily

erse Line | [ Add Line to Favories.

qe Descrip ay Typ op. 0

ResetLne

0 T T 0 on i) 0

[cFoFs’
[FERSONAL 5ICK

[Financial Systems: 1.08.02.002

[Sick Leave (Personal)

o
—p

(] ) ) ) )

]|

(] [ ) ]

]

el |

< .

& B

Holiday
Leave
Non-Work Day|

sonawe [ Approval

To Reverse a
Line

Click the box

beside the line you ==

wish to reverse

Click on Reverse
Line

¢ If you have not already saved the selected line, the reset function will
completely remove the entire line, including cell comments
e If you have already saved the selected line, the reset function will reset the
line to the previous values found in the database
e
Jr J Distbak Tira G Brperss with: Employss Sus ’T]
4 ) @ https//misportaldevjlab.org/DeltekTC/TimeCollection.m: |- Google
ar Time Self-Service Administration
@ Timesheet
¥ oven (] save @ search g Print T, Auait 8fj Leave [T Reverse Timesneet [T oft-Line Timesheet | *| Notes
Employee [SH ] Status (s
Closs [Sainryi Somk-Monthly Period Ending[fiay 15,2014
\.ééWﬂn?HP-menTﬂ’@fl [ Roverse Line ﬁqq.L.m.-..laf-.ze{eeeJ : =
L [
16
18
;
[ 23
Regular | X X
Total it — , 2= 2 X
e — E"Mwyk = A [

e We do not recommend using the reverse line function.
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A new line is
created showing
negative hours to
offset the
corresponding
charges

£ Deltek Time & Expense with Employee 5.

jlab.org/DeltekTC/TimeCollection.ms\

wshetton @ JLAB

&% Tme Self-Service Administration

© Timesheet
FiE open [ save Q@ searcn ggiPrint 7, Audit AR Leave [T Reverse Timesheet [ OffLine Timesheet | * Notes

Status [Missing
‘SemiMonthly Period Ending[May 15, 2014

Employee[SI ]

Class| ]

Charge Description PayType MSHOP# Satdy Sundy Honddy Weddy Satdy Sundy Mondy
! si4 515 9

53 50 S 52
FOFS [Financial Systems: 1.08.02.002 R
[PERSONAL SIcK [Sick Leave (Personal) fsic B B

[PERSONAL SICK

[Sick Leave (Personal) sic EX 5.

0

(] ) | | |

i

« m ] B i

Holiday

R E—

Non-Work Day|

Approval

¢ When the timesheet is saved, you will have to provide a revision explanation
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Managing Favorites

\ 3 Deltek Time & Expense with Employee S... | 4

€ @ htpey/misportaidey jlab.org/Deltek eCallection.n | (@~ oo
‘ Time Sell-Service Administration
Add a Charqe © Timesheet
- P8 open Hsoe Qsearcn Pt T muot [ Leave [T Reverss Timesnest [ ofidine Timesheet | *| Notes
% Empoyee[SH ] L O a—
Class| xempuDaly _— ] Semk-Hontyy WMeyis 200
To add a charge [Gopy e [Dote e [Fosstne| [Foverss Lod Ada Lre o Favaries .
line to your g Prance Sy 006208 T
favorites e e e =
] y 4
. [ y 4
Click on the left- / =
most check box to W
select the line you —fi
. "
wish to add e
’ &
Click on Add / =
Line to Favorites —+—
=
j 21
2
2
—=|
Overtime,
Total
l. . ¥ Je 0
B — E:T: . | —
s@r®
Delek Time & Expense with Employees-. | + |
(€ am sdexjiob ony DT TimeColloct c|@- I - R A
4 Tme SelrSenice  Administration F ? »
View Favorites |
© Timesheet
| | Eopen Bsae @ sewen et T st [ Lone [ Revrse Timosheot [ OFding st " Hoes
e T — | R L — Revson[1_]
N e — B e ——— T

To view Favorites,

click on the l

magnifying glass |

in the project field =

[ ]
ﬂnan‘u!s

|
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Charge Lookup
Screen

| charge Lookup

Select the charge that you want to use by driling down through each charge. You can fite the results by
entering a value in the Filter Text box
Filter

FiterBy Project
Fitter Text |

SortBy Description

Drill down to the
next level by
clicking on the
plus sign beside
Favorites

 Deltek Time & Expense with Employee S..

& Tme SeliService | Administration A AWC)

This is a lst of those charges that you have identified as a Favorite. Please select one to use or drill back up.
‘make a diflerent selection

C1Charge Trees
S
[ i Load [ proeat PayType | MSHOP#
. 28] bbbt e e R
Click on the Load o oo vouow o
. [T JxLeave (Family Members) FAMILY SICK FAM
box beside any N T —
[ fpeation VACATION VAC
charges that you
wish to appear on
every timesheet i) Y s Twowa] [‘Owatonovoms”] ()

Click on Update =

JLAB Time Collection Manual — March 2015 Page - 59



{] Deltek Time & Expense with Employee S...

€ a TC/TimeCollecti 77 v & |[B- coogie

Add a Line \‘l Tme | SeffService | Administration
From Favorites
If you want to add

aline from
i
favorites to your %
This is a list of those charges that you have identified as a Favorite. Please select one to use or drill back up

timesheet for one to make a diflerent selection
period only, o
Click the left-most
check box on the (I e Pracet | paytie | wswops

. . | 1| [ Financial Systems: 1.08.02.002 CFOFS
line you wish to oty Loavo oAy oL

dd ] Sick Leave (Family Members) FAMILY SICK FAM
a []  Sick Leave (Personal) PERSONAL SICK sic
Click Add to st el o

Timesheet

wv te | | Addto Timeshest , Delete from Favorites | [ Close

Delete aLine B

From Favorites

If you want to

delete aline from | T st hose chrges i e hv enid 3 Pt s st na o v or i bckup
favorites, e T
Click the left-most
box on the line you R
wish to delete, e
N _L—] w ‘snunmm) .Fsmw.sx ‘SK:
Click on Delete | [T El 5 e vomon e
From Favorites

Click on Close Ui | | o T O o oSy G ]
when finished
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Correcting Timesheets

Click on Reverse
Timesheet to
correct a timesheet
that has already
been processed

Once you have
clicked to reverse
the timesheet, you
will see lines with
negatives values
that completely
reverse the
processed
timesheet hours

Then the timesheet
will display for
editing the same
timesheet lines and
hours as on the
processed
timesheet

/

| Dettek Time & Expense with Employee ... | + | -
€ a w> sy s
| & Tme SerService  Administration y
i
i
© Timesheet

J; Of-Line Timesheet * Notes

B open [ save @ search Pt T,
gy —

75,2014

nancial Systems: 1.08.02 002
JFRwGE 55k Leave (Personal) 5C O
JACATION Nacation AC

EHEEEHEE
ﬂlﬁlﬂ!ﬁﬂ!ﬂ;ﬁ

i

2]
o
2l
12l
o
12|
2]
2]
=
2]
=
2l
12l

e Processed timesheet hours will show in blue and cannot be edited
e Only the six previous timesheet periods will be open for corrections

@ Tme SefSevice  Administration Eile2
© Timesheet
A oven B s @ seaen Ty v g Loove [ evers rimasnest GO ne imsht ] s
npoe S ] - S—| revsen(T ]
] Wy 15,2014 I

¥ Financial Systems: 1.08.02.002 E
[z St Leave (Persona) 3 O _*
3 vacanon /acation JAC
e Toaz L L A
5 FRNGE [5ick Leave (Personal) =3 -
s o = =
7 [crors Financial Systems: 10802002 R 8. 8 8 8 8 EE | 84 (L 8
= S e «
9 VacaTION /acaton /AC
0 &
n
T 2
- 13
W
15
=I®
] ”
o=
] 19
=
=] 21
] 2
] &
il 2%
] 5
%
27
T =
] s I
| o | |
i L S L S S N |
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ime & Expense with Employee S...

€ ) @ hipw/misporaldesabog/DeRek TC/TimeColectionmev

M | Tme  SeltServce  Admaisiration F ?
Enter the correct
information usin © Tinpmmg
0 qt on using LY G [TT Ty Y IS Ep—_—p
the pOSltlve A - — ] . — Reveon[T ]
: e ——— , L —
numbers in black. e
If you need to — s e e
change your e S : =
charged hoursto a 5 :i;im s.,;.i’:n..?‘“”% T T M s =
new project, just s ke ——1 e :
remove the hours ,'—;,-_;.r“‘*"" presen i -
from the incorrect : E
project, enter the st
new project on the i
first blank row and iﬁl
Wi
enter the hours for =
the new project
Click on Save = : ‘.4 A e ~ :
when finished - — -
T " v N —— - @ =
] Dtk Time & Expense with Employee ... | + | — —— —
€ & hps//misporaicey aborg Dot c|@ VAR <A B
The system _ PR

provides an audit
of all timesheet
revisions and
corrections

This table contains information regarding any changes that were made 1o the

timeshset. An explanation may be required. depending on company requisements.

Revsion 2

[timemo|  Date | Proect | Acccount| [Revis -
4 CFOFS  5039-001 | Financial Systems: 1.08.02.002 Addec ™

4 Apr1. 2014 |cFoFs  5030-001 |Financial Systems: 1.08.02.002 Addec

4/ Apr2.2014 | CFOFS  5039-001 | Financial Systems: 1.08 02.002| Addec

4/ Apr3.2014 |CFOFS 5039001 | Financial Systems: 108.02002 Addet. | =

4 Apr4. 204 |CFOFS 5039001 | Financial Systems: 1.08.02002 Addec

. "] v

FEnation
[Charge Vacation instead of Sjck

Input the reason
forthejumesheet ' =
correction

e For audit purposes, this reason has to be valid

e Since the system maintains an audit of all revision and correction
explanations, these comments will be viewable by all those with rights
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AUDIT LOG

The upper right-
hand corner of the
timesheet displays
the revision #

If the timesheet
has not been
revised at all, it will
display revision 1

Click on audit to
view the audit log

The Revision Audit
pop-up box shows
any revisions
and/or corrections
made to the
timesheet and the
corresponding
reason(s)

Sighature and
approval
information also
can be viewed
through Audit

f Tme SelfService | AmTTETS

—

——
© Timesheet
A oven B sae @ sexrcn Jgb it Wi Loave [T Reverse Timesheet [T OfiLine Timesnaet | * Notes
Employee(S
cons
1 nancisl Systems: 108.02002 R 8! 8 8 8 8
= [5ok Lowve Gorsonan =
o = e
I Francar Sysiens: 1 80200 |1 3 e 34 & =
frce 5 Laave (oo e
s = fiac
= L I T
Y 1 o= e
I e frcamon
=
D
] 12|
N 2
"
15 |
16|
7]
)
I
=
—
] 2
El
£
: 25|
1=
[ o] T g
e 1
i G 5 |
It vl
‘ i

&  Tme SersService = Administration

This tabe contains information regarding any changes that were made to the
timeshest. 1t is used to view information such as who made the change and what the
change was.

Revision 2 +

¥ FRINGE ¥ TT0-200 TSR T LY
8| Apr8.2014 |FRINGE  4110-200 | Sick Leave (Personal) Added

8| Apr 14,2014 [FRINGE | 4110-200 | Sick Leave (Personal) Adzed
9 |VACATION 2440001 | Vacation Added -

Charge Vacation nstead of Sick
Explanation

Signed By
Date Signed
Approved By

Date Approved
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LEAVE BALANCES

& Tme  Seit-Service

© Timesheet

To view leave Aonen s Q soae g

information, click ==
on Leave

7] Reverse Timesheet (3% Of-Line Timesheat * | Notes

Leave pop-up

screen PrEepr—

Click on the
dropdown arrow
beside Leave Type
and select which
leave you want to
view

This table contains leave (vacation, sick, etc ) that has been taken. ft can [~

be used to view the dates that the leave was taken and the remaining
balance of that Leave Type,

- Baance [ 80000
SiCK = - 4
DRI 5o I a3l
Jul4,2013 | ASTURT 50000 g
Jui4.2013 | Taven 80000
S6p2,2013 | Accrued | 80000 Labor Day
Sep2,2013 | Taken |-80000
qr— - it | v
saved
—_—
[ i ,
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Holidays

The leave pop-up
screen will display
holiday balances
as well as posted
holidays and hours
taken for the
current calendar
year

Holiday hours
taken will be
deducted from the
holiday balance
when the timesheet
is saved

Sick Leave

The leave pop-up
screen will display
leave balances as
well as accruals
and hours taken for
the current
calendar year

Leave hours taken
will be deducted
from the running
leave balance when
the timesheet is
saved

| This table contains leave (vacation, sick. etc ) that has been taken. it can
| be used to iew the dates that the leave was taken and the remaining

| batance of that Leave Type

LeaveType Holiday v Balance. 80000

Jan1,2014_| Adustment | 53000  Emp on STD. only liible for 27 hotid ~
112014 | Taken | 27000

220,014 | Accrued__| 80000 Martn Luther King Day
121202014 | Taken 80000

W3y 26,2014 | Adustment | 80000 Wemarial Day

a

i i v

| saved
P —

. i -

ek Time & Expense with EmployeesS.. | + |

&%  Tme Self-Service Administration
I | I I I

| This table contains leave (vacation, sick, etc.) that has been taken. It can
be used to view the dates that the leave was taken and the remaining
| balance of that Leave Type.

LeaveType SICK v Balance [ 101.9900

| |Apre.2014 | Taken ~4.5000| Doppler Study and follow on

Apr14,2014 | Taken
| | Apr 15,2014 | Accrued

| | Apr2s,2014 [ Taken
| [<T 0

| [Aere,2014 | Taken 45000 Doppler Study and follow on |

| * Theleave balance will not include any taken transactions that have not been
| saved.

i i
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Vacation

The leave pop-up
screen will display
leave balances as
well as accruals
and hours taken for
the current
calendar year

Leave hours taken
will be deducted
from the running
leave balance when
the timesheet is
saved

¥ Time 8 Eigense with Employes Ss

KTC/TimeCollect]

| Sel-Service

Administration

| This table contains leave (vacation, sick, etc.) that has been taken. It can
be used to view the dates that the leave was taken and the remaining

| balance of that Leave Type.
Balance [ 1330800

Leave Type VACATION .

| [Fri5.2014 | Taken T 5000
Apr 15,2014 | Taken | 8.0000
Apr15,2014 | Taken | 80000
Apr 16,2014 Taken -8.0000
| |Aor17,2018 Taken | 80000
| | Apr18,2014 | Taken | -1.0000

| * The leave balance will not include any taken transactions that have not been
| saved.

oAl
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MANAGING MYDESKTOP

P —— c|@-

| ek Time . pesevith Emploees..

€ &

& Jme seitservice  Adminstration Fiki2 o)

Icons MyDesktop
_#®  _ MyDesktop == @( T ,
7~ _ preferences T Q=D s
2 - Help

_©  _Exit

My Tasks

Any system

assigned tasks

My Timesheets

Displays links to
the last 6
timesheets that
have been entered

My Alerts

Informational
timesheet notices
only

My Menu

Links to functional
items (can be same
as far left-hand
side menu

e Any rows that display in yellow are at the “Warning” level and need to be

completed as soon as possible

e Any rows that display in red are at the “Critical” stage and need to be

completed immediately
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My Tasks

Time & Expense with EmployeesS.. | + |

€] 8 nepss/misporides Jabory DeRekTC TmeColiecionimas

&% Tme Self-Service Administration

Click on the plus
sign beside a task
line to drill down
for task detail

To load the
timesheet for
completing the
task, either

Click in the box
beside the
timesheet and
select Launch, or
Click on the actual
timesheet link

/

gy VYDeskiop

| Timesheets Pending Update (1)

I Timesheets Pending Approval (2)
- Apr 30, 2014 Semmi-Mouthly

[]

171 Apr 15,2014 Sefe
7] mar 31,29

171 1ga®E g semi-ttonthly
e 204614 Semi-tontnly

Processed

0 Processed

[7] Feggf5, 2014 Semi-onthly Processed

< 1 31,2014 Semi-onthly Processed
[ffan 15.2014 Semi-onthly Processed

F"| Dec31,2013 Semi-onthly Processed

[ Dec 15,2013 Semi-Monthly Processed

7] Nov 30,2013 Semi-Monthly Processed

7] Nov 15,2013 Semi-Monthly Processed

Clicking the box beside each timesheet and selecting Launch is the
best method for multiple timesheets

] Deltek Time & Expense with EmployeeS...

€ | @ hetpsy/misportaidey jlab.org/DeltekTC/TimeCollection.msv

4  Tme  SelrServie

Administration
|

If the line link is
used, then this “My
Task Details”
popup box will
appear

Click on Launch to

| These are details regarding the Task that has been assigned to you. Use the *Launch”
button to go to the task or the “Close” button to close this dialog and retur to your
| deskiop

Ongination Date/Time [Apr 30, 2014 - 337:12PM.
Waming Date/Time |
Critical Date/Time |
‘Originator [SMrt

Recipients Function [Primary Supervisor

)

view the timesheet

Perform the assigned task when the timesheet appears
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4 | @ netpsy/misportaidev jlabiorg/DeltekTC/ TimeCollection.msv

Edit MyMenu
To add or remove

4  Tme | SemSevice  Administialion | Fl2 0
MyDesktop
7 EdtyDeskop Layout |9 Reresh MyTasksMyAlerts Filter Al -

| Timesheets Pending Update (1)
|

s Approval (2)

7] Apr 30,2014 Semi-Monthly
] Apr 15,2014 Semi-Monthly
17] Mar 31,2014 Semi-Monthly
7] Mar 15,2014 Semi-Monthly
[£] Feb28,

5, 2014 Semi-Monthly

items from “My
Menu,” click on
Edit my Menu

[7] Jan 31,2014 Semi-Monthly
Jan 15,2014 Semi-Monthly
] Dec 31,2013 Semk-Monthly
[E] Dec 15,2013 Semi-Monthly
7] Nov 30,2013 SemiMonthly
[7] Nov 15, 2013 Semi-Monthly

Processed
Processed
Processed
Processed
Processed
Processed
Processed
Processed
Processed
Processed

] Deltek Time & Expense with Employee .. | + |

4 | @ hetps//misportaidev jlab.org/Deltek TC/TimeCollection.msv

4 Tme  SerService  Administration
| |

Edit MyMenu
pop-up screen

To add items to
your desktop,

Highlight the item
from the list on the

Click on OK

| not already in your MyMenu. Select an item to add it to your MyMenu. You can alsa

| change the order of your items by selecting the item and then using the "Move Up or

| "Movs Down” batton to changs the ordey is displayed

| [Timesneet <<Add Senice Status =

|| Direct Deposit Senice Sync

| |Daiy RomT | | State Witnolding

L TS Line Level Approval

il Time Configuration

‘ g ctes —

| Total Gor ment

Il uDTO3

I Move Up DTS E’
e uDTO7
Move Down UDT08 &

OK. -
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[ ] Deltek Time & Expense with Employees... | +

[l € & ntpss/misportaidevjlab.org/DettekTC/TimeCollection.msv
& S

&  Tme | SerSenice

Administration |

To remove items
from your desktop,

Highlight the item

from the list on the
left —
Click on Remove

Click on OK —

ot already in your MyMenu. Select an item to add it to your MyMenu. You can also

change the order of your items by selecting the tem and then using the "Move Up" or

“Move Down” button to change the order in which it is displayed.

Timeshest L —  cocount
Direct Deposit —— Nccount Types.
sssPnons
enefits Enrollment
Billing Backup

Charge Trees
Clear Timesheets

Company Links
Company Work Schecuies
o

Currencies

C

‘ [ Move Down o Test
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SUPERVISORY & ADMINISTRATIVE SECTION

Time Sheet
Approval

Supervisory tasks
show in the
MyTasks section of
the desktop

To access a
timesheet waiting
for approval, click
to select a
timesheet and then
click to launch the
timesheet

To approve more
than one timesheet
at atime,

(R

7] Deltek Time & Expense with EmployeeS... | + |

wshelton @ JLAB

< Time

Self-Service

Administration

€ | @ httpsi//misportaldev.jlab.org/DeltekTC/TimeCollection.msv

MyDesktop

- Edit MyDesktop Layout g Refresh

| MyTasks @

- h] [Delete |

| O Myaerss @)

[7] Timesheets Pending Approval (2)

_—

&} . - Apr 30, 2014 Semi-Monthly
] - Apr 30, 2014 Semi-Monthly,

{{Launoh |

|~ Apr 15,2014 SemiHonthly
- [7] Mar 31,2014 Semi-Monthly
[C] Mar 15,2014 Semi-Monthly

[7] Feb 28,2014 Semi-Monthly
[T] Feb 15,2014 Semi-Monthly
[C] Jan 31,2014 Semi-Monthly
[] Jan 15,2014 Semi-Monthly
[] Dec 31,2013 Semi-Monthly
[] Dec 15,2013 Semi-Monthly
[T] Nov 30,2013 Semi-Monthly
[T Nov 15,2013 Semi-Monthly

Signed
Processed
Processed
Processed
Processed
Processed
Processed
Processed
Processed
Processed
Processed
Processed

1) Click the
topmost box to
select all
timesheets

2) Click Launch

MyMenu

Timesheet

Direct Deposit
Daily Floor Check
Timesheet Status
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[ w ENCI

[ Dok Time & xprsewith Emploee s | | B
€ & nips//misportalde jabiorg DetekTC TimeCaliect |- coogie N - R
Click on the box Dete
with the blue check 6. S menw £l 0
m © Timesheet
ark to approve an e Do 55 s Wl e i e
employee S B NS — f - S—] |
. ] T | - |
timesheet \
1 :
i = - :
& [ S
£l : B
l : ~
‘: B~
Click on the box = ——
with ared X to Oisw ‘
reject an I
employee’s I
timesheet —
Regutr] _— B¢ £ a9 B B¢ B¢ 8¢ B¢ B¢ B¢
“Gvertims| — |
u4 — =F X ad X "l X lq | B l' 889
P - S s = = \@E

[ w
Detek Time & Expense with Employee S.. | +
|(€ ) @ https//misportaides jlab.org/ DehekTC/TimeColectionms ¢ ||@- Goog

Py Time Self-Service Administration

© Timeshee
M oven [ sd print T, Aust [ff Loave [ Reverse Timeshest [T OfiLine Timeshsst | * Notes
Empioy SHE

Viewing
Employee Time
Sheets

] W - —
] ‘Sem-Montndy Period Enging[Apr 30, 2014

FOFS Financisl Systems. 108.02.002 R [ [ ] [T 0 [

. 5 ; RINGE [Sick Leave (Personal) F: 0
Supervisors and 4 i = L
Division « q
Coordinators can A
view employee w
timesheets by L
selecting the «
search option @ L
while on the a [
timesheet screen L
-] 21
| 2
;::: T e 4 ey L & B B =4 gl
| < 0 B m
Sgnstwre [SL__ ., ... i Ea:;.:jmmy Approvar [
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leticoosal 00

Delek Time & Expense with Employes S

Select the
timesheet period

Function

To view timesheets
of your direct
reports, select the
functional role of
Primary Supervisor

To view timesheets
for employees of
your direct reports,
select the
functional role of
Backup Supervisor

Please enter search criteria below. Depending on what is selected in the search criteria, timesheets wil be
displayed in the results table beiow
Criteria

. _ Scheaule Year
Semi-Monthly -

Period

Apro, 2014 - Stalus  Counts

FMissing [ |
Gopen [
@) Signed |

@ Approves | |
¥ Rejected [
) Processed|

2014
Funcion Primary Supendsor

Backup Supemsor
Primary Administrator

SonBy Emploes

=

Not everyone will have the same functional roles, some may be only Primary
Supervisors, some may be only Division Coordinators

The Division Coordinator role is available only to a few employees in each
division

Sell-Service  Administration £ 2 o

Highlight the group
for which you want ==
to view timesheets

Status
Once the -
functional role has
been selected,

Please enter search criteria below. Depending on what is selected in the search critera, timeshests wil be
displayed in the results tabie below
Criteria —

Year Period
Semi-Honthly 2014 v May15.2014 v

click beside the

boxes in the status

e Missing — Timesheet has not been updated at all

section to select e Open — Timesheet has been saved, but may not be complete

specific timesheet  ,  gjgned — Timesheet has an employee-type signature

statuses e Approved — Timesheet has been approved by someone in a supervisory role
e Rejected — Timesheet was rejected by someone in a supervisory role
® Processed — Timesheet was pulled in and processed for payroll
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Click on Execute
once the Period,
Function, and

eSS

ttek Time & Expense with Employee S...

(€ @ hitps// /DeltekTC/TimeCollecti

Self-Service | |
I

Administration

Timesheet Search E3

Please enter search ciiteria below. Depending on what is selected in the search criteria, timesheets wil be
displayed in the results table below.
Criteria

Schedule Year Period

Semi-Monthly - 2014 v May15,2014 ~

Function Primary Supenvisor -

Signed

Status types have
all been selected

To view a specific
timesheet, click the
check box next to
the employee’s
name

Group B3 Apereved
[7] Rejected
[] Processed

m

5
SotBy Employee  + — Execute
Results
Employee | Status
Ep ) [issing
. | Missing

=

o Doeel ]

Click on OK

Alternate
Signatures

If needed, the
Supervisor can
complete the
timesheet for the
employee, then
save and sign

If anyone besides
the employee signs
his/her timesheet,
the system
considers it a
revision and will
ask for an
explanation

¢ ||B - Google

| &* | Time | Self-Service | Administration |
© Timesheet
P oven [ save Q searcn gy Print 7 Audit O} Leave [T Reverse Timesneet (5 OffLine Timesheet | Notes
Employee / - Status[Missng
c ] Semuttonthy Perognding[May 152018
Z 1 [cFOFS [Financial Systems: 1.08.02.002 R
] Q
0 =
&l 4
Flie
] 6
i i
] 8
o @
i 10
| D
a2
0 =
@l D
o
|
E 17
S
o
D
O =
O =
O =
&l 24
o =
—
‘Overtime |
Total
< i QK m
‘ i
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If the supervisor
signs the
timesheet, his/her
name will display
inred in the
Signature block

Because the
timesheet requires
two signatures, the
Backup Supervisor
or Division
Coordinator will
have to approve
the timesheet

Approved
Timesheet

Timesheet showing
a signature and an
approval

e i
{7} Deltek Time & Expense with Employee S...

€ | @ hitps//misportaldev jlab.org/DeltekTC/TimeCollection.msv

wshetton @ JLAB

Self-Service Administration

& Time

© Timesheet

FiE{open [ save Q@ searcn ygiprint 7 Audit £} Leave [F Reverse Timesneet (5 OffLine Timesneet * | Notes

StatusSigned
‘Semi-Honthly Period Ending [Apr 30, 2014

Employee -

Class| ]

Charge Description PayType MSHOP# weddd Thufy Fidy Satfh Sundd Mondy Tuedd Wecdd Thud Fri ) Satdy
416 4T 4NB AN 40 AR\ 42 AR3  4R4 45 48
[cFoFs [Financial Systems: 1.08.02.002 [R 4 X 8. 8. 8. B

ACATION Vacation /AC 4

CHCHCHCHCHCHCHCHCHCCH O O GO O Ol
©

Regular B X B8 8.0 8.0 EX| 8.0[ 8.0

5

Total 80 X L 59 89  8q
< 0 ] v [ i

Holiday

Non-Work Day

¢ When someone other than the employee signs his/her timesheet, the
employee will be assigned a task to validate the timesheet by signing

Dotk Time & Expne wih Emploee..

&  Tme | SefiSevce  Admnistration Flo
© Timesheet Record 1 of 1
PB{open B save @ searcn g oot T, s L Leave [ Revese Tmesneet [ orne Tnesneet * Notes
erioyee Sl 4530, 2014 3 P E— Revaion[T ]
e oo e
T rors ranclSysens- 10662062 g 89 e aq eq eqm eq 8 e
2 forcanon caon e 3
B}
o=
B
L
==
5
v
W
il
7
=
W
7
W%
i
T
T
i Kl
2
=
I T [ I I I D
e [
Total| I L B B 8 B B L B EE| 8
otday
B I —— Leave Approvel
ok Doy
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Backup
Supervisor

When the Primary
Supervisor is not

available to

approve o, DRt WS MR 10 S W
timesheets, the mms".mm;a.»?ﬂm' S Rl s Saus  counts
Backup Supervisor g o mees [ 3
can go into the : _ Ress [0
timesheet search h @ o [0
and approve using —_—F el EE
the Backup Sty Erioree -

Supervisor - —
function - e

Missing
Missing

Select the groups
you want to (k)
approve

Click on Execute=""

Check the top
check box to
Select All and click

OK
.',Damme
€ 8 g mperide barg e

# | Tme | Sefsevce | 2l
Thetimesheets can | Q0™ o s 13
be viewed by two P “ »( = o
different methods o sy s £ s

- —
Either select the =" [ ifeoe—faumrme —
employees using e o "‘7‘
the dropdown e e o —
arrow by the i ) L~ _
employee name, or = u ‘Il )
i

Click on the black EZ’
arrows to scroll s
through each / = |
selected =
employee’s — |
timesheet —4'1"'.—..1' — :

k > ; ;
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Seir-Service

View Employee P

Administration F 2

Activity

From the timesheet
click the arrow in

Empioyes|

k Timesheet
0 it Audit ve [T Reverse Time 158 on-Line Time: ¥
i‘g‘:ﬂm o @ soxer e [ uen (oo [ rowars Tnesnst [ oE e Trossbet

B T T A ——

Notes

status [Gpen Revaion|
Semeionthy PerosEnang[Bay TR T0e e

nancel Systems: 10802002 R 2q 80|

ISk Loave (Porsonan 3

the upper left hand =

caorner

e | —

HonWort Day|

Seir-Service

Administration Zilad

Which opens
additional

© Timesh
P open B sae Q search Jgprint T Auait I3 Leave T Reverse Timesheet [ on-Line Timesneet *
B i —
B e —

Notes

B C— reveon[T]
D L2 — T

selections

FOFS

ancal Systems: 10802002 R

[FeRsonAL SR

(5K Loave (Personal) %

Select Analyze

5q

otday

| Fe—
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Click on Employee |
ACtIVIty £y am e fab.org 0

& Tme  Semsevice  Administration Kalud, %)

O
- ot T A w 5§ m B orune T Y
B | P osen B e @ searn prn Ty muan g eave I reverse Timeshest [ o Tusesnest [ notes
= L — | R - — | Revaoa[1_]
[ o A— B L s (i S——
Employee Actiity

Billng Backup
Pt Timesheets By Charge L
Interim Timeshaet

FOFS nancel Systems: 10802002 R 8
[PERSONAL SIK (S Loave (Parsonal) =3

o )
B — e P —

on-Wort Dy

Fle fat Yew Hgtory Bockmarks ™ Jecks'

TmedErpense- L. % Bl Zrbaisns- 327 X CospointTOLJSALC-DO. X | MIS-WES-PAGE st K DateeTime & bpansa wih .. % |

) @ ritosimstomd Jaony 7002 Det e TemeCole

|8 IS A Depr of Labor I Reg Login 8 Income Tax Trestes | RS FIRE Logon 5% 554550 @ USCIS T Defek Time & Epanse... ) Costpoint 7 % CashPro Onine W) Login - Wy Chid Supp.. BE ssep - 0% +

Employee Activity & T S s
Screen

° Employee Activity

Charge Actity

Empioyee Selection DrillDwn Options
Employee Actity

Pt Trmeshels By Charge Funchon  Primary Supervisar +

Select a function S = o e
Highlight the group  ——— : Lo (i~

Select the dates -
. Date Range Adaional Detail Columns
Select the Drill- ’
. Start Date | Apu 1, 204 | ol 1 Pay Type =
Down Options . j —

Click on Execute

JLAB Time Collection Manual — March 2015 Page - 78



Deltek Time & Expense with Employee S.. | +

- Time Sell-Service Administration s ? o
=1 | @ Employee Activity
al
8
Charge Activty
Actiity 3 Employes Summary

The results of the g By
query will display T — : J —

each employee S : - | =
assigned to you. * 1V

Click on the plus e =
sign to drill down (P (o

to see each

employee.

& Tme  SeSevice  Administration

© Employee Activity

Charge Actity
Activty ) Emploves Summan
Utiization Inqury =]
Biling Backup
Pat Timesheets By Charge
imeshaet

Pay Type. Hours

[
=] 157.00 000
FES

1900 000

Click on the plus
sign to drill down

further s o
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The lowest level of
results shows the
dates and hours
charged

Click to Print

seif-Service  Administration

@ Employee Activity

i
0l TN Resuis.|
O Emalo

s
3 Pay Type - VAG - Detalls

Pay Type

ol Apr 10,2014
Apr 11,2014
Apr 28, 2014

wAC

VA

7.00
800
200

or

Click to Close

1900
000
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Project Management Approval

If the left-hand menu

is not already cy
displayed, click the B oven B sare Q searn it T, ot [ Leae B Revers T

o et Notes
i OFLine Timesheet " Notes

arrow beside the | s : e P

word Timesheet

L
D [Pofect Offce: 1.06.07001
: 3 FAuLY SCK fSick Leave (Famly Wembers)
| oy Foiday Leve o
| S[ErsowaLscx fSick Leave (Persanal) Fc
i 8 [VACATION [Vacation AC
0 1r¢T\£wum [WieatherPubic Emergescy %
) Q
nlie
| ™
: fn
o =
o e
i "
Olis
o ®
ol
| =
. 19
| &
o2
i 2

Regui|
Overie|

Toia|

0 n Ve n, \

© Timesheet
P oven B save @ searcn Jghrnt T, Auoit L Leave T Reverse Timesneet [T Of-Line Timesheet * Notes
B —| g L — | Revison[1_]
B T T — | B L L (TR T E— ) L
T posor FEoknce & Operatons Nt 191 (%
el Prokcome B R
) e Rk Laave Farty Verbers) A
I Fotday Lewve fror
) 55 Comve rmanan =
& [acxon caton e
N I e T
0 q
] ]
7w
W
I
I
T
e
] 16
7
7
T
=
] 2
| =
[ oo I
Grere]| [
| [
< - v 0
B — P —
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Select TS Line Level

Approval ——p|

Select Project —_ =

Select Approval

Status — Pending —&

Approval

Select Function —

Project Manager or —|

Backup Project
Manager

Press Execute — |

(TR
" Deftek Time & Expense with Employee S...

© Timesheet
P8 oven B o @, sescn dgprne T oty eave R rmesneot [ ovtne rmesnest 1] notes
L | i L — Revaon[1_]
P e ——1 DO (2 [ —— T
)
=T posor 8 Gpersons gt 191 (R
Tz~ FroRaotcs TR0 00T
5 ) Rk Laave Farty Verbersy Al
) ] fotday Lewve fio
) Gk Ceave (Personal 53
s L rcason e
™ i
L Q
)
N
= B0
5
=
] %
I
] e
=
|
0
=
=
1
——]
m‘-l
|
J<1 n — W
=
B — e O — |
Non oy

Oril-Down Options

Levelt None -

Acccount Level 2 Nono

\ Aopro Stas Penaing foproval v Lavei3[None -

Funcion Backup Project Hanager +
Additional Detail Columns

Column1 PayType +

Comn2 None -

/@E
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Results show 3 ot e e it vt
projects for which S e
you are the Project @ e | sersewce
Manager, or Schedie

Backup Project -
Manager if S ——
selected, and there
are timesheet lines
that need to be
approved.

Click the plus sign
to drill down by
employee.

: © TS Line Level Approval

J Charge Summary

gl | Project Description Regular Hours. I
[ [+ | 120rP0 | Project Ofice - 1.08.08.003.001 1140 1000

Regular Hours. 1140
Overtime Hours 000

[_Close

Here are the
employees that

have charged to
the selected
project.

The detail screen
shows ‘entered’
amounts by
timesheet period
You can see actual
cell detail by
clicking on the
date link

Note: If an
employee records
their time using

" © TS Line Level Approval

| Resuts |

1 Charge Summar
/3 120PPO - Line Details

Employee [ Date. [ Line No. | Pay Type Hours

)

s
E

Regular Hours 1140
Overtime Hours 000
[ Close |

daily hours, you

will see hours here.
However, since
part of the Lab
employees input
their time in
percents, you will
not see actual
hours for them.
Instead you will
see percents and
will have to know
what percentage
those employees
worked on the
project
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To Approve the
time sheet lines
either click on each
employee name or
to approve all click
in the check box at
the top of the

(e o

Deltek Time & Expense with Employee S.. | +

Deltek

! | @ TS Line Level Approval

=zl Resuls. |

1 Charge Summany
543 120PPO - Line Details

Approve Charges | | Rejedt Charges.

column

Then click on the
Approve Charges
button to approve
the timesheet lines

If you want to
reject the charges,

select the lines thay

you want to reject
and then click on
the Reject Charges

SIS

Pay Type Hours.

/

d

<3

E]
LG
S

May 15,2018

)
la00
340

[ Close. |

Regular Hours | 1140
Overtime Hours 000
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Appendix
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Timesheet Classes

Employee Class Paid Leave Shift
Description Overtime? | Allowed? | Allowed? | Call-in?
Casual/Non-Exempt Yes No No Yes
Graduate/Exempt/Percent No No No No
Machine Shop/Exempt/Daily No Yes No No
Machine Shop/Non-Exempt Yes Yes No Yes
Part-Time/Exempt/Daily No Yes No No
Part-Time /Exempt/Percent No Yes No No
Part-Time/Non-Exempt Yes Yes No Yes
Professional Advancement Leave No No No No
Salary/Exempt/Daily No Yes No No
Salary/Exempt/Percent No Yes No No
Salary/Non-Exempt Yes Yes No Yes
Salary/Shift/Non-Exempt Yes Yes Yes Yes
Student/Non-Exempt Yes No No No
Student Co-op Yes Holiday No No
Entrepreneurial/Exempt/Daily <50% No Vacation No No
Entrepreneurial/Exempt/Daily >50% No Yes No No
Entrepreneurial/Non-Exempt/Daily <50% Yes Vacation No No
Entrepreneurial/Non-Exempt/Daily >50% Yes Yes No No
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Timesheet Statuses

Missing No information has been entered in the timesheet for the period.

Open The timesheet has been saved, but has not been signed by the employee. The
timesheet may or may not be complete.

Signed The timesheet has been signed by the employee or an employee representative,
but has not been approved by the Supervisor, Back-up Supervisor or Division
Coordinator.

Approved  The timesheet has been approved by someone in a supervisory role, but has not
been processed by the Payroll Department.

Rejected The Supervisor, Back-up Supervisor, or Division Coordinator has rejected the
timesheet, but the employee has not corrected it.

Processed The timesheet has been successfully processed (exported) by the Payroll
Department.
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Overtime Calculation

Example of Dangling Week Overtime Calculation

Sept 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 Total
Project Time Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed
CFOFIN Reg 8 8 8 8 8 8 8 8 8 8 8 88
CFOFIN Overtime 2 2 2 6
Sept 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 Total
Project Time Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu
CFOFIN Reg 8 8 8 8 8 8 8 0 8 8 8 8 88
CFOFIN Overtime
Sept 13 14 15 16 17 18 19
Project Time Mon Tue Wed Thu Fri Sat Sun
CFOFIN Reg 8 8 8 8 8
CFOFIN Overtime 2 2 2
(Pay Date Sept 30) (Pay Date Oct 15) Sept Total
Sep-15 Sep-30
Hrs Dollars Hrs Dollars Hrs Dollars
Reg 88.00 866.67 88.00 866.67 176.00 1,733.34
Prem OT (1.5X) 6.00 90.00 6.00 90.00
Straight OT (1X) 6.00 60.00 (6.00) (60.00) 0.00 0.00
Total 94.00 926.67 88.00 896.67 182.00 1,823.34
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