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Logging in

Logininformation: e« URL: https://misw5:7002/Deltek TC/welcome.msv (Internet
Explorer is the preferred browser. Do not forget to add this URL to
your favorites)

e Or type misportal/time in your browser address window from the
JLab intranet

e Login ID: JLab User Name

e Password: JLab User Password

e« Domain: JLAB (ALL CAPS)

e Login ID and Domain will default in after your first successful login

i Deltek Time & Expense - Login - Microsoft Internet Explorer [MEE
Login screen He it Uew Favortes Dooks telp ar

Qe - O o] [B] (| Osarch Sprmonss @rwedn &) 2- 12 5[ )

Address @ hitps: {fmisw: 7002{DeltekTC fwelcome. msv V‘ Go | Links >

Deltek Time & Expense 6

O Login ID

») Login ) Resel  Change Pasamord After Lagin [

-
Copyright @ 2004, Deltek Systems, Inc. All ights reserved. 1DELTEK ;,h?a

&] Done S| 89 Local intranet

e Currently, you are allowed five invalid login attempts. After that, wait
ten minutes and try again. If you still cannot connect to the program,
contact us at timesheet@jlab.org.
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Timesheet Entry

. A Deltek Time & Expense - MyDesktop - Microsoft Internet Explorer: X]

Gettlnq Started Fle Edt View Favortes Tools  Help F7
Qo - - [¥] B 0| O sean prmones @hvedn @) (- 2 T4 [

Address |{&] https:/fmisws: 7002/DelekTC/TmeCallection.msy V\ Go Lirks >

MyTasks (0) I | Launch MyAlerts (0)

To access your
timesheet for the
first time, click on
the Timesheet Link
in the menu on the
left-hand side of
the screen

MyTimesheets S A Launch  MyMenu

By 8 Local intranet

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edit Yew Favorites Toos Help

eaa(k - Q B @ \/b piear(h \‘:/'\LS)Favuntes @ veda L) B- ,?‘; = |_J

Each current

, address |&] https:jfmiswS: 7002/DelkekTC/TimeCallection, msy v \ Go | Links *

employee’s ; o :
timesheet will be {» Timeshest . e
populated with ‘

. . Employes | SMITH, JANET P. (S4579) Status __M\SSIHQ 2
h l S/h er faVO rl teS . Class [SalaryExemptPercent Semi-Marnthly Period Encling (
New em p I (o] yees ! Copy Line | Delete Line | Reset Line | Reverse Line | Add Line to Favorites
timesheets will be ‘ e

blank.

Kick Leave (Personal)
To go back and ==t W
forward from one :
timesheet period to
another, click on
the blue arrows to
the right of the
timesheet date

acation

< i bR i} | ¥
Holidey
Signature | &= W vacation Spproval | s
Mon-Ajork Dy
&] pone By 8 Local intranet
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Project Entry

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 binoculars
to look up the
appropriate project

If you look it up,
the Charge Lookup
window appears

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

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer,

File Edit wiew Favarites Tools Help

Qe - () ¥ (2] (0 Dot Fprmmies @reda £ (0 L

B
.'lJt

Address ‘Q https:,

fmisiS: 7002

DelkekTC TimeCollection. msy

Links **

leo

Employzs [SMITH, JANET F. (54573)

st [iezrg |

Revizion

Class [Salary/ExemptPercent | Sermi-Monthly Period Encing [Mav 15, 2004 \E‘E
Copry Line | Detete Lin Everse LI Evites
< LIRS | >
Holiday
Signature | ] W vacation Appraval ==
Mon-vork Day

&] Done

S 3 Loral intranet

There are two methods that may be used to look up a project in the
Charge Lookup window — Filter Text and Drill Down

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edit Wew Favorites Tools Help

e Back ~ J \ﬂ @ lj ).j Search ‘?‘/:‘(‘ Favarites eMedia
Address |Q https:/imiswS: 7002 /DeltekTC/ TimeCallection msy
Z N

"*l

P Timesheet

Open |

| |
Empioyez [Sh [

Links ¥

V‘Gu

e
Class E Fiter 4 E‘E
Copy Line | Delete Line | Fiter By W
gt
Cot 4% Sundl Mon Ay
- Y[ Eecue | 15 1T 11E
—
Sort By | Description ‘
Favarites
Jefterson Lab JLAB
Signature [ =i
Mon-Work Day

@ Done
—

é \ﬁ Local intranet
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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 on the blue
box in the left-most
column to highlight
the line that has
the appropriate
charge description

-—

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer
Edit

File

eEaEk - J Iﬂ @ _.7:1 /__\J Search \‘::(Favuritas eMed\a €‘3 [j‘:' :_:,;__

Address ‘@ https: | /miswS: FO0Z {DelekTC| TimeCallection.msv

View Favorites Tools  Help

= [

> Timesheet
COpen | | Search | Print |

Employee | SMITH, JANET P. (54579)

(o] Charge Lookup

| Leave |

15, 2004

Copy Line | Delete

“ [ Execute ]

S

avortes

Jefferson Lab JLAEB

Signaty

@ Done

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edit Yew Favorites Toos Help

eaa(k - \ﬂ @ ;j f_U Search \zi‘\?Favuntes & [_;v ; _J il 3

Links **

V‘Gn

#iddross |87 hktpss jmiswS: T0D2{DelekTC Trme Callection, msv

| » Timesheet
Open | |

Empiayee [SMITH, JANET P. (54575) | Status Revision[1_]
e g eee——

Copy Line | Delete

I Charge Trees
)] Filter Resuits

erge Branch Code

Project  PayType MSHOP#

Accounting: 1.08.02.001 10802 CFOACC
Budgeting: 1.08.02.003 1.08.02 CFOBGT
CFO - Bucyet JUNE-SEPT 06 PROJECTS CFOBUD
CFO - Finance JUNE-SEPT 06 PROJECTS CFOFIN
CFO - General JUNE-SEPT 06 PROJECTS CFOGEN
CFOMa

CFOFS

N\
A to Timeshest Close

Click on the Add to
Timesheet button
(this button will
become active

&] Done S| 89 Local intranet
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A Deltek Time & Expense - Timeshee icrosoft Internet Explorer

Fle Edt Yew Favories ook ol
Qe - © ¥ B th| Oseath Jpraoes €| (-2 @ - B

address | ] hitps: jmiswS: 7002/DeltekTC/TmeCollection msv

M

L’ Timesheet

. . h | Print |
Timesheet with
Employee [SMITH, JANET P. (54579) Status
Semi-Morthly Period Ending [Oct 31, 2008

|| nes fl I I ed |n Class [Salary/ExemptDally

Copy Line | Delete Line | Reset Line | Reverse Ling | Add Line to Favortes

Holidday
I vacation
Mon-Work Day

Approval [

Signature =

B 4 Local intranet

&] Dons

Page - 6
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eltek Time & Expens

osoft Internet Explorer

Drill Down Option

b

Fle Edt WVew Favortes Tools Help

@k - (0 [x] F] n D e 5 raortes @ e €2)

» Timesheet

Opex

Address | @] https:jmisws: 7002/DeltekTC/ TmeCollection msv

Links >

V‘Gn

Charge Lookup [ ]

Reison[1_]
—C

Approval DE

Employes [SM o
Clazs |Sal
Copy Ling | Delete Line | D
Fiter Text | | [ Execute
Forn o escription ¥
To use the drill sy |l
H . AL
down option, click — Favorgs
the plus sign - iffentt ise
beside the
appropriate
category
<
] acaion
Mon-Work Dery
g Dane

By 8 Local intranet

Keep clicking on
the plus sign
beside the
appropriate
category until you
get to the charge
you are looking for

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edit Yew Favorites Toos Help

eaa(k - B @ ;j ;j Search \E:\?Favuntes &

A

2 %

=

Ui

2

Address |Q ht

fimiswS: 7002/DelkekTC/ Time Callection. msv

Emplayee [SMITH, JANET P. (54575)

Clazs

Charge Lookup

Copy Line | Delete Lir

Links **

v B

|__| Charge Trees
=] Jefferson Lab

12 GeV Project

Charge Bran

Project

Accel Operations & RED

AR Projects

Engineering & Tech Supprt 1.1 4
ESHEQ 1.07
Experimental NP 103
Fac Mot & Logistics 112
FFl A CTO 105 A

Close

Signature = |
&] Dons B 4 Local intranet
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A Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edt Vew Favortes Toos Help

eﬁack - \ﬂ @ ;j ;USEarch \ii)Fawntes o ﬁ{v :; _J il 3

517002 /DeltekTC TimeC v\ Go | Llnks >

Note: To go back
up the charge tree
click on the link

Employee [SMITH, JANET P. (54579) | Stetus [Open | Revision[1_]
that you want to gl corgeroowp [

return to (NOt the spisteicsey
minus sign or the
.I:O I d er) - B YICES

Accounting: 1.08.02.001
[ Ogoeting: 1.08.02.003
Fin = 1.0

Click in the blue
box in the left-most™ |
column to highlight
the line that has
the appropriate
charge description

I ——
I
/’%’ -
. — Signaturs — ==
Click on the Add to ’
Timesheet button & ore B[S

e Note: The projects are not in alphabetical order by abbreviation, but
by project name.

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Tlmesheet Wlth Fle Edit View Favortes Tools Help
lines filled in Qe - ) - 1) @) G| Psewh Sformone: @) I+ s LA 3

auddress [ §87 hktpssjmiswS: T0D/DelekTC Trme Callection, msv v B s ?

Emplayee [SMITH, JANET P. (54575) Status Revision[1_]

Class [Salary/ExemtiDaly ] Sermi-Morthly Period Ending [Oct 31, 2006 I

Copy Line | Delete Line | Reset Line | Reverse Line | Add Line to Favorites
c Mon 4y Tue 4% Thudy| Fri @) Sat 4] ¢

1016 1047 1020 10821
inancial Systems: 1.08.02.002

Holidday

Signature = v acation Approval [ =]

Mon-Work Day

&] Dons B 4 Local intranet
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2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer |;HE|E|
I

Exem Qts Hle Edt Yew Favortes Tools Help 7
Recordinq Time Qs - © X B | O seath Gpraoies @ruede @) (- i F L)

W|th Percentaq es address (] ht w5 002/DeltekTC TimeColles V‘Gn Links **
Record all leave
hrs taken by day Employes [SMITH, JANET . (34578) Status[Missing | Revision[1_|
Class [SalaryExemptPercent | Semi-Marnthly Period Encing [Oct 15, 2004 \E]
Rec O rd th e Copy Ling | Delete Line | Reset Line | Reverse Line | Add Line to Favorites
percentage of [P S i [ [T Y T A
hours worked for = jo0.0
. ERSOMNAL SICK [Sick Leave (Personal) [IC a0
eaCh prO] ect on ALY SIK Fick or Bereavement Leave (FamF AN 210 ‘;
your |aSt day ACATION acation AC 5.0
worked for the
timesheet period. 7
This will normally P
be the day with
white cells unless ~
you charged leave
for the remainder
of the period. £ ‘ —L— e
Holisay
. ignature & acation roval
Note: The total }&' e om0 R ——

percentage must g (D ] 5y & Local intranet
equal 100. )( ; vy i ; ; ;
e Continue adding lines until the timesheet is complete

Ifyouneedtoadd e The Machine Shop # column is valid only for Machine Shop charges
cell notes, click

on the appropriate

3 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer [BEE
notes icon Hle Edt Vew Favoritss Inols Help o
Qe - - [ [B] (0| Osarch prmones @redn &) (2- 2 5[ )
Address | ] hitps: {{miswS:7002/DeltekTCTmeCollection. msv V‘ Go | Links >
- . J

When you are e
finished with the o< [SATH_JANET P (57573) Stotus [z

Revision

] Class [Sakry/ExemptiPercent Semi-Marithly Period Ending [Oct 15, 2004 | | =

current day’s L [€l=]
. Copy Line | Delete Line | Reset Line | Reverse Line | Add Line to Favorites
timesheet ent ry or Chiorge Deserigion Pay TypdlB| Fri % Sai 4% Sundh Wonds Tuedb| Weadd| Thudb
. . 18 100 1001 1012 100 1014
the timesheet is - Flance R
H 23 Eick Leave (Fersonal) BIC

com p I ete ! c I Ic k on fSick ar Bereavement Leave (Famf AM

save 4 acation AT
: |

At the end of the
timesheet period,
click on the sign
button. If your N
timesheet passed
all system
. . < | P ANES | ¥
validations, you ~
W|” be prompted to Signature\—@ .xjgjn’v\:l?kDay Spproval [ el
enter your‘ system e B Temiozam
password;

1000

Otherwise, revise o The system will not let you save your timesheet early unless you have

your timesheet, non-work hours charged for the remainder of the timesheet period.
then save and click

sign again.
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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

7

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edit Yew Favorites Toos Help

eaa(k - \ﬂ @ ;j ;U Search \zi:("Favuntes @ veda £4) [‘

.

|} Timesheet

Open|

Employes [SMITH, JANET P (54579)

Class [Salary/ExemptiPercent

Copy Line | Delete Line | Reset Line | Reverse Line | Add Line to Favortes
Froject

FO - Finance

address | ] hitps:fimiswS: 7002/DeltekTC/ TmeCallection msv

v B s ?

Current Hour Vie

Thu 4%
10/14

fSick Leave (Pergg

FAM

AT

Signature [SMITH, JANET P (54573)

Holidday
I v acation
Mon-Work Day

Approval DD

&) Dane

By 8 Local intranet

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

hand side of timesheet

23 Deltek Timien. “nense - Timesheet - Microsoft Internet Explorer

Fle Edit Yiew Favorie

address | (] hitps:fimiswS: 7002(DeltekTC/ TmeCallection msv

|} Timesheet

Open |

Employes [SMITH, JANET P (54579)

Class [SalaryExemptPercent

Copy Line | Delete Line | Reset Line | Reverse Line | Add Line to Favortes
Froject

FO - Finance

v B s ?

fSick Leave (Personal)

1Zick or Bereavement Leave (FamPAM

acation

Signature [SMITH, JANET P (54573)

Holidday
I v acation

Mon-Work Day

Approval DD

&) Dane

By 8 Local intranet

e Prorated view shows the hours charged to each project based on the
percentages entered in the blue column on right-hand side of timesheet
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2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edit Yew Favorites Toos Help

Exem : R . .
_e& eaa(k - \ﬂ @ p) | ) search ¢ Favorites @ veda £4) - 2 = _J

. . =
Reco rd Ing Dali IV Address @] W51 7002/DelkekTC Time Callection. msv v B ks ?
Hours
Emplayee [SMITH, JANET P. (54575) Status Revision[1_]
E n ter t h e Class[Salary/ExemtiDaly ] Sermi-Morthly Period Ending [Haw 15, 2004 I
R Copy Line | Delete Line | Reset Line | Reverse Line | Add Ling to Favartes
appl‘oprlate : ol P Thudy i@ Satd s
number of hours — 5 s s i
each day for each 2 P -Fivace
. . 3 3 Foick Leave (Personal)
applicable project . oo Boravamert Laave

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

charges
Holisay
T - acation el
If you need to add «~T ™ Wi e -
cell notes, click on o B 8 ol

the appropriate

notes icon e Continue adding lines until the timesheet is complete

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edt Yew Favortes Tools Help
eaa(k - © \ﬂ m N D search 5 Favorites @ veda £4) 2- & |
< & @) - S H- = 5

address | ] hitps:fimiswS: 7002/DeltekTC/ TmeCallection msv
A p

v B s ?

When you are

A i e [SMITH, JANET P (54575) Status Revision[1_]
fini S h ed wit h th e Class[Salary/ExemtiDaly ] Sermi-Morthly Period Ending [Haw 15, 2004 I
current d ay’ IS Copy Lin | Defete Line | Reset Line | Reverse Line | Add Line to Favarites
timesheet entry or ol MSHOP o 5 dff Thuds Fridp Satdy S

[ M4 115 1
. h acation
the timesheet is 2 Fo-Frnce 3
complete, click on L
save 7]

At the end of the
timesheet period,
click on the sign
button. If your
timesheet passed

all system o~ Foieay

validations, you el (9 e vens el
will be prompted to ;.. B G oalmrare:
enter your -

password;

e The system will not let you save your timesheet early unless you have
Otherwise, revise non-work hours charged for the remainder of the timesheet period.
your timesheet,

then save and click

sign again.
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Reqgular Non-
Exempts

Reqular Hours
For each

applicable work
project, verify that
a“R” is in the Pay

Type column s

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
For each
applicable project
on which you
worked hours over

73 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edt WVew Favortes Tools Help

Qo - - [¥] B 0| O sean prmones @hvedn @) (- 2 T4 [
address @] ht 55, 7002/DeltekTC TmeCallection msv

P

[BEIE
-

Timesheet

Links >

v B

Employes [SMITH, JANET P (54579)

Class [Salary/Mon-Exermpt

Copy Line | Delete Line | Reset Line | Reverse Line | Add Line to Favorites

"acation

s [Oper |

Revision[1_]

Semi-orthly Period Ending [Nov 15, 2004

IESIEY

Thu 4%

FO - Finance

N —

Holidday
I v acation
Mon-Work Day

Approval DD

&) Dane

By 8 Local intranet

73 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edt WVew Favortes Tools Help

Qo - - [¥] B 0| O sean prmones @hvedn @) (- 2 T4 [

Address

[BEIE
-

&l hitps:h

misw:7002/DelkekTC TmeCollect

.} Timesheet

v B ks

your normally
scheduled hours,
either look up and
select the “OT” pay
type by clicking on
the binoculars in
the Pay Type
column or enter an
“OT" in the Pay
Type column

Hon-Work Day

Employes [SMITH, JANET P (54579) ] Status Revision[1_]
Class [Salary/Mon-Exempt | Siemi-Morthly Period Ending [Fov 15, 2004 | &|l=p
Copy Line | Delete Line | Reset Line | Reverse Line | Add Line to Favarites
ACATION acation 8C 6.0
FOFIN FO - Finance 80| 8.0]
ERSONAL SICK Fick Leave (Persanal) Cc ‘ &1
FOFIN FO - Finance > \
< | 3 < >
Holiday
Signature = v acation Approval [ ==

€] Dons

S % Local intranet
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Pay Type LOOkup 3 Deltek Time & Fxpense - Tinesheet - Miciosoft nternet Explorer - &l
I3

Screen B[R Yew Fgeoiles Jook Help
Que - © 1) @ G Lo Lyrouns @ @ 3 55

] b omtswrs: POUIDSRAKTE] v cbection.mav

wedd | Tha [ T Chane
A0 1A 12

Click on the blue  m——
box in the left-most
column to highlight
the line that has
the appropriate pay
type

. — ] I | : L I
Click on OK hoo k0o
& oem S S Local itranst

Fle Edit Yew Favorites Toos Help

eaa(k - B @ ;;j piear(h \E:\?Favuntes @ veda £4) Df{- ; = _J

v B s ?

Emplayee [SMITH, JANET P. (54575) Status Revision[1_]

Class[Salary/on-Exempt ] Sermi-Morthly Period Ending [Haw 15, 2004 I

Tab over to the
white work day

Copy Line | Delete Line | Reset Line | Reverse Line | Add Line to Favortes

columns and enter cherg ops i T e [ THG A i o
. 5 - 19 110 111 "nz

the appropriate # acdon

of OT hours for -+ ]

each day

™

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

Holidday

N — I vecaon soprene B[z

Mon-Work Day

&] pone By 8 Local intranet

e Continue adding lines until the timesheet is complete.
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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, you
will be prompted to
enter your
password;

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

A Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edt Vew Favortes Iools Help

i

Qe - ¥ B (| Omach Slprmones @reae € 3- 12 = [ )

acddress €] https: imisws: 7002/ DeltekTC/TmeCallction msv

e [SMITH, JANET P. (54579)

Class [Salery/ExemptDaily |

Copy Line | Delete Line | Resst Line | Reverse Lins | Add Line to Favoritss

acation

5C

D> B

Stetus Revisian[1_]
Sermi-Morthly Period Endling [Now 15, 2004 J | =]

Thu#¥  Fri dF  sSat 4y sur
1A e 115

FiO - Firance

R

Sick Leave (Persanal)

EIC

fSick or Bereavement Leave (Famf

FAM

S Holiday
sgawe @ E [ vacation

Mon-Work Day

Approval [ ==

&] Done

S| 89 Local intranet

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.

JLAB Time Collection Manual — November 2006

Page - 14



Non-Exempt Shift
Workers

Regular Hours
For each

73 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edt View Favortes Tools  Help ]
y A | A 8 " > R
- ) ~' L ~<] - 2
eﬂack © \ﬂ @ | D Sl rmories @ veda &) (- (L T
Address |{&] hitps: {{miswS:7002/DeltekTC/TmeCollection msv v B ks

 » Timesheet

Employes [SMITH, JANET P (54579) Status[Missing | Revision
Class [SalaryinitNon Exempt Semi-Manthly Period Encing [Nav 15, 2004 IS

Copy Line | Delete Line | Reset Line | Reverse Line | Add Line to Favorites

Thudd FridF St 4% Sun
M4 ME . NE 1R

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

Pay Type Lookup
Screen

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

Holiday Leave

fSick Leave (Personal)

1Sick or Bereavement Leave (FamPAM

acation

Holiday
Signature | &= W vacation Spproval ==
Mon-Work Day
&] pone (0 ] By 8 Local intranet
/3 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer
Fle Edit View Favortes Tools  Help i

eﬂack - \ﬂ @ lj ;U Serrih ‘?‘::‘(‘Favnmtes @ vedia ) [,f_‘{- ; = _J

address | (@] https:jmisws: 7002/DelekTC/ TmeCollection msv

.} Timesheet

Employse [SMITH, JANET P (54579) Status[Missing | Revizsion
Class [SalaryiShiftNon-Exempt Semi-Monthly Period Encing [Nav 15, 2004 e
Copy Line | Defete Line | Reset Line | Reverse Line | & PN RS TRT ]

(@ Fid Satds Sun
4 114

- Fiter 4 15 nm
Fiter Sort By
Fiter Text | | [Execute
[ Resuts

53

HoL Holiday
ot Overtime

010 Overtime Owl Shift
Cvertime Swing Shift

Recular

Shift

the line that has
the appropriate pay
type

R —regular hours

RS —regular swing
RO —regular owl

Reegular Swing Shitt

=3

>

Signature ] v acation Approval [ ==
Mon-Wark Day

/ S % Local intranet
Click on OK
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A Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edit Vew Favortes Iools Help o

Qe - O ¥ B (0 Omach glprmones @reae € 3 12 )

acddress €] https: imisws: 7002/ DeltekTC/TmeCallction msv

D> B

e |
Employee [SMITH, JANET P (54579)

Status [Missing | Revision
Class [SalaryiShiftbon-Exempt | Semi-Marnthly Period Encing [Mov 15, 2004 \E|
Tab over to the _ . .
X Copy Line | Delete Line | Resst Line | Reverse Lins | Add Line to Favoritss
white work day
Columns and enter FOFI FO - Finance o 8.0 e 8]
. OLIDAY Holiday Leave HOL
t h e ap p ro p rl ate # ERSONAL SICK [Sick Leave (Personal) o
EMILY SICK FSick or Bereawement Leave (FamF AN
Of regl'“ar hou rs ACATION acation AE
for each day
< | EANES | >
Holiday
B — [ vecaton e[ =i
Mon-Work Day

&] Done S| 89 Local intranet

A Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edit View Favortes Toos Help

Q- O M B G P Joramie @reie @ (- F )
Overtime Hours A\:_ldress|@https:#misws:7DDZIDeItekTCIT\mECnect\nn‘msv v|Beo s ?
For each
applicable work
project on which Enloyes [SWTH, JAKET P (54575) | Sotusfisng ] Revson[1 ]
you w orked hours Class [Salary/ShiftNon-Exemgt ] SemiMonthly Period Encing [Nov 15, 2004 Je]=]
over your normally ;
scheduled hours, g T

L’ Timesheet
0 =1

Copy Line | Delete Line | Resst Line | Reverse Lins | Add Line to Favoritss

H CLDAY Folidzy Leave oL
c I_I ckon th e ERSONAL SICK [Bick Leave: (Fersonal) gc
b INOCU | arsint h e AMILY SICK fSick or Bereavemert Leave (Famf AN

Pay Type column i s (f

to select the ~
appropriate pay
type

if

< | bR | >
Haliciay
B — W veoston &z
MarWork Day

&] Done & % Local intranet

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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Fle Edit View Favortes Toos Help d

Pay Type LOOkUp Q- © [« RA& ) search 5o Favories. @ veda () =
Screen

acddress €] https: imisws: 7002/ DeltekTC/TmeCallction msv

P .

} ' Timesheet

D> B

Se | |Leave |
Employee [SMITH, JANET P (54579)

Status [Missing | Revision
Class [SalaryiShiftbon-Exempt | Semi-Marnthly Period Encing [Mov 15, 2004 \E|
Copiy Ling | Delete Line | Reset Line | Reverss Line | &
Project r Filer
Fitter/Sort By
. Fiter Text | | [ Execue
Click on the blue
. [ Resuts
box in the left-most -
. . HLS Halilay Swing _
column to highlight Rl o
the line that has [ s il
the appropriate pay __ s [overine swing St
R Regular L
typ e RO Regular 0wl Shift &
< T

VN
7\

=)=

I vacation Approval [ e
Mon-Work Day

S| 89 Local intranet

OT - Overtime
OTS - OT Swing
OTO - OT Owl

Click on OK

Ele Edit Uiew Favortes Tools Help e
Qo= - () @ @ T8 O s Gpraoies @Pveda €2 (- :_\'_
A:_idress|@ https: fimiswS: 7002/ DeltekTC TimeCallection. msv v‘ B s ”

b Timesheet
hi

Employee [SMITH, JANET P. (34579) Stetus[Missing |
Class [Salary/ShiftMon-Exempt | Semi-Marnthly Period Ending [Mov 15, 2004
Copy Line | Delete Line | Resst Line | Reverse Lins | Add Line to Favoritss
ap over to the
. Project 0 a e M3l Mondy Thu €| Fri 4y
white work day Ha am B A s
FO - Finance
columns and enter 2 ey Lo
H 3 Eick Leave (Fersonal)
t h € ap p ro p riate # 1 fSick or Bereavement Leave (Fan)
of OT hours for el

each day —

FiO - Finance

FO - Finance

If you need to add
cell notes, click on
the appropriate = | [ T
notes icon 0 400 100

Holidday

B — W veoston &z

Mon-Work Day

&] Done & % Local intranet

e Note: The MSHOP# column is valid only for Machine Shop charges
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2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edt Vew Favortes Tools Help T
eaa(k - \_,; \ﬂ @ 0] ;U Search \zi:("Favuntes eMedla @ [‘:- ; |
address [@] W5 7O02{DeltekTC TimeCallect

For Holiday Hours,
click on the
binoculars in the

. . Employes | SMITH, JANET P.(S4579)
project field to i g Looiup
lookup the
appropriate holiday
charge

Copy Line| Dekee Line | ResetLine| =~
erce Trees
1] detterson Lab

B Leave

cave Other (Blood Dr, Voting, Communty Sve, SAR)

Charge Lookup
Screen

CIWIC LEAYE.OTHER
HOLIDAY

HOLIDAY SWING

" JURY DUTY
Leawe Without Pay LEAWEWITHOUT PAY
Military Leaye MILITARY LEAVE

PERSOMAL SICK
FAMILY SICK
VACATION

Click on the left- =] e
most column to , =

highlight the line
that has the

appropriate pay S —

[ mddtoTimeshest | [ Ciose

typ © g e By %3 Lacal intranet

HOL - normal holiday
HLS - swing holiday
H LO - OWI h (0] | Iday A Deltek Time & Expense - Timesheet - Microsoft Internet Explorer
Fle Edit View Favortes Tools Help 5
Q- © BB G| P Frrmme @ @ - BT
Address | ] hitps: {{miswS:7002/DeltekTCTmeCollection. msv V‘ Go | Links >
S ‘ r ;

Ermployee [SMITH, JANET P (54579) ] Status [Missing | Revision
Class [SalaryShiftNon-Exempt Semi-Monthly Period Encing [Nov 30, 2004 S ES

Copy Line | Delets Line | Reset Line | Reverss Line | Add Line to Favoritss

FO - Finance
Leave Without Fay
ick Leave (Persanal) i

Tab Over to the 4 [Sick or Bereavement Leave (FamF ARt
appropriate day ‘ 5
and enter non-work ™ - s
holiday hours

Note: The holiday
will be highlighted
in yellow

Holiday
L I — - | [ vecation Approval [ [E =]
Non-Wark Dy
&] Done S| 89 Local intranet

e Continue adding lines until the timesheet is complete
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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, you
will be prompted to
enter your system
password;

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

SN

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edt Yew Favortes Tools Help

. = " S B
eaa(k - Q \ﬂ @ 0] ) search 7 Favarites eMedla @ [,:_<- iz =
address | ] ha 5051 7002/DelkekTC/ TimeCallection mev

U

|} Timesheet

Class [Salary/Shift Non-Exempt

Copy Line | Delete Line | Reset Line | Reverse Line | Add Line to Favortes

- Finance

Links **

v B

Semi-Montily Period Ending [Nov 30, 2004

Thu d%| Fri 4

11128

€=

Sat i | s Ay Wer | Tus i

27 11028 1129 /30

- Finance

- Finance

- Finance

Folicky Gl

HLO

Eick Leave (Fersonal)

i

Eick or Bereavemertt Leave (Famf AM

acation

AT

=

Holidday

A EEE— Gl DD I vecn . P EE]
Qoune By 8 Local intranet
e The system will not let you save your timesheet unless you have non-

work hours charged for the remainder of the timesheet period.

JLAB Time Collection Manual — November 2006

Page - 19



Machine Shop
Non-Exempts

Regular Hours
In the project field,

either enter
“CNTSHP” or look N
it up using the

charge lookup

option

Verify that an “R”
defaulted in the
Pay Type column.
If not, typeitin

A Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edt Vew Favortes Toos Help

Qo= - () @ @ ;j ;WSEarch

3} Favarites 7]

{v \.,

*
a3

aiddress |1 bktpssjjmisw5: 7002DeltekTC Trne Callection, msv

_—

L’ Timesheet
n | £

Employee

Class [Machine ShopMon-Exempt ]

Copy Line | Delete Line | Reset Line | Reverse Ling | Add Line to Favortes

Eick or Beresvement Leave (Fam

Links >

v B

Status Wissing ]
Semi-Martily Period Encing [Nov 15, 2006

Foliday Leave

Leave Without Pay

Fick Leave (Persanal)

‘acation

faching Shop Generat 1 11

—

Signature [ E=m

Mon-Work Day

[

Approval [

&] Dons

B 4 Local intranet

Tab to the MSHOP#
column and enter
the appropriate
Z-number, or click
the binoculars in
the MSHOP#
column to look it

up

e & Expens

Fle Edt Vew Favortes Toos Help

Qo= - () @ @ ;j ;WSEarch

icrosoft Internet Explorer

3} Favarites 7]

{v \.,

a3

aiddress |1 bktpssjjmisw5: 7002DeltekTC Trne Callection, msv

-

P Timesheet
n | £

Employee | v

Class [Machine ShopMon-Exempt ]

Copy Line | Delete Line | Reset Line | Reverse Ling | Add Line to Favortes

Eick or Beresvement Leave (Fam

Links >

v B

Status Wissing ]
Semi-Martily Period Encing [Nov 15, 2006

Foliday Leave

Leave Without Pay

Fick Leave (Persanal)

‘acation

aching Shop Generat 111

Holiclay
Signature [ =] acation Approval [ | ==
Mon-Work Day
&] Dons B 4 Local intranet
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MSHOP # Lookup
screen

To search for the Z
Job Number, you
can

Enter a portion of ==

the Z-number in
the Filter Text and
click on Execute,
or

Scroll through all s

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
binoculars in the
Pay Type column
or enter an “OT” in
the Pay Type
column

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer |ZHE|E|
Fle Edt View Favortes Tools Help o

Qo - - [x] Bl @D O seanh Slpraones €8 | (- L JE 3

Address [ httpssjmiswS: 7002/DekekTC TmeCallection msv

v B ks

Timesheet

Employse v Status[Missing | Revision[1]
Class [Machine ShopNon-Exempt Semi-Marthly Period Encing [Nav 15, 2006 |&|l=p
Copy Line | Delete Line | Reset Line | Reverse Line | 4 QAT R RLIE] | %]

[ Fiter

sundy Mondy Tuedd W

1145 1116 17 1
Fitter,

Fitter Text |72087 Execute

 Resutts

hlame

Job Mumber Z20870

Job Mumber 220871

Job Mumber 720872

ok Hurmbier F20574
N\ [t haumber z20875
}

(=) =8

Holieay
I vacation
Mon-Work Day

Signature | &= Approvel | =

&] Done & 89 Local intranet

24 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edt WVew Favortes Tools Help

Qe - © \ﬂ @ lj ;U Serrih ‘?i‘:(‘Favnr\tes &) ti';:' ;

Address [ httpssjmiswS: 7002/DekekTC TmeCallection msv

Timesheet

LK 5

v B ks

EMPIOYSS | . oo oo e e, v Status[Missing | Revision[1]
Class [Machine ShopNon-Exempt Semi-Marthly Period Encing [Nav 15, 2006 |&|l=p

Copy Ling | Delete Line | Reset Line | Reverse Line | Add Line to Favorites

rigtion Pay Type MSHOP # Weddy Thudd| Fri @ Satdd Sunds| Mondd Tue ¥ v

111 172 1173 114 1175 116 "7 1

fick or Blereawemert Leave (Famf AN

Foliday Leave For

Leave Without Pay T
ick Leave (Personal) FTC

acation AC

iGchine Shop General: 1.11.5 [F20873
iachine Shop General1 T 0673

< | ¥ < | >
Holiday
Signature | &= I vacation Approvel | i =]
Mon-Work Dy

&] Done & 89 Local intranet
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Pay Type Lookup
Screen

Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edt WVew Favortes Tools Help

Qe - © \ﬂ @ lj ;U Serrih ‘?i‘:(‘Favnr\tes &) ti';:' ;

Address [ httpssjmiswS: 7002/DekekTC TmeCallection msv

P

L} Timesheet

Employse v Status[Missing | Revision[1]
Class [Machine ShopNon-Exempt Semi-Marthly Period Encing [Nav 15, 2006 |&|l=p

Gopy Line | Delete Line | Reset Line | Reverse Line | » [IPSRESSTRN B

Project "
 Fitter

LK 5

Links >

V‘Gn

Fitter/Sort By | ID

Fitter Text | [_Exeoute

Resuts

>

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

Crvertime Crwl from TC

Crvertime Swing from TC

Regular

Regular Owl

||

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

Reqular Swing
| 1%
———
—
Signature [ [li=] Spproval [ =] e

I vacation
Mon-Work Day

&] Done & 89 Local intranet

24 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edt WVew Favortes Tools Help

\ x| o s > R0
(CLRS \ﬂ @ | D s Sl rmores §2) (- L
Adivess (4] httpssmisuS:7002/DelkekTC/ TmeCallection msv
L} Timesheet
Employes (. . . )

Class [achine ShopMon-Exemgt

Copy Line | Delete Line | Reset Line | Reverse Line | Add Line ta Favoritss

Project o = MSHOP # W Thudd| Fri @
172 1173

Links >

V‘Gn

Status[Misshg ] Revison[1]
T o —

fSick or Bereawvemert Leave (Famf

Holiday Leave
Leave Without Pay
Fick Leave (Personal)

‘acation
lachine Shop General: 1.11.5C.1
faching Shop General 1.11.5C

[£20873
[F20673

L Approval [ =]
Mon-Work Dy
&] Done (1 & 89 Local intranet

e Continue adding lines until the timesheet is complete.
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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, you
will be prompted to
enter your
password;

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

24 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edt WVew Favortes Tools Help

Qo - - [x] Bl @D O seanh Slpraones €8 | (- L

Address [ httpssjmiswS: 7002/DekekTC TmeCallection msv

LK 5

Links >

V‘Gn

Status[Misshg ] Revison[1]
T o —

Class [Machine Shophlon-Exempt
Copy Ling | Delete Line | Reset Line | Reverse Line | Add Line to Favorites
Thuds  Fri @ St dF Sundy mondd Tue db v
172 1173 114 1175 116 "7 1
fick or Blereawemert Leave (Famf AN
Foliday Leave For
Leave Without Pay T
ick Leave (Personal) 53
acation AC
iachine Shop General, 1.11.5C.0R [F20873
achine Shop General 111 5C 00T 20873

T Holiday
sgawe @ E W vacation Agrovel s ==
Mon-Work Dy
&ooe o [NEERR & 89 Local intranet

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.

JLAB Time Collection Manual — November 2006

Page - 23



GSRA’s 43 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer [BEE
—_— Fle Edt View Favortes Tools  Help o

eﬂack - \ﬂ @ D f_U Serrih ‘?i‘:‘(‘Favnr\tes @ vedia ) [\- ; = _J
Address | @] https:imiswS: 7002/DeltelTC TmeCallect

Timesheet

Links >

v B

After selecting the

ap p_ro p rl ate Empz::: @:;:/::r:m:::rs;i | Semi-Mornthly Period Ending [Nay 1:*;::4"”‘“‘“ REWS\%
p rOJ ect (S) » SCro I Copy Line | Delete Line | Reset Line | Reverse Line | Add Line to Favorites

over to the day that

has white cells ™| Form 7O Frerce F o

(either the last day
of the timesheet
period or the
Friday before, if the

last day falls on a o
weekend) ~
o~
Note: The total =
percentage must
equal 100 i -
If you need to add _~ St | ] .EZ'L"%W po— EE

cell notes, click on
the notes icon

&] pone By 8 Local intranet

e Continue adding lines until the timesheet is complete
e The Machine Shop # column is valid only for Machine Shop charges

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edit View Favortes Tools Help o
| Al & s > B

e Back - () \ﬂ @ f) | ) search ¢ Favaries @ veda £4) R- iz H

Address |&] https: {fmiswS: 7002 DeltekTC TimeC ollection, msv v\ B s

When you are

it [SHTH, JANET P (54575) | Status [Missing |

Revision
fl nis h ed wit h t h e Class [GradusteExemptercert ] Semi-Mantily Period Encing [Fov 15, 2004 IEIES
! Copy Line | Delete Line | Reset Line | Reverse Line | Add Line to Favartes
current day’s
. cha ription ay Type| Hvon  Tus | Wed | Thu | Fri
timesheet entry or & 1B 1A 1A 1Az

FO - Finance

the timesheet is
complete, click on
Save

At the end of the
timesheet period,
click on the sign
button. If your ™

timesheet passed - T

all system = _
validations, you

will be prompted to B Moot e
enter yo ur MarWork Day

password; &l0one B 3 Lol rtranet

Otherwise, revise e The system will not let you save your timesheet early
your timesheet,

then save and click

sign again.
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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

7

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edt Vew Favortes Tools Help

@Eack -9 @ @ & ;\J search 57 Favortes @ Meda %) Efj‘;- 2= J
Address | ] hitps: {{miswS:7002/DeltekTCTmeCollection. msv

s

Links >

V‘Gn

o
Employes [SMITH, JANET P, (S4579) ] Current Hour View Status Revision
Class [GraduateExemptPercert eriod Enciny 2004 &=
Copy Ling | Delets Line | Reset Line | Revarse Line | Add Lins to Favoritas
FOFIN FO - Finance 1000

P d
P
P d

< | 3 [ |>
Holiday
Signature [SMITH, JANET P. (54579) &= W vacation Approvel | ==
Non-Wark Dy

&] Done S| 89 Local intranet

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

A Delte,. “me & Expense - Timesheet - Microsoft Internet Explorer gl
o

Fle  Edt Vew ToWegge Ioos Help

4

address | (] hitps:fjmiswS: 7002/DeltekTC/TmeCollection msv

D> B
e
Employes [SMITH, JARET P, (S4579) | Current Hour Yiew Status Revision
Class [GraduateExemptPercent ] P Period v 15, 2004 [][=]
Copy Line | Delete Line | Reset Line | Reverss Lins | Add Line to Favaritss
FOFIN FO - Finance R 44.0]
< ¥ < [E
Holiday
Signature [SMITH, JANET P. (54579) &= W vacation Approvel | ==
Mon-Work Day

&] Done S| 89 Local intranet

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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Students

Reqular Hours
For each

applicable work
project, verify that
a“R” isin the Pay
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 aweek,
record any
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
binoculars in the
Pay Type column

73 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edt WVew Favortes Tools Help

3 A (&) . ; D A
Qo - (D [x] B D O seah Sprmoes @veds &) (- L
address @] ht 55, 7002/DeltekTC TmeCallection msv

[BEE
0
U

P

Timesheet

Links >

v B

Employse [SMITH, JANET P (54579)

Class | Studenthon-Exempt

Copy Line | Delete Line | Reset Line | Reverse Line | Add Line to Favorites

Svelzsrg | Revein[1 ]

Semi-Manthly Period Ending [Mav 15, 2004 IS

Thu Fri
/4 1115

N —

Holidday
I v acation
Mon-Work Day

Approval DD

&) Dane

By 8 Local intranet

73 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edt WVew Favortes Tools Help

eﬂack - \ﬂ @ lj ;U Serrih ‘?‘::(‘Favnmtes @ s £2) [‘{- :; =
&] hitps:

Address

[BEIE
-

Employse [SMITH, JANET P (54579)

Class | Studentihlon-Exempt

Copy Ling | Delete Line | Reset Line | Reverse Line | Add Line to Favorites

FiO - Firance

ption

v B ks

Pay Type

MSHOP #

Semi-Manthly Period Ending [Mov 15, 2004 e

Thu Fri
1161 1145

FO - Finance

Signature =

Holiday
I vacation
Mon-Work Day

Approval [ (=]

€] Dons

S % Local intranet
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Pay Type Lookup
Screen

Click on the blue ==
box in the left-most
column to highlight
the line that has

the appropriate pay
type

Fle Edt Vew Favortes Tools Help
Qe - © @ @ & /f? Search \;‘E’Favwwtes @ veda ) [}2- :‘7 = )

D> B

acddress €] https: imisws: 7002/ DeltekTC/TmeCallction msv

M

L’ Timesheet

hi
Employee [SMITH, JANET P (54579)

Class [StudentMon-Exempt

Copy Line | Delets Line | Reset Line | Reverss Line | 2 TR SRORS

e r—

Semi-Manthly Period Encing [Nov 15, 2004

Revision
&=

r Fiter
Filter/Sort By
Fiter Text | | [ Execue
[ Resuts

Regular

Click on OK

==

Approval [

>
I vacation
Mon-Work Day

&] Done S| 89 Local intranet

ime & Expense - Timesheet - Microsoft Internet Explorer

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

Eie

Qe - © ¥ B | O seath Ylpravoies @reda &) (-

acddress ] hktps:fmisws: 7002/ DelkekTC TimeC

P

L’ Timesheet

Edt Vew Favortes Ioos  Help

=1

o> ERE

ollection.msy

hi

Employee [SMITH, JANET P. (54579)

Status[Missing ]

Semi-Manthly Period Encing [Nov 15, 2004

Revision
€=

Class [StudentMNon-Exempt

Copy Line | Delete Line | Resst Line | Reverse Lins | Add Line to Favoritss

Mon
18

Tue
1172

Project

FO - Finance

FiO - Finance

Halicry
I vacation
Mo Work Day

B — =

&] Done & % Local intranet

Continue adding lines until the timesheet is complete.
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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 or

your last work day,

click on the sign
button. If your
timesheet passed
all system
validations, you
will be prompted to
enter your
password;

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

A Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edt Vew Favortes Iools Help

a

Qe - O ¥ B (0 Omach glprmones @reae € 3 12 )

acddress €] https: imisws: 7002/ DeltekTC/TmeCallction msv

|
e [SMITH, JANET P (54579)

Class [StudentMon-Exempt

Copy Line | Delete Line | Resst Line | Reverse Lins | Add Line to Favoritss

D> B

Status [Wissing | Revision
Semi-Monthly Period Ending [Hov 15, 2004 J | =]

T S ]

Holiday
I vacation
Mon-Work Day

Approval [

&] Done

S| 89 Local intranet
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Casuals

Reqular Hours
For each

applicable work
project, verify that
a“R” isin the Pay
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 aweek,
record any
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
binoculars in the
Pay Type column

A Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edt Vew Favortes Iools Help

Q- © [« RA& ) search 5o Favories. @ veda ()

i

2-&=L0)

acddress €] https: imisws: 7002/ DeltekTC/TmeCallction msv

L’ Timesheet

Employes |

Class [Casualhon-Exempt

Copy Line | Delete Line | Resst Line | Reverse Lins | Add Line to Favoritss

Links **

D= E

e r—

Semi-Manthly Period Encing [Nov 15, 2004

Revision
&=

1OMIS 10 - Mamt Info System: F (e 9.0 L 1) 5.0
_—
— -
/4,

< | bINES | >

Halicery
B E— oo epro =i

o Work Day

&] Done

S| 89 Local intranet

A Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edt Vew Favortes Iools Help

Qe - @ [¥] B ti| O seatn Jlpraoies @rein @) (- L [ )

address ] hktps: imisws: 7002/ DeltekTC TmeCallction msv

L’ Timesheet

Links **

= E

Employes [ Stetus[Missing | Revision
Class [CasualMon-Exempt Semi-Monthly Period Ending [Hov 15, 2004 IRIE]
Copy Line | Delete Line | Reset Line | Reverss Lins | &d Lins to Favartss
IoMIS 10 - Mgt Info Systems 10.0) 0] EE 3.0 50|
OIS 1 g Info System =T
< | > € | >
Holicay
O — W Vacaon =&
Mon-#fark Dy

&] Done

& % Local intranet
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Pay Type Lookup
Screen

Click on the blue ==
box in the left-most
column to highlight
the line that has
the appropriate pay
type

Ele Favorites  Tools  Help

Qe - () ¥ @] () O a5 rmones @vedn &) [

acddress €] https: imisws: 7002/ DeltekTC/TmeCallction msv

Edt  View

} ' Timesheet

Revision
&=

e r—

Semi-Manthly Period Encing [Nov 15, 2004

Pay Type Lookup

Employes |

Class [Casualhon-Exempt

Copy Line | Delete Line | Reset Line | Reverss Line | &

e r Fiter
Filter/Sort By
Fiter Text | | [ Execue
[ Resuts

Regular

Click on OK

==

Approval [

>
I vacation
Mon-Work Day

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

&] Done S| 89 Local intranet

A Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edt Vew Favortes Iools Help

Qe - Q¥ B @i O seanh g Faories @rieda €3 [
imiswS: 7002/ DelbekTC TimaC

P

L’ Timesheet

o> ERE

ollection.msy

address ] hkeps:y

Status[Missing ]

Employee |

Semi-Manthly Period Encing [Nov 15, 2004

Class [CasuslMon-Exempt

Copy Line | Delete Line | Resst Line | Reverse Lins | Add Line to Favoritss

Project Mon

10 - Mgt Info Systems
10 - Mgt Info Systems

Halicry
I vacation
Mo Work Day

B — =

&] Done & % Local intranet

Continue adding lines until the timesheet is complete.
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A Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edit Vew Favortes Iools Help o

Qe - O ¥ B (0 Omach glprmones @reae € 3 12 )

Address |@ hitps: imiswS: 7002/ DelkekTC TimeCollection, msy v\ Go | Links

When you are .
finished with the el e e
Current day,s Class [Casualhon-Exempt | Semi-Marnthly Period Encing [Mov 15, 2004 ‘E'
timesheet entry or
the timesheet is
complete, click on
save

Copy Line | Delete Line | Resst Line | Reverse Lins | Add Line to Favoritss

At the end of the
timesheet period or
your last work day, s
click on the sign
button. If your
timesheet passed
all system

validations, you e[ Mo o =
will be prompted to Vor ork Dy

enter yO ur &]pone & % Local intranet
password;

Otherwise, revise
your timesheet,
then save and click

A Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

. _ Fle Edit Vew Favortes Iools Help o
sign again. Q- © W B Q] Dswe Jorwoe: @t @ 35 3 L
A:_Idress|@ hitps: imiswS: 7002/ DelkekTC TimeCollection, msy v\ Beo ks ™

L’ Timesheet

To monitor the
1000 work hour Empioyee | Stus[Mssig | Reviskn[1 ]
annual ||m|t for Class [CasualMon-Exempt | Semi-Monthly Period Ending [Mov 15, 2004 ‘E|
casuals, click on
Leave

Copy Line | Delete Line | Resst Line | Reverse Lins | Add Line to Favoritss

Holicay
e 8 vacaton =]
Mon-#fark Dy
&] Done & % Local intranet
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A Deltek Time & Expense - Timesh

Fle Edt Vew Favortes Iools Help

Qe - O ¥ B (0 Omach glprmones @reae € 3 12 )

A:_Idress|@ hitps: imiswS: 7002/ DelkekTC TimeCollection, msy v\ Beo ks ™

M

L’ Timesheet

Class [CasualMon-Exempt ] Semi-Monthly Period Ending [Hov 15, 2004 J | =]

Employee

Copy Line | Delete Line | Resst Line | Reverse Lins | Add Line to Favoritss

Project s d Mon Tue
1101 2

. — Leave Type
This pop-up screen "
g l ves arunn I n g Jun 4, 2004 Bieginning Balance 200.0000
balance of the et 18, 2004 Taken -2.0000
Ot 18, 2004 Taken -2.0000
number of work

ho urs aval Iable for 10 Oct 20, 2004 Taken -8.0000

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

the remainder of 2
the casual year

< | bINES | >

Holiday

T E— oo epro =i

Mon-Work Day

&] Done S| 89 Local intranet

e The balance will not be updated with current casual hours worked until
the timesheet is saved
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Call-in Time (Non-Exempts Only)

soft Internet Explorer

Fle Edt Vew Favortes Iools Help 5

Q- © [« RA& ) search 5o Favories. @ veda () [

Address |@ hitps: imiswS: 7002/ DelkekTC TimeCollection, msy v\ Go | Links

To record call-in
time actually

} ' Timesheet
worked, :
Employee | Status [Missing | Revision
Class [SalaryiShiftbon-Exempt | Semi-Marnthly Period Encing [Mov 15, 2004 \E|
E nter th e p roj ect Copy Line | Delets Line | Reset Line | Reverse Line | Add Line to Favortss

on which you were
{Accelerator EHES \ 8.0 2.0 8.0 8.0 2.0 8.0

Cal Ied | n CCEHS [scceterator EH T }\ 0.5]
!

Either enter the — T
appropriate pay ——
type or cI|cI_< on the’ —
binoculars in the —

Pay Type column —
to look it up -

Record call-in -
hours worked on - ! > ¢ | >

the correct day oty
Soetwe [ | I acation Spproval [ s =

Mon-Work Day

&] Done S| 89 Local intranet

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Pay Type LOOkup Fle Edit Vew Favortes Tools Help
screen Q- @ [¥] Bl G| O seat Gprmoies @redn @ (- 2 H [

v B s ?

address

€] hitps:ijmiswS:7002/DelkekTC TimeCollection. msy

|} Timesheet

Employes [ | Status[Missing | Revision

Class [Salary/Shift Non-Exempt | Semi-Marntiily Perio Encling [Mov 15, 2004 \E]
Copy Line | Delete Line | Reset Line | Reverse Line | A
r Fiter
— Fiter/Sort By
s Fiter Text | | [ Executs

r Results

Name

Call-in Time: (Not-Worked)
Haliday vl

Haliday Swing

Highlight the Foicey

Overtime

approprlate pay - FoT0 Cvertime Owl Shift
type r ‘ =

4 |

N — I vacaon - B[z
Mon-ork Day

Click on OK == :

&] pone By 8 Local intranet
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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 binoculars in
the Pay Type
column to look it

up

Highlight the CIN
Call-In Time (Not
Worked) line

Click on OK

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

File Edit View Favorites Tools Help
eaa(k - \_,J \ﬂ @ ) ;U Search \zi:("Favuntes eMedla @ [‘:-
Address |&] H 57002/ DelbekTC/ Tim

Links **

v B

Employes |

] stauepizsrg |

Class [Salary/Shift Non-Exempt | Semi-Marntiily Perio Encling [Mov 15, 2004

Copy Line | Defete Line | Reset Line | Revers Line | 2 YRR STt

Project

Revision
&=

r Fiter
Fiter/Sort By
Fiter Text | | [ Executs
r Results

Name

Call-in Ti

Haliday vl

Haliday Swing

Holiday

Overtime

Grvertime Ol Shift

.

I v acation
Mon-Work Day

R — Ao I

&] pone By 8 Local intranet

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Record the call-in
hours to be paid
(up to two) that

were not worked

Fls Edt Yew Favortss Tools Help
@Eack - @ @ ) ;\J search 57 Favortes @ Meda %) [\
Address | ] hitps: {{miswS:7002/DeltekTCTmeCollection. msv

Links >

V‘Gn

7

Status
Semi-Monthly Period Ending [Hov 15, 2004 &=

Employes |t | Revision[1_]

Class Salary/ShiftNon-Exempt

Copy Line | Delets Line | Reset Line | Reverss Line | Add Line to Favoritss

& Thudk
A 14

{tccelerator EHES
{rcelerator EHAS
[a.ccelerator EHES

—

Holiday
I vacation
Mon-Work Day

E L I |- /=

Approval [

&] Done S| 89 Local intranet
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.
JLAB Time Collection Manual — November 2006 Page - 34



Recording Leaves

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

Civic Leave

If you choose Civic
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

24 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edt WVew Favortes Tools Help

Qo - - [x] Bl @D O seanh Slpraones €8 | (- L JE 3

v B ks

51 7002/DeltekTC TimeC

Clas 50, 2008 |&|l=p

Copy Line | Delete | | (_Charce Trees
] Jetterson Lab

= Leave
¢ on
Civic Leave Cther (Community Swc, SAR) |1 CIVIC LEAVE OTHER
Holiday Leave 1 HOLIDAY HOL
Jury Duty 1 JURY DUTY COR
Leave Without Pay 1 LEANWE WITHOUT PAY e
Milttary Lesve 1 MILITARY LEAYVE ML
Sick Leave (Family Members) 1 FaMILY SICK FAmM
Sick Leave (Personal) 1 PERSOMAL SICK SIC
“acation 1 WACATION WAL -
“acation Purchased by Employee 1 WACATION PURCHASED |PVC
WiratherPublic Fmerency 1 AWEATHFR/P AL I FMFRG [WWRF | 3 :
Signatur =

Mon-Work Day

&] Done & 89 Local intranet

e You may want to load the most common types of leave into your
favorites

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edt Vew Favortes Tools Help

Q=-Q X A& ) ssarch S Facres @ veda £2) - :\7 = - )

517002/ Deltek TC Tim

D= EE

Employes [SMITH, JANET F. (54579) ] Status [Open ] Revision[1_]
Class [Salary/ExemptiPercert Semi-Monthly Period Ending [Hov 15, 2004 &=
Copy Ling | Delete Line | Reset Line | Reverse Line |
This timesheet did not pass one o more validations. Listed below are warnings or errors that Sy Sy l]‘; £

occurred. Saving of the Timesheet can continue with wearnings, but any errors must be corrected 1176 17

O ACATION before the save can cortinue

Wiarnings

Erors N\

The follawing charge(s) requirs commerts;
Line 5 - Nov 4, 2004

I vacation
Non-Aork Day
€] Dons S % Local intranet

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

Approvsl [ (=]

Signature (=
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To insert a
comment

Click on the cell
that requires a
comment

Click on notes icon __|

in the cell

Type your

Deltek Time & Exp
Fle Edt View Favortes Tools  Help o

eﬂack - @ @ P ;3 Serrih \?'/"\?Favmes @ reds €8 (- ; = _J
ddress | @] https:jmiswS: 7002(DeltelTCTimeCollection msv

 » Timesheet

Links >

v B

Emplayee [SMITH, JANET P (54575) Status Revision[1_]
Class [Salary/ExemptiPercert Semi-Marthly Period Ending [Nov 15, 2004 IS

Copy Line | Delete Line | Reset Line | Reverse Line | Add Line to Favorites
Thu 4% Fri 4
M4 115 N
acation

FO - Finance

fSick Leave (Personal)

{idmin Division Office

Haliday
sgawe [ ] Vacation approval [
NarviAork Day
&] pone By 8 Local intranet

Deltek Time & Expense - Timesheet - Microsoft Internet Explorer,

Fle Edt Vew Favortes Tools  Help o

Q=-Q XN RAG ) ssarch e Favarte: {(2) LJid 3

Address |@ hitps: fmiswS: 7002/DeltekTC [TimeCollection, msy

B> BN

L’ Timesheet

h
Employes [SMITH, JANET P (54579) ] Stetus Revision

Class [Salery/ExempgtiDaly | Semi-Monthly Period Ending [Qct 31, 2006 EEES

Copy Line | Delets Line | Reset Line | Reverss Line | Add Line ta Favoritss
0 X

comment

i |United Wy Day of Caring
IIC LEAYE OTHER: ivic Lt

Click OK

< |
I
Holiday
sgewve [ 0 vacation Approval [ =i
Mon-Work Dy
&] Done & 89 Local intranet
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2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Leave Without Pay Ele Edt Vew Favortes Tools Help

eaa(k - Q \ﬂ @ ;j f_U Search \:i‘:!I’Favuntes aMedua e} [:- ; ) _J

Leave without pay T B s ?

should not be
charged until all
vacation leave is ‘ :
Employes [ SMITH, JANET P (34579) Status __Operv Revision [5

eXhaUSted, except Class[Salary/ExemptiParcert ] Semi-Morthly Period Ending [Now 15, 2004 I
when an employee Gopy Lin | Delete Line | Reset Line | Reverse Line | I R S - 1

ison STD, LTD, or
disciplinary leave

This timeshest did not pass one or more validations. Listed below are warnings or errars that SEEAY WSy IS
aeeurred. Timesheet signing can conlinue with warnings, but eny errars must be carrected before | (LA PRRIRIRR TS
signing can cortinue

Warnings

If you try to charge

leave without pay,
except in the above
instances, you will a
receive this error .
when you sign
your timesheet

Errars
E101 - Fatal, v T

Cannat charge LWOP unless vacation is exhausted for Nov 2, 2004 ’

Click Close — Coe D

Signature 0 vacation Approval ==
Mon-Ajork Dy

Revise your
timesheet, then
save and sign Eooe B/ wosinrane:

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edt Vew Favortes Tools Help

Qe - - [ [B] (0| Osarch prmones @redn &) (2- 2 5[ )

D= ENE

Emplayes | SMITH, JAMET P. (54579) Status | Open

e g Charge Lookup B

Jury Duty

Copy Ling | Delets Line | Reset Line |
[_IChargs Trees
. [Ehi_] Jefferson Lak
Charge any time T e
spent serving as a
juror to Jury Duty =< : . :
Civic Leave Other (Blood Dr, Voling, Commurity Sve, 54R) [1 CIVIC LEAVE.OTHER
Holiday Leave 1 HOLIDAY HOL
1 JURY DUTY COR
SRR TIhoLE Pay 1 LEAVEWITHOUT PAY [P
Miltary Leave 1 MILITARY LEAVE ML
) Sick Leave (Personal) 1 PERSONAL SICK e
DOE Witnhess Sick or Bereavemert Leave (Family) 1 FAMILY SICK Fant
wacation 1 VACATION VAC
C h ar g e th e - " 1 WEATHERIPUBLIC EMERG [WWPE
. — Witness for DOE or Other Fed Acency ) 1 VITMESS DOE FED FED :
Witness for DOE or " Bl

Other Fed Agency
if you are ever
subpoenaed to

testify for DOE or Eloone B3 toco o

Z”Other Federal e If you are subpoenaed to testify for any other case, not related to DOE,
gency then this time should be charged to vacation

Soretwre [ I =
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Family Sick

Charge sick leave
taken to care for an
immediate family
member to the
Family Sick project
(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 project
requires a cell
comment stating
the relationship of
the sick family
member

Bereavement
Leave will be
added soon, and
will follow the
same format as
family sick except
itis limited to 3
days per
occurrence).

A Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

EEIX
Fle Edt Vew Favortes Tools Help &
Qo= - () \ﬂ @ ;j ) search \;:("Favw\tes o a- :;_ LJE 3

iswS: 7002 DeltekTC [ TimeCollection, msy

®

vBe |uis

Employee | SMITH, JAMET P.

Status

Revision[1_]
€=

Class [Salary/ExemptDally | Semi-Morthly Period Ending [Nov 30, 2006

Copy Line | Delete Line | Reset Line | Reverse Ling | Add Line to Favortes

Project Chai on Thu#p  Fri Sundy| Mondd  Tue 4y
1147 A& M9 1120 11

Financial Systems: 1.06.02.002

Holiday Leave

[Bick Leave (Family hMembsrs)

< ] e | >
Halitay
Signaturs =1 W vacation Approval | [
MonAark Day

&] Dons

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

B 4 Local intranet
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Deltek Time & Expense - Timesheet - osoft Internet Explorer

File Edit View Favorites Tools Help a’
ack = () wl (o8 ; D) search \:"L Favorites Media €< /: - j,..
= | s & - —

address |&] https:jfmiswS: 7002/DelkekTC/TimeCallection, msy

mesheet

Employes [SMITH, JANET P (54579) Status[Missing |

Class [Sakry/ExemptiPercent ] Semi-Monthly Period Encing [Oct15, 2004 I

Copy Line | Delete Line | Reset Line | Reverse Line | Add Line o Favorites

° € ! = hut il
Enter the cell e s
— Son Zachary sick,
comment ERSCNAL SICK ———
AMILY SICK £
ECATION 3

Click on OK =~ —

80 1000

8.0 1000

< |
Haliday
sgawe [ ] [0 viscation Appraval |
NarviAork Day
&] pone O ] By 8 Local intranet
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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

A Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edt Vew Favortes Iools Help

Qe - O ¥ B (0 Omach glprmones @reae € 3 12 )

acddress €] https: imisws: 7002/ DeltekTC/TmeCallction msv

Links **

D= E

Employes [SMITH, JANET P (54579)

Class [SalaryExemptiPercert |

Status Revision[1_]
Semi-Marthly Period Ending [Wov 30, 2004

Copy Line | Delete Line | Reset Line | Reverse Lins | Add Line to Favortss

fSick or Bereavement Leave (Fal

FO - Finance

FSick Leave (Personal)

‘acation

Holiday Leave

< 3| (i€ >
Holday
Signature [ (& W vacstion Approvel | ==
Kon-ark Dy

&] Done

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edit Yew Favorites Toos Help

eaa(k - \ﬂ @ ;j ;U Search \Efl‘ijFavuntes @ veda £4) f:{- .j; e _J

Address (] https:

Links **

v B

5:7002/DelbekTC/ Time Callection. msv

4 Timesheet

Emplayee [SMITH, JANET P. (54579) Status Revision[1_]
Class [Salary/ExemptiPercert Semi-Morthly Period Ending [Nov 30, 2004

Copy Line | Delete Line | Reset Line | Reverse Ling | Add Line to Favorles
Thu dy| Fri 4
125 1125 11

fick or Bersavement Leave (Fal

FO - Finance

[ick Leave (Fersonal)

‘acation

Foliday Leave

< | FANES ¥
Haliday
T — R soprene B[z
Man-wark Day

By 8 Local intranet

&) Dane

e Please refer to the floating holiday policy for more detail
e Use the Contact Us link on the desktop to request a change in schedule
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Recording Family Medical Leave Act (FMLA) Time

Fle Edt Vew Favortes Iools Help I

Qe - O ¥ B (0 Omach glprmones @reae € 3 12 )

A:_idress|@http imiswS: 7002/ DeltekTC TimeCollection msy V‘GU Links **

} ' Timesheet

h

Emplayee [SMITH, JANET P. (54579) Status Revision
Class[Salary/ExemptiPercert ] Semi-Morthly Period Ending [Nov 15, 2004

Copy Line | Delete Line | Resst Line | Reverse Lins | Add Line to Favoritss

Click on the clock |

ALY SICK fsick or Bereavemert Leave (Famf AN 0
for an Yy d ay on oAy Fioliday Leave FioL

. FOFIN FO - Finance R
w h IC h yO u h ave ERSCNAL SICH FSick Leave (Personal) EC &0

approved FMLA AR e i -
hours

< | 3| |« | >
Holiday
P — R p— [SE]
Non-Work Day
&] Done S| 89 Local intranet

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edt Vew Favortes Tools Help i

Q=-Q X A& ) ssarch S Facres @ veda £2) [

Address | ] https:jmiswS: 7002/DeltelTC/TimeCollection.msv

L’ Timesheet

Employes [SMITH, JANET P. (54573) ] Status Revision
Class[Salary/ExemgtiPercert Semi-Morthly Period Ending [Nov 15, 2004

Enter any personal Copy Line | Delete Line | Reset Line | Reverss Line | Add Line ta Favoritss
FMLA hours i e
separately from

fam||y EMLA hours Date Cut | Nov 2, 2004 | Lunch Start | 12 00

Persanal FWLA Hour nchEnd | 0100

Timeln | 1200

Family FMLA Hours

CNOM00-6
chmot-2|

In the comments
section, enter the e
identifying number
given to you by
Medical Services

Holiday
L I — - | [ vacstion Agproval [ =]
Non-Work Day
&] Done S| 89 Local intranet

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 a
comment

& Expense - Tim soft Internet Explorer

Fle Edit Vew Favortes Iools Help &

Qe - O ¥ B (0 Omach glprmones @reae € 3 12 )

D> B

Employes [SMITH, JANET P. (54579) Stetus [Open ] Revision[1_]
Class[Salary/ExemptiPercert ] Sermi-Morthly Period Endling [Now 15, 2004 J | =]

Copiy Ling | Delete Line | Reset Line | Reverss Line | [ g

Project This timeshest did not pass one or more validations. Listed belovy are warnings or errors that
accurred. Timesheet signing can continue with warmings, bt sny errars must be carrected before
signing can continue.

Wiarnings

Erors

FMLA error: Mov 2, 2004 has FMLA hours hut no comment associated with the hours

Signiture 0 vacation Approval [ =] e
Non-Work Day

&] Done S| 89 Local intranet

e 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)

A Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edt Vew Favortes Iools Help 5

Qe - ¥ B (| Omach Slprmones @reae € 3- 12 = [ )

acddress €] https: imisws: 7002/ DeltekTC/TmeCallction msv

D> B

L’ Timesheet
=1

Employes [SMITH, JANET P. (54579) Stetus [Open ] Revision[1_]

Class[Salary/ExemptiPercert ] Sermi-Morthly Period Endling [Now 15, 2004 J | =]

To copy aline <

Copy Line | Jhlete Line | Reset Line | Reverse Ling | Add Line to Favoritss

Ch ) Thu % | Fri @ Sa Cl
Y] 146 i 1148
< S S S [ N i
- 0 2

Highlight the line G
you wish to copy

Click on Copy Line

< | ¥ (< | >
Holiday
T — W vecan pr— 5=
Non-Wark Dy
&] Done S| 89 Local intranet

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edit View Favortes Tools Help o

eaa(k - Q \ﬂ @ ;j f_U Search \zi‘\?Favuntes aMedua e} [:- ; ) _J

v B s ?

To delete aline

vz oper |

Cla | Semi-Morthly Period Ending [How 15, 2004

Revision[1_]
&=

dfy Thuds| Fri @} Sat 4y Sundd Mondh
M4 415 1B 1@ M8
acation

FiO - Finance

nghllght the Eick Leave (Fersonall
line you wish to
delete

Click on Delete
Line

< | bR | ¥
Haliday
N [0 viscation Approval I
NarviAork Day
&] pone By 8 Local intranet

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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2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

To reset aline

Highlight the line
you wish to reset

Click on Reset Line

Fle Edt Yew Favortes Tools Help
eaa(k - © \ﬂ d N D search 5 Favorites @ veda £4) -
v & Q| - p 2 &

Address (] b 55 7002/DelbekTC/Tme Callection. msv

=

Links **

v B

Emplayee [SMITH, JANET P. (54575)

vz oper |

Semi-Morthly Period Ending [Nov 15, 2004

Revision[1_]
&=

Class [SalaryExemptiPercert

Thud¥ | Fri )
MA 115

Sat 4

HE

Sy

Won 4
ne 1B

"acation

FiO - Finance
fSick Les

< ‘ 3 Is | ;
N — -E"’;«:k . P B[]

&l oone 2 % Local intranet

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

completely remove the entire line, including cell comments
If you have already saved the selected line, the reset function will reset
the line to the previous values found in the database

To reverse aline

—

Highlight the line
you wish to
reverse

Click on Reverse
Line

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edit View Favortes Tools Help o
Qo - @ [X] B G| O seath Gpravoies @ueda &) (- L2 J
7002/ DelkekTCS vBeo s

stva[oper |

Semi-Morthly Period Ending [Nov 15, 2004

Revision[1_]
€=

dfy  Thudd  Fri @
MA 115

Sat 4

HE

Sty
117

Mon 4§
1153

‘acation

FiO - Finance

.cmin Division Office

< | FARES | >
Haliciay
B — W veoston &z
MarWork Day

&] Done & % Local intranet

We do not recommend using the reverse line function.
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2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

File Edit View Favorites Tools Help a’
eaa(k - B @ ) piear(h 5. Favorites @ edia £4) D::
address |&] https:jfmiswS: 7002/DelkekTC/TimeCallection, msy

.

|} Timesheet

835 U

Links **

v B

Open|

Status e

Semi-Morthly Period Ending [Nov 15, 2004

Emplayee [SMITH, JANET P. (54575)

Class [SalaryExemptiPercert |

Copy Line | Delete Line | Reset Line | Reverse Line | Add Line to Favortes

Froject Thudd  Fri @y Sat 4 Sundy M
1

MA 115 ne 1

"acation

FiO - Finance

ick Leave (Fersonal)

lecimin Division Office

> 5F Fick Leave (Persanal)

A new lineis
created showing
negative hours to
offset the
corresponding
charges

Holidday

N — I vecaon aoprova |

Mon-Work Day

&] pone By 8 Local intranet

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

Microsoft Internet Explorer

Fle Edt Yew Favortes Tools Help o

@k - (D =] (B (D Dsench Slpravoriss @wes £

Address ‘@ https: firisw: 7002{DeltkTC TimeCollaction.msy

To add a charge
s [issng ]

lin eto yO ur Class [SalaryExemptiPercent Semi-Mortthly Period Ending [Oct 31, 2004

favorites

Revision
&=

CIICk On the Ieft- ick Leave (Personal)
most blue column > eeston

to highlight the =

line you wish to
add

Click on Add /
Line to Favorites

< pANES | >
Holiday
Signaturs [ (=] W vacation Approval =
Non-Wark Day
&) pane 2 & Local intranet

rosoft Internet Explorer

Fle Edit Wew Favorites Tools Help -

Qe - © @ @ ;j ;‘ISEarEh \ff\?Favw\tEs @ veda €2 f:{- ; =1

Adiress (€] hitp:

.

L Timesheet

miswS: 7002/ DeltekTCi TimeCallection.msw v| Bleo ks >

Employes [SMITH, JANET P. (54579) Stetus [Gpen |

Class [SalaryExemptiParcent ] Semi-Manthly Psriod Encling [Hov 15, 2004 I

Copy Line | Deliets Line | Reset Line | Reverse Ling | Add Line to Favorites

To view Favorites, —
click on the
binoculars in the : ’\;"‘M‘”‘*’”“‘J
project field ‘ >4

Holictzy
Signature [ W vacation Approval [ = =]
Mon-Work Day
&] Done ) %3 Local intranet
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Charge LOOkUp Fle Edt Wew Favorkes Tools  Help
Screen Qe - () @ @ ;j /j‘ISEarEh \ffi(Favur\tEs @ veda €2 f:{- ; = LJ

Address \@ it

.

|+ Timesheet

miswS: 7002 DeltekTC) TimeCallection.msy v| Bso ks »

n| | Print | Aucit | L

Employes [SMITH, JANET P_ (54573)
o ey Charge Look =

Capy Line | Defete Line | Reset Ling | [ FHEr
Fiter By
Fier Text | [ Executs
Drill down to the
next level b A
y Jetterson Lab JLaB

clicking on the
plus sign beside
Favorites

Signature

&] bons

Fle Edit Wew Favortes Tools Help o

Q- Q HRAG ) search Sz Favortes ()

Timesheet

n| A Print | —

Employee [SMT -
Charge Lookup
I

Clagz|Sala

Copy Line | Delete Ling |Ry | =) charge Trees
5| Favortes

I\
— FO - Finance CFOFIN R
. 5 loliday Leave HOLIDAY HOL
CIICk on_ the Load v O uryDt:ty JURY DUTY COR
box beside any 4 [ [Weavewithout Pay LEAVEWITHOLIT PAY Lwp
c h ar g es th at yo u - [ [ick Leave (Personaly PERSONAL SICK sic
. [ Jpick or Bereavement Leave (Family) FAMLY SICK Fam
wish tO ap p ear on [ fvscation VACATION VAC
yO ur timesheet [ westner Pubiic Emergency WEATHERIPLELIC EMERG WiPE
each time
Click on Update = a
Signatus [
[ Mon-vark Usy | ~
L) |
&] bons 5 % Local intranet
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If you want to add
aline from
favorites to your
timesheet for one
period only,
Highlight the line
you wish to add
Click Add to
Timesheet

If you want to
delete aline from

favorites, /
Highlight the line

you wish to delete,
Click on Delete

24 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edt WVew Favortes Tools Help

Qo - - [x] Bl @D O seanh Slpraones €8 | (- L

LK 5

Address [ httpssjmiswS: 7002/DekekTC TmeCallection msv

v B ks

Class | Sala

Copy Line | Delete Line | Rt

Signeture

|_I Charge Trees
-] Favorites

CFO - Finance
[ [Holiday Leave

) | JURY DUTY COR:
[ [Leave without Pay LEAVE WITHOUT PAY Lwp
[ |Sick Leave (Personal) PERSONAL SICK SIC
[ |Sick or Bersavement Leawe (Family) FAMILY SICK F i
[ ] |vacation VACATION VAC
] r/Pubiic Emergency WEATHER/PLBLIC EMERG 3

[I MR- ork Uay |

&] Done

& 89 Local intranet

From Favorites

Click on Close
when finished
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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

Correcting Timesheets

A Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edt Vew Favortes Iools Help

Qe - O ¥ B (0 Omach glprmones @reae € 3 12 )

acddress €] https: imisws: 7002/ DeltekTC/TmeCallction msv

P L3

} ' Timesheet

D> B

Employee Current Hour View Status Revision

Class [SalaryExemptercent Sermi-Morthly Period Encing [Oct 31, 2008 J | =]

Copy Line | Delets Line | Reset Line | Reverss Line | Add Line ta Favortss
Tue 4% Thu 4%  Fri d§

1018 10021 10/22

FiO - Finance

Wacation

< > < | >

Holiday
Signature [ &= W vacation £pprovel [SWITH, JANET P. (S4579) ==
Non-Wark Dy

&] Done S| 89 Local intranet

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

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edit Yew Favorites Toos Help

eaa(k - \ﬂ @ ;j ;U Search \Efl‘ijFavuntes @ veda £4) f:{- .j; e _J

address [@] 7002/ DelkekTC/TimsCollectio vBeo s

Employee | Current Hour Views Status Revision

Class[Salary/ExemptiParcert ] Sermi-Morthly Period Ending [Oct 31, 2004 ICIES

Copy Line | Delete Line | Reset Line | Reverse Line | Add Line to Favortes
Thudy  Fri 4y Sat 4
1021 1022 1023

FO - Finance

acation

FO - Finance

‘acation

FiO - Finance

"acation

< | NS | >

Holidday

Sgnatwre [ ][ W vacation Approval [SMITH, JANET P (S4579) ==

Mon-Work Day

&] Done & % Local intranet

JLAB Time Collection Manual — November 2006 Page - 49



Enter the correct
information

Click on Save

The system
provides an audit
of all timesheet
revisions and
corrections

Input the reason
for the timesheet
correction

73 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edt WVew Favortes Tools Help

@k - () [x] F] D sean Sy rmones @hveds €2 [
address | @] https:imiswS: 7002(DelkelTC TimeCollection msv

v B ks

macheet

| Current Hour Yiews Status Revision
Class [Salary/ExemptiPercert Semi-Morthly Period Ending [0t 31, 2004 IS

Thu 4%

10121

Fri 4%

0

1
FO - Finance

‘acation

FiO - Finance

"acation

FiO - Finance

"acation

Iick Leave (Persanal)

Holidday
Signatrs [ ] v acation Approval [SMITH, JANET P. (S4575) =
Mon-Work Day
&] pone By 8 Local intranet
ime & Expense - Timesheet - Microsoft Internet Explorer
Fle Edit View Favortes Tools  Help i
\ A @ e ) > R
@Eack -9 @ @ D D seant Sy rmoes @Pveda €5 (- L T
Address | ] hitps: {{miswS:7002/DeltekTCTmeCollection. msv V‘ Go | Links >

SN N—

L’ Timesheet

h|

Employes | ] Current Hour View Status Revision
Class[Salary/ExemgtiPercert Semi-Monthly Period Ending [0ct 31, 2004 S ES
Copy Line | it Lie et Lin | v L
FOFIN 5 CFOr S038.001 [CF0 - Finance Zaded Line -~
5| 10mams  [cForm 5038.001 |CFO - Finance Added Hours
FOFIN 6 2440.001 | vacation Addet! Line
& [ 10204 2440.001 | vacation Addedt Hours
FOFIN 8| 102104 2440-001 | vacation Added Hours
7 PERSONAL SICK  |4110-200 | Sick Leave (Personal) | Added Line
ERSCNAL SICK 7| 102104 [PERSONAL SICK [4110-200 [Sick Leave (Personal) | Addet Hours &
< | =
» ( Charged vacation instsad of sick| ’
» \
<
Signature ) ) ] vacation Approvel [SWITH, JANET P (S4579) ==
Mon-Work Day

&] Done S| 89 Local intranet

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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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)

Signature and
approval
information also
can be viewed
through Audit

Audit Log

t Internet Explorer

Eie

Edt  View

Favorites  Tools  Help o
\ Al @ 7y > R
— - O [6 & G| P forams @ @ (315 3L
address | &] https: e iaglection msv v e s
ol ]
Employee A Current Hour View [ Entered | Stetus [Signed K Revision[2]
Class [Py ExemptiPercent ] Semi-Manthly Period Encing =l

Copy, Delete Line | Rest Line | Reverse Ling | Add Line to Favorites
Project Ch o Tuedy

10M18

o Thudy

10/

Fri iy

10122

FO - Finance

1000
EANES

Holiday
I vacation
Hon-Work Day

Signature [E

[

Approval [

=

&] Done

S| 89 Local intranet

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle  Edit

View Favortes Tooks Help I
: A A e > R

eaa(k - Q \ﬂ @ 0] ) search 7 Favarites aMedua e} K- H

address | ] https: {miswS: 7002/DekekTC/ TmeCallection

v B oo

Links **

4 Timesheet

| oh | Print |

Employes|
Class [SalaryExemptPercert
Capy Line | Delete Line | Reset Line | Re

inmi_bdeirt Diavinel Ercline [Sar 30 2004
Revision Audit

Sep 165, 2004
Sep 17,2004
Sep 16, 2004

WACATION
WACATION
PERSONAL SICK

2440-001
2440-001
4110-200

“Waration Adced Hours

Adced Hours

“Waration

Sick Leawe (Personal)

Changed Hours Fram v
| ?

Incorrectly charged sick instead of vacation

Explanation

Signed By |

Date Signed |

Approved By \

Date Approved |

Signature

T
Hon-Work Day

&) Dane

By 8 Local intranet
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Leave Balances

t Internet Explorer

Fle Edit Vew Favortes Iools Help o

Qe - O ¥ B (0 Omach glprmones @reae € 3 12 )

acddress €] https: imisws: 7002/ DeltekTC/TmeCallction msv

M

Timesheet

To view leave
information, click

e r—

Semi-Manthly Period Encing [Nov 30, 2004

Class [SalaryExemptiPercent

on Leave Copy Line | Delete Line | Resst Line | Reverse Lins | Add Line to Favoritss

fick or Bereavement Leave (Famf AN
FO - Finance R
Sick Leave (Persanal)

acation

Holiday
Signature [ &= acation Approvel | ==
Non-Wark Dy
&] Done S| 89 Local intranet

Deltek Time & Expen

Fle Edit Yew Favorites Toos Help

eaa(k - B @ ;j ;j Search \E:\?Favuntes @ veda £4) f:{- .; e _J

address |&] https:jfmiswS: 7002/DelkekTC/TimeCallection, msy Beo s ?

Leave pop-up
screen

Employes [SMITH, JANET P (54579) Status[Missing |

Class [SalaryExemptPercent | Semi-Marntiily Perior! Encling [Mov 30, 2004

Copy Line | Delete Line | Reset Line | Reverse Line | Add Line to Favortes

Click on the = ekrce [ 15.0000]
dropdown arrow
b es | d e Leave Typ e Naw 25, 2004 o 0000 | Thanksgiving

and select which Nov 28, 2004 acorved | 50000 [Day after Thanksgiving

leave you want to

V I eW L * The lzave balance will not include any taken tranzactions that have not been saved

Holidday
acation Approval DE

Mon-Work Day

Signature | &=

&] pone By 8 Local intranet
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Deltek Time & Expense - Timesheet - osoft Internet Explorer

Fle Edit View Favortes Tools Help o
\ | @ e . R

eaa(k - B @ & ijEar(h 5. Favorites @ edia £4) -z F

address |&] https:jfmiswS: 7002/DelkekTC/TimeCallection, msy

mesheet

Employes [SMITH, JANET P (54579) Status[Missing |

Class [Sakry/ExemptiPercent ] Semi-Monthly Petiod Ending [Hov 30, 2004 I

Copy Line | Delete Line | Reset Line | Reverse Line | Add Line to Favortes

Leave Type

Hours

Jan 1, 2004 Beginning Balance 2000000

Jan 15, 2004 Accrued 4.0000

Jan 31, 2004 Accrued 4.0000

Feh 15, 2004 Ancrued 4.0000

< | >
* The lzave balance will not include any taken tranzactions that have not been saved

The leave pop-up
screen will display
leave balances as

well as accruals N - e o .
ignature acation pproval
and hours taken HorsWork Dey

for the current Eloe B S iocaliireme
Cal en d ar year A Deltek Time & Expense - Timesheet - Microsoft Internet Explorer £

Leave hours taken Fle Edb Yew ‘Fa_vuntes Tools .ﬂe\u . . — i
will be deducted Qe - @ [¥] B ti| O seatn Jlpraoies @rein @) (- L [ )

. Address |@ hittps: {imiswS: 7002 /DelkekTC/ TimaCollection, msy
from the running

leave balance l Timesheet

when the timesheet
is saved

Employee [SMITH, JANET P. (34579) Stetus[Missing |

Class [SalaryExemptPercent | Semi-Marnthly Period Ending [Mov 30, 2004

Copy Line | Delete Line | Resst Line | Reverse Lins | Add Line to Favoritss

Leave Type Balarice 209.0000

Feb 15,2004 Accrued 5.0000

Feh 29,2004 Accrued 5.0000

Mar 15, 2004 Accrued 5.0000

Oct 14, 2004 Taken -5.0000

No 8, 2004 Taken -6.0000
< | =
* The leave balance will not include any taken transactions that have not been saved

Holicay
Signature | &= acation Approval =
Mon-#fark Dy
&] Done & % Local intranet
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Icons

House — DeSKLOp  mm

? —Help
i—About T& E
Door — 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

To perform tasks

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
underlined
timesheet link

Managing MyDesktop

A Deltek Time & Expense - MyDeskiop - Microsoft Internet Explorer:

Fle Edt Vew Favortes Iools Help

Q- © [« RA& ) search e Fanortes. @ veda ) - 4} =)
address | (&) httpssjfmisws: 7002/ DelkekTC TimeColiction, msv

D> B

MyTasks (0) MyAlerts (0)

MyTimesheets

&] Done S| 89 Local intranet

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

A Deltek Time & Expense - MyDesktop - M

Fle Edt Vew Favortes Iools Help

t Internet Explorer

Q- © A& ) search e Fanortes @ veda ) - 4} =L

address | (] hitps:fjmiswS: 7002/DeltekTC TmeCollection msv

4 MyDesktop

Links **

= E

Wyalerts (0)

MyMenu
Timesheet

Timeshest Status

how 30 04 Semi-orth:

Ngtg 2004 Semi-Morthly Open

ict 31, 2004 Semi-Morthly Signec!

hly. Rejected

&] & % Local intranet

e Clicking the box beside each timesheet and selecting Launch is the best
method for multiple timesheets
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If the line link is
used, then this “My
Task Details”
popup box will
appear

Click on Launch to
view the timesheet

To hide the left-
hand side menu,

click on the left —

arrow beside
“MyDesktop”

To add or remove
items from “My
Menu,” click on
Edit my Menu

ft Internet Explorer

Fle Edit Vew Favortes Iools Help &

Q- © [« RA& ) search e Fanortes. @ veda ) - 4} =)

address | (] hitps:fjmiswS: 7002/DeltekTC TmeCollection msv

X
4 MyDesktop

Edit

Links **

D= E

MyTasks (1) aunch MyAlerts (0)

&Y, SHARCN S. (HO749) - i e
MyTask Details - HAY, SHAROH S. (H0749) - Oct 31, 2004 Semi-Monthly

MyTimesheets

Crigination Date/Time ‘NDV 11, 2004 - 4.16:00 Pht
Mow 30, 2004 Semi-Morthly

Warning Date/Time ‘NDV 11, 2004 - 6:16:00 P
how 15, 2004 Semi-Morthly

Critical DateTime: ‘Nnv 11, 2004 - §16:00 Phi

0ct 31,2004 SermiMorthly
Oct 15, 2004 Semi-Morthly Originator [HAY, SHARON S
Recipients Function [PSPYSR

&] Done [ S| 89 Local intranet

e Perform the assigned task when the timesheet appears

A Deltek Time & Expense - MyDesktop crosoft Internet Explorer

Fle Edit View Favortes Tools Help o
eaa(k - e - B @ \{h piear(h \i\‘?Favuntes @ veda L) B- ’?Lﬁ = |_J

address |(&] https: {fmiswS:7002/DelkekTC TimeCollection, msv v B s ?

MyTasks (1) aunch | Delete  MyAlerts (0)
+ Tin

| Print | Delete

MyMenu

Timeshest 4
MyTimesheets
How 30, 2004 Semi-hlorthly Open

o 15, 2004 Semi-Morthiy Open

Oct 31, 2004 Semi-blorthly Signec

Oct 15, 2004 Semi-blorthly Signed

By 8 Local intranet
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Edit MyMenu
pop-up screen

To add items to
your desktop,

Highlight the item
from the list on the
right

Click on Add

Click on OK

To remove items
from your desktop,

Highlight the item
from the list on the
left

Click on Remove
Click on OK

Fle Edit Vew Favortes Iools Help &

Q- © [« RA& ) search e Fanortes. @ veda ) - 4_‘\: =)

Address |&] hitps: {[miswS:7002/DeltekTC TmeCollsction. msv v\ Go | Links

MyDesktop
Edi

MyTasks (1) Al | Lau MyAlerts (0)
+ Tim )

MyTimesheets

Now 30, 2004 Morthl Timesheet Cherge Aciivity

Ngv 15,2004 _Sem-Morth [Work Scheciule Dy Fioor Check
Remove== ivit

ERETET I — Employes sctivity

TS Line Level Approval Inguiry

hove Lp

Move Down

> Cancel

&] Done S| 89 Local intranet

eltek Time & Expense -

Fle Edit View Favortes Tools Help o
eaa(k - \) B @ \{h piear(h \i\‘?Favuntes e\Medua @ B- ,?“‘. = |_J
address |&] https:jfmiswS: 7002/DelkekTC/TimeCallection, msy V\ Gn Links **

-

MyDesktop
Edi

MyTasks (1) L elete All | Prirt | D
+  Time )
E
Edit My

MyTimesheets
Now 30, 2004 Semi-hlorthly

Charge Activity

how 15,2004 Semi-Morthiy. Daly Floor Check

Employes Activity

T5 Line Level Approval nguiry

Move Down

Cancel

&] pone By 8 Local intranet
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Supervisory & Administrative Section

A Deltek Time & Expense - MyDeskiop - Microsoft Internet Explorer:

Fle Edt Vew Favortes Iools Help

Qo=- Q- A ) search 5o Favories. @ veda () - 4} =)

address | ] https: imiswS: 7002(DeltekTC TimeCollsction msv V\ Go

Links **

Supervisory tasks
show in the
MyTasks section of

Refresh
the desktop —
e MyTasks (1) Select &)l | Launch MyAlerts (0) Select All | Print | Delete
I - Time (1)
joaccessa - [ e g 2
timesheet waiting
1 MyTimesheets = Work Schedule
for approval, click T TR — - Tneshot teis

to |aunch the . Oct 31, 2004 SemiMorthly Open

. Qict 15, 2004 Semi-blonthly Signed
timesheet

To approve more
than one timesheet
at atime,

1) Click Select All
2) Click Launch

S| 89 Local intranet

] https:misws:7002/DeltekTC fcom/daltskfte/Frameworkl

A Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

X
Fle Edit Vew Favortes Iools Help &

Q- © [« RA& ) search 5o Favories. @ veda () - 4} =)

D> B

Emplayee [HA Current Hour View

Status[Signed | Revision
Class [Salary/ExemptiPercent ] Semi-Monthly Period Ending [Hov 15, 2004 J | =]

Copy Line | Delete Line | Resst Line | Reverse Lins | Add Line to Favoritss

FOFIN FO - Finance 3
ury Duty OR 2.0 80
acation AC 80| 80|

Click on the box =
with the blue check
mark to approve an e —~——
employee’s ~——
timesheet

Click on the box
with ared X to : v | :

reject an oty
em p | oyee's Signature [AS W Vacation Spprovel !%

timesheet :
&] Done S| 89 Local intranet

I
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Supervisors and
Division
Coordinators can
view employee
timesheets by
selecting the
search option
while on the
timesheet screen

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

A Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edt Vew Favortes Iools Help 5

Qe - ¥ B (| Omach Slprmones @reae € 3- 12 = [ )

acddress €] https: imisws: 7002/ DeltekTC/TmeCallction msv

Links **

D= E

L’ Times*__*

Revision
&=

e r—

Semi-Manthly Period Encing [Nov 15, 2004

Class [SalaryExemptiPercent |

Copy Line | Delete Line | Resst Line | Reverse Lins | Add Line to Favoritss

Thuds | Fri &) Sat ) Sundy Mon 4y
A A1 1E - 11F s

fSick or Bereavement Leave (FamFAM

Holiday Leave

FO - General
Leave Without Pay
Eick Leave (Fersonal)

‘acation

< ¥ (< | >
Holiday
Signature [ &= W vacation Approvel | ==
Non-Wark Dy

&] Done S| 89 Local intranet

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edit View Favortes Tools Help o

eaa(k - \_,; \ﬂ @ ;j ;U Search \é‘\?Favuntes eMedla @ [‘:- ; ) _J

address (] ht

Links **

v B

fimiswS: 7002/DelkekTC/ Time Callection. msv

Emplayee [EF { Times
Class [Salary/Exempt

] Revision
E3E3

[ Criteria
Copy Line | Delete Line | Reset Line | Schedule Year Period s courte
| Semi-Morthiy ~| [2004 | [octat, 2004 v oo
Function | Select v I:l
Select open ||
o o sged [ |
eroun Primat or p— l:l
Rejscted | |
Processed | |
Sort By [ Execute |
r Resuts

By 8 Local intranet

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

e The Division Coordinator role is available only to a few employees in
each division
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Highlight the group_
for which you want
to view timesheets

Status

Once the -
functional role has
been selected,

click beside the
boxes in the status
section to select

A Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edt Vew Favortes Iools Help

Q) ok -

© \1"] E] ﬂ /:\J Search \‘;‘:(Favw\tes @ veda ) [;’;- :‘7

[BEIE]
o

acddress €] https: imisws: 7002/ DeltekTC/TmeCallction msv

_—

b Timeshe

Class [SalaryExempti

D> B

[X] Revision
=

r Criteria
Copy Line | Delete Lins | Reset Line |

Schedule

Vear Period

| Semi-Morthiy

[2004 »| [oct31,2004 ¥

Functiop sy
»

Sort By | Employes Name | v

[ Rejecteq

Missi
Open
[ signed

[ approved

Tk

S| 89 Local intranet

specific timesheet
statuses

role

Missing — Timesheet has not been updated at all
Open — Timesheet has been saved, but may not be complete
Signed — Timesheet has an employee-type signature
Approved — Timesheet has been approved by someone in a supervisory

e Rejected — Timesheet was rejected by someone in a supervisory role
e Processed — Timesheet was pulled in and processed for payroll
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A Deltek Time & Expense - Timesheet

Address

osoft Internet Explorer

Ele Edit Uiew Favortes Tools Help e
Q- © [« RA& D seach ¢ Favories @ Media ) [+ :_"_ )
| €] https:ijmisws: 700z DelkekTC TmeCallction.msv D> B

Empioyee[ER ( em—,
s T r Criteria
Copy Ling | Delets Line | Reset Line | ‘ Schedule ‘ ‘ ear | ‘ s | stte e
Semi-Monthly L4 2004 w Oct 31, 2004 v
Wesrg [+ |
ALY SICK (RETEE - ? o]
Click on Execute oo Olsges ||
once the Period y EAVEPITHOUT Pr — Ol spproved | |
Function, and — = Oroeeted ||
i) N

[ Processe:

Status types have R "[ . : ]
0t Employes Name xecute
all been selected L S >
To view a specific
timesheet, hisoig
. . Mig=ing
highlight the
employee :
Click on OK — o GEINP 2
&] Done

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

S| 89 Local intranet

Fle Edit Yew Favorites Toos Help

eaa(k - \ﬂ @ ;j ;U Search \é‘\?Favuntes @ veda £4) [‘:- =
002/DelkekTC/TimeCallect

icrosoft Internet Explorer

Links **

v B

Employes v

Class [Salary/ExemptPercert

Copy Line | Delete Line | Reset Line | Reverse Line | Add Line to Favortes

Status Revision

ThU A | Fr Y

10121 10/22

< LN | >
Holidey
Signature | &= W vacation Spproval ==
Mon-Ajork Dy

&) Dane

By 8 Local intranet
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If the supervisor
signs the
timesheet, his/her
name will display
in red in the
Signature block

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

Timesheet showing
a signhature and an
approval

soft Internet Explorer X
Fle Edit Vew Favortes Iools Help o
Q- © [« RA& ) search 5o Favories. @ veda () [ )

Address |@ ht iiswS: 7002/ DelkekTC TimeC Links >*

D= E

Employee | C v

Class [SalaryExemptPercent ]

Current Hour View Status[Signed | Revision[Z]
Semi-Monthly Period Encing [Oct 31,2008 da| b

Copy Line | Delete Line | Resst Line | Reverse Lins | Add Line to Favoritss

FiO - Finance

1000

1000

< | > < | >

Holiday
I vacation
Mon-Work Day

E ) O || /=

Approval [

&] Done S| 89 Local intranet

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

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer |l

Fle Edit Yew Favorites Toos Help

ega(k - B @ ;j ;j Search \E:\?Favuntes @ veda £4) f:{- ; = _J
address | ] hitps:fimiswS: 7002/DeltekTC/ TmeCallection msv
L’ Timesheet

Open | 1 | Print |

Employes v

Links **

v B

Currert Hour Yiew: Status [Approved Revision
Class [SalaryExemptiercent ] Semi-Morthly Period Ending [Oct 31, 2004

Copy Line | Delete Line | Reset Line | Reverse Line | Add Line to Favortes
Sun ue B Thudy  Fri dd
1047 1021 1022

FO - Finance

< bR | >
Holidey
Signature | X _ i &= W vacation Lpproval W
Mon-Ajork Dy
&] pone 0 ] By 8 Local intranet
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A Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Ele Edt Vew Fgvories Tools Help h
When the Primary Qe - @ [¥ @ b Pt Yrrans: @ueie @ (-0 [
Supervisor is not
available to
approve
timesheets, the e =
Backup Supervisor i = - 2 )

can g o | n t o th e Copy Ling | Delete Line | Reset Lins | ‘Sem\-Mumth Schedule ﬂ ‘2 U\rUe‘:arvl \om 3:?2334 "| Status gnums
. lmissing |3 |
timesheet search e

:
[¥] open
and select approve " ] sired

under the Backup " Claovea ||
Supervisor gamm C ]
function P — |

D> B

acddress €] https: imisws: 7002/ DeltekTC/TmeCallction msv

Sort By | Employes Name | v

-

 Resutts

Select the groups

you want to Wissing
Missin

approve ==
Signed

Click on Execute ="

Select All
Signeture [

&] Done

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edit View Favortes Tools Help o
: RS e > R

eaa(k - Q \ﬂ @ 0] ) search 7 Favarites aMedua e} K- da 5 _J

address | ] ha 55 7002/DelkekTC Tme Callection msv

Links **

v B

The timesheets can
be viewed by two
different methods T

Either select the =
employees using
the dropdown
arrow by the
employee name, or

Click on the white

arrows to scroll -
through each
selected < 5 [« | >
em ployee,S Signature | ] .:Z'fiin Approval =i
timesheet itk e
goune By 8 Local intranet
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To view employee
activity, Click on
Inquiries/Reports,
then click on
Employee Activity

Employee Activity
Screen

Select a function
Highlight the group
Select the dates
Select the Drill-
Down Options
Click on Execute

Deltek Time & Expense - MyDesktop - Microsoft Internet Explorer

Fle Edt WVew Favortes Tools Help

Qo - © - [¥] Bl 0| Osoan Slprmones &) (2- i @ - _JE B

[

address | ] https:jmisws: 7002/DeltekTC/ TmeCollection msv

.4 RYDSSECH

Edi

MyTimesheets
Nov 30, 2008 _Semi-Morthly

Links >

v 6o

Myhlerts (0)

MyMenu
Change TS Status

| Frint |

Fo

Events

blow 15, 2006 Semi-Morthly

Processed

Export Timesheets

Oct 31, 2008 Morth

Processed

Import Console

Oct 15, 2008 Morth

Processed

Timeshest

Sep 30, 2008 Semi-Morthiy

Processed

Timesheet Status

S8p 15,2006 Semi-Morthiy

Emplove
P Line Level Apprd

» I
b Litil

» P

Processed

Project

& 89 Local intranet

rosoft Internet Explorer;

Fle Edt Vew Favortes Toos Help

Qo= - () B @ ih ) search \iL\"Favw\tes o a- »i_;- - IR R 3

i

4 Employee Activity

Criteria

[ Employes Selsction

Links >

=

Function | Primary Supervisar v

- -

Desslect Al

= Drill-Dowen Cptions

Level3  lone

Daily Floor Check [ LR

Timesheet Status

Start Date | Oct 1, 2006
EncDate | Oct 31, 2006

Employes Activity
TS Line Level Appr

r Additional Detail Columns:

Caomn 1

&] Dons

B 4 Local intranet
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e & Expense - Employee Activity - Microsoft Internet Explorer,

Fle Edt View Favortes Tools  Help F7
Qo - © - [¥] Bl 0| Osoan Slprmones &) (2- i @ - _JE B
Address | https:/fmisws: 7002/DelekTC/TmeCallection.msy V\ Gn Lirks >
ployee A -
Criteria Results
The results of the
query will display SR
1 178.00 ooo
—

Click on the plus
sign to drill down

Regular Hours 176.00
Overtnebows [ 000)

&] Done & 89 Local intranet

A Deltek Time & Expense - Employee Activity - Microsoft Internet Explorer

Fle Edit Vew Favortes Iools Help &

Qo= - () @ @ :h ) search ‘E/’E’Favw\tes o a- »i_s\; - IR R 3

address | ] hitps: jmiswS: 7002/DeltekTC/TmeCollection msv

M

L} Employee Activity

1 Emploves Summary

B H

Regular Hours

Click on the plus
sign to drill down
further

Regular Hours 176.00
Overtine Heurs

B 4 Local intranet
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The lowest level of
results shows the
dates and hours
charged

Click to Print
or
Click to Close

2 Deltek Time & Expense - Employee Activity - Microsoft Internet Explorer

X
Fle Edt View Favortes Tools  Help F7

Qo - © - [¥] Bl 0| Osoan Slprmones &) (2- i @ - _JE B
Address | https: jmiswS: 7002/DeltelTC/TimeCollection msv

. N

Links >

V‘Gn

LD Employee Activity

(] Emgloves Summary
Bt
[=-4_J Project - FRINGE - Fringe - Detailz

Oct 3, 2008

Regr Hours

Gvertme Hours

&] Done & 89 Local intranet
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Project Management Approval

From either your desktop or your timesheet, select Inquiries/Reports
Select TS Line Level Approval

) Deltek Time & Expense - MyDesktop - Microsoft Internet Explorer ;Iilﬂ
| Fle Edt view Favoritss Took Help ‘ w
Q= -© M @ B Pt e @i @ B- - BB
JAddesIEhtﬂ:l:ﬂbc—test:mOlfDe\tEkTCfﬁmECollecﬁon‘msu e Hu-ks »
| BRI | s st e 7| QSearchweh {4 | GRIESinag wpRado J) Music fGames @ Sports G MNews 49 Movies o HolStuff €w TY/Celebs

[0V|ewpoinl -H !“Web Search |-] I fasaarch Results HL\} Bookmarks |-”£Pap-ups \-1

4 MyDesktop
dylla Edit MyDesktop Layout

MyTasks (0) Select All | Launch | Delete  MyAlerts (0) All | Print | Delete

MyTimesheets t All | Launch  MyMenu Edit MyMenu
Oct 15, 2005 Semi-Monthhy
Sep 30, 2005 Semi-Monthly
Sep 15, 2005 Semi-Monthly
Aug 31, 2005 Semi-Monthiy
Aug 15, 2005 Semi-Monthiv
Jul 31, 2005 Semi-Monthhy

Jul 15,2005 Semi-Monthhy

Jun 30, 2005 Semi-Monthhy
Jun 15, 2005 Semi-Monthly
May 31, 2005 Semi-Monthiy
May 15, 2005 Semi-Monthiy
Apr 30, 2005 Semi-Monthly

Contact Us

@ [T [ Mot
Qsmrtl [#] (=] & > &F2 Mozl -| B Derby, Heidi ... ||§3mtemgt_v P Costpoint -S... | 6] webLabor Lin... | @ projectiigire... | & notherheffih...| [« 3 3:23PM
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Under Selection Criteria, select Pending Approval
Select the function of Project Manager or Backup Project Manager
Click on Execute

/3 Deltek Time & Expense - TS Line Level Approval Inquiry - Microsoft Internet Explorer _ & x|
J File Edit View Favorites Tools Help ‘ a.
J@Bad(-@v D @ \/_h|p5eard1 *Favoﬂh&s *Medla @ Bv:\; - - é% .‘3
J.AddrassIEhtq::,.’,.’bcfbest:?UleDe\hekTCfﬁmeCollechon‘msv j Go “Links 2
J @5' -I Fane sash e d & Search Web éﬁ | m&?ﬁﬁ@ w | Radio .'2 Music <& Games @ Spots G Mews 9 Movies [ HotStuff € Tw/Calebs
O Viewpoint -1 ‘] Web Search |v] l 71 5earch Resulks H\_\} Bookmarks |v”|§Pnp-ups \-HE] j = [“ Phaotos 1
| Y.
4 TS Line Level Approval_lnquiry -

dylla
JLAB

» Timeshest

» Work Schedule r Dril-Down Options:

 Inquiries/Reports Level 1 I None =

Timesheet Status * Proj -
ject Acccount LevelZ | Hone
Charge Activity evei2 [1io0e ]
Employee Activity Approval Status | pending Approval 'I Level 3 I Nong =
TS Line Level Appri .
Function | Backup Project Mana VI
Detail Columns:

Select
Contact Us Backup Project Manager Iﬁ
ontact Us Project Manager Column 1 | Pay Tvpe *

Column 2 I None -

Execute Close

[&] pone ’_’_’_ g Local intranet
&jsm.—t' [#] [%] & > B eltek Costpo... | @ Downioad Ma... | [ Derby, Heidi ... ||@3mtemet_- Pl costpoint -S.... | [ 2 Mirosoft ... -| Rl a | <« 3 3:35PM
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Click on the + next to each project to see timesheet line details

/3 Deltek Time & Expense - TS Line Level Approval Inquiry - Microsoft Internet Explorer

| Fie Edt View Favorites Tools Help

J@Bad(-Ov @ @ \I_h|p5eard1 %Favoﬂh&s QMEdla @‘g'j\g - - é%.ﬁ
J.AddrassIEhtq::,.’,.’bcfbest:?UleDe\hekTCfﬁmeCollechon‘msv j Go “Links 2
J@ﬂ' -Ivaesmv‘u’m d & Search Web éﬁ | Zﬂ’@}_n‘lﬁ?ﬁﬁﬁ w | Radio .'2 Music <& Games @ Spots G Mews 9 Movies [ HotStuff € Tw/Calebs

[ viewpoint -] 3] Web Search || - search Resuits |11} Backmarks |~ “Dpop-ups +| N | 5] | i Photes |

.,

4 TS Line Level Approval_lnquiry

dylla
JLAB

» Timeshest

+ Work Schedule

a Charge Summary
 Inquiries/Reports

Approve Charges | Reject Charges
Project Description Regular Hours Overtime Hours
Beam Physics

Inet Cryogen&Tst Cryounit

Finish Cryountt Fab

Project Management

—
Select All | Close |

|@ Done

[ [ Jtccalintranet
start] ] ] & > 8 pelick Costpo..

Dcwn\oadMa..‘ | ﬁDerby,HE«d\ ”g.’imtemet_v !Cusipoint—s... I IEZMicroscﬂ... vI g noiherﬁEFf:h.HI «Q 3:38PM
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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 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

3 Deltek Time & Expense - TS Line Level Approval Inquiry - Microsoft Intemet Explorer |
File  Edit %iew Favoites Tools Help ‘ a'

@Eack - o - @ @ \r_:']‘pSearch i}fFavuntes @‘ D}zv ‘;E' |_.J .3

Agdressla hittps:/Zmisw: FO02/D elek T C/TimeCollection. may j Go | Lirks **

4 TS Line Level Approval Inquiry i ]

El Charge Summaty
=4 12CDR - Line Details

Approve Charges | Reject Charges
Line Mo

Mar 15, 2005

Mar 15, 2005

Regular Hours: 200.00
Overtme Hours
Select Al Close |

[l Done TS R Cocaliwaret
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You can approve all the employees at one time by clicking on “Select All,” then clicking on
Approve Charges, or you can approve one employee at a time. To do this, highlight the
employee’s name by clicking on the blue box next to the grid icon, then click on Approve
Charges.

a Deltek Time & Expense - TS Line Level Approval Inguiry - Microsoft Internet Explorer =& 1[
J File Edit View Favorites Tools Help ‘ a’
J@Bad(vov D @ (h pSearch *Favwites eh‘ledia @' @':\ﬁ - - ﬁ .‘5
J.\\ddremIEhtm:,.’,.’bc-test:lefDe\tEkTCfﬁmECDIIEEﬁun‘msu j Go HLinks &2
J @a' vl T sasnsh e j osealch Web # | mm@ ﬂﬁadln .’2 Music -‘gﬁames eSpnrts Q‘-}News @ Movies o HotStuff  Ses TW/Celehs
< Viewpoint -1 ‘] Web Search |-] l J5earch Results H\_\} Bookmarks |-”ﬂPap-ups \-HE - [ W4 Phaotos 1
3 M ‘ y g
4 TS Line Level Apprnvalanuiry -

dylla
ILAB

+ Timeshest

¥ Work Schedule 7 Charge Summary

~ Inguiries/Reports =i 3AACRY - Line Details
Timesheet Status
Charge Activity
Employee Activity
TS Line Level Appri Approve Charges | Reject Charges

Oct 31, 2005
Oct 31, 2005

Regular Hours: _110.00
Overime Hours

Select Al Close |

3
|&] pone ’7’7’7 q Local intranet
Hjsmrtl ] [=] @ * B eltek Costro... | & Downioad a... | B Derby, Heidi ... ”éSIntemet_v P costpoint ... | ) webLasor Ln... | @ projectiigire... | [« @ 3:98pm
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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
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
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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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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 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
Current (Pay Date Oct 1) (Pay Date Oct 16)
Sept 15 Sept 30 Sept Total
Hrs Dollars Hrs Dollars Hrs Dollars
Reg 88 866.67 88 866.67 176 866.67
Prem OT (1.5 X) 6 90.00 6 90.00
Straight OT (1 X) 0 -
Total 88 866.67 94 956.67 182 956.67
New (Pay Date Oct 1) (Pay Date Oct 16)
Sept 15 Sept 30 Sept Total
Hrs Dollars Hrs Dollars Hrs Dollars
Reg 88 866.67 88 866.67 176 866.67
Prem OT (1.5 X) 6 90.00 6 90.00
Straight OT (1 X) 6 60.00 6) (60.00) 0 -
Total 9% 926.67 88 896.67 182 956.67
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