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Logging in
Login information: e«  URL.: http://misportal.jlab.org/time (Internet Explorer is the preferred
browser. Do not forget to add this URL to your favorites)
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

A Deltek Time & Expense - Login - Microsoft Internet Explorer Q@
Lo g IN Screen Fle Edt View Favortes Tools Help >

@ Back ~ () \ﬂ @ . h /f ) Search \/\:( Favortes @ Meds €2) ()~ ¥ \4 =

Address [ @] https: miswS: 7002/DeltekTC/welcome. msy VB |k ”

Deltek Time & Expense 6

© Login ID

i B TR A

0
L
\
[

(») Login () Reset  change Password After Login []

oy
Copyright 2004, Deltek Systems, Inc. All rights reserved. 1%’( | Zhea

@ Done é \3 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

73 Deltek Time & Expense - MyDesktop - Microsoft Internet Explorer

. BEE
Getting Started TR B 2
Qe - © - ¥ B & pSaarch i Favorites @ vedia £2) B- Dﬁ =1l

Address | @] https: imiswS: 7002/DeltelTC TmeCalk v B

Links >

MyTasks (0) MyAlerts (0) | Frint | Delete

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 5 Launch  MyMenu

S %J Local intranet

2 Deltek Time & Expense - Timeshee crosoft Internet Explorer
Fle Edit View Favortes Tools  Help F7
@ Back + \) B @ (b p Search *Favnmtes Q\Madua @ B- ,a; = |_J

Each current .

y Address |{&] hitps:/fmisws: 7002/DeltekTC/TmeCallection. msy V\ Go Links >

employee’s p S

timeSheet will be L} Timesheet . ?

populated with =

. . Employee [SMITH, JANET P_(54575) Status[Mssing |
his/her favorites. o P
New employees’ Copy Line| Deels Line | Reset Line | Reverse Line | A Lie o Favartes
I i L Cha a—— Sat Sun Mon us
timesheets will be ' : ] ] i ] ]
blank F MY SICk

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

‘acation

< I ] 3 (€ ] | >
Holiday
Signaturs ] W vacation Approval | &=
Mon-Wark Day
&) Dons S %J 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 Edt Wew Favorites Tools Help i

Qe - Q- ¥ [A ) search 57 Favortes @ veda () - .::7 =

airess ] httpssfmisS 7002 {DekekTC TimeCollction.msw

Links **

leo

Lb Timesheet

Open| |

Revisia
G2

Semi-Monthly Period Ending [Now 15, 2004

Emplayes [EMITH, JANET P (54575)

Class [SalaryExemptPercent ]

Mon 4F Tue 4§

10 1102

£ EINES | >
Holiday
Signature | & W vacation Appravel =]
Mon-vaork Day

&] pone 2 8 Local intranet

e 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

File Edit Yiew Favortes Toals Help i

@Eack - J \ﬂ @ h /‘:] Search \i‘:(Favthes eMadia @ [t\,_ :_; =t _J

Address |Q https:,

L} Timesheet

Links

V‘Gu

iswS: 7002 [DeltekTC TimeCollection. msy
~,

Open| Save | &

| |
Class E Fiter il EI

Fiter By | Project i
ot 4 Sundy Mondl
et | Y[ Execue 16 1R 1B
—

Sort By | Description v‘

Copry Ling | Delete Line |

Favorites

Jefterson Lab JLAB

(e

Signature ’—

Mon-Work Day

@ Dane =] ‘:} Local intranet
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2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer,

Eile

eﬁack b d |ﬂ @ h /:\J Search ‘iﬂ:(Favoritas G‘Madia €‘3 [_:-

Edit ‘Wew Favorites Tools Help

Charge Lookup
(Filter Text Option)

£

=D

g

Address ‘@ https: /imisws: 7002/ DeltekTC i TimeCollection, msy
"
/
.

b » Timesheet
| Search | Print |

Employee [SMITH, JANET P (S4579)

[« Charge Lookup

COpen | | Leave |

sus[omm ]

15, 2004

Copy Line | Delete

“ [ Execute ]

Key in a portion

of the project
abbrev. that you
want to look up

avorites

Jetterson Lab JLaB

—

Press Execute

Close

SignatL

Q Done

Charge Lookup
filter text results

24 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edt WYew Favortes Tools Help

Qo - () \ﬂ @ ;j /:\J Search ‘?i‘:(‘Favthes &) ["'. :\1

Ui 5

Address |@ https: fimisws: 7002/ DeltekT TimsColk

lectionmsw

Links >

= ES

L’ Timesheet
|
Emplayee [SMITH, JANET P. (54579)

Ll charge Lookup B

Copy Line | Delete

ch | Print |

(1 Charce Trees
[ Fiter Results

Project

Pay Type  MSHOP #

staua[oper |

Accounting 1.08.02.001 CFOACC

Cl | c k on th e b | ue Budgeting: 1.08.02.003 1.08.02 CFOBGT
. CFO - Budiget JUNE-SEPT 06 PROJECTS CFOBUD

b O X I n t h e | eft-m 0 St CFO - Finance JUNE-SEPT 06 PROJECTS CFOFIN
H H CFO - Genersl JUNE-SEFT 05 PROJECTS CFOGEN

column to highlight e =

the line that has
the appropriate
charge description

Finan CFOFS

N
| J) ciose

Acded o Timesheet

Click on the Add to
Timesheet button

(this button will Sove

& &3 Localintranet

become active
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A Deltek Time & Expense - Timeshee icrosoft Internet Explorer

Fle Edit ¥ew Favortes Tools Help a
egm - @ @ (b pSearch \‘:/%Fawntes & pgv :; " | \_J i 3
address | hetps:ffmiswS: 7002/DelkekTC/TimeCallection, msy V\ Gn Links **

N

.

 » Timesheet

h | Frint |

TI mes h eet W It h Employes [SMITH, JANET P (54575) Status Revision 1
I Ines fl I I ed In Class[SalaryExemptiDaly. | Semi-Monthly Period Ending [Oct 31, 2006, &=

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

Haliciy
I v acation Approval [
Mon-ork Day

&) Dons S %J Local intranet
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eltek Time & Expense - Times|

osoft Internet Explorer

Drill Down Option

b

Fle Edt WYew Favortes Tools Help

Qe - © B @ lj ;3 Serrih ‘i“:(Favnmtes @ veda 2 [}:- ;

} Timesheet

Cpe

ch |

Address @htt 1 imiswS: 7002/ DeltekTC/ TimeCollectio W

Links >

V‘Gn

Charge Lookup

—

s

Employee 54 o
Clazs |Sal
Copy Ling | Delete Line | LT
Fiter Text | | [ Execute
Fom ol escription %
To use the drill om0 | per
. . AMIL
down option, click - Favarlpe
the plus sign - iffentes e
beside the
appropriate
category
<
gnaturs [ ] ‘acation roval
- @ Nunj:\furk Dary A ‘ ‘
&) Dons

S %J Local intranet

A Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

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

Fle Edt WYew Favortes Tools Help

Q=-Q XA ) ssarch e Favarte: £2)

3 R

- & L 3

Adress [ hi

jimiswS: 7002/ DeltekTC/ TimeCollection, msy

P

b Timesheet

Links >

V‘Gn

Employes [SMITH, JANET P (54579)

L2l Charge Lookup

Copy Line | Delete Lir

| Charge Trees
(=) detterson Lak

12 GeY Project

Aciel Operations & RAD

E——TIce 1m
Engineering & Tech Supprt 1.1 ||
ESHEG 1.07
Experimental NP 103
Fac Mot & Logistics 112
FFI A CTO 105 !

Signature

&] Done

5| &3 Lacal intranet
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Note: To go back
up the charge tree
click on the link
that you want to

return to (NOt the =gtz

minus sign or the
folder)

Click in the blue

box in the left-most™ |

column to highlight
the line that has
the appropriate
charge description

Click on the Add to ™|

Timesheet button

Timesheet with
lines filled in

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edt WYew Favortes Tools Help

Qe - @[] B (0| Osacn prmons £ (3 12 LJiEd 3

Adsress [ ) s 7002/ DeltekTC Trme v Beo ks

Employes [SMITH, JANET P (54579)

Steus[Dper |

L2l Charge Lookup n

Revision[1_]

N
Add to Timesheet Close

Sigrars ==

&] Done & %3 Local intranet

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

A Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Ele Edit Yiew Favortes Tools Help

eaa(k - \ﬂ @ ;j ;U Search \Efl‘ijFavuntes & r/:{v ; _J ﬂ b 3

#iddress |87 hktpssjmiswS: 7002 DekekTC TmeCalection msv v B ks ?

Employes [SMITH, JANET P (54579) Status [Open | Revision[1_]
Class [Salary/ExemptiDaly | Semi-Monthly Period Ending [Oct 31, 2006 &=

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

Project Mon #F  Tue 4% Thudy  Fri df Sat iy =

10M6 1017 10M8 10/20 10121

inancial Systems: 1.08.02.002

< | PR | >
Holiciay
Y — | vt Appeca E=
Mon-\Work Day

&) Dons S %J Local intranet
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Exempts Recording
Productive Time
with Percentages

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

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

Note: The total
percentage must
equal 100.

Record all leave
taken in hours on
the appropriate
days.

{2 Deltek Time & Expense - Timesheet - Windows Internet Explorer

@.\_ 3 =[] hpsfte-test7003iDelekTC TimeCollction.msv o [¢2][ %] [ 1[4

Fle Edt WYew Favortes Tools Help

e ot I (@ Deltek Time & Expense - Timeshest

Lb Timesheet

Open | Save | Searc

Employee | Wi i Status[Missing | Revision[1]
Class Salary/Exempt/Percent ] Semi-Monthly [unsozoos |4
Copy Line | Delete Line | Reset Line | Reverse Line | Add Line to Favorites
& Descriptio pefi  Mond) Tue f) ) T T T b tondy  Tue )
FHIGT IPHA W gtiAdmin: 1.03.01 400
Prnps INP Management Support. 1.09.01R 0.0
FRICSD [Proj Cnil Sys Deviliint. 1.09.02R AL
Fise [Strategic Planning: 1.08.02003 R 200]
riose P Ops Support. 1.08.02008 R
SPA [PWaI- State Funds: 1.09.WF 001R
HOLDAY Holiday Leave IHOL
PERSONAL SICK [Sick Leave (Persanal) siC B
MVACATION Wacaton VAT EX B
FAMLY Sick [Sick Leave (Famiy Members) AN L
Ove
< | EANES | ¥
Holday
Signature = W Vacation Approval [ (=]
Non-Work Day

Done &J Local intranet E,100%

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

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

Project A: 40 hours worked / 100 total hours worked = 40%

Project B: 10 hours worked / 100 total hours worked = 10%

Project C: 30 hours worked / 100 total hours worked = 30%

Project D: 20 hours worked / 100 total hours worked = 20%

The total percentage of productive time equals 100%

This employee also took and recorded 8 hours of personal sick leave, 8
hours of family sick leave, and 16 hours of vacation, so the total
regular charge total for the period is 132 (100% and 32 hours). Record
such time away in hours, which is in addition to the percentage
recorded.
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{2 Deltek Time & Expense - Timesheet - Windows Internet Explorer

3 - ‘E http: tc-test:7003{DeltekTC  TimeCollaction msv "l 1| X ‘ ‘ J
Wh en you are Fle Edit Yiew Favortes Tools Help
finished with the w o I@DeltekT\me&Expense'T\mesheet liw

current day’s m
timesheet entry ‘u 1 | Auct Leave

the timesheet is Sns[open | Revion[2]

. Class [Salary/ExemptiPercent SemiMonthly Period Ending[Jun 30,2008 | 4| =
complete, click on <]
Copy Line | Delete Line | Reset Line | Reverse Line | Add Line to Favorites
save roiect Charge Descripton  PayTvoeli% Mon#) Tued) Weddy Thuds Fri @ Satdk Sun®d Mond Tuedd Charge
[22 623 624 625 626 827 628 629 630
PM MgtiAdmin: 1.09.01.001
At the end Of the NP Management Support: wsm\n
1 H Proj {PM Mgt/Admin: I‘UE.DI‘UDIF
ti m es heet per.IOd 1 [Girategic Planning. 1.09.02.003 R
click on the sign NP Ops Support: 1.08.02.00¢ R
[P&d - State Funds: 1.09.WF.001R
button. The system Hokiny Leave o
will notify you if pes oo Perened
acation
your timesheet did Sk Leave Famy Hembers)

not pass the
validation checks.

Regular 8. 80 100.0

If so, revise your —
timesheet 1 T

accordingly, then

X Holiday
i i T acation !
save and click sign san (@) (e o BT

again.

Done % Lacal meranet # 100%

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

{2 Deltek Time & Expense - Timesheet - Windows Internet Explorer

@'C/" - ‘g‘ hitp fftc-test: 7003{DelekTC TimeColection. msv

Fle Edit Yew Favorites Toos Help

W I (@ Dk Tims . Expanss - Tinsshisst

L b Timesheet

Class [Salary/ExemptiPercent
Copy Line | Delete Line | Reset Line | Reverse Line | Add Line to Favories
Charge Description

PM Mgt/Admin: 1.09.01.001

822 o023

Current Hour Vil

PavTvoc 8| Mondd Tuea$| Weddd Thudd Fridh Satdy
27

6124 Bi25 6126

INF Management Support: 1.08.01

[Proj Cntrl Sys DeviNaint: 1.09.02]

[Strategic Planning: 1.09.02.003

NP Ops Support: 1.08. uzy/

P& - State FundsWF 001

Holiday Leavy

ISick Legye{Personal)

[gaeffion

[Sick Leave (Family Members)

20 100.0

80 100.0

Holday
Signature [ = M Vacation frzmm] ==
Non-Work Day
Done & Lacal intranet & 100%

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

e Prorated view shows the hours charged to each project base on the
percentages entered in the blue columan on the right-hand side of

timesheet

= Deltek Time & Expense - Timesheet - Windows Internet Exploren

£ | http:ftc-test:7003jDaltekTC  TimeColisction. msv

File  Edit  Yew Favorites —F Help

W I (@ Dk Tims . Expanss - Tinsshisst

L} Timesheet
Open Search | Print | Audit
Employee (W, .
Class [Salary/ExemptiPercent

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

P Wgt/Admin: 1.09.01.001

822 8i23

Current Hour Vies

Charge Description PayTyoe 8 Mondy Tuedd| Weddy Thudd Fridd Satdd Sundd S Chare~

624 6125 6126 &r27 6i28 6/29 Tr als

INP Management Support: 1.09.01

Proj Cntrl Sys Devilaint: 1.08.02]

[Strategic Planning: 1.09.02.003

NP Ops Support: 1.05.02.004

[PM&1 - State Funds: 1.08.WF.001

ISick Leave (Personal)

|Wacation

[Sick Leave (Family Members)

[ |

| |

n

| |

n

| |

[] Holday Leave
] 5
| |

n

| |

n

|

Regular
Overtime
Total

Holday
Signature [S11___ i ) =] W Vacation Approval ==
Hon-Work Day
Done % Lacal meranet F,100%
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Exempts Recording
Daily Hours

Enter the
appropriate number
of hours on a
prorated basis for
each applicable
project. **

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

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

{C Deltek Time & Expense - Timesheet - Windows Internet Explorer

@'\T? - \g hittpe jtc-test:7003iDeltekTC TimeColection. msv

Fle Edit Yew Favortes Tools Help

w o I@DeltekT\me&Exuense-T\mesheet I \ -8 -
- o

Employes | SWITH, JANET P. (S4579)

O

‘Semi-Monthly Period Endmg' Jun 30, 2009

Class [ Salary/ExemptiDaily ]

LY

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

PayType MSHOHIS Tuedy weddy Thudy Fridf Satdy Sundk Mondy Tuedl
623 624 625 6126 627 628 629

Charge Dezcription

Financial Systems: 1.08.02.002
\ccounting: 1.08.02.001

[Wacation

ISick Leave (Personal)
[Sick Leave (Family Members)

FAMILY SICK

11
12

13

Regular

Overtime
Total

/ Holiday

Sthur% @ I Vacation

Mon-Work Day|
e

Approval E D

‘-j Local intrangt E100% -

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

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

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

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

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

Total hours recorded for day on timesheet » =8 hours

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

Project A: 10 hours worked / 10 total hours = 1.00
Multiply by 8 hour day = 1.0 x 8 hours = 8 hours — Enter on timesheet
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{2 Deliek Time & Expense - Timesheet - Windows Internet Explorer,

@\:.- ] Fetpi]tc-tost 7003 DeltekTC TimaCollection.msv v [4s][x] | |2

Fle Edt Yiew Fovortes Tooks  Help

w e [@De\takTime&Expensa-T\meshaet I ‘

L » Timesheet

n r fiye=[SMTH, JANET P_(34579) Status[Missng | Revision[1_]
|-

" i w Class[Salary/ExemptDaiy ] SemiMonthly Perod Ending[Jun302008 |4/

finished with th
S ed t, t e Copy Line | Delete Line | Reset Line | Reverse Line | Add Line to Favorites

cu rrent day s Charge Description PayTvpe MSHOQY Tuedy weddy Thudl Fridy Sat® Sundy Mondy Tuedy

. 825 6126 827 628 629
timesheet entry or FiancelSysiems. 105,02 002

H H |Accounting: 1.08.02.001
the timesheet is fo
comp lete, click on TNIPERSONAL SICK Sick Leave (Personal)
S ! EFANILY SICK Sick Leave (Famity Members)
ave

At the end of the
timesheet period,
click on the sign
icon. The system\ =
will notify you if S~

Total

your timesheet did < |

not pass the . ﬁ@ oy N

validation checks. If Hon-Wart Day

S0, revise your Done %J Local intranet & 00% -
timesheet

accordingly, then e The system will not let you save your timesheet early unless you have

save and click sign

again non-work hours charged for the remainder of the timesheet period.
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Regular Non-
Exempts

Regular 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

73 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fie Edit View Favortes Tools  Help >
@ - - %] Bl (0| O seanh Slprmones @vedn &) (- o T [
Address (] he isw5:7002/DeltekTC/ TimeCallection. msw V\ Gn Links >

P

Timesheet

Employes [SMITH, JANET P (54579)
Clars [SalaryMon-Exempt |

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

‘acation

Status Revision[1_]
Semi-Monthly Pericd Ending [Nav 15, 2004 | &|l=

Thu 4%

FO - Finance

Signature =

Holiday
I vacation
Mon-Work Day

s

Approval [

&) Dons

S %J Local intranet

valid only for
Machine Shop
charges

Overtime Hours
For each
applicable project
on which you
worked hours over

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edit Yew Favortss Todls Help

eaack - J B @ ;j ;3 Search ‘?f\?Favthes eMadla @ [/‘{- .; =

o

Address

€] https:ijmisws: 7002/ DelkekTC TmeCollect

Emplayes [SMITH, JANET P. (34578) |
Class [SalaryNon-Exempt |

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

Charge Description

‘acation

Links >

V‘Gn

Steus[Dper |

Revision[1_]
&=

Sermi-Morthly Petiod Endling [Nav 15, 2004

MEHOP # Sun %

17

Tue 4%

119

Wed @y Thu 4y

110 111

Fay Type iy

B

Wion 4%
1118

FO - Finance

FSick Leave (Personal)

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

FiO - Finance ' !

Signature =

Holiday
I vacation
Mon-Work Deay

s

Approval [

&) Dons

S %J Local intranet
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Pay Ty pe Looku P 3 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer AEE
>

Fle Edi View Favorites Tooks Help
Screen , PRI o .
eﬁa[k -Q \ﬂ @ B ) ssach 7 Favries @ reda &) R & B J

Address | @] https:jmisw:7002{DeltekTC{TimeCallection.msv v\ Beo ks ”

L » Timesheet

ATH, JANET P_(S4573) ] Status Revision
Class [SalaryiMan-Exempt ] Semi-Monthly Perio Encing [Nov 15, 2004

Capy Line | Delete Line | Reset Line | Reverse Line | ~ [ NSSSI DI X1

e TG

r Fiter 1 W
ACATION Fier/Sort By
FOFI
ERSONAL SICK Fiter Test | | [ Preoute
FOFIN
r Resuts
an Callin Time (Met-Worked)

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

//:' B oo el

Regular

Click on OK

&] bone 5 3 Local intranet

73 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edt Wew Favortes Tools Help
) a — 0 X S R
- ) ~' L - ]
eﬂack © \ﬂ @ D lormories @ veda &) (- L T _J
Address Ehtt iswS: 7002/ Deltel T/ TimeCollectior

R

L} Timesheet

Links >

v B

Tab over to the Employes [SMITH, JANET P_(54578) Status[Open | Revision[T_]
. Class [Salary/Mon-Exemgt | Siemi-Morthly Period Ending [Nov 15, 2004 | &|l=
white work day
Copy Line | Defete Line | Reset Line | Reverse Line | Add Line to Favarites

columns and enter : T o Tic® Wed® Tu® A ®
the approprlate # acation 5 1Mo 1T 1Nz
Of OT hours for FO - Finance
each day

FSick Leave (Personal)

—

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

100 100

Holiday
Signature = v acation Approval [ ==
Non-Work Day
&) Dons S %J Locsl 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

A Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edit ¥ew Favortes Tools Help &
Qe - © - [¥] Bl 0| O seuth GpFavoies @reda &) (- 2 L)
VB ks ”

aiddress [{E] bitpssjmisw5: 7002 DeltekTC TrneCollection, msv

e [SMITH, JANET P. (54579)

Class [Salary/Exempt/Daily

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

‘acation

Status

Semi-Monthly Period Ending [Nov 15, 2004

Revision[1_]
J[€l=

Thu#¥  Fri % Sat 4% Su
A A1

FiO - Finance

ick Leave (Fersonal)

fSick or Bereavement Leave (FamFAM

T E— ]

Holiday
I vacation
Hon-Work Day

Approval ===

enter your

&] Done

5| &3 Lacal intranet

password;

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

The system will not let you save your timesheet early unless you have
non-work hours charged for the remainder of the timesheet period.
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Non-Exempt Shift

Workers

Reqular Hours
For each

73 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle  Edit

. \ A @ g 1
@ - () %] Z] D D e S rmores @ s §2) [
Address | @] https:jmiswS: 7002/DeltelTC TmeCallection msv

View Favortss Tools Hslp

Links >

v B

» Timesheet

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

Employse [SMITH, JANET F_(54573)
Class [Salary/ShiftiNon-Exempt

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

Holiciay Leave

Semi-Montily Period Ening [Hov 15, 2004

Revision
&=

& Thud Fi @ Satds Sun
1174

11/5 118 1177

FSick Leave (Personal)

1Bick or Bereavement Leave (FamPAM

‘acation

Holiday
I vacation
Mon-Work Day

Signature [ =]

s

Approval [

&) Dons

S %J Local intranet

[ ]

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

File  Edit

eaack ) \ﬂ @ ;j ;3 Search ‘?i‘:(Favthes O veda £2) [/

Address

> Timesheet

Copy Line | Delete Line | Reset Line | Revers Line | 2 YRR SRPIR, x|

View Favortes Tools  Help

y

€] https:ijmisws: 7002/ DelkekTC TimeCollection. msy

Employse [SMITH, JANET P (54573) ]

Class [Salary/Shiftion-Exempt

staefizeig |

Semi-Montily Period Ening [Hov 15, 2004

Revision
&=

(d Frid satds sun

the line that has
the appropriate pay
type

R —regular hours
RS - regular swing
RO —regular owl

Click on OK

r Fiter 4 11i5 11/8 1157
FOFIN Filter Sort By
CLDAY
TR Fiter Text | | [_Executs
ML SICK
[ Results
ACATION
~
HOL Halicery =
ot Overtime
010 Overtime 0wl Shift
Cvertime Swing Shift
Reguiar
Ol Shift
Regular Swing Shift oy
| >
>
© J==n
<

Signaturs ] W vacation
Mon-Wark Day

s

Approval [

S %J Local intranet

—
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Tab over to the
white work day

columns and enter o

the appropriate #
of regular hours
for each day

Overtime Hours
For each
applicable work
project on which
you worked hours
over your normally
scheduled hours,
click on the
binoculars in the
Pay Type column

A Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edit ¥ew Favortes Tools Help &

Qe - @ [¥] Bl @i O seath Jpraoies @redn &) (- 2 = [

aiddress [{E] bitpssjmisw5: 7002 DeltekTC TrneCollection, msv

M

Timesheet

Links **

v B

Status [Missing |
Semi-Monttly Period Encing [Nov 15, 2004 &=

Employee [SMITH, JANET P. (54579) Revision[1_|

Class [Salary/ShiftMon-Exempt |

Copy Line | Delets Line | Reset Line | Reverse Line | Add Line ta Favoritss
| Thudy  Fri 4y Sat 4% Sun
- 1M s ME 117

FO - Finance T

Holicksry Leave EOL

IC
FSick or Bereavement Leave (FamfF AN
acation AT

ick Leave (Fersonal)

Holiday
I vacation
Hon-Work Day

T — - | I

&] Done 5| &3 Lacal intranet

A Deltek Time & Fxpense - Timesheet - Microsoft Internet Explorer

Fle Edt WYew Favortes Tools Help

Qe - ) [H] B () Omac rrmones @rede &) (- 2 )

Address |@ hetps: imisws: 7002/ DelteKTC [TimeCollection, msy

D= B

L’ Timesheet

to select the
appropriate pay
type

Employee [SMITH, JANET P (54579) ] Status [Missing | Revision
Class [Saiary/Shifton-Exempt ] Semi-Monthly Period Ending [Hov 15, 2004 ]| =]
Copy Line | Delete Line | Reset Line | Reverss Lins | Add Line to Favaritss
FOFIN FO - Finance 0 B ED &g
OLIDAY Foliday Lzave EOL
ERSONAL SICK Bick Leave (Fersonal) I
ALY SICK [Sick or Bereawemert Leave (Fanf AN
ACATION cation P
FOFIN FO - Finance N ,
» > 4
< | ENE | >
Holiday
Y — [ veceton =i
Mon-Work Day

&] Done 5| &3 Lacal 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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File Edit ‘Wew Favorites Tools Help Iy

Pay Type LOOkup Qe - () \ﬂ @ ;j ) search \;:("Favw\tes @ veda £ (- 2 = L)

b=

Screen

aiddress [{E] bitpssjmisw5: 7002 DeltekTC TrneCollection, msv

M

L’ Timesheet

VB ks ”

hi

Employee [SMITH, JANET P. (54579) Stetus[Missing | Revision[1_|
Class [Salary/ShiftMon-Exempt | Semi-Mornthly Period Endina [Mov 15, 2004 \E|
¢ r Fiter
Fiter/Sort By
Click on the blue re =
box in the left-most [ _
column to highlight T |

T Crvertime:

the line that has
the appropriate pay __

Overtime Swing Shift

typ S :o ::zi::: Owvl Shift :
< L~ B
OT - Overtime "
OTS - OT Swing
OTO - OT Owl _— |
W vscation Approval ===

5| &3 Lacal intranet

Click on OK

Fle Edit Y¥ew Favortes Tools Help '

!
Qe - ) [H] B () Omac rrmones @rede &) (- 2 )
A:_ldressl@ hetps: imisws: 7002/ DelteKTC [TimeCollection, msy V‘ B ks >

L)

M

Timesheet

hi

Employee [SMITH, JANET P (54579) Status [Missing | Revision
Class [SalaryiShiftMon-Exempt | Semi-Marnthly Period Encing [Mow 15, 2004 \E|
Copy Line | Delete Line | Resst Line | Reverse Lins | Add Line to Favoritss
Tab over to the
. ) 0 ay Type  MSf| Mon 4% Thu ¥ | Fri d¥ o Sindy M
white work day i n o dn 1k I
FO - Finance
columns and enter 2 Fokaey Lewve
H 3 ick Leave (Fersonal)
the a‘p p ro p riate # 1 fSick o Bereavement Leave (Fan)
of OT hours for s el

each day —

FiOr - Finance

FO - Finance

If you need to add
cell notes, click on
the appropriate = | I _
notes icon 108 106 o0 400

Holiday

B — W vecston EE

Hon-Work Day

&] Done 5| &3 Lacal intranet

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

Fle Edt Yew Favortes Tools Help 5

eEack -9 @ @ ﬂ /f? search ¢ Favaries @ Media 69) Eff;- :_\'_ J
Address |@ https: fjmiswS: 7002/ DeltekTC TimeCollection,

x

D> ERE

For Holiday Hours,
CIiCk on the Timesheet

binoculars in the i
. . Employee | SMITH, JANET P, ($4579]
project field to R Chwocloop ___________________________ H|
IOOkUp the Copy Ling | Delete Line | Resst Line |
appropriate holiday '

charge

[ Charge Trees
=] defferson Lab

B Leave

Sun dF

17

CIVIC LEAVE OTHER

Charge Lookup : oL
1
Screen Holday Swig 1 HOLIDAY SVING
1 JURY DUTY COR
Leave Without Pay 1 LEAYEWWITHOUT PAY P
- Miltary Leave 1 MILITARY LEAVE ML
Cl | c k on t h e | eft - / - Sick Leavs (Personal) 1 PERSOMAL SICK. E
| Sick or Bereavement Leave (Famiy) 1 FAMLY SICK Fan
m 0 St. column FO rm— 1 vacaTon e
hlgh“ght the line [ sddtoTimeshest | [ Close
that has the
appropriate pay ] —
typ e &] Done & &3 Localintranet

HOL - normal holiday
HLS - swing holiday

HLO - owl holiday 3 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer [
Ble Edt Wew Favortes Tools Help "
Qe - (0 H] B (0 O Sprmoies @meds ) &=L

Address |@ hetps: imisws: 7002/ DelteKTC [TimeCollection, msy V‘ Go ks

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

| Semi-Marntly Period Encing [Mow 30, 2004

Class [SalaryiShiftMon-Exempt

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

FO - Finance
Leave Without Pay

Tab over to the 1 Sl CE
appropriate day ‘ e

and enter non-work ™
holiday hours

Note: The holiday
will be highlighted
in yellow

Halictay
B — W vecston EE

Hon-Work Day

&] Done 5| &3 Lacal 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.

A Deltek Time & Fxpense - Timesheet - Microsoft Internet Explorer

Fle Edt Yew Favortes Tools Help

Qe - D [¥] @] (0 Omac Sprmones @ree &) (31 2 )

Address |@ https: imiswS: 7002/ DelteKTC [TimeCollection, msy v\ Go ks

L’ Timesheet

Class [Saiary/hifton Exempt ] Semi-Monthly Period Ending [How 30, 2004 ]| =

Copy Line | Delets Line | Reset Line | Reverss Line | Add Line to Favoritss
Ay Thudy  Fri 4y Sat 4% Sundd Mondy  Tue dF
1425 2 8 ]

126 1127 1726 11128 11730

- Finance

- Finance

- Finance

~Finance
Holidy Cwl

ISick Leave (Persanal)

fSick or Bereavement Leave (FamFAM

‘acation AT
Bl

) Halictay
e[ i M veceton P ==

Hon-Work Day

&] Done & &3 Localintranet

e The system will not let you save your timesheet unless you have non-
work hours charged for the remainder of the timesheet period.
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24 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Machine Shop Fle Edt WYew Favortes Tools Help 7]
Non_ExemQtS Qe - @[] B (0| Osacn prmons £ (3 12 A 3

Address |@ https: fmisws: 7002/ DelkekTC TimaCollection, fsy V‘ Go

M

L’ Timesheet

Links >

Employes v Status [Missing |
Class [Machine Shophlon-Exempt Semi-Manthly Ferioe! Encing [Nov 15, 2006

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

Reqular Hours e T
1%,

172

In the project field, ik o Bereavenert Leave Farf A
either enter B o o
“CNTSHP” or look ~N JF ek Lee Peranet

it up using the ; A
charge lookup -

option

—

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

Approval | ==

Signature [ |=n

Hon-Wotk Day

&] Done & &3 Localintranet

Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Ele Edit Yiew Favortes Tools Help

eaa(k - B @ ;;j piaar(h \;"\?Favuntes & ﬁ/:{- ; _J ﬁ 2

Address |@ https:

iswS: 7002DeltelTC/ TmeCallection msy v\ Beo ks ?

A Timesheet

Employee |t v Status [Missing ]
Class [Machine Shopion-Exempt ] SemiMantly Period Encing [Nov 15, 2006

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

A TRy
Tab to the MSHOP# e
column and enter ey Leave
. Leave Without Pay
the appropriate : kL eave Percona)

Z-number, or click
the binoculars in

the MSHOP#
column to look it

up

Holickay
Signature [ [ |IE] acation Approval =
Mon-Work Day
&) Dons S %J Locsl 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

A Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

[EEE)
v

Ele Edt Vew Favortes Toos Help /

eaa(k - \ﬂ @ ;j ;U Search \;“:(Favuntes & r‘\:- ; _J i3

Address |@ hittps: {imiswS: 7002/DeltelT [ TimeCollection. msy Links

Timesheet

Employee

Class [Machine Shophon-Exempt

 Fiter

Fiter/Sod

r Resuts

Hame

Job Number 720870

Job Mumber 220871

Job Mumber 220872

ok Humbsr F20574
N\ [t humoer 20875
i

" Cancel

I
Approval DD

Holiclay
I v acation
Mon-Work Day

[E

Signature [

&) Dons S %J Locsl intranet

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

24 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edt WYew Favortes Tools Help

Q=-Q XA ) ssarch e Favarte: £2) 2 :; LJiEd 3
A:_ldressl@ hetps: imisws: 7002/ DelteKTC [TimeCollection, msy V‘ B ks >

Timesheet

Employee . . . v
Class [Machine Shophon-Exempt

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

Staue[ ]
SemiMantitly Period Ending [Nov 15, 2006

Revision[1 |

MEHOP # Sat 4¥

1161

Sundd Mondy Tuedd v

145 118 17 1

rigtian Pay Type Weddh  Thu 4b

Fri 4%
1A "2 173
FAM
FoL
L
59

AC

fSick or Bereawvement Leave (Famf

Holiday Leave
Leave Without Pay

FSick Leave (Personal)

‘acation

imchine Shop General: 1.11.5C,
P V..

br

[F20873
0873

iGchine Shop General: 1 40

-

< ] ¥ < | >
Halidiay
Signature [ &= W vacation Approvel [ ==
Non-Wark Dy

&] Done & &3 Localintranet

or enter an “OT” in
the Pay Type
column
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Pay Type Lookup
Screen

Click on the blue

osoft Internet Explorer

Ele Edt Vew Favortes Toos Help -

eaa(k - \ﬂ @ ;j ;U Search \;‘\‘?Favuntes & r/:{- ; _J ﬂ 2

#iddress |87 hktpssjmiswS: 7002 DekekTC TmeCalection msv

P

b Timesheet

Links **

V‘Gn

Employee -

Class [Machine Shophlon-Exempt ]

B
Semi-Manthly Period Encing [Nov 15, 2006

Gopy Line | Delete Line | Reset Line | Reverss Line |+ [ FSERS, B

Project

& Mondy Tusdy W

 Fiter 1106 M7

Fiter/Sort By | ID

Fitter Text | [ Execute

r Resuts

>

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

Overtime Cwl from TC

Crvertime Swing from TC

Regulsr

Regular Owl

Regular Suing

1]

—

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

\
Approval DD

Signature | &=

I v acation
Mon-Work Day

&) Dons S %J Locsl intranet

Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fie Edt Vew Favortes Tools  Help o

Ui 5

Qe - @[] B (0| Osacn prmons £ (3 12

Address |@ hetps: imisws: 7002/ DelteKTC [TimeCollection, msy

L’ Timesheet

Links >

= E

Employee | £ v
Class [Machine Shophon-Exempt

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

S T
Semi-Manthly Reriodl Encing [Nov 15, 2005

Revision

MEHOP # B Trud Fi B Wondy Tue 4 v
"2 173 118 "r 1
fSick or Biereavement Leave (Far

Holiday Leave
Leave Without Pay

FSick Leave (Personal)

‘acation
lachine Shop General: 1.11.5C [F20873
lachine Shop General: 1.11.5C.1 [£20873

Halidiay
T —— W vecan -] EE]
Non-Wark Dy
&] Done (] & &3 Localintranet

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

Ele Edit Yiew Favortes Tools Help

eaa(k - J B @ ;j ;j Search \;‘\?Favuntes @ r/:{- :;

#iddress |87 hktpssjmiswS: 7002 DekekTC TmeCalection msv

UK 3

v B ks ?

Status Revision
Class [Machine Shophon-Exempt ] SemiMonthly Period Ending[Nov 15,2006 | 4a=b

Copy Line | Delets Line | Reset Line | Reverss Line | Add Line to Favoritss
Thu#F  Fri % Sat 4% sSundk wondl Tue dk v
M2 1B ME s e 1T
fsick or Bereavemert Leave (Fan)

Foliday Leave
Leave Without Pay

Iick Leave (Personal)

acation
achine Shop Generak 1.11.3C. [£20873
lachine Shop General 1.11.5C [r20873

T

Sorars

Holickay
I v acation
Mon-Work Day

Approval DE

&) Dons (T )| S %J Locsl 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.
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GSRA’s 7 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer [SEE
— 'tl

Fls Edt Yew Favortss Tools Help T
Al o e ) > R

eﬂack -9 \ﬂ @ DD search i ravortes @Pweds €2 (- L T J

Address @] ht iswS:7002/DeltekTC/ TmeCollection. msv

Links >

v B

Timesheet

After selecting the

H Employse [SMITH, JANET F_(54573) Status Revision
ap p_r o p r ate Class [Graduate ExemptPercert | Semi-Manithly Period Ending [Mov 15, 2004 \EE
project(s), scroll

over to the day that
has white cells = Form e = on
(either the last day
of the timesheet
period or the
Friday before, if the
last day falls on a
weekend) —~

Note: The total ~
percentage must
equal 100 —~r -

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

Haliciay

If you need to add _- ] = 8 vaction el =iz
H Mon-Work Day

cell notes, click on

the notes icon

&) Dons S %J Local intranet

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

3 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer [HEE
'1'

Fle Edt WYew Favortes Tools Help

Qe - © \ﬂ @ lj f_U Serrih ‘?i‘:(‘Favnmtes @ veda §2) [\- ; =1

Address |{&] https: {{miswS:7002/DeltekTC/TmeCollection msv v B ks

|Leave |

e [SMTH, JANET P_(54575) ] Status [Missing |

When you are

o R Revision
fI nis h ed Wit h th e Class [Graduale ExemptPercert ] Semi-Monthly Periad Ending [Fav 15, 2004 I=IES

cu rrent d ay’s Copy Line | Delete Line | Reset Line | Reverse Line | Add Line to Favorites

timesheet entry or : IR (7 ftho rim iz
the timesheet is

complete, click on
Save

At the end of the
timesheet period,
click on the sign
button. If your N
timesheet passed 100

all system
validations, you ~a

will be prompted to B — ]S Vot o [EE
enter yOUr Non-Wark Day

password; &] Dore 5| 83 Local intranet

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

73 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edit Yew Favortss Todls Help

eaack - J \ﬂ @ ;j ;3 Search ‘?i‘:(Favthes eMadla @ [”{- .j; = _J
address | @] hitpss fmiswS: 7002/ DekekTC TmeCaliection, msy

Links >

V‘Gn

o
Employes [SMITH, JANET P (54573) ] Current Hour iew Status Revision
Class [Graduate/Exemptercent Perid Endin 2004 E5[ES
Copy Line | Delete Line | Reset Line | Reverse Ling | Add Line to Favorites
FOFIN FO - Finance 100.0]

pr
prd
)

<

3 [© >
Holiday
Signsture [SMITH, JANET P. (54579) =l v acation Approval [ ==
Non-Wark Day

&) Dons S %J Local intranet

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

A Delre,. “me & Expense - Timesheet - Microsoft Internet Explorer

Fle  Edt Yew ToWegge Toos Help

0
Qocrch G Favortes @Pveda €2) (- i B )

address | &] https:fjmiswS: 7002/DeltekTC TmeCollsction msy

v B

Links **

o
Employes [SMITH, JARET P, (S4579) | Current Hour View Stetus Revision
Class [GraduatsExemptPercent ] P Period 15, 2004 e
Copy Line | Delete Line | Reset Line | Reverss Line | d Lins to Favartss
FOFIN FO - Finance F 44.0|
< EE =
Holicay
Signature [SMTH, JANET P. (54579) [ 0 vacation Approval ==
Non-Work Dy

&] Done 5| &3 Lacal 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” is in 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 a week,
record any
additional hours to

the “OST” pay type ™|

If the pay type is
not defaulted in for
your current
project, you can
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

Fie Edit View Favortes Tools  Help >
@ - - %] Bl (0| O seanh Slprmones @vedn &) (- o T [
Address (] he iswS: 7002/DeltelkTC TimeCollection msw

. | 2%

Timesheet

Links >

v B

Employse [SMITH, JANET F_(54573)
Class [Studentiblon-Exempt |

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

Semi-Montily Period Ening [Hov 15, 2004

Revision
&=

Thu Fri
11/ 1145
(ECFOFIN

< | 3 (€ | >
Holiday
Signature = v acation Approval [ ==
Mon-jork Dy

&) Dons S %J Local intranet

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edit Yew Favortss Todls Help

eaack - B @ ;j ;3 Search ‘?f\?Favthes O veda £2) [/‘{- ; = _J

Links >

Address

€] https:ijmisws: 7002/ DelkekTC TmeCollect

V‘Gn

Employes [SMITH, JANET P (54579 | Status[Missing | Revision
Class [StudentNon Exempt | Semi-Monthly Period Encing [Nav 15, 2004 I

Copy Line | Delete Line | Reset Line | Reverse Ling | Add Line to Favorites
Charge Description MEHOP # Thu Fri
11i4 s

Fay Type

FO - Finance

FO - Finance

Holiday
I vacation
Mon-Work Deay

Signature = |

Approval [

&) Dons S %J Local intranet
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Fle Edt Wew Favortes Tools Help

Pay Type Lookup Qe - O 6] B G P prmonies @rede @) (272 [

Screen aiddress [{E] bitpssjmisw5: 7002 DeltekTC TrneCollection, msv o

M

L’ Timesheet

Links **

hi

Employee [SMITH, JANET P. (34579) Stetus[Missing | Revision
Class| Exempt ] Semi-Monthly Period Ending [Hov 15, 2004 IIE

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

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

Regular

L4

Click on OK —

B E— oo Jr— =&
Non-Work Dy
&] Done 5| &3 Lacal intranet
ime & Expense - Timesheet - Microsoft Internet Explorer
Fle Edt ¥ew Favortes Tools Help &
Qe - O B @ &> /'f? Search \‘;‘/“‘\'S’Fawr\tes @ veda ) [ffg- :_‘; = )

Address |@ hetps: imisws: 7002/ DelteKTC [TimeCollection, msy V‘ Go ks

L’ Timesheet

h| |

Employee [SMITH, JANET P (54579) ] Status [Missing | Revision
Class [Studenton-Exempt ] Semi-Monthly Period Ending [Hov 15, 2004 ]| =]
Tab over to th e Copy Line | Delete Line | Resst Line | Reverse Lins | Add Line to Favoritss
w h i t e wor k d ay Project & o ay Type M :.«1‘:;;. IT\IJ::

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

FiO - Finance

Holicay
= [ veceton =i
Non-Work Dy
&] Done 5| &3 Lacal 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 or

your last work day, SN

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 Wew Favortes Tools Help

Qe - @ [¥] Bl @i O seath Jpraoies @redn &) (- 2 = [

aiddress [{E] bitpssjmisw5: 7002 DeltekTC TrneCollection, msv

a

e [SMITH, JANET P. (54579)

Class| Exempt

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

FO - Finance

VB ks ”

Stalus Revision
Semi-Monthly Period Ending [Hov 15, 2004 IIE

TFO - Finance

B S ]

Holiday
I vacation
Hon-Work Day

Approval ===

&] Done

5| &3 Lacal intranet
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Casuals

Regular Hours
For each

applicable work
project, verify that
a “R” is in 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 a week,
record any
additional hours to
the “OST” pay type
If the pay type is
not defaulted in for
your current
project, you can
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 Wew Favortes Tools Help

Qe - © - [¥] Bl @G| O seuth Gpraoies @rede &) (- 2 =

"
L

aiddress [{E] bitpssjmisw5: 7002 DeltekTC TrneCollection, msv

L’ Timesheet

Employee |

Class [CasualMon-Exempt

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

Links **

v B

Status[Missing ]

Semi-Monttly Period Encing [Nov 15, 2004

Revision
J[€l=

1OMIS 10 - Mot Info System: F 100 9.0 .0 80| 510
_—
— -
/4,
< | EANES | >

Halicery

B — oo Jra— ==
Hon-Work Day

&] Done

5| &3 Lacal intranet

A Deltek Time & Fxpense - Timesheet - Microsoft Internet Explorer

Fle Edt WYew Favortes Tools Help

Q=-©Q [« A ) search 5z Favortes @ veda )

R-& =L

Address |@ hetps: imisws: 7002/ DelteKTC [TimeCollection, msy

L’ Timesheet

Links >

= E

Employee [ Status [Missing | Revision
Class [Casualion-Exempt Semi-Monthly Period Ending [Hov 15, 2004 ]| =]
Copy Line | Delete Line | Reset Line | Reverss Line | d Lins to Favartss
IoMIS 10 - Mgt Info Systems 10.0) 30 EE 30 0]
OIS 0 - Mart o System =T
—
< | L ANES | >
Holicay
O — W Vacaon =&
Non-Work Dy

&] Done

5| &3 Lacal intranet
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Pay Type Lookup
Screen

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

File Tools  Help

Qe - © - [¥] Bl 0| O seuth GpFavoies @reda &) (- 2

Edt  Yew Favories

Links **

v B

Revision
J[€l=

Status[Missing ]

Semi-Monttly Period Encing [Nov 15, 2004

Employee |

Class [CasualMon-Exempt |

Copy Line | Delete Line | Reset Line | Reverss Line | 2 SR SRR,

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

Regular

Click on OK

T — - | I

L
I vacation
Hon-Work Day

&] Done 5| &3 Lacal intranet

A Deltek Time & Fxpense - Timesheet - Microsoft Internet Explorer

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

Eile Tools  Help

Q=-©Q [« A ) search 5z Favortes @ veda ) &
Address |@ https:ffmiswS: 7002/ DelekTC TimeCollection. msy

L’ Timesheet

Edt  Yew Favories

Links >

= E

st ]

| Semi-Marnthly Period Encing [Mow 15, 2004

Employee [

Class [Casuallon-Exempt

Copy Line | Delete Line | Resst Line | Reverse Lins | Add Line to Favoritss
Mon
14

Project Tue
142
10 - Mgt Info Systems

IO - Mot Info Systems

Halicery
I vacation
Hon-Work Day

B — =

&] Done 5| &3 Lacal intranet

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

Fle Edit ¥ew Favortes Tools Help &

Qe - @ [¥] Bl @i O seath Jpraoies @redn &) (- 2 = [

Address |@ https: imiswS: 7002/ DelteKTC [TimeCollection, msy v\ Go ks

When you are
finished with the .EEL — | e o ja;z R\EI
current day’s emicoriy orio Ening [ 15,

timesheet entry or
the timesheet is
complete, click on
save

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

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 S E—— ] S — B
will be prompted to Non ork Dy

enter your Eloore B8 Local rwraret
password;

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

T Deltek Time & Expense - Timesheet - Microsoft Internet Explorer WG

Fle Edt ¥ew Favortes Tools Help &

Qe - ) [H] B () Omac rrmones @rede &) (- 2 )

Address |@ hetps: imisws: 7002/ DelteKTC [TimeCollection, msy V‘ Go ks

L’ Timesheet

To monitor the

1000 work hour Employze ; : | Sttus [Mizsing. ] RWE
. . Class | CazualiNon-Exem Semi-Monthly Period Ending |Mow 15, 2004 |

annual limit for e ¢ 2

C aS I S C I I C k 0 n Copy Ling | Delete Line | Reset Line | Reverse Ling | Add Line ta Fanmes —

Leave

Holicay
Y — [ veceton e
Non-Work Dy
&] Done 5| &3 Lacal intranet
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This pop-up screen
gives arunning
balance of the
number of work
hours available for
the remainder of
the casual year

3 Deltek Time & Expense - Timesh

Fle Edt Wew Favortes Tools Help

Qe - @ [¥] Bl @i O seath Jpraoies @redn &) (- 2 = [

aiddress [{E] bitpssjmisw5: 7002 DeltekTC TrneCollection, msv v B

M

L’ Timesheet

Links **

Employee Stalus Revision

Class [Casualion-Exempt ] Semi-Monthly Period Ending [Hov 15, 2004 IIE

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

Project 2 hon Tue
1101 1152

Leave Type

Jun 4, 2004 Bieginning Balance 200,0000
Oct 18, 2004 Taken -5.0000
Oct 18, 2004 Taken -2.0000
Oct 19, 2004 Taken -5.0000

Oct 20, 2004 Taken -8.0000

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

Holiday

T — - [ vseation Approval I | =

Hon-Work Day

&] Done 5| &3 Lacal 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)

Fle Edt Wew Favortes Tools Help

Qe - () \ﬂ @ ;j ) search \ii)Fawntes @ veda ) (2

To record call-in address [@] Hetpsiis v 7002 DeltsTC T Collsction v R
time actually y
worked,
Employee [ Stetus[Missing | Revision
Class [Salary/ShiftMon-Exempt | Semi-Mornthly Period Endina [Mov 15, 2004 \E|
En t er th e p roj ect Coopiy Line | Delete Line | Reset Lin | Reverss Ling | Add Lins to Favortes

on which you were
. jtcoelerator EHES \ &.0| 8.0 8.0 B8.0| 2.0 B8.0|
Ca.”ed N CCEHS [sccelerator EH T )\05
. -
Either enter the — "

appropriate pay —_—
type or click on the —
binoculars in the ™| =

Pay Type column —
to look it up /

Record call-in -
hours worked on

< | > < | >
the correct day oy
e I acation rovel
o e ren o e o
&] Done 5| &3 Lacal intranet

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Pay Type LOOkup Fle Edit View Favortes Tools  Help
screen eﬂack - \ﬂ @ ;j ;Usaarch ‘?i‘:(Favthes O veda £2) [f{- ; = _J

Address

v B ks >

€] https:ijmisws: 7002/ DelkekTC TimeCollection. msy

> Timesheet

Employes [ | Status Revision

Class [Salary/niftNon Exempt Semi-Monthly Period Encing [Nav 15, 2004 I
Copy Line | Delete Line | Reset Lin | Reverse Line | - [JFVE NpRpmm <]

3 satf cundd Mond

[ fiter 1MA3 | 11A4 1S
COEHS Filter Sort By
CCEHS
Fiter Text | | [_Executs

r Resuts

Mame

Call-in Time (Not-Worked)
Haliday Owl

Haliday Swing

Highlight the
ap p ro p riate pay = : 0 enim Ol Shift
type ¢ ‘ | &

< |

Click on OK === ' |
Signature = W vacation Approval [ ===
Mon-ork Day

&) Dons S %J Local intranet
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7 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer [AEE
'lr

TO record Ca”'in File Edit Yew Favorites Tools Help !
hours not worked Qe - O [ B €| Oseatn Jprame: @ @ - 12 [

s

Address |@ https: imiswS: 7002/ DelteKTC [TimeCollection, msy v\ Go ks

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

Employee |- Status Revision

Class [Saiary/hifton Exempt ] Semi-Monthly Period Ending [Hov 15, 2004 ]| =

ject C Fiter .I‘-?:-:In;u Man 4F

M5

Either enter CIN in Frersartey [0 |
the Pay Type Fiter Test | | [ Execute

column or click on
the binoculars in
the Pay Type
column to look it

up

Mame

Holiday Owl

Holiday Swing

Holiday

Overtime

Cvertime Ol Shift

Highlight the CIN ":
Call-In Time (Not = =

Worked) line / |
. — e Wreouen |
CI | Ck on OK Bome 8| & Local intranet

A Deltek Time & Fxpense - Timesheet - Microsoft Internet Explorer

Ele Edt lew Favertes Ieols Help "
) A o ry . 5. R

Qe - () @ @ 0| O seanh Slpraoies @Preda ) (- Lz [ )

A:_ldressl@ https: fimisws: 7002/ DeltekTC TimeCallection. msw v‘ B s >

Employes < Stetus Revision[1_]

Clas= [ Salary/Shifthlon-Exempt | Sermi-Morthly Period Ending [Now 15, 2004 \E|
Copy Line | Delete Line | Resst Line | Reverse Lins | Add Line to Favoritss
R d th | I . LCCEHS ccelerstor EHES F a0 80| a0 80| 8.0 a0)
ecor e call-In CCEHS [eccelerator EHGS T 0.5
h ours to b e p ai d CCEHS [#.ccelerator EHES I N '©
(up to two) that
were not worked
< | 3 < |>
Holiday
sgenne[ g W vecaion E[E
Hon-Work Day
&] Done 5| &3 Lacal 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.
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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
acomment, 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

A Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Ele Edit Yiew Favortes Tools Help

eaa(k - \ﬂ @ ;j ;U Search \;“:(Favuntes & r‘\:- ;
Agdress|@ Ny

v B ks ?

517002/ DeltekTC Timed

oRe

__ICharge Trees
-1 Jeffersan Lels
[ Leave

Copy Line | Delets |
o Thudy

2 11123

jon

Civic Leave Other (Community Swe, SAR) |1 CIVIC LEAVE OTHER

Holiciay Leave 1 HOLIDAY HOL

Jury Duty 1 JURY DUTY COR

Leave Without Pay 1 LEAWE WATHOUT PAY Liap

Military Leave 1 MILITARY LEAVE ML

Sick Leave (Family Members) 1 FaMILY SICK Fashd

Sick Leave (Personal) 1 PERSOMAL SICK SIC

“acation 1 WACATION WAL -
“acation Purchased by Employee 1 WACATION PURCHASED [PvC

rathrrPublic Fmarneney 1 WEATHFRIPI IFI IC; FMFRG [WPF o

Close

Signatur | =]
Mon-Work Day

&) Dons S %J Locsl intranet

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

A Deltek Time & Fxpense - Timesheet - Microsoft Internet Explorer

Fle Edt Yew Favortes Toos Help
Q=-©Q [« A D seach S pFavories @ edia ) (- :_\'_ = - )
address [

Links >

= E

iswS: 7002 DelkekTC Timec

Revision[1_]
&=

Employes [SMITH, JANET P (54579) ] Stetus

Clas= [ SalaryExemptiPercert | Sermi-Morthly Period Ending [Now 15, 2004

Copy Ling | Delets Line | Reset Line | Reverse Line | I UGS [ x|

This timeshest did not pass one or more validstions. Listed below are warnings or errors that Sat 4 Sundy| mon 4F
aceurred. Saving of the Timeshest can continus with warnings, but any errars must be corrected (UL PRRRPER IR EEE
before the save can cortinue

Wiarnings

0 IVIC LEAWE OTHER

e

Errars

The: following charge(s] require commerts
Line 5 - Nov 4, 2004

I vacation
Mon-Work Day
&] Done 5| &3 Lacal intranet

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

\
Approval DD

Signetwre [ ][
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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 & Expen

Fie Edit View Favortes Tools  Help >
N S " _ A T

Qe - © - ¥ B & D search S pravories @Predia &) (- L [ J

Address |{&] hitps:/fmisws: 7002/DelekTC/TmeCallection.msy

P

» Timesheet

Links >

v B

Employes [SMITH, JANET P (54579) Status Revision
Class [SalaryExemptiPercert Siemi-Morthly Period Ending [Nov 15, 2004 | &|l=

Copy Line | Delete Line | Reset Line | Reverse Line | Add Line to Favorites
Thudy  Fri 4
1174 145 "
acation

FO - Finance

FSick Leave (Personal)

{cdmin Division Office

Holiday
Signature = acation Approval [ ==
Mon-jork Dy
&) Dons S %J Local intranet

Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fie Edit View Favortes Tools  Help o

@k - (0 %] F] D e S raores £2)

Address |@ https: {fmiswS: 7002/ DeltekTE fTimeCollection, msw

B> B

L’ Timesheet

Emplayee [SMITH, JANET P. (54579) | Status Revisian

Class[Salary/ExemetiDaly ] Sermi-Morthly Period Ending [Oct 31, 2006 e

Copy Line | Delete Line | Reset Line | Reverse Line | Add Line to Favorites
e 0 X

comment

i |Unitsd Viay Day of Caring
IVIC LEAWE OTHER i L

Click OK

dED»

< |
I
Holicay
Signature = W vacation Approvel [ ==
Non-Wark Dy
&] Done 5| &3 Lacal intranet
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Leave Without Pay

Leave without pay
should not be
charged until all
vacation leave is
exhausted, except
when an employee
is on STD, LTD, or
disciplinary leave

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

Click Close

Revise your
timesheet, then
save and sign

A Deltek Time & Fxpense - Timesheet - Microsoft Internet Explorer

Fle Edt Yew Favortes Tools Help

Q=-©Q [x] A ) search

acddress ] hetps: imisws:7002/DelkekTC TmeCoallction msv

g Fmories @ reds &) (- )

Links **

D= E

Employes [SMITH, JANET P. (S4579) Stetus

Semi-Monthly Period Ending [Nov 15, 2004

Revision[5_]
IESIES

Class [ Salary/ExemptiPercert

Copy Line | Delete Line | Reset Lin | Reverss Line | IR LIALEIEE]

Sat 4}

MG

Sun %
17

This timeshest did not pass one or more validations. Listed below are warnings or errors that
aceurred. Timeshest signing can continue with warnings, but any errors must be corrected before
signing can cortinue

Man 4F
118

Wiarnings

5 ATHERPUBLIC EMERG
SN} EAVEWITHOUT PAY

Errors
E101 - Fatal

Cannot charge LWOP unless vacation is exhausted for Nov 2, 2004
T ——

T

D

I vacation
MNon-Work Day

\
Approval DD

Signatwre [ ][

&] Done & &3 Localintranet

A Deltek Time & Fxpense - Timesheet - Microsoft Internet Explorer

Jury Duty

Charge any time
spent serving as a
juror to Jury Duty

DOE Witness

Charge the

Witness for DOE or™ |
Other Fed Agency

if you are ever
subpoenaed to

testify for DOE or

Fle Edt WYew Favortes Tools Help

Qe - () ] @] (O Sprmoes @reds &) (- L )

address [ D= B

iswS: 7002 DelkekTC Timec

Emplayes [SWITH, JANET P. (54579)
Class[SalaryExempts Mk L]

Copry Ling | Delete Line | Reset Ling | o
E1 ] Jefferson Lab
= Leave
Civic Leave Other (Blond Dr, Yoting, Community Swc, SAR) |1 WIC LEAS =
Holiday Leave 1 HOLIDAY HOL
1 JURY DUTY COR
Gy 1 LEAVEWITHOUT PAY  |LWP
Mitary Leave 1 MILITARY LEAWE mL
Sick Leave (Personal) 1 PERSCNAL SICK SIC
Sick or Bereavement Leave (Family) 1 FAMLY SICK FAM
“acation 1 VACATION VaC
- " 1 "WEATHERIPLBLIC EMERG [\WWPE
iness for DOE o Cther Fed Agency ) 1 'WITHESS DOE FED FED -
" 1 T

Signature

&] Done 5| &3 Lacal intranet

another Federal
Agency

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

Fle Edit ¥ew Favortes Tools Help o

Qe - © ¥ Bl 0| O seuth GpFavies )| (- i il 3

Address |Q https:

Links **

v B

iiswS: 7002/ DelbekTC/ TimeC ollecti

Employes [SMITH, JANET P (54575)

Status Revision[1_]
Semi-Morthly Period Ending [Nav 30, 2005 &=

Class [Salary/ExemptDaily |

Copry Ling | Delete Line | Resst Ling | Reverss Ling | Add Ling to Favortes
A& Hondy | Tue 4k [ Wied

1 M2
Financial Systems: 1.08 02,002

Holiday Leave
[Fick Leave (Farily Wembers) [ AM

Haliciy
I v acation
Mon-ork Day

B — =

&) 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

S %J Local intranet
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Fle Edt Yew Favortes Tools Help

M

L’ Timesheet

|
Employee [SMITH, JANET P. (54579) Status [Missing |

Class [SalaryExemptPercent | Semi-Monthly Period Encing [Oct 15, 2004

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

- omme..” -Line 3 - 10112

Son Zachary S\:k’

Enter the cell
comment

Click on OK =~

1000

1000

Haliciay
I vacation Approval [
MNon-Work Day

&] Done 0 & &3 Localintranet
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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 Wew Favortes Tools Help

Qe - @ [¥] Bl @i O seath Jpraoies @redn &) (- 2 = [

aiddress [{E] bitpssjmisw5: 7002 DeltekTC TrneCollection, msv

Links **

v B

Sius[Missng | Revision[1 ]

Employes [SMITH, JANET P. (54579)

Class [Salary/ExemptiPercent |

Thu dy  Fri 4§ it 4y
025 11026 7

ick or Bereavement Leave (Fal

FQ - Finance

ick Leave (Personal)

‘acation

Holiday Leave

< 3 [® ] >
Holday
Signeture [ ] W vacstion Approvl ==
Non-Work Day

&] Done 5| &3 Lacal intranet

24 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer : &

Fle Edit View Favortes Tools  Help o

eaack - Q B @ ;j ;3 Search ‘?f\?Favthes O veda £2) [/:{- ; = _J

Address | (@] hitps:jmisws: 7002/DeltekTC/ TmeCollection msv

Links >

V‘Gn

Timesheet

Emplayee [SMITH, JANET P. (54575) Status Revision[1_]
Class [Salary/ExemptPercent Semi-Morthly Period Encing [Nov 30, 2004 E5[ES

Copy Line | Delete Line | Reset Line | Reverse Ling | Add Line to Favories
Thudd  Fri @y Satdd Sundh
125 11726 1527

ick or Bersavement Leave (Fal

FO - Finance

ick Leave (Personal)

‘acation

Holiday Leave

< | NE >
Holiday
Signature &} W/ acation Approval [ ==
Monark Day

S %J Local intranet

&) Dons

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

File Edit ‘Wew Favorites Tools Help Iy

Qe - () \ﬂ @ ;j ) search \;:("Favw\tes @ veda £ (- :_\; =1

A:_Idress|@ https: imiswS: 7002/ DelteKTC [TimeCollection, msy v\ Beo ks *

L’ Timesheet

Emplayee [SMITH, JANET P. (54579) Stetus[Missing | Revision[1]
Class [Salary/ExemptiFercert ] SemiMorthly Period Ending[Nov 15,2008 ] 4| b

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

Click on the clock

AMILY SICK {Sick or Bereavement Leave (FamFAM 0|
fo r an y d ay on OLIDAY Holiday Leave HoL
. FOFIN FO - Finance 3
whi c h y0 u h ave ERSONAL SITK Fick Leave (Persanal) Eic &0

ap p rOVed FMLA ACATION acation AC 8.4
hours

< | L ANES | >
Holiday
SR — | R Jra— ==
hon-ark Day

&] Done 5| &3 Lacal intranet

A Deltek Time & Fxpense - Timesheet - Microsoft Internet Explorer

Fle Edit Y¥ew Favortes Tools Help '

Qe - ) [H] B () Omac rrmones @rede &) (- 2 )

Address |@ hetps: imisws: 7002/ DelteKTC [TimeCollection, msy V‘ Go ks

M

L’ Timesheet

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

Class[Salary/ExemptiPercert ] Semi-Morthly Period Ending [Nov 15, 2008

Enter any personal Copy Line | Delete Line | Reset Lins | Reverss Line | Add Line to Favorites
FMLA hours = _
separately from e iy o , 204 |

. Date Out LunchStart | 12:00  [PM v
famil y FMLA hours i —— Fersonal FMLA Hours nchEnd | 01 : 00

Family FMLA Hours

CNO00-6
cnmoT-2|

Time: In 12000 Al

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

Holiday
T — - R ==
Non-Work Day
&] Done 5| &3 Lacal 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

e licrosoft Internet Explorer X
Fle Edit ¥ew Favortes Tools Help &

Qe - @ [¥] Bl @i O seath Jpraoies @redn &) (- 2 = [

aiddress [{E] bitpssjmisw5: 7002 DeltekTC TrneCollection, msv

-y )

L’ Timesheet

VB ks ”

Open| Search | Print |

Emplayee [SMITH, JANET P. (54579) Stetus[Open | Revision[1_]
Class|Salary/ExemptiPercert ] Sermi-Morthly Period Ending [Now 15, 2004 IIE
Copy Line | Delete Line | Reset Line | Reverss Line | [T %]

This timeshest cid not pass one or mare validations. Listed below are Warnings or errars that
aceurred. Timeshest signing can continue with warnings, but any errors must be corrected before
signing can continue

Wiarnings

Errors

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

Signature W vacation Approvel | =
Non-Wotk Day

&] Done 5| &3 Lacal 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 g‘
'll

Fle Edt Wew Favortes Tools Help ;

Qe - () \ﬂ @ ;j ) search \é‘z’Favw\tes @ veda £ (- :\7 = - LJ

Address |@ https: imiswS: 7002/ DelteKTC [TimeCollection, msy v\ Go ks

L’ Timesheet

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

Class|Salary/ExemptiPercert ] Sermi-Morthly Period Ending [Now 15, 2004 IIE

To copy aline <

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

> A Sundy » Cl
1 15 1k 1T M8
Z T 7 S S N S
- 0 ]

Highlight the line crc- e
you wish to copy

Click on Copy Line

< | > < | >
Halictay
B E— 8 vecaton soprava E[E]
Man-Work Day

&] Done 5| &3 Lacal intranet

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer |ZHE|E
1','

Fle Edit Yew Favortss Todls Help

eaack - Q \ﬂ @ ;j /U Search ‘?i‘:(Favthes eMadua G} [\’- ; — _J

v B ks >

To delete aline stsus[open |

Claze[Ealary ExemptiPercert Sermi-Morthly Petiod Endling [Nav 15, 2004

Revision[1_]
&=

B Thud R @ St sunds Mondd
1174 1115 "B " 11is
‘acation

Highlight the _/_ : S
line you wish to I
delete

Click on Delete
Line

< | 3 [ | >
Holiday
Signature = v acation Approval [ ==
Non-Afork Day
&) Dons S %J 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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To reset aline

Highlight the line
you wish to reset

Click on Reset Line

To reverse aline

A Deltek Time & Fxpense - Timesheet - Microsoft Internet Explorer

Fle Edt Yew Favortes Tools Help 5

Qe - ¥ @] (0 Omach Sprmones @reae &) 3- 2 = [ )

Address |@ https: imiswS: 7002/ DelteKTC [TimeCollection, msy v\ Go ks

Timesheet

Employes [SMITH, JANET P. (S4579) Stetus [Open | Revision[1_]
IESIES

Class [ Salary/ExemptiPercert | Sermi-Monthly Period Ending [Now 15, 2004

Man 4F Thu#y  Fri 4| St 4% Sundy Mon 4y Charge
114 14 e s s 1 e Totsls

‘acation

FiO - Finance

ick Leave (Fersonal)

Agmin Dis iffice

ertime
Total

Holidday

B — W vecaton E(z]

Hon-Work Day

& Done 5 %3 Local intranet

e If you have not already saved the selected line, the reset function will
completely remove the entire line, including cell comments

e If you have already saved the selected line, the reset function will reset
the line to the previous values found in the database

A Deltek Time & Fxpense - Timesheet - Microsoft Internet Explorer

Fle Edt WYew Favortes Tools Help 5

Qe - [ B (] Omach Jrrmones @rede &) (3- 2 [ )

Address |@ ht iswS: 7002 DeltekTC TimeCollection msv V‘ Go  Llnks >

Revision[1_]
&=

Status O]

Class [SalaryExemptiig Semi-bonthly Period Encing [Wow 15, 2004

dfy Thudy Fridy SatfF Sundd Mondy
e s s 17 e

‘acation

ﬁ FiO - Finance

Highlight the line
you wish to
reverse

Click on Reverse
Line

.cmin Division Office

Holiday

B — W vecston EE

Hon-Work Day

&] Done 5| &3 Lacal intranet
e We do not recommend using the reverse line function.

JLAB Time Collection Manual — July 2009 Page - 46



A new Iine iS ﬁ Fi Eick Leave (Perzonal)

created showing
negative hours to
offset the
corresponding
charges

ime & Expense - Timesheet - Microsoft Internet Explorer

Fle Edt Yew Favortes Tools Help

Qe - ¥ @] (0 Omach Sprmones @reae &) 3- 2 = [ )

D> ERE

Timesheet

n| hi

Employes [SMITH, JANET P. (S4579)

Stetus Revision[1_]
Sermi-Morthly Period Ending [Now 15, 2004 ]| =

Class [ Salary/ExemptiPercert |

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

A Thudy Fri Ay
L AT
‘acation

FiO - Finance

ick Leave (Fersonal)

{cmin Division Office

Halictay
B — W vecaton

Hon-Work Day

Approval [

&] Done & &3 Localintranet

e When the timesheet is saved, you will have to provide a revision
explanation
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To add a charge
line to your
favorites

Click on the left-
most blue column
to highlight the
line you wish to
add

Click on Add /

Line to Favorites

Managing Favorites

Microsoft Internet Explo|

Fle Edt View Favortes Tools Help

Q- Q- [x] & & ) search 5 Favories @ vedia ) K- ; = - L

aiddress (] hetps:miswS:7002/DeltekTC TimeCollsction, msw

S

Class [Salary/ExemptiPercent Semi-Morttly Period Ending [Oct 31, 2004

[E(E5

[Gick Leave (Persanal)

‘acation

FOFIN

i
Totel
< e | >
Signature [ iz Approval [ ) e ]
Mon-Work Day
&] Dore 8 %4 Local intranet

A Deltek Tinm Microsoft Internet Explorer

Fle Edt View Favortes Iools Help

Qe - () %] B (D s 5l rvones @ veds £2)

acdtress [{€] https:fimiswS:7002/DelcekTC TmeColiction msv

To view Favorites,
click on the

binoculars in the |
project field

Emmployes [SMITH, JANET P_(54578) Statuz[Open |

Class [SalaryExemptiPercent ] Semi-Worthly Period Ending [Nov 15, 2004 ] =

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

‘acation

FO - Finance

rtim

Total

Holiday
‘acation
Hon-Work Day

Signaturs [ ] =

& Done 5 4 Local intranet
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Charge Lookup
Screen

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

Click on the Load
box beside any
charges that you
wish to appear on
your timesheet
each time

Click on Update =

3 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edt view Favortes Tk Help [

Emmployes [SMITH, JANET P_(54573)

Charge Looki

Status | Open

Class [SalaryExempti

Copy Ling | Delete Line | ResetLine | [ FIEr
Filer By
Filter Text | [ Exeoute
Ffhrites
lefterson Lab )

Signature

& Done 5 4 Local intranet

Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Ble Edt View Favortes Iools Help

@Back > B @ ;j ;7 search ‘fj\?Favnntes &

Address |@ hittps: friswS: 7002/ DeltekTC Time Collection, msy

v[Bco ks

Employes [SMIT)
Charge Lookup

Class[Sala

Capy Line | Delete Line (R | =) charge Trees
[l Faworites

I\

FO - Finance CFOFIN R
alicley Leave HoLDAY HoL
[ [fury Duty JURY DUTY COR
[ [Weave vithout Pay LEAVEVITHOT Py [
[ [Wick Leave (Personal PERSONAL SICK sic
[ [fick or Bereavemsnt Leave (Family) FAMILY SICK FAM
[ /acation VACATION VAC
D Wieather/Public Emergency WWEATHER/PUBLIC EMERG WPE

[ Mon-Vork Dy |

£

5 4 Local intranet
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24 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edt WYew Favortes Tools Help

Q@ - - [x] B (0 O searh Slpraontes 2| (- L

Ui 3

If you want to add
aline from

Address |@ https: fmiswS: 7002/ DeltekTC fTimeCollection, msw

= ES

Links >

favorites to your
timesheet for one
period only,
Highlight the line
you wish to add
Click Add to
Timesheet

Clazs| Sala

Copy Line | Delete Line | R

If you want to
delete a line from

favorites, /
Highlight the line

you wish to delete,

|__|Charge Trees
=) Favorites

MSHOP #

Pay Type

JURY DUTY
Leave vMithout Pay LEAVE WITHOUT PAY
Sick Leave (Personal) PERSONAL SICK SIC
Sick or Bereavement Leave (Family) FAMLY SICK Fam
wacation WRACATION WAC
W Emergency WEATHER/PUBLIC EMERG WPE

Signeture /

Click on Delete o=

[1 Mon-Work Uay |

From Favorites [CESE

5| &3 Lacal intranet

Click on Close
when finished
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Correcting Timesheets

A Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edt Wew Favortes Tools Help

Qe - @ [¥] Bl @i O seath Jpraoies @redn &) (- 2 = [

A:_Idress|@ https: imiswS: 7002/ DeltekTC TmeCollecti v\ Beo ks *

} ' Timesheet

Employes Current Hour View Status Revision
CI IC k on Rev erse Class [SalaryExemptPercent Semi-Morthly Period Ending [Oct 31, 2004 \E|
H Copy Line | Delete Line | Reset Line | Reverss Line | Add Lins to Favaritss
Timesheet to
. Charge Descriptior ay Type Sa Mol Tue 4% Thudl  Fri 4%
correct a timesheet om” oz
FO - Finance
that has already 2 oo

been processed

< LIRS | >

Holicay
Signature [ ] W vacation Approvel [SMITH, JANET P. (S4579) ===

Hon-Work Day

&] Done 5| &3 Lacal 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

A Deltek Time & Fxpense - Timesheet - Microsoft Internet Explorer

Fle Edt WYew Favortes Tools Help

Qe - ) [H] B () Omac rrmones @rede &) (- 2 )

Address |@ hitt isWS: 7002/ Deltek T/ TimeCall V‘ Go

Links >

Once you have
clicked to reverse

the timesheet, you Lmeshest
Wi I I s e_e I Ines wit h Emgloyes 1 Current Hour iew Status Revision[3_]
n eg at IVves Val ues Class[Salery/ExemptiPercert | Semi-Monthly Period Ending [Oct 31, 2004 \E|
t h at com p | ete' y Copy Line | Delets Line | Reset Line | Reverss Line | Add Line ta Favoritss

Charg hu dF Fri 4% ¥
reverse the — 1op1° 02 1
processed eceon

FO - Finance

timesheet hours

‘acation

FO - Finance

‘acation

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

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

Hon-Work Day

&] Done 5| &3 Lacal intranet
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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 Wew Favortes Tools Help
([CLTRES @ @ ) ;U search 57 Favortes @ Meda 62)

Address | ] http: w5 7002/ DelkekTC/TmeCoallection, msv

v B ks

macheet

] Current Hour Visw Status Revision
Semi-Monthly Period Ending [Get 31, 2004 | &|l=

Thu 4%

1021

FiO - Firance

‘acation

FiOr - Finance

‘acation

FO - Finance

‘acation

ick Leave (Fersonal)

Holictay
Signature = v acation Approval [SMITH, JANET P_(54578) ==
Mon-jork Dy
&) Dons S %J Local intranet
ime & Expense - Timesheet - Microsoft Internet Explorer
Fle Edit Y¥ew Favortes Tools Help 1
) A @ . 3 Dy B
eﬁack -9 @ @ 0| O seanh Slpraoies @Preda ) (- Lz [ J
Address |@ hetps: imisws: 7002/ DelteKTC [TimeCollection, msy V‘ Go ks

L’ Timesheet

h | Print | Audt |

Employes ] Current Hour View Stetus Revision
Class[Salary/ExemptiPercert ] Sermi-Morthly Period Encing [Oct 31, 2008 ]| =]
Copy Line | Delete Line | Resst Line | Reverss Lin: Mt A ) %}
e OO
FOFIN 5 CFOFIN 5033001 |CFO - Finance Added Line 3
5| 1029004 |CFOFIN 5033001 |CFO - Finance Added Hours
FOFIN [} 2440-001 | vacation Addled Line
6| 102004 2440001 | vacation Added Hours
FOFIN & 102104 2440001 |Vacation Added Hours
7 PERSONAL SICK |4110-200 |Sick Leave (Personal) | Added Line
ERSCNAL SICK 7| 10104 [PERSONAL SICK [4110-200 [Sick Leave (Personal) | Added Hours =]
< | =
» ( Charged vacation instead of sick|
PN )
<
Signature B B [ I vacation Approval [SMITH, JANET P_(54579) DD
Hon-Work Day
&] Done 5| &3 Lacal intranet

e For audit purposes, this reason has to be valid
¢ 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)

Sighature and
approval
information also
can be viewed
through Audit

Audit Log

rosoft Internet Explorer

Fle Edt Vew Favortes Tools Help v
—Qe - O ) @ G P Ypraons @i @ (3 5 5 L

addvess | €] hetps: imisn: 7D O VB ks ”
Timesheet 2 1
| 11 Pr
Employee X Current Hour Yiew Status Revision[2 ]

Class gy ExemptPercent ]

Semi-Monthly Period Encing [t 31, 2004 a1Ed

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

Project o Tue Ay

10M19

& Thudy

10021

Fri d¥

10722

FO - Finance 1000

)

1000

EANES >

Holiday
[*vacstion
Hon-Work Day

]

Signeture [E

Approval ==

&] Done 5| &3 Lacal intranet
2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edit Yew Favortss Todls Help

e Back () \ﬂ @ ;j ;3 Search ‘5/‘\? Favories Y edia  {£Z) [‘\’ - ; = _J

&] hitp:

Address misw: 7002/ Delkel T/ TimeCallection Links >*

V‘Gn

Timesheet

1l oh | Prirt |

Employes|
Class [Salary Exemptierceot | Ceiribincthiu Davind Endins [ Saran 5n0g

Revision Audit

Revision[2_]
E3E]

Copy Line | Delete Line | Reset Line | Re

3| Sep 16, 2004 |VACATION 2440-001 |Wacation Added Hours

3| Sepd7 2004 |VACATION 2440-001 |Wacation Added Hours =

4| Sep 16,2004 |PERSONAL SICK |4110-200 | Sick Leave (Personal) [ Changed Hours From »
< | k3

Incarrectly charged sick instead of vacation
Explanation

Signed By |

Date Signed ‘

Approved By |

Dt Appraved |

Signature

pproan |

s AL
Hon-ork Day

&) Dons

S %J Local intranet
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Leave Balances

Fle Edit ¥ew Favortes Tools Help &

Qe - @ [¥] Bl @i O seath Jpraoies @redn &) (- 2 = [

aiddress [{E] bitpssjmisw5: 7002 DeltekTC TrneCollection, msv

i Timesheet
To view leave §
information, click Empioyee [SVITH, JANET PrTe579) Stotus [Missing |
on L eave ' Class [SalaryExemptPercent | Semi-Morthly Period Endina [Mov 50, 2004

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

Eick or Bereavemert Leave (Fa

FiO - Finance

ick Leave (Fersonal)

‘acation

Holicay
Signeture [ ] ‘acation Approvl ==
Non-Work Dy
&] Done 5| &3 Lacal intranet

Deltek Time & Expen

Fle Edit Yew Favortss Todls Help

eaack - Q B @ ;j ;3 Search ‘?f\?Favthes O veda £2) [/:{- ; = _J

Address | (@] hitps:jmisws: 7002/DeltekTC/ TmeCollection msv

Beo ks >

Leave pop-up

> Timesheet

screen Search|
Employes [SMITH, JANET P (54579 | Status[Missing | Revision
Chass [SamryEremptercent Semi-Marthly Petiod Encing Flow 30, 2009 IS
Capy Line | Delete Line | Reset Line | Reverse Ling | e Line o Favoriies
. FOFIN
Click on the 3 s [ ro00m] .
ACATION
dropdown arrow
. | vacation
bes 1 d e Lea\/e Type Now 25, 2004 CoTE 50000 | Thanksgiving
. Nov 26, 2004 Accrusd | 50000 |Day after Thanksgiving
and select which
leave you want to
view * The lzave balance wil not Inclade any taken transactions thal have Nt been saved.
< 3 (€ | >
Holictay
Signature [ =] Vacation Approval [ ===
Mon-ork Day
&) Dons S %J Local intranet

JLAB Time Collection Manual — July 2009 Page - 54



Deltek Time & Expense - Timesheet - oft Internet Explorer

Fle Edit ¥ew Favortes Tools Help &

eEack - B @ ﬂ /_WSEarch \;\S’Favur\tes @ vedia ) ,{- \_; J

Address |@ https: imiswS: 7002/ DelteKTC [TimeCollection, msy v\ Go ks

Timesheet
h | Frin |
Employee [SMITH, JANET P. (54579) Status [Missing |

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

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

Leave Type Balarce 204 0000

Haurs

Jan 1, 2004 Beinning Balance 2000000
Jan 15,2004 Accrued 4.0000
Jan 31,2004 Accrued 4.0000
Feb 15, 2004 Accrued 4.0000
< | =
* The leave balance will not Includs any taksn transactions that have not besn saved

The leave pop-up
screen will display
leave balances as

well as accruals ey

and hours taken =l L bor i el
for the current @ oo B % Local vt
calendar year 3 Deltek Time & Expense - Timesheet - Microsaft Internet Explorer

Fle Edt ¥ew Favortes Tools Help &

K k) 2l O D searh 5 Favories edia - ;_,
will be deducted Qe - O - M @ G| Lo Yoo @t B3 LJ
. Address @ https:jimisws: 7002/Deltek T/ TimeCallection. msy
from the running

leave balance l Timesheet

when the timesheet
is saved

Leave hours taken

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

Class [SalaryExemptiPercent | Semi-Marntly Period Encing [Mow 30, 2004

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

Leave Type Balarce 209.0000

Feb15, 2004 Ancrued 5.0000
Feb 29,2004 Accrued 5.0000
Mlar 15, 2004 Accrued 5.0000
Ot 14, 2004 Taken -8.0000
Now 8, 2004 Taken -8.0000
< | &
* The leave batance will not include any taken transactions that have not been saved

Holicay
Signature | & acation Approval ==
Non-Work Dy
&] Done 5| &3 Lacal intranet

JLAB Time Collection Manual — July 2009 Page - 55



Managing MyDesktop

3 Deltek Time & Expense - MyDesktop - Microsoft Internet Explorer
Fle Edit ¥ew Favortes Tools Help &

Qe - () B @ (h pSearch \iL\"Favw\tes @ veda £2) B- L:_l\: = L)

| cons address |&] https: {{misw:7002/DeltekTCTimeC ollsction. msw v\ Beo ks *
House — DeSKiOp y——— - - B 2 1 )
? - Help =l Edit avol
i—AboutT&E —
Door — EXIt ™ MyTasks (0) : : “ete MyAlerts (0)
M T k MyTimesheets E | L inch  MyMenu
y lasks
Any system

assigned tasks

My Timesheets
Displays links to
the last 6
timesheets that
have been entered

My Alerts
Informational

timesheet notices
only

&] Done 5 S Local intranet
My Menu e Any rows that display in yellow are at the “Warning” level and need to
Links to functional be completed as soon as possible
ggrpasr f;?{r_]ht;i j ame 4 Any rows that display in red are at the “Critical” stage and need to be
side menu completed immediately

A Deltek Time & Fxpense - MyDesktop - Microsoft Internet Explorer

Fle Edt WYew Favortes Tools Help

Q=-©Q [« A ) search 5z Favortes @ veda ) 2 *'_x\;‘ = - )

Address |&] https: {{misws:7002/DeltekTCTmeCollsction. msw

4 MyDesktop

To perform tasks

Links >

= E

Click on the plus
sign beside atask
line to drill down

for task detail
: | Launch | Delet MyAlerts (0) | Print | Delete

To load the :

timesheet for c L orithl: \Wark Schedule

Timesheet Status

completing the My Timesheets
task, either 0] A semivorn

Click in the box
beside the
timesheet and
select Launch, or

Click on the actual
underlined
timesheet link

O w 2004 _Semi-Month Open
g0t 31 2004 SemiMonthly Signed

& 5| &3 Lacal 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

soft Internet Explorer

Fle Edit ¥ew Favortes Tools Help o

Qe - () @ @ :h pSearch \iL\"Favw\tes @ veda £2) B- L:_;, = L)

address | ] https:jmiswS: 7002/DeltekTC TrmeCollsction

®
4 MyDesktop

Edit

Links **

v B

MyTasks (1) Myalerts (0)

- Tin

ch | Delete

HAY, SHARON . (HO749) - aseiiiiiie e

MyTask Details - HAY, SHAROHN S. (H0749) - Oct 31, 2004 Semi-Monthly

MyTimesheets

Origingtion Date/Time ‘NDV 11,2004 - 416:00 P
Mow 30, 2004 Semi-Morthly

Warning DateTime: [Nov 11, 2004 - 6:16:00 PM

bow 15, 2004 Semi-Morthly

m Critical DateTime: ‘Nnv 11, 2004 - 816:00 P

0ol 15 2004 Sembardbh Originator [HAY, SHARON S

Recipients Function [PSPYSR

0] 5| &3 Lacal intranet

e Perform the assigned task when the timesheet appears

rosoft Internet Explorer

Fle Edt Yew Favortes Tools Help

Q= - Q- [ A ) search 5o Fanortes @ veda ) =2 4} = L)

address | (] https:fjmiswS: 7002/DeltekTC TmeCollsction msv

Links **

D= E

MyTasks (1) ch | Delete

+  Tin

MyAlerts (0) | Print | Delete

MyMenu

MyTimesheets
Nov 30, 2004 _Semi-Morthly Open

bov 15, 2004 Semi-Monthly Open

Oct 31,2004 Semi-Morthly Signed

Oct 15, 2004 Semi-Marthly Signeg

&) & &3 Localintranet
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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 ¥ew Favortes Tools Help &

Qe - () B @ (h pSearch \iL\"Favw\tes @ veda £2) B- L:_l\: = L)

address |&] https: {{misw:7002/DeltekTCTimeC ollsction. msw v\ Go ks

MyDesktop
Edi

MyTasks (1) e MyAlerts (0) I | Prirt | Delete
+ Tim )
Ecit

MyTimesheets
bow 30, 2004 Semi-hiorthiy.
Nov 30, 2004 _Semi-Morth Timesheel Charge Activity

Mov 15,2004 _Semi-Morthk [Wiork Scheclule Dally Floor Check
Remove== Employes Activity

TS Line Level Approval Inuiry

Oct 31,2004 Semi-Morthly

Move Up

Move Down

> Cancel

&] Done 5| &3 Lacal intranet

Fle Edit View Favortes Tools  Help F7
eaack - \) B @ (b psaarch *Favnmtes e\Madua @ B- ,Q; = L‘J
Address |{&] hitps:/fmisws: 7002/DeltekTC/TmeCallection. msy V\ Go Links >

-

> MyDesktop
Edi

MyTasks (1) e MyAlerts (0)
+  Tim

MyTimesheets
lov 30, 2004 _Semi-Morthly i
Nov 30, 2004 _Semi-Morthl Tmesheel Charge Activity

Nov 15, 2004 _Semi-Morthly [Work Schedule Daity Floor Check
T ] Employes Activity
TS Line Level Approval Inguiry

Morve: Do

Cancel

&) Dons S %J Local intranet
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Supervisory & Administrative Section

Itek Time & Expense - MyDesktop - Microsoft Internet Explorer

Fle Edt Wew Favortes Tools Help

Qe - © - B @ Ch pSearch E’&’Favw\tes @ vedia £2) B- 4_; = L)

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

Links **

Supervisory tasks
show in the
MyTasks section of

-Relresh
the desktop
e MyTasks (1) Al | Launch MyAlerts (0) All | Print | Delete
” - Tim

Toaccessa . [ EE——reTTTT— c
timesheet waiting foees
for approval, click e et g | T
to |aunch the . Oct 31,2004 Semi-Morthly Open

Qct 15, 2004 Semi-blorthly Signedt

timesheet

To approve more
than one timesheet
at atime,

1) Click Select All
2) Click Launch

5| &3 Lacal intranet

] https:misw:7002{DelkekTC feamfdekekfte framewarkl

2} Deltek Time & Expense - Timesheet - Microsoft Internet Explorer %
Fie Edit View Favortes Tools  Help F7
eﬂack - Q @ @ (b pSaarch \“/I\\?Favnr\tes @ eda ) B- Dﬁ_ = I_J

Address |{&] https: {fmiswS:7002/DeltekTC/TmeCollection msv v B ks

Timesheet

Employes[HA_ 3 ] Current Hour View Status Revision
Class [SalaryExemptiPercent Semi-Monthly Period Ending [Nav 15, 2004 I

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

FOFIN FO - Finance R
ury Dity OR a1 a0
acation AT &.0] 8]

Click onthe boXx =
with the blue check
mark to approve an S~
employee’s ~—
timesheet

Click on the box
with ared X to

. < BN | >
reJ eCt an Holiciay
employee’s Signature A — @ v cation Approval =
timesheet B B Qi
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A Deltek Time & Expense - Timesheet - Microsoft Internet Explorer g‘
'll

Fle Edt Wew Favortes Tools Help ;

Qe - () \ﬂ @ ;j ) search \;:("Favw\tes @ veda £ (- :_\; = - LJ

Address |@ https: imiswS: 7002/ DelteKTC [TimeCollection, msy v\ Go ks

L’ Times*__*

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

Status[Missing ] Revision

Class [Sakary/ExemptParcent ] Semi-Monthly Period Ending [Hov 15, 2004 IIE

Copy Line | Delets Line | Reset Line | Reverse Line | Add Line ta Favoritss
Thu#y  Fri 4% Sat 4% Sundy  Mon 4y

e s s 1 e
ksick or Bereavemert Leave (Famf AN

Foliday Leave
FO - General

Leave Without Pay
[ick Leave (Fersonal)

‘acation

< 3 [« | >
Holiday
Signeture [ ] W acation Approvl ==
Non-Wotk Day

&] Done 5| &3 Lacal intranet

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer |ZHE|E
'1'

Fle Edit Yew Favortss Todls Help

eaack - \_,; \ﬂ @ ;j ;3 Search ‘?i‘:(Favthes eMadla @ [‘\’- ; — _J

Address | (@] hitps:jmisws: 7002/DeltekTC/ TmeCollection msv

. )

Timesheet

v B ks >

Employes [EF [ imesheet Search Revision [1_|
Class [Salary/Exempte E5[ES

Copy Line | Delete Line | Reset Line | Schedule

[ Criteria

| Semi-arthly v \Qnyna:rv| ot ;E;;gq v| Stetus  Counts
Misshg ||
Function | Select v
Select open ||
Biackup Supervisor e [

Division Coordinator
Primar o

Appraved
Rejected | |
Processed | |

Sort By | Employes Hame | % [ Executs |

Group

r Resutts

Signature

&) Dons S %J Local intranet

¢ 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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A Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Ele Edt Yew Favortes Tools

Help

Qe - © - [¥] Bl €| O seuth Ypraoies @rede &) (- i B L)

[SEE]
'll

Class [Salary/Exsmptk

fiddress [{E] bitpssjjmisw5:7002DeltekTC TrmeCollctio

e

]
(€=

Revision

Copy Line | Delete Lins | Reset Line |

Highlight the group_
for which you want
to view timesheets

Sort By | Employes Name |+

Missi
Open
[ signest

Status
Once the —
functional role has
been selected,
click beside the
boxes in the status
section to select

Signature

&] Done

5| &3 Lacal 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

Rejected — Timesheet was rejected by someone in a supervisory role

e Processed — Timesheet was pulled in and processed for payroll
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Itek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edt Wew Favortes Tools Help

Qe - () \ﬂ @ ;j ) search \;:("Favw\tes @ veda £ (- :_\'_

()

aiddress [{E] bitpssjmisw5: 7002 DeltekTC TrneCollection, msv

v B

Links **

Employes[ER ( e—m——
CxclEEREED Criteria
Copy Ling | Delets Line | Reset Line | ‘Sem‘_Mnmmy Schedule v‘ \1u§arv| ‘Om : !;Ea v| - G
Click on Execute coar Osoes ||
once the Period , EAVEVITHOLT Py — O approved ||
Function, and — EREIAL SK Olreeetes ||
! e [ Processed
Status types have Wai
all been selected — Sort By [Eneovas Hone ¥ .
To view a specific
timesheet, st
highlight the =
employee -
i > Dencel ]
Click on OK —

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

icrosoft Internet Explorer

Fle Edit Yew Favortss Todls Help

eaack ) \ﬂ @ ;j ;3 Search ‘?i‘:(Favthes O veda £2) [‘\’-

Employse v

Class [Salary/ExemptPercent |

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

V‘Gn

'1'

Links >

Status Revision
e ety Poro Ercing [F S 3000

B Tuedd

on
1018 10M9

Ay Thu i

10121

B

1016 1

Sun 4%

Fii & | =a

1022 1073

< 3 [ | >
Holiday
Signature [ =] v acation Approval [ ==
Mon-Wark Day

&) Dons

S %J Local intranet
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el crosoft Internet Explorer X
Fle Edit ¥ew Favortes Tools Help &
Qe - () @ @ o ) search \i‘szavw\tes @ reda &) [ L)

w5 7002 DeltekTC TimeCollecti v\ Beo ks *

. Employes T v Current Hour View Status[Signed | Revision[2]
If the supervisor e ] Semicety perin Endng [T 00| o)

S | g ns th e Copy Line | Delete Line | Rest Line | Reverss Lins | Add Line to Favoritss
timesheet, his/her
name will display
inred in the
Signature block

FO - Finance

Because the

timesheet requires
two signatures, the
Backup Supervisor
or Division —
Coordinator will

1000

have to approve e l e r
t h etimes h eet soretwe [ | .::“::hs;n Spproval =
Mon-\Work Day
&] Done 5| &3 Lacal intranet

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

3 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer X
Fle Edit ¥ew Favortes Tools Help &
eEack -9 D @ ) /_WSEarch \‘;/\S’Favw\tes @ vedia ) ,{- \_; J

Address|@ htbps: imiswS: 7nnzfneltechmmacDuecnon sy v\ > EEE

L} Timesheet
Employee v Current Hour View: Status [Agproved
Class [SalaryExemptPercent Semi-Monthly Period Ending [Oct 31, 2004

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

Timesheet showing
a signature and an
approval

FiO - Finance

< > [< | >
Holicay
Signature | i ) 3 [li=] W acation pproval (S
Mon-Wark Dy
&] Done 0] & &3 Localintranet
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A Deltek Time & Expense - Timesheet - Microsoft Internet Explorer g‘
'll

Fle Edt Wew Favortes Tools Help ;

When the Primary eEack - \ﬂ @ ;j /:]Search \é‘z’Favw\tes @ reda £4) [:- i@ B _J

Supervisor is not
available to
approve
timesheets, the
Backup Supervisor
can go into the
timesheet search
and select approve
under the Backup
Supervisor
function

Select the groups il

you want to
approve

Click on Execute =

a

51517002 DeltekTC TrneCol VB ks ”

Employee 3 S ———— igned Revision[2 |
Class [SalaryExemptPerce 7 e

- Criteria
Copy Line | Delets Line | Reset Line
py Line | | 1 Schedule “ear Period - G

Semi-Monthly A 2008 & Oct 31,2004 W

| ) [EF ' i
o Open
TR

/ » [ approved

[ rejectsa | |
Sort By | Employee Name v

[ erg

Execute

 Resutts

Mig=zing

Missing

Missing

Signed

e Select Al

Select All

Signature

&] Done 5| &3 Lacal intranet

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer |Z”E|E‘
1','

The timesheets can
be viewed by two
different methods

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

Click on the white
arrows to scroll -
through each
selected
employee’s

Fle Edt vew Favortes Tools Help
eaack ) \ﬂ @ ;j /U Search ‘?i‘:(Favthes O veda £2) [\’- ; = _J

Address (] h iswS: 7002 /DelkekTC/ TmeCallection. msv
A
.

Links >

V‘Gn

Class [SalaryExemptPercent

Copy Line | Delete Line | Reset Line | Rzug

< bANES | ¥

Holiday
Signature [ ] v acation Approval [ ==

Hon-Work Day

timesheet

&) Dons S %J 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

Ele Edt Vew Favortes Toos Help F

eaa(k - \) B @ <h piaar(h *Favuntes & 8- (} "] LJ i3

Address | €1 hitps:fjmisws: 7002/DeltekTC/ Tmedollection msv

Links **

& so

4 MyDesktop
Edit b [¥;

MyTasks (1} Myalerts (0}

Titme

| Print |

MyMenu =
Change TS Status
Events

MyTimesheets
Nov 30, 2008 Semi-Morthly

Ezpiort Timesheets

Hov 15, 2008 Semi-Morthiy Processed

Import Conzole
Timesheet

Oct 31, 2006 Semi-blorthly Processed

Qct 15, 2006 Semi-blorthly Processed

Daily Floar Check
Timesheet Status
Billing Backup
Charge Activity
Emploves Activit

-

» I

Timesheet Status

Sep 30, 20068 Semi-Monthly Processed

Sep 15,2008 Semi-Morthi: Processed Froget

b Litil
» Pri

&) S %J Locsl intranet

) Deltek Time & Expense - Employee Acti

icrosoft Internet Explorer

Ele Edt Vew Favortes Toos Help ]

eaa(k - \) B @ <h piaar(h *Favuntes & 8- (} "] LJ i3

Address | €1 hitps:fjmisws: 7002/DeltekTC/ Tmedollection msv

Links **

V‘Gn

Criteria

~ Employee Selection

Function | Frimary Supsrvisor v

- -

Dezslect Al

r Dril-Daven Cptions

Level 3 Fone

[ Date Range

[ Addtional Detall Columns

Column 1

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

&) Dons S %J Locsl intranet
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ime & Expense - Employee Activity - Microsoft Internet Explorer;

Ele Edt Vew Favortes Toos Help ]
eaa(k - \) B @ :b piaar(h *Favuntes & B- D;- "] LJ i3
Address | hitps:jfmisws: 7002/DeltekTC/TmeCallection.msy v\ Gn Links **
ployee A "
Criteria Results
The results of the
query will display SRR
1 1 176.00 0.00
—

Click on the plus
sign to drill down

Regular Hours 176.00
Owvertime Hours _ﬂ

&) Dons S %J Locsl intranet

Ele Edt Vew Favortes Toos Help ]

eaa(k - \) B @ :b piaar(h *Favuntes & B- D;- "] LJ i3

.

L} Employee Activity

| Employee Summary

Bl H

Regular Hours

Click on the plus
sign to drill down
further

Fegular Hours __1 76.00
Gvertime Hours

S %J Locsl intranet
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The lowest level of
results shows the
dates and hours
charged

Click to Print
or
Click to Close

A Deltek Time & Expense - Employee Activity - Microsoft Internet Explorer ka3

Ele Edt Vew Favortes Toos Help ]
5 S A

Q- O RNEAG| P drme @3- 2 W UE 3

Address | hitps:jfmisws: 7002/DeltekTC/TmeCallection.msy v\ Beo ks ?

L} Employee Activity

(1 Employee Summary.
CIm]:
51 Project - FRINGE - Fringe - Details

Oct 3, 2006

Regr Hours

Gvertime Hours

&) Dons S %J Locsl intranet
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Project Management Approval

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

| Fie Edit View Favorites Tools Hep ‘ L
Jemvevg@éLpSeHm *Favoﬂh&s eMeda @|8'&-' &‘ﬁ
J.Addess@htq::ffhcftest:?'uu],.’DEIDekTCmeeCo\IEchan.msu j Go “Lrics >

J @ﬂl vl Tepe vaandh hane j & SearchWeb & @z Radio .? Music <& Games g Sparts Gz Mews ) Movies [ HotStulff € TV/Celebs

[0 Viewpoint v] [ !] [Web Search |v] [ f@saarch Results ”‘._\} Bookmarks |-1 Lﬁ Pop-ups |v| ,_I_

4 MyDesktop
dylla Edit MyDesktop Layout

MyTasks (0) : All | Launch | Delete  MyAlerts (0} Select All | Print | Delste

MyTimesheets Wl | Launch  MyMenu Edit MyMenu
Oct 15, 2005 Semi-Monthhy
Sep 30, 2005 Semi-Monthly
Sep 15 2005 Semi-Monthly
Aug 31, 2005 Semi-Monthhy
Aug 15, 2005 Semi-Monthhy
Jul 31, 2005 Semi-Monthly

Jul 15, 2005 Semi-Monthly

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

Contact Us

[T Malntanee
Qsm.—t' ] =] @ > &Famozla «| B Derby, Heidi ... ||§3mtemet_- P Costpoint -S.... | ] web Labor Lin... | B Projectiatie. . | & notherheff: h...| [« B 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

a Deltek Time & Expense - TS Line Level Approval Inquiry - Microsoft Internet Explorer = ﬂ
J File Edit View Favorites Tools Help ‘ a’
J@Backvov D @ <b|p5earch *Favuﬁt&s eMedia @|Bv;—\ﬁ - - ﬁ .‘5
J.\\ddremIEhtlp:fftc-test:?DDlfDEItEkTCfﬁmeCu\IEcﬁun.msu j Go |JLinks &2
J @ﬂl vl Fope saan Aore j OSEarch Web é,! | m@iﬁfl_‘?@ “‘]Had\o .Q usic éﬁames OSpDrts Q‘;News @ Maovies - HotStulf  Se TV/Celebs
 Viewpoint | 4] web Search [+| ' jsearch Results || 11 Bookmarks [+||“Fpopups 1+ & || "] +| i Photos |
. "~ ‘ y G
4 TS Line Level Approval-l_nquiry :

dylla
JLAB

+ Timesheet

 Dril-Down Options:

Level 1 | None 2
o Project i~ Acccount
Level 2 | None
Charge Activity EVEl on vI
Employes Activity Approval Status | pending Approval vl Level 3 [ None vI
TS Line Level Appri
Function | Backup Project Mana 'I

Cantact Us Project Manager | Column 1 | Pay Type |
Column 2 | None -

Execute | Close

[ [ [ Ndoclintaner

B
« ﬁ 336 PM

&-jsmrtl @ a e Delhekcaslpo...l Dcwn\oadMa..‘ | ﬁDerby,Heidl | ﬁshtemet_- !Ccstpomtfs... | EEMmcmﬂm v| P notherheff: h...
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Click on the + next to each project to see timesheet line details

) Deltek Time & Expense - TS Line Level Approval Inquiry - Microsoft Internet Explorer =lE x|
J File Edit View Favorites Tools Help ‘ :ﬁ.
J@Backvov@ @ (h|pSearch ir\\?Favm'tes AP vcis @|Bv; A - j%:ﬁ

jaddres@hﬂp:,f,ftx-test:mo1,.'Dalbek'rcmmecuuacﬁun.msu =l Go |JLinks »
J @ﬂl vlfwmmw/w j OSEarchW’Eb é,! | ﬁ@_ﬁ@iﬁfl_"?@ “‘]Had\o .QMusic gﬁames OSpDrts %News @Mowes L HotStulf - e TV/Celebs

[ & viewpoint - 4] web Search [+| ' search Results || 1) Bookmarks |«|| “Frop-ups +| & ||| +| k4 Photos |

dylla
JLAB

+ Timesheet

» Work Schedule =] Charge Summary

- Inguiries/Reports
Timesheet Status
Charge Activity
Employee Activity
TS Line Level Appri

Approve Charges
Description Regular Hours: Overtime Hours
Beam Physics

Inst Cryogen&Tst Cryounit

Finizh Cryounit Fab

Project Management

ReguarHours
Overine Hours

Select Al Close |

|&] pone ’7’7’7 q Local intranet
Ejsmrtl E é e Delhekcaslpo...l Dcwn\oadMa..‘ | ﬁDerby,Heidl | ﬁshtemet_- !Ccstpomtfs... | EEMlucmﬂ.u v| &’ nomerhaff:h...l «ﬁ 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

a Deltek Time & Expense - TS Line Level Approval Inquiry - Microsoft Internet E xplorer |
File Edt “iew Favortes Tools Help ‘ ar

@Back - O o D @ ::j pSearch *Favuntes @ B- :;,., o \_J .‘3

Aiddress [{€] itps: //misw5: 7002/ ekek T C/T meColkctionmey = E3Ge | Links >

4 TS Line Level Approval Inquiry i

jpsmith =

JLaB

* Time

Iil Charge SUmImary.
14— 12C0R - Line Detsils

Approve Charges | Reject Charges
Line Mo

htar 15, 2005

htar 15, 2005

Employes Activity
15 Line Level &pprd

Regular Hours: 200.00
Overtne Hours
Select Al | Close

[l Dore [T S R Cocalimanet

JLAB Time Collection Manual — July 2009 Page - 71



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.

3 Deltek Time & Expense - TS Line Level Approval Inguiry - Microsoft Internet Explorer == 5[
J File Edit View Favorites Tools Help ‘ a.
J@Badcvov D @ \/_b|p5eard1 *Favoﬂh&s wMedla @|Bv:\; - - ﬁ .‘3
J.Address@htm:f{hcftest:?UDIJDEIDekTCIHmeCo\IEchan.msv j Go “Links 2
J @ﬂ’ vl Fype woanch fare j oSEarch web & | mm@ wz Radio .?‘ Music <& Games eSDD[tS %News @ Movies o HotStulf & T4/ Celebs
3 Viewpoint v] ‘] Web Search |v] [ ,’ESearch Results ”\_\] Bookmarls |'H& Pop-ups "I@ j = [ W4 Phatos ]
M. \ ! y- "_‘.c
4 TS Line Level Approval Inquiry

dylla
ILAB

b Timeshest

¥ Work Schedule (] Charge Summa

~ Inguiries/Reporis =] 34ACRY - Lin Details
Timesheet Status
Charge Activity
Employee Activity
T5 Line Level Appr Approve Charges | Reject Charges

Oct 31, 2005
Oct 31, 2005

Contact Us

Regular Hours 110.00
Overtime Hours

Select All | Close

»
[&] pore [ [ &3 loclintranet
&jsm—t' [#] %] & > B Deltek Costpo... | §8 Donnload Ma... | B Derby, Heidi ... |[ 3 mternet ... - Ml cospoint -... | ] webLaborLin... | #]projectvatRe... | [« B 3:48PM
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Appendix
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Timesheet Classes

Employee Class Paid Leave Shift
Description Overtime? Allowed? Allowed? | Call-in?
Casual/Non-Exempt Yes No No Yes
Graduate/Exempt/Percent No No No No
Machine Shop/Exempt/Daily No Yes No No
Machine Shop/Non-Exempt Yes Yes No Yes
Part-Time/Exempt/Daily No Yes No No
Part-Time /Exempt/Percent No Yes No No
Part-Time/Non-Exempt Yes Yes No Yes
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 (15 X) 6 90.00 6 90.00
Straight OT (1 X) 6 60.00 (6) (60.00) 0 -
Total 94 926.67 88 896.67 182 956.67
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