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Using E-Time

Overview of E-Time

The E-Time system allows for employees or payroll administrators to maintain Timesheet and Expense
entry via a web-based secure entry system. Depending on the settings configured, E-Time data may or may
not require administration to approve timesheets when entered. Employees may be able to enter their own
timesheet records without requiring access to the entire Enterprise Application.

Functionality

Timesheet data is entered into the E-Time module, and when approved moves into the standard Payroll
application of Enterprise. Expenses may also be entered into E-Time or added later in the Payroll
Processing application as detailed in the Payroll manual depending on the requirements of the company.

Prerequisites

In order to utilize E-Time entry, the Payroll system must have been previously configured. There are
settings in the Payroll and Employee Profiles that relate to E-Time including which hour types an employee
may enter through E-Time, as well as setting up which E-Time Periods are to be used.

Note: If Timesheet approval is not required by your organization you can set the system to automatically
approve timesheets when the employee submits the timesheets. This is done on the Company Profile,
Rules Tab. There is a check box field 'E-Time Auto Approval', if this field is checked timesheets will
automatically be approved.

Module Interactions

The E-Time module is directly integrated into the Payroll Module and Job Costing modules of Enterprise.
Payroll must have been configured in order to receive and allow entry of Timesheet data in E-Time. Job
Costing must have been setup in order to cost the timesheet data to the various Jobs.

E-Time Configuration

The E-TIME system has been designed to allow your employees to enter Time Sheets and Expense Claims
from anywhere in the world as long as they have access to the Internet. This application is linked directly
to the CMIiC Enterprise Wide database allowing validation of data at point of entry.

E-Time provides a facility for Timesheet Approval and two extra hour types JCHR and NBHR that are not
available in the Enterprise Payroll System.

E-Time Expense Entry supports multiple levels of Expense Approvals and can utilize Joint Travel
Regulations where required.

User Reference E-Time v10x (JSP) Using E-Time - 1



Job Cost Hours Type (JCHR)

Job Cost hours refer to time entered where the employee pay rate is zero, but charge rates and bill
rates are set and these transactions are posted to Job Cost when payroll is processed.

When E-Time timesheets are posted Job Cost Hours (JCHR) are converted to Normal Working Hours
and posted through to the Enterprise Payroll Timesheet tables.

Non Billable Hours Type (NBHR)

Non billable hours refer to time entered where the employee pay rate, charge rate and bill rate are
zero. These types of hours are treated as 'Memo' hours rather than actual hours. Also there is an
option to Post Non Billable hours to Job Cost — in that case these transactions are quantity only

transactions.

When E-time timesheets are posted Non Billable Hours (NBHR) time is not posted to the Enterprise
Payroll Timesheet tables unless the Post Non Billable hours to Job Cost flag on the company profile
has been set to be Yes. In this case, the NBHR time will be converted to 'OTHER' time and posted to
JC causing only an increase in QTY of hours.

E-Time Timesheet Setup

As the E-Time application is linked directly with the Enterprise system some of the setup required for E-
time is done via the Payroll System rather than via E-time. This section of the document will list the setup
steps in the required order and indicate where the setup is done. Later in the manual each step will be

documented in detail.

Task

Create Pay Runs

Timesheet Period Setup

Access Code Setup

Access Code Setup

Access Code
Administration

E-time Hour Types

Posting Controls

Application

Payroll — Local Tables

E-Time

E-Time

Payroll — Employee
Profile

E-Time

Payroll — Company
Hour Types

Payroll — Company
Profile

Creating Pay Runs for E-Time

Description

Pay Runs are required to be setup in Payroll before
E-Time can be utilized.

This form is where you declare the Timesheet input
periods for E-Time

Access Codes define the Login/Passwords for E-
Time. This feature means that not every employee
has to have a login to the Enterprise Database.

If you are defining one employee to one access code
the access code can be defined on the employee
profile screen

This screen is where employees, jobs, accounts, and
approvers are assigned to access codes

This screen is where you indicate which Other Hours
hour types will be available in E-time.

This is where you indicate whether Non Billable
hours will be posted to Job Cost.

Within the standard Payroll system the Pay Run determines the frequency with which wages are calculated
within the processing of a payroll. Within E-time, Pay Runs have been enhanced to allow for the linking of

2 - Using E-Time
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different frequency Pay Runs. For example you may want to link a Bi-Weekly processing payroll to a
Weekly Time Sheet Entry Pay Run.

Before you can setup this link you will need to have created two Pay Run Codes. One for the Bi-Weekly
processing pay run and one for the Weekly Time Entry pay run.

Timesheet Period Setup

EEY

Action Edit Block Field Record GQuery LHility Help Window

AR PR -8R+ 28R2S9+ 1t +apV 703 RE

CMiC Enterprise

| General Ledger i @Paymll Electranic Timesheets - TESTV10_X  Timesheet Periods =10 ﬁ
' Accounts Payable Select Company

'J Accounts Receivable
' Fixed Assets
) 3ob Costing

Company [SWC_|[SMC Construction Comparyy ]

Time Run
() subcontract Management
3 1b Billing Timesheet [SAIC_[SWC Weekly Payral | Frequency WWeekty
#
B work Order Biling vear [ 2013 Start Date [31-12-2012 Periods

() Change Management
= Requisitions
) purchase order

m

Time Run Details

O 1nventory Petiod Start Date d . Pay Run Code Year Petiad Period Closed For
1][p1-12-2012 pe-01-2013 WA 2013 1] one e
2 e e o — 5
O Materials Management 3|[t14-01-2013 20-01-20135 SR 20135 3 ‘None ﬂ
58 payral 4|[21-01-2013 27-01-2013 S 2013 4/ [are |
O Setup 5|[28-01-2013 03-02-2013 S M3 5| [rone ]
(3 Administration 6|[04-02-2013 10-02-2013 S M3 6/ [rone |
(3 Timesheet 7|f1-0z2-2013 17-02-2013 S M3 7| [1ane |
3 processing o|[15-02-2013 24-02-2013 S FE 8] [hone =]
O Queries 3|[25-02-2013 03-03-2013 S FE 8] [hone =]
O Reports 10][04-03-2013 10-03-2013 S FE 10] [nane I
FICJ Government Forms 11]fi1-03-2013 17-03-2013 S 203 11 [none |

B yy
E[=Y"

E-Time Message

[F| Print Posting Reports

0 Human Resources Record 177 os5e
B0 setup ecord: 117 . =05C=

' personnel
') Benefit Administration

Pgm: PYTSHPRD - E-Time Timesheet Period Setup — Weekly Payroll Timesheet Set up

a Enter Petiod End Date

This form is used to declare the E-Time Timesheet Periods. Before utilizing the E-Time system the
timesheet periods must have been set up.  This step must be repeated for every Calendar Year. In
JSP E-Time, Timesheet Periods do not have to be setup and mapped to a Pay Run.

Time Run Header Block

Timesheet

Select from the List of Values the Regular Pay Run Code with the Frequency that you want E-Time
Timesheets Entered.

Year
Enter the Calendar Year.
Start Date

This is the First Date of the Calendar Year that Timesheets may be entered for. This date may be in
the Previous Year depending on your pay period setup.
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Periods

This is the number of Timesheet Periods within the Year. For example weekly would be 52. Periods
can be any length from 1 to 7 days. Once you have completed the Time Run block you must match
the Timesheet Periods to the actual Pay Run periods.

Time Run Details Block

Period

The Timesheet Period number is automatically created.
Start Date

This field is derived from the data entered in the previous block.
End Date

End date is the last day for the Timesheet Period. This field is derived from the data entered in the
previous block but may be over-ridden if required.

Pay Run Code

Enter the actual Pay Run code that will be used to Process E-timesheets within the Payroll System.
This pay run may be weekly, bi-weekly, semi-monthly etc.

Pay Run Year
Enter the actual Pay Run year that the E-timesheets will be posted against.
Pay Run Period

Enter is the actual Pay Run Period the E-Timesheets will be posted against in payroll post timesheets.

Note: If setting up a Time Period schedule in E-Time, the period is a maximum of one week, so when
matching to a two-week Pay Run in Payroll, there will be two 'E-Time' Periods matching for each
two-week Pay Run Processing Period (e.g. Period 1 & 2 in E-time, specify Period 1 in Pay Processing
Period, etc.).
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Minimum Hour Codes

Action Edit Block Field Record Query LUtility Help Window
FEEAPOUR VY AEAZFIEBRHY+ P L ap ¥V 700 RE
@Paymll Electronic Timesheets - TESTW10_X  E-Time Minimum Hours Maintenance -3 ﬁ

Select Company User Extensions  +

Campany |S"NC ||S'.-’\I'C Construction Company Uzer Extenziont
Uzer Extenzion2

Uszet Extenzion3
Minimum Hours Details

Percent of Mormal Hser Bdensiond

Code Diescription Shart Description Minirmuim Hours Uzer Extenzions
[mH100 | pimirmuem hour 100% |[raH 100% [ 100] 4| User Extensions
MH40 Mirimum hour 40% MH 40% 40 User Extension?
MHED irimurm hour B0% MH 0% 50 More Extensions ..
[mH73 | pimirmen hour 752 |aH 75 [ 75|

| a0 Related Screens ﬂ

| ” || || | Related Screen 1

| ” ” ” | Related Screen 2

| I I I | Related Sereen 3
Related Screen ¢

Related Soreen 9
|| | Related Screen §
Related Screen ¥

- lore Related ...

Enter A Minimum Hour Cade
Record: 55 =0SC=

Pgm: PYMINHR — Minimum Hour Codes

User-defined minimum hour codes can be defined in the Minimum Hour Codes screen. This would
primarily be used for employees who work on a part-time basis.
Code
Enter the Minimum Hour Code to be used in the Employee Profile.
Description
Enter the description of the Minimum Hour Code.
Short Description
Enter the short description of the Minimum Hour Code.
Percent of Normal Minimum Hours

Enter the employee’s minimum percentage amount to get the minimum number of hours the
employee will work for the period. This minimum hour code can be assigned to an employee on the
Rates/Salary tab of the Employee Profile. In timesheet entry, the system will default the remaining
hours (required to reach the minimum) on the first day of each detail line. The user can accept or
override the hour. This default mechanism will continue to take place as long as the user has not yet
reached their minimum. The timesheet cannot be submitted until the minimum number of hours is
reached.
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E-Time Access Codes

Access Codes are really logon ID's. You may apply these in many different manners depending on your
own security requirements.

Access Codes were designed so that you can group like employees together into one logon without having
to create a user in the Enterprise database for each employee.

When a user accesses E-Time they will be asked first for a User ID and Login — this is the standard Oracle
Logon. Then within E-time they will be asked for an Access Code and ID. All employees who enter Time
via E-Time must belong to an Access Code. This means that there need only be two or three User Logins
for multiple Access Codes.

The Oracle Logon for employees who only use E-time can be embedded in the URL so that they only have
to login once with their Access Code — for further information how to do this please contact CMiC.

Note: If you plan on using E-Expense Entry rather than the 'Quick’ Expense Entry available directly on the
Timesheet Screen then you must create an access code for every employee who will use E-Expense Entry.

Access Code Maintenance

Action Edit Block Field Eecord Query Wility Help Yindow

DEREEPOLR YA E3AEBSY+ T+ apV 70K
’@PavmllEIectanicTimesheets—TES'I'U"I 0_x Acc =0 ﬂ

Access Code Details

Timesheet
Diay= Undtil Hide Rate & &mourt Hide
Password e On Timesheet Pre Post Switch
Code Pazzwvord Expires Last Updated  MWHR Administrator Approver Posting Report Button Approv
[SCK-HR1 8 | ——— I [ oeoama | r - -
SVCAK-HRTE 12-02-2013 u r |— . — r
BANCAAM-HRDS i T 28-01-2013 v v v v v v
[SC-HR26 | ——— I [ osozm3 | F F ¥ B
SVCAH-HRIS 13-02-2012 u r |— . — r
FANCAAM-HRS i 04-01-2013 - r n n — r
[SINCAK-SAL4 | ——— I [ or-oz-zmi] | r -
SWCH SALSD i 15-03-2013 r r - — -
SWCAK-SALED AR AR 20-02-2013 r r r — - .
[SCK-SALES | ——— I ol 20-02-201 3| | r r r -
TEST-CRAME 11-08-2011 u r m . — -
ZA-BAK2 AR RRERRR AR 30-11-2012 r r n n r r
[zaH | — IEEES| 29-11-2012]| | v v v — - -
ZA-MON 03-12-2012 u r |— . — r
ZAk-HR AR AR 07-01-201 3 r r m — — -
[ZoHREH | — IEEES| 04-04-2013| | v F ¥ - - -
\Zz-100 e — I [ 1609200 | r - -
i | i

Enter Access Code
Record: 52752 =05C=

Pgm: PYACCSCD - E-Time Access Code Maintenance

This form will allow modification of Access Code privileges, email accounts and other information
required to enable use of E-Time by individuals and administrators.
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Code

This is the code the user will enter to access E-Time. This is typically the Employee Code.
Password

This is the password for the access code.
Days Until Password Expires

The number of days until the password expires. This can be set from 0 to 9999 depending on your
security requirements. If you do not want the passwords to expire then leave this field blank or enter a
zZero.

Maximum Normal Working Hours

If the employees who will be registered to this Access Code have a maximum number of Hours for
which they can post timesheets, enter the value here.

Timesheet Approver Check Box
If members of this Access code have the right to approve Timesheets, '‘Check’ this field.
Hide Rate and Amount on Timesheet Report

When the “Hide Rate and Amount on Timesheet Report™ box is checked, the Rate and the Amount on
the timesheet report are hidden for both Crew Time and Mechanic Time, for the user with that access
code when he is running the report.

Hide Pre-Post Button

When the "Hide Pre-post Button" box is checked, the Pre-post button is hidden from the user with
that access code when he is entering/updating timesheets for Crew and Mechanic Time.

Timesheet Switch Approver Check Box

If this field is checked, it means that members of this access group will be able to change the approver
access code and password in the E-Timesheet Approval screen. Also, the access code and password
that defaults from the access code login in the Access Code Administration screen will be editable.

Timesheet Updated Check Box
If members of this Access code have the right to change entered timesheets, 'Check’ this field.
Close Period

If this field is checked it means that members of this access group will be able to both close and re-
open Timesheet Periods.

Expense Approver Check Box

If members of this Access code have the right to approve Expense Reports then check this field
Expense Update Check Box

If member of this Access code have the right to change Expense reports entered then ‘Check’ this box.
Master Check Box

If the Master flag is checked, then that access code has the ability to access and modify all access
codes in the system. However, this flag works in conjunction with the “E-TIME — Administer Master
Access Codes” and the “E-TIME — Allows the user to define Access Codes” privileges in System
Data. If the user has the privilege to Administer Master Access Codes, they can access and edit other
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Master Access Codes. If the user has the privilege to define Access Codes, they can view and create
other Access Codes.

Access Administration Rules

If the users in this Access Code have the rights to update Employees belong to the Code, Jobs
Available for Timesheet Entry, Approvers or GL Accounts 'Check’ the appropriate boxes.

E-mail Address for unapproved timesheets or expenses

Enter the Employee e-mail address to send notification when Timesheet or Expense submissions are
unapproved.

E-mail Approver Address

Enter the Approver e-mail address to receive notifications when Timesheet or Expense submissions
are made.

Portal User ID

Enter the SSO for a Portal User. The same Portal User ID can be added to one or more E-time Access
Codes. If the mapping is one to one, then the Portal user is not prompted for E-time login. If the
mapping is many to one, or if the Portal User ID is null, then the user is prompted for login
information.

Access Code Administration

This form is used to define the members (employees) of an Access Code, apply the Job Security of the
members of the group, and declare who can approve these employees’ timesheets and what GL accounts
are available for use if timesheets are entered as 'G' lines.

In the first area, your access code and password will default in the Administrative Access Code and
Password fields from the access code login. This can be overridden if the Switch Approver flag is checked.
Then enter the name of the Access Code you want to modify/update.

An administration code can be set up for the administrator to enter timesheets for all employees.

Note: See the System Data Manual for the initial login access code and password.

There are two ways to assign employees to an access code. First, the whole payroll pay run could be
assigned to the access code on the ‘Payruns’ tab, making all employees belonging to that pay run available
for that code. The second way is to list employees individually on the Employees tab. Also it’s possible to
set up a pay run on the Payruns tab, and then add additional employees belonging to a different payroll pay
run on the Employees tab.

Note: Payroll system security is not applicable in the E-Time, user will only have access to employees
assigned under their access code, either through payrun or individually.
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Pay Run Tab

3 CMIC Enterprise - Microsoft Internet Explorer

File Edit View Favorites Tools

=10l x|

Help

[ltinks | g2 |

) CMIC Erterprise

#{_) General Ledger
7 |_) Accounts Payable

¢ |_) Accounts Receivable
7{_) Fixed Assets
¢ {__) Joh Costing
7| Subcontract Management
¢{__) Jok Billing
7| Progress Biling
#{__J Change Management
7| Requistions
¢ {_) Purchase Crer
/| Inventory
#{__) Ecuipment Costing
¢ |__J) Preventive Maintenance
=14 _} Paryroll
) Setup
[ Administration
&1‘_] Timesheet
[ Processing
&1‘_] Glueries
) Reports
&1‘_] Governmert Forms
[ Utilties

j Payroll Electronic Timesheets
#{__) Human Resources
7| Intearation
1 Imaging
7 {__J) Project Management
13 CRM Menu
7 System
#{_) Security

TE-E-E-E-E- - E-E- - E-E L

][]~
[+ [+

Action Edit Block Eield Becord Guery Utility Help Window

?@%H@’\Eﬂlﬁ AI*‘%L“;?I*&S‘SQC}‘E + 1 4

74 Payroll Electronic Timesheets - TEST2005

Administrative Access Code [OLIVERA
Access Code (to be modified) [CLIYERA

Payruns |Empluyaes| Johs | Approver | Accounts |

Company Payrun Description

oL ETEM E-Titne Bivweekly

(all] ETIn E Titne weekly

ou RNTH Monthly

ou OEEM [Semi-monthiy

ou WWEEK eekly

P4 ap Ve ? 3R

Password

Al
Expenzes Default

3

[T LR TR 3

(7= B8 i |

El

Enter The Payrun Company Code.

Record: 145 ] | |=0sC=

|€| Opening htkpffapps.cmic.cafforms90/190serviet;jsessionid=c0a8002ecedad 756020 244d4ce7 a4 7234 3232443 1Fd. ml1Kb3CNaMOToybtahyM-x4Qc |_ |_ |_ ‘_ _ |° Inkernet

Company/Payrun

On the Payruns tab specify a company and a payroll pay run that need to be assigned to the previously
specified access code. In this way a user with that access code will have the access to all employees
belonging to that payroll pay run, there is no need to list them individually on the Employees tab.

Allows Expenses

Check this field if this employee is allowed to use the '‘Quick’ Expense button on the Time Sheet

Entry screen.

Default Employee

This field indicates if the employee code from that pay run should be a default employee in the e-

timesheet entry.

User Reference E-Time v10x (JSP)
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Employees Tab

Action Edit Block Eield Eecord Query Wility Help Window
DERBPUR Y AAGAREALEBGY+ T >+ apV 20 aKRE

89 Payroll Electronic Timesheets - TESTVIO_X  Agsign Access Codes - O] x|

Administrative Access Code |5UEETTE | Pazsword |"“’”‘M |

Access Code (to be madified) |5UZETTE |

Payrunz Employeesl Jobs l Approver ] Accounts ]
Max Al Fiter For
Employes # Employee Mame MwHR Expenses Default  Approver
ST WK-HRS Feyan Dexter " r -
I - N
| | | | - ©
| | | | - ©
| | | | - ©
| | | | - ©
| | | | - ©
u u [
u n [
u n [ :

Enter The Employee Mumber To Be Assigned To This Access Caode
Record: 272 ... |Listofvalu.. =08CE

Pgm: PYACSGRP_EMP — Access Code Administration — Employee Tab for the employee.
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3 CHIC Enterprise - Microsoft Intemnet Explorer

File Edt View Favortes Tools  Help |Lmk: ”i

R e Erterprise Action Edit Block Field Record Query Utility Help ‘Window
) General Ledger

) Accourts Payable Ea@%flﬂ@"tg"d"'luwﬁ *’&%%Q‘}%j*"f‘

) Accourts Receivable all Electranic Tir 4

) Job Costing Administrafive Access Code [CHRISTINE Password

) Subcontract Management
) Job Billing

) Change Management Access Code (to be macified)
__) Requisitions

__J Purchase Order
) Invertory Employees l Johs Approver I Accounts I

) Equipment Costing
) Prevertive Maintenace

Max Allowe
Employee # Emploves Name MWHR Expenses Default
000001 Lester Brown =
000002 Jim Carey

) Government Forms

) Uilitie:s

) Human Resources

L Payrol Blectronic Timeshests
__) Project Management

) System

[#4_) Security

Wl T
R EE RS ROOR

Enter The Emplovee Mumber To Be Assigned To This Access Code

Record: 33 || . |Listofvalu.. | |=0g0= __|L!
4 | »

Pgm: PYACSGRP_ADMIN - Access Code Set up for Administrator to enter timesheets for employees

Employee
Enter the Employees who belong to this Access code.
Maximum Number of Normal Hours

If an employee has a different Maximum number for hours than the Access Code, it can be entered or
overridden in this field.

Allows Expenses

Check this field if this employee is allowed to use the '‘Quick’ Expense button on the Time Sheet
Entry screen.

Default Employee

This field indicates if the employee code should be the default employee code in time sheet entry. If
you are only applying one employee per Access Code then you will want this field to be checked.

The employee code with the default flag activated will stipulate the company code in timesheet entry.
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Job Tab

Action Edit Block Field Record Query Ulility Help ‘Window
dPOUR -V AAE2LEBSE+ T r+ap¥V 780&KE

@Pavmll Electronic Timesheets - TESTY10_X  Assign Access Codes = | ﬂ

Administrative Access Code |SUZETTE | Pazsword |’****** |

Access Code (to be modified) [EUZETTE |

l Lpprover ] Accounts l

Payruns | Employees

Company Job Phase Categary Default
swe |l |t [
| | | |
| | | |
| | | |
| | | |

mf ([ () (| [ (.

Enter The Job Company Code.
Record; 262 ... |Listofvalu... =05C=

Pgm: PYACSGRP_JOB - Access Code Administration — Job Tab

Company Code
Enter the companies where users in this Access group may enter time against jobs.
Job Code

If users in this Access code can enter time against any job in the company then enter an ™*' in the job
code field, otherwise enter a specific job code(s).

Phase Code

If users in this Access code can enter time to any phase on the job then enter an "*" in the phase code
field, otherwise enter the specific phases allowed.

Category Code

In most cases the category code field will be limited to at Labor Categories, but open access may be
allowed by entering an "*'.

The LOV for the category column will show a “Y” or ‘N’ for all categories. A “Y’ will be displayed if
the Category is checked in the E-Time Categories screen. If a “* is entered in the Category column of
the Access Code Administration screen, then only the categories that are checked in the E-Time
Categories screen will be allowed in E-Time entry. If a specific category is defaulted on the access
code administration screen, then that category will be allowed in the E-Time entry screen regardless
of the flag in the E-Time Categories screen. If no entry is defined on the Access Code Administration
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screen, and the Allow All Allocations When Access Code Allows None flag is checked in the
Company Control, then all categories will be allowed.

Default Check Box

If the Job/Phase/Category are to default into the Timesheet Entry form for all employees within this
Access Code 'Check’ this box.

Note: If the Job tab is left as null and the employee has job information entered on the employee profile
the employee profile information will default at the time of timesheet entry.

Approver Tab

Action Edit Elock Field Eecord Query Wility Help YWindow

POUOR VYN EAETIL2EBRSGE+ T » L ap¥V 70a3RE

¥# Payroll Elect] Count Hits heats - TESTWI0_X  Assign Access Codes - (O] x|

ETEEEIaY |

Administrative Sccess Code |5UZETTE | Pazsword |

Access Coe o ke modified) [SUZETTE |

Payruns | Employees Jobs Approver ] Accounts ]
Approver Pricrity Level
SUZETTE 1)~
W &STER: 2

Enter The Access Code(S) To Act As Timesheet Approver
Record: 353 ... |Listofvalu.. =08C=

Pgm: PYACSGRP_APP — Access Code Administration — Approvers Tab

Approver Code

This field refers to the Access Groups that have the rights to approve Timesheets and Expenses
entered by employees of this Access Code.

Priority Level

This field refers to the priority level assigned to an approver and provides a priority code rating so
that a primary approver can be identified for each employee. If the Mandatory Approver Priority flag
is checked in System Options, then at least one priority level has to be assigned to an approver.
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Note: If Timesheet approval is not required by your organization you can set the system to
automatically approve timesheets when the employee submits their timesheets. This is done on
the Company Profile, Rules Tab of the Enterprise Payroll System. There is a check box field 'E-
Time Auto Approval', if this field is checked timesheets will automatically be approved.

Accounts Tab

Action Edit Block Field Record Query Uility Help Window

POUOR VYDA 2ERZGE+ T 3 apV 203K

¥ Payroll Elactranic Timesheets - TESTVIO_X  Assign Access Codes o ] 4

Administrative Access Code |5UZETTE | Pazsword |******* |

Access Code (to be mosified) |SUZETTE |

Fayrunz | Employees Jobs l Approver  Accounts l
Comp Dept Accourt Description Defautt
e i |
vec | | |

L L s (s s

Enter The Department Code OR An Asterisk (*) To Allow Access To All Departments.
Record: 172 ... |List ofwalu... =05C=

Pgm: PYACSGRP_ACC — Access Code Administration — Accounts Tab

Company Code

Enter the company codes to which users of this Access Group have the rights to post ’G’(Overhead)
type Timesheets.

Department

If the members of this Access Group have the right to post time to any department enter an "*',
otherwise enter the specific departments

Account

If the members of this Access Group can post time to any GL account then enter an "*" in this field,
otherwise enter a specific account.
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Default Check Box

When entering a G-type (overhead) distribution, the checked Department/Account will default into
the current entry line. If no entries are checked, then the first listed Department/Account will be the
default.

If when entering a 'G' type line this combination of Company, Dept/Account should be the default
'Check this field.

Employee Profile Setup for E-Time

When creating employees you should be aware of four key items on the Employee Profile related to E-
Timesheets.

o Onthe Employee ‘Company' Tab there is a field "Timesheet'. This field must be filled in with the one
of the weekly Pay Run codes that were defined in the E-time Timesheet Period Set Up form, otherwise
the employee cannot use E-Time.

o Onthe Employee 'Rates/Salary' tab there are two checkboxes for ‘User Entered OT" and 'User Entered
DOT". For the employee to be able to enter overtime and double-time hours via the 'E-Time' system
these two fields must be checked.

o If creating a one to one relationship between Access codes and employee codes then on the 'HR Info'
Tab of there is a button [Create Access Code] that will create an Access code for the employee.

o Onthe Employee ‘Company’ Tab there is a field “Expense Approver Group”. If an employee is
entering expenses via the E-Expense Entry screen this group must be stated on the employee profile to
give the employee access.

User Reference E-Time v10x (JSP) Using E-Time -
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Create Access Code — From Employee Profile (Payroll)

Action Edit Block Field Record GQuery Utility Help Window
REHPUR-Y AR E LRSSV T AT 2RBRE

@ Payroll - TESTVIO_X  Employee Prafile Maintenance =1of =

Employee Details

User Extensions  +

Employee (1044220 @ CIEEID ATTESS CTHE —| Copy Employes | Liser Extenzioni

Personal ] Company ] Fiz Access Code [1044220 | Exclu... l Fraje... ] Dispa... ] »|  UserExtension2

U=er Extension3

P,

Password | | U=zer Extension4

Evaluated Lz 1044220 Approver |SLIZETTE| | User Extensions

Requisition Type :| Creste Access Code Uzer Extensiong

Job Classification [MMGR Create Access Code | Cancel | :| User Extension?

Pasttion :| Wore Extenzions ..
Direct Manager | | Mame | |

Related Screens  +

Senior Manager | | Mame | | Related Screen 1

e = Related Soreen 2

Commenrt

Related Soreen 3

Related Screen 4

= Related Screen S

HCM FLSA Exempt l:l Related Screen B

Related Screen 7

Mare Related ..

Enter The Access Code To Act As Appraver For The New Access Code,
Record: 171 ... |Listofvalu... =05C=

Pgm: PYEMPLOY_ACODE - Employee Profile — Create Access Code

Typically the Access Code should be created when entering the initial Employee Profile. If this was done,
and the user attempts again to use the Create Access Code button in Employee Profile, an error will appear
stating the Access Code already exists, and changes for this employee must then be made in E-Time Access
Code Administration and not Payroll.

When creating a new Employee Profile, use the [Create Access Code] option to assign the password and
approver for use in E-Time.

Access Code

The system defaults the Employee Number into this field but it may be changed to your company set
up standards.

Password

The system will create the password using the employee code, which may be changed.
Approver

Select from the list of values the Access Code that represents the approver for both timesheets and

expenses

The Access code will be created with the following setup in Access Code Administration:
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» Employee Tab — Employee will be marked as Default
« Job Tab — Access is given to all Companies and all Job/Phase/Categories
» Approver Tab — The only approver is the one entered when access code was created

» Account Tab — No GL accounts are assigned.

Expense Job Categories

Action Edit Block Eield Record Query Wlility Help Window

HEEPOR LY DEEEILEBRBSY+ T Lap TV 203K E

'@Paymll Electronic Timesheets - TESTY10_X  Job Categories For Expenses = | ﬂ
Expense User Extensions -+
Company [SWC SWWC Construction Company Uzer Extensiont
Expenze [CAR Car Expenses U=er Extension2

User Extenzion3

U=zer Extensiond
Job Categories

U=zer Extenzions

Job Company Categary User Extenszions

il [T SIAC Construction Company ALL Al Categories Uzer Extenzion?

hiare Extenszions ...

Related Screens  +

Related Screen 1

Related Screen 2
Related Screen 3

Relsted Screen 4

Related Screen
Related Screen &

= Related Screen 7
fdare Related ...

Enter Job Company Code OrALL Far all Job Companies. List Availahle.
Record: 272 ... |Listofwalu... =05C=

In the Job Categories for Expenses form user has an option to limit entries for a specified expense only to
certain job category/categories. It is applicable for all users in the system.
Job Company

Select a job company from the LOV. Use ALL to limit expense entries in all companies to a category
specified in the next field.

Category

Select a category code from the LOV. Use ALL to allow expense entries to all categories in the
specified company.

Note: If there are no entries in this form, ALL categories in ALL companies will be available in e-expense
entry.
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Expense Taxes By Region

3 CMIC Enterprise - Microsoft Internet Explorer . =1al x|
J File Edit View Favortes Tools Help “ Links | " |
-3_3'“; Emerf{““: Action Edit Block Field Record Query Utility Help Window =l
£l eneral Ledger = = 2 u
7 i T = =4 p 4 =
Accounts Payable E%ﬂ¢‘|m|l¥‘4‘$%hﬂigx‘il%&kj+|‘r‘ ’4'«»|V‘Q?I:iil
Accounts Receivable Y% Payroll Electronic Timesheets - TEST2005 E o5 Taxes by Region
Fixed Azsets
Job Costing Company . Y
Subcontract Management User Extensions _I
Job Biling Company [CC Jlemic Construction Inc. User Extensiont
Chanie Manegement User Extension2
Fequisitions
Furchase Order Expense Sales Taxes by Region User Extension3
Inveriory User Extensiond
Equipmert Costing Reion Expense Tax 1 Ta 2 Tax 3 Wser Extansins
Prevertive Mairtenance OH & TO Mileane oS i = ::
5 Payrol User Extensiont
) Setup User ExtersionT
Administiatiorn, Mare Extensions ...
Timesheet
Processing
Queries Related Screens  +
Reports
Government Forms Relateg:sereen;l
Ltilties Related Screen 2
] Payrall Electronic Timeshests Related Screen 3
#|__) Human Resources B e
Integration 2
Imaging Relsted Screen S
Project Management Felsted Screen 6
CRM b
Sys‘ter:nu ] Related Screen 7
F{_) Security . More Related
Tax 2 Code
Record: 1/1 [ ] st orvaiu. | |z08c= | _|;|
« | »

PGm: Expense Taxes by Region

Expense taxes by region is an option offered that will allocate taxes by region, region being the state code
set up in payroll. The taxes entered in this screen will default to the e-time expense entry screen. Working
in conjunction with the payroll control ‘Allow E-expense posting through timesheet posting’ the e-expense
entry will allow an expense to be entered using the final amount (expense including taxes), a region code
selected that will default the taxes from the region allocation. When the timesheet is posted the taxes will
have been back calculated and those taxes that are tax credit taxes will be backed out of the expense figure
and shown separately with tax code and associated general ledger account.

Region

Select the region code from the LOV or use the wildcard * to select all regions. The region code is
the state code set up in payroll local tables.

Expense

Select the expense code from the LOV or use the wildcard * to select all expenses. The expense code
is from the payroll company set up for Expense Categories.

Taxes

Select the taxes from the LOV. These taxes can be overridden in the e-expense entry screen.

18 - Using E-Time User Reference E-Time v10x (JSP)



Expense Entry Configuration

CMiC Enterprise

= AU QU
(3 Timesheet
[ Processing
) Queries
J Reports
) Government Forms
= utilities
= Payrll Electronic Timed
=2 Human Resources
o | Setup
J personnel
() Benefit Administration
) applicants
I Training/Certification
= Medical
O safety
[ Reports
) utilities
,ﬂ Human Capital Management
W)l Employee Console
J] E-Time
J] Employee Self Service
(3 Dashboard Setup
I Imaging
'3 workflow
) Job Initiation
U] SSRAD
JJ] Project Management
i | Knowledge Playbook

-

»

m

Action Edit Block Eield Becord Query Utility Help Window
DREEPOR Y REEEIEBSE + T«

P Payroll Electranic Timesheets - TESTVIO_X  Expense Screen Configuration

Expense Screen Setup

rtapV 20aRE
=1k

[EST_10B_comP_conE |EST_JoB_copE |[EsT_PHS_coDE |[EsT_caT_cone

|[EST_OPPORTUNTY_Col[EST_PAYMENT_TYFE |

Wicth Seq [ 1|wicth Seq | 2width Seq|__3Width Seq__a]width Seq|__8|widh Seq_ 8|

[comp [ 4ot |[praze Jfeat |[eppartunity |[Paymert Type |
e |
Default Settings Redisplay
Expense Screen Preview
‘Warking Curr
Start Date End Date DaysExpense Rate LIOW Quantity Amount Claimed Claimedd Coree Rate At Payable
g |
Enter Display Width Of The Field
Recard: 1/? =05C=

Pgm: PYECONFG - Expense Entry Form Configuration

This function allows you to configure the order in which the columns on the Expense Entry Screen are
displayed; you may even remove columns if they will not be used by your organization.

The fields that are configurable are:

» Company

* Job

* Phase

* Category

* Opportunity

» Payment Type
» Establishment
» Comment

* Project

* State

* City

 County

Change Display Order

The 'SEQ' field represents the display Order/Sequence. To change where a column displays adjust

this number.
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Remove a Column from the Screen

Change the value of the ‘SEQ’ field to Zero.
Set Back to Default

Press the [Default Settings] button.
View Changes

Press the [Redisplay] button and both the top and bottom block will be re-displayed according to
current setup.

Change Input Width

Change the 'WIDTH' field for the column. The width is entered approximate in character spaces not
Pixels.

Note: If you are utilizing Joint Travel Regulations then you must not remove the City, State and County
fields from the expense entry form.

Payment Type Codes
Enterprise v10 m

+*

Action Edit Block Eield Becord Query Utlity Help Window
HFEaRPURKR Y aEg*r L EB Y+t Lap TV 2038

| gPayrall Electronic Timegheets - TESTVI0X  Payment Type Codes J[=1ps

CMiC Enterprise

— — AunmmsUauon
' Timesheet

) Processing

J Queries

J Reports

) Government Forms

3 utilties

3 Bayroli Electronic Timeshests : |
=3 Human Resources

Payment Type Codes

E

i} Setup ‘ Payment Type Code”\t’\SA
= Personnel
' Benefit Administration [ Diescription|[visa

i} Applicants
i} Training/Certification

[ Short Description] VIS4

[ =1

L medical

B safety Tope|[credit Card. =
J Reports

I utilities W C° :

] Human Capital Management
J| Employee Console
ol E-Time
JJ] Employee Self Service
) Dashboard Setup
3 Imaging
3 workflow
' Job Initiation
) SSRAD

m

Ji Project Management Checked: This Payment Type |15 A Corporate Card

' Kknowledge Playbook Record: 2/2 =08C>

Pgm: PYPMNTTP — Payment Type Codes

Payment type codes may be entered on every Expense Entry line. The Payment type indicates how the
employee paid for the particular expense. The reason for this data is to be able to accumulate statistics on
payment types and the viability of different purchase card/ credit card / Hotel agreements... for the future.

Enter as many different payment types your organization will be using.

Payment Type Code

Enter a user-defined code that represents the payment type. This is the code that the user will enter
during Expense Entry. There is a maximum capacity of 4 characters
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Description

Enter a description of the payment type. There is a maximum capacity of 30 characters.

Short Description

Enter a short description. There is a maximum capacity of 15 characters.

Type

This is a mandatory field with selection being made from a pre-defined drop-down list.

Corporate Card

Check this box if the payment type is affiliated with a Corporate Card.

Establishment Codes

CMiC Enterprise

[ General Ledger
' Accounts Payable
) accounts Receivable
) Fixed Assets
3 10b Costing
) subcontract Management
(3 10b illing
) work Order Billing
Q Change Management
Q Requisitions
J Purchase Order
5= ] Inventory
) Equipment Costing
(3 Preventive Maintenance
) Materials Management
E3 payroll
3 setup
J Administration
) Timesheet
J Processing
L qQueries
3 Reports
) Government Forms
2 us
— iEayrl
ED3 Human Resources
= | Setup

4

»

m

S

Action Edit Block Field Record Guery UWility Help Window
HEDPORLY AR ELEBRSY + T
@Faym\\EIectrnchlmesheets-TESTV1[I_X Establishment Codes

Establishment Codes

» LawpV 2R E
=lol=|

Establishment Code [AYIS

hame |Avis Car Rental

ot e
vorr ]

Street |56 Airport D

Sute |55 &irport RD

City [58 Airport RD

SteleFrovince
Country |

Zip/Postal Code [F1612

Phone # | |

Fax [ |

E-Mail Address |

Enter The Phone Mumber Of The Establishment

Record: 171 =05C=

Pgm: PYESTBCD - Establishment Code Maintenance

Establishment codes are not mandatory. However, the codes are a useful tool for statistical data tracking
purposes, such as most frequently used hotel chain or most dollars spent.

There is no limit to the number of codes that can be set up for your organizations tracking purposes.

Entry codes are entered at the time of expense entry.

Establishment Code

Enter a unique code to represent the establishment, i.e. Hotel, Car Rental Agency.

Name

Enter the Establishment Name. There is a maximum of 30 Characters available.

Short Name

Enter a Short/Common Name to be used where space is limited.
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Vendor

To link an existing Vendor code to this Establishment enter the Vendor Code in this field. All

information for the vendor will automatically default to the screen.

Address Information

Enter the appropriate Address information including a valid Zip/Postal code.

Phone

Enter the Phone Number including area code.

Fax

Enter the establishments Fax Number including area code.

E-mail

Enter the e-mail address.

Expense Approval Levels

Enterprise v10 Enterprise v10x

CMiC Enterprise

= = ALuun rayauie
' Accounts Recaivable
\J Fixed Assets
) Iob Costing
\J Subcontract Management
' 10b Billing
3 work arder Billing
. | Change Management
. | Requisitions
' Purchase Order
i} Inventory
i} Equipment Costing
) Preventive Maintenance
() Materials Management
B3 payroll
& Setup
J administration
) Timesheet
\J Processing
= Queries
B3] Reports
' Government Forms
' utilities
' Bayroii Electronic Timesheets? !
B3 Human Resources
3 setup
' personnel
') Benefit Administration

+*

»

m

Action Edit Block Eield Record Query Utility Help Window

HEHDPFPURLY DR EARDEY + +

E-Time Expense Approval Levels

@F‘aWDH Electronic Timesheets - TESTV10_x

Level

rtan ¥V 720 &RE
IS[=1k

Level

Description |Leve\ 2 Approver

Maximum Amaourt for Final &pproval 5000.00|

e

I Mandstory Approver

Checked: Coding Must Be Completed For Approvals At This Level.
Record: 1/7

Pgm: PYEXAPLYV - Expense Approval Levels

=05C=

Expense Approval Levels are used to determine the maximum dollar value different managers (expense
approvers) are allowed to approve. The system allows for up to 99 different approval levels.

When approval levels are not wanted, just approvers associated with employees, set one level up with a

very large limit.

Level

Enter a numeric level number 1 through 99, with 1 being the lowest level.

Description

Enter a description for the level.
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Maximum Amount for Final Approval
Enter the maximum dollar amount those named to this level may approve.

Completed Coding

Click this flag if approval can only be done if all the Expense Coding (i.e. job/phase/category
combination) has been entered.

Mandatory Approver

Click this flag to make approval mandatory for all expenses in this level.

Assigning Approvers to Levels

Enterprise v10 Enterprise v10x

-

Action Edit Block FEield Record Query Utility Help Yindow

CMiC Enterprise . - 5 =
Al E PR AP RExEAERS9 T L ap T 2RBRE

[ General Ledger @ Payrall Electronic Timesheets - TESTWI0_X  E-Titme Expense Approvers I =] |

) Accounts Payable Level

' Accounts Receivable

(2 Fixed Assets remmEle) [Levet 2 Approver

= 10b Costing

) subcontract Management Limit

3 10b Billing

3 work Order Billing
[ change Management
= | Requisitions AEErnuers
) purchase Order

Q Inventory

Q Equipment Costing

—J Preventive Maintenance
I Materials Management
2 payrol

Human Resources |

I Mandatory Approver | Completed Coding

Access Code
PAYMASTER

-

me
J] Employee Self Service
) Dashboard Setup
J Imaging
3 workflow
' 30b nitiation
] SSRAD
| Project Management

'3 Knowledge Playbook
3 caM Menu
=0 System Record: 2/2

Q Security

Pgm: PYEXAPRV - Assigning Levels

Enter The Access Code To Act As An Expense Approver &t This Level
List ofWalu =05C>

This form is used to assign Approvers to the various Levels as required. For an approver/access code to be
available on the List of VValues the approver flag must be active on the access code set up screen.

o Enter the Approval Level to be modified.

o Add or Remove 'Access' codes as required. Each access code may only be applied once to an
approval level.

Note: Be careful — Remember access codes may contain more than one employee
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Expense Approval Groups
Enterprise vi0 m

-

Action Edit Block Eleld Record Query Utility Help Window

CMIiC Enterprise o . . .
Al R PUR Y EEI2ERSG9+tar Fap ¥V PRBRKE

® 3 General Ledger @Payrull Electronic Timesheets - TESTY10_X  E-Time Expense Approval Groups i [=] 3|

J Accounts Payable

1 Accounts Receivable Groups

) Fixed Assets Group Hame

J J0b Costing SWCGROUP Approval Group SWCGROUP

) subcontract Management
(3 30 Billing

) Work Order Billing

Q Change Management

Q Requisitions

— Purchase order

3 1nventory

= | Equipment Costing

) Preventive Maintenance

j Members

Access Code
[SUZETTE

J Materials Management

g ETime
] Employee Self Service
) Dashboard Setup
J Imaging
3 workflow
(I 30b nitiation
o] SSRAD
o] Project Management
' knowledge Playbook
—J crRM Menu
B0 system Recard: 212 . |List orvalu .. <05C

5= ] Security

Pgm: PYEXAPGP — E-Time Expense Approval Groups

Enter The Access Code To Act As An Expense Approver At This Level

Expense Approval Groups are used to match approvers to employees. Depending on your organization you
may have multiple Expense Approval Groups or you may only need one. Approval Groups can be setup on
a Location basis or by Manager, which ever fits your needs best.

Group

Enter a user-defined code representing the approval group. It does not have to be numeric.

Name
Enter the name of the approval group

Access Code

Enter as many access codes as required to perform approvals for each group. The same access code
may be utilized in more than one group.

Once your Approver Groups have been defined in 'E-Time' you must then assign an approval group to each
employee. This is done in the Payroll System via the Employee Profile Screen as shown below. If a new
employee, enter this when first creating the Employee in Employee Profile, otherwise this field can be
changed through the Employee History version of the form.
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i Payroll - TESTV

Employee Details

0_% Employee Profile Maintenance

Action Edit Block Field Record Query Utility Help Window

PO A F2EEGY + T 4

Employee

Dehit Salary Acc
Credit Clearing Acc
Dehit Clearing Acc
Leave Exp Accrual
Lesve Lish Accrual
Pay Run

Pay Group

‘yiark Loc

Grade

Trade

Exp Appr Group
E-Titne

Payroll Compary [ShC

Home Cormpany Sy
Payroll Dept |00
Hotme Dept (00

||McLean Dallas

| Copy Employee |

Perzonal  Company ] Rates/... l Address l Taxl HR: Infa l HCM] Securﬂyl No‘tesl Exclu... ] Proje... l Dizpa... I_P

SiC Construction Company

WIC Code

3510 ork COmpensation

WG Construction Company

PL Code

2610 Public Liskility From Jokb

Company Level

||C0mpan\,f Lewel
E000.100 ||Non Job Salary Expense
[pa00.1m |[Paryran clearing rcr) |
5300100 Payroll Clearing (DR)
E002.103 Employee Leaves Accrual
B002.105 ||Leave Lisilty Clearing |
SR (VS Wieekly Payroll
HR HOURLY
Sy | Manhattan, Mesw vork

|
5315 ||Crane Operator

SWCGROUP  |[Approval Group SWCGROUP

SN |[SWiC wieskly Payrol

IV "Warkers Comp from Jok

I¥ Public: Liskility from Jaok

IV "Wiark Location for Jok

™ Include in Exception Report

IV Include Into Certified Payroll Report
¥ Include In Generate Timesheet Utility
I Available For Dispatch

[ Include In Field Tracking

r4+ AV 700K E
=1k

User Extensions j
Bltmod

Employee 401K

Last Hame
Employetab

U=er Extensions

Uszer Extensiong

User Extensziony

iore Extenszions ...

Related Screens j
Related Screen 1
Relatad Screen 2
Related Screen 3
Related Screen 4
Relatad Screen S
Felated Screen &
Related Screen 7

hore Related ...

Recard: 417

Enter Employee Number

=05C=

Pgm: PYEMPLOY - Employee Profile Maintenance — Expense Approval Group Field

Exp. Appr. Group

Enter/Select the appropriate Expense Approval Group for the Employee.

Joint Travel Regulations

In order for expense entry to utilize Joint Travel Regulations there are two Enterprise functions that must be

completed.

o The Joint Travel Regulations must have been imported into the system. This is done via the
System Data, Utility Menu of the Enterprise system.

o Jobs that require this feature must have the ‘Joint Travel Regulations Used For Expenses'
checked on the Job Entry Screen of the Enterprise System.
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Timesheet Entry — E-Time and
JSP E-Time

Entering E-Time Timesheets

Action Edit Block FEield Eecord Query Uility Help Window

HEEBPUR-PY A ELEBRBGY + T L ap¥V 2LR01a&KE
@Pa\;mllElectmnic Timesheets - TESTW10_X  Timesheet Entry = ﬂ
Period

|Cc-mpan\,f||81-’\fc ||SWC Construction Company |

|Employee||SWC-WK-HRS llRyan Dexter |

[Time Run|[swieac |[Sic wieekly Payrol |

[ ear|[ 2013|[ Ferioa]| 23|[03-06-2013 |[09-06-2013 | Period Stetus[Open |

m'lesheet Deta_il

Hours Diist.
Line Mo Type Type Comp. Department Account
~|z1ee0 || memr] wormallan | B [eH-HosP [o1-100 frooo |
21904 || MAHR Mormal [overhead v [BWic [0o Jsoo0.100 | |
| = I I I I
L | =
| - || =
Al | | =l I I I I
4 | 2l
Descrimionl |
Dept IPAYROLL | Acc |Non Job Salary Expense | | |
Jun 03 Jun04 Jun03  Jun08  JunO7  JunOS  Jun09 Tatal Hours MAHR QT DoT Cther JC MEB
Lo e[ o & [ o o | aof | aof[  of[  of[ o[ of[ g
W-Line Cetail | Print Timesheet | TAC | WWES | Luto Recall | uick Expense | Additional Yalues | [otes | Submit | Close Period |

Record: 212 =08C=

Pgm: PYETMSHT - E-Time Timesheet Entry

Timesheet entry via E-time is done on the number of days per Timesheet Period as declared on the ‘Timesheet
Period’ form. In most cases time will be entered on a single record, as one week's time can be entered on one
line provided that the job/phase/category, GL account or WO number, are the same.

For every unique Company, Job, Phase, Category, Work Order, GL Account or Department, Hour Type, and
Type, a new line must be entered on the timesheet.

Timesheets for Exempt employees validate the hours based on the employee pay run frequency, e.g. weekly
employees can enter a maximum of 40 NWHR per period. This includes posted, submitted and saved
timesheets. Additional hours must be entered as JCHR or NBHR.
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Period Block

Company Code

Defaults from Access Code Administration and is not updateable. The company code is taken from the
employee marked as default in Access Code. To change the company code change the employee default
flag.

Employee Number

Defaults if Access Code only has one employee, otherwise, an employee number must be entered/selected.
If there are multiple employees on an Access Code it will default to the employee marked as default.

Time Run
This defaults from the Employee Code and is not updateable.
Year and Period

The default values for these fields will come depending on the setting of the flag ‘Default Current Period
From Company Pay Period” in the payroll company control. If that flag is unchecked, the current calendar
year and period, according to the system date, will be defaulted to these fields but may be changed. If the
flag is checked, then default values will be the first open period and year in the Company Pay Period form.

Closed Period

This is a display only field. It indicates to the user if he/she has already told the system that they had
closed this period, or the corresponding payroll period was posted in payroll. If the period has been closed
the user can only view the records, no changes or new records may be added.

Timesheet Details

Hour Types

The Hour types in this list depend on the flag settings in the Company control and on the Employee
Profile, as well as the employee’s eligible Leaves. This is a mandatory field.

If the Exclude Other Hours tab on the Employee Profile has any hour types listed, then those hour types
will be excluded from the list of hour types in E-timesheet entry.

If the “Entered Overtime” and “Entered Double Overtime” flags are checked on the Employee Profile, and
OVHR and DTHR are not included on the Exclude Hour Types tab, then those hour types will be included
in the list of Hour Types in E-timesheet entry.

Exempt employees are only allowed to enter NWHR, JCHR and NBHR hours.

Only the Leave hours for which the employee is eligible will be available in the list of hour types in E-
timesheet entry. The eligible leaves are displayed in the Employee Leaves Maintenance screen by year.

Distribution Type
This is a drop-down list, which defaults to Job. User can select
o Job - to enter job phase and category ‘J’ lines
o Overhead — to enter general ledger ‘G’ lines
o Work Order — to enter work orders “W’ lines
Company

The company code defaults from the access code administration or employee profile if the information is
not available from the access code set up.
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‘J’ Lines

*J” lines require the entry/selection of job, phase and category codes. The field will default from the
access code set up on the ‘Job’ tab, if this is null the information will default from the employee profile,
otherwise it must be entered.

If an employee has a specific job, phase, category assigned on the job tab the employee will see this
information only on the LOV. If a * indicating all is used on the tab the employee will have access to all
job, all phases and all categories when entering the timesheet.

‘G’ Lines

‘G’ lines require the entry/selection of department and accounts codes. The field will default from the
access code administration on the ‘Accounts’ tab, if this is null the information must be entered.

If an employee is has a specific department and account assigned on the account tab the employee will see
this information only on the LOV. If a * indicating all is used on the account tab the employee will have
access to all departments and all codes when entering the timesheet.

‘W’ lines
‘W’ lines require enter/select of the work order number, work item and expense code.

Days
The screen will display the number of days in the Timesheet Period starting with the first day to the period
as defined on the Time Period form. Enter time against each day as required.

Comment

This is a short description about the time entered. If the “Comments —E Time” flag is checked in Company
Control, then comments will be mandatory in timesheet entry.

Lower Display only Screen

The bottom of the screen keeps a running total of the both the total hours by date and the total hours by
Hour type.

The system will also validate if the number of Normal Working hours entered exceeds the ‘maximum
allowable hours’ limit entered for the access code. If not set on the access codes it will check against the
Payroll Control file. If the hours are exceeded the user will get an error message and the record will not
be saved.

There is also a validation for the maximum number of hours that can be charged to a job by a single
employee — if this feature is being utilized in the Enterprise Payroll system it will also be checked here.
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JSP E-Time Entry

! -
Lw E-Time
b E-Time =l B
Search EI E-T"]]e Save | Lo Recall | Reset I Submit For Approval I Cloze Period | Print I
B3 E-Time Period
=) E-Timesheet _
= [ mecess Codes Company  |CMIC Construction Inc. (CC) Employee  |Joe Broven 4| Period |3 Date  |2007-01-21 - “ "
J Crew Timesheet Configuration =
-] Access Code Administration L Jab . —I
-] Timeshest Entry hon Tue
j Crewy Timesheet Ertry Action Hours Type Company Jok Phasze Category Jan1s Jan 1€
-] Mechanic Timesheet Entry =+ X | [MaHR-Normal ;I CC-CMIC Constructio) & || /C06-1005-The Sterling Complex Job#1 002 & | | 061 000-Rough Carpertry | = || |L-D-Direct Labor | & 5
Timesheet Approval (23
=t P @an +X MsHR-Mormal - = | | |(CC-CMIC Constructio) « || |CCOM1 00SJ-Wal*Mart Store Reconstructit « | | D62000-Finish Carpentry | & | ||L-D-Direct Labor | « 2
J Crewy Timesheet Approval
|_] Timeshest Guery +Xx ;I - - - -
[=H ) E-Expenze FY
-] Job Categories Total Hours: k1 ‘ 7 ‘
«|_] Taxes By Region
-] PhaseiCategory LOY Setup
-] Configurstion L SRGEEER
-] Paymert Type Kon Tue
- ] Establishment Coces Action Hours Type Company Department Account Jan 15 Jan 1t
-] Expense Approval Level +Xx MyHR-Mormal LI ZI-CMIC ZZ Test Col & || [00-Company Level - | ||6000.050-Dehi Sakaryiage e 1
L] Assign Levels X
L] Approver Groups ;I
| Expenss Entry + X ;I - - -
~|_) Expense Approval +
] Mlini Cach
3 Mininum Code Total Hours: 3‘ 1 ‘
[+1{_]) Security
Grand Total: 40 | ] |

|l |

In JSP E-Time, the user can enter and submit timesheets for approval similar to forms. The date defaults
to the current open pay period if the “Default Current Period From Company Pay Period” flag in the
Company Control is checked.

Employees may enter timesheets by entering in and out times for each day depending on the employee
FLSA type selected in System Data -> System Options. Press the [Time Entry] button after entering the
hours in the main e-time entry screen to enter in and out times in the Time Entry pop-up. The number of
hours for each day must be equal to the total number of hours in the main e-time entry screen before the
timesheet can be submitted.

Timesheets for Exempt employees validate the hours based on the employee pay run frequency, e.g.
weekly employees can enter a maximum of 40 NWHR per period. This includes posted, submitted and
saved timesheets. Additional hours must be entered as JCHR or NBHR.

Timesheet Entry Buttons

[Additional Values]

This button should be used to change one or more of the following fields: Work Location, Union, Worker
Compensation code or Public Liability code. These values all default from the Employee Profile defined
on the Enterprise Payroll system.

[Auto Recall]

This button is available in both forms and JSP E-Time. When activated, it will duplicate 'Last Periods'
time sheets line for line. This is useful if your timesheets tend to be identical week after week.
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[Reset]

This function is available in JSP E-Time entry screen only. This button resets all the timesheet entry lines
to 0 when saved.

[Submit For Approval]

This function is available in JSP E-Time and forms. It takes the current record and marks it as complete
and ready for approval. Once a record is submitted it will be display only in the timesheet entry screen
and will only become available for entry should the approver un-approve the timesheet for changes.

If an e-mail address has been entered in access code set up under the approver heading, an e-mail will
notify the approver that a timesheet has been submitted, the name of employee and the period they are
submitting.

[Close Period]

The close period button is available in JSP E-Time and forms. It tells the system that you have completed
entering timesheets for the period. Time sheets cannot be entered against a closed period for the
employee.

[Print]
This button prints the current timesheet. In JSP E-Time you can specify a start date and end date.
[Quick Expense]

The Quick Expense button will only be active for employees who belong to an Access Code that allows
'‘Quick Expense' entry. This button displays a popup window where expense details can be entered.
Quick Entry Expense only allows one expense per line.
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Quick Expense Entry

Action Edit Block Field Record Query Wility Help Window
HEHPURCY2EREASRSY + Tt rdapV 20BRE
@Pay’mll Electranic Timesheets - TESTY10_X  Timesheet Entry - Ol x|
Period
|Company||SW'C ||SW‘C Construction Company |
|Emp|0yee||8\-’\l‘C-WK-HR5 ||Ryan Dexter
[Time Run|[sinan |[swc wieekly Payrol |
¥ Expenses
Jime Joh Fhaze Cat. Expense Suantity Rate Amourt
[eH-HosP  jo1-100 |[1000 [[HotL | | I 200|
Line un0s  Thu, Jun 06 Fri, Jun
== o | .00 5.00]| B
215 200 200 2
|— | |1 M —T1_1 T T | | ” ”
L | = _| I I | | | |
0 I | =l _| I I | | | |
1 | =] I I | | | |
Rl | i
Description| |
Jab |Gr0vesn0r Hart Hozpital | Fhaze |Blue Printa | Catenory |Lab0r |
Jun03  Jun04  Jun05  Jun06  JunO?  Jun08  Jun 03 Tatal Hours BiAHR oT DoT Cther JC MNE
L8l 8 e e e[ o o | sof | aof[ of[  of[  of[ o[ q
W-Line Detail | Prirt Timesheet |'[AC | WES | Auto Recall | Guick Expense | Additional % alues | Motes | Submit | Close Period |
Enter Amount
Record: 112 =05C=

Pgm: PYETMSHT - Quick Expense Entry

Expense

Select the required expense code from the List of Values. These codes have been defined in the Enterprise
Payroll system.

Quantity

Enter the number of units i.e. the number of miles, or days for per-diem...
Rate

The rate will default from the Expense Code but may be changed.
Amount

The amount will automatically calculate as the quantity times rate.

32 -

Timesheet Entry — E-Time and JSP E-Time User Reference E-Time v10x (JSP)



E-Time Timesheet Approvals

E-Timesheet Approval

Action Edit Block Field Record Query Utility Help Window

HEEPOUR Y AEEFIALERSGR+ T > I ap TV 2033&KE
@PaymllEIectrUnicTimesheets—TESTWD_}( E-Timesheet Approval - 0] x|

Approver

Company |Z¥C ||SW'C Construction Company

|
Timesheet Code [SYH | ear |201 3 |Fr0m Feriod [23 To Period

Wyiork Carmg Codel || |T';-'pB |E|01h ﬂ Jobl | Deptl
Access Code Pazsvvard Prierity From | 1 1ol 1]

Select Employees Status " Unsubmitted  © Pending ¢ Approved O Unapproved ¢ Re Submitted % 4]

Sel Status Period Employes # Emplayes Mame BAHE o7 LT Cther JCHR MEHR Total
] P2z |[swcasscHrs|Ryan Dexter [ 40| o[ 0| of| 0| o[ 40] .
rL L | | | | | | | | |
L L | | | | | | | | Iz
Exception Rules | Select Timeshests | Motes | Update Timeshest | Subinit | Approve | Unapptove | Cloze Period | Open Period |

Details

Status

P & U R LineMa DT Comp Trade Dept Account Job Phaze Category HrsType Posted?

Qe I | | | | | 1]

Core |:|

o W D
Cooc| LIl | | | | | | ]
Coec| LIl | | | | | | [ ]
slaial el I | I I | | I | [
1| | 2l -

Job Mame | | Description | |

Checked : Timesheet s Selected To Be Appraved Or Unapproved.
Record: 171 =08C=

Pgm: PYETMAPR - Time Sheet Approval

If you have set the system to use Automatic Timesheet Approval then this step is not required.

Approver Block

Company
This field will default the access code administration employee company default.
Timesheet Code

Enter the Timesheet Code to be approved.
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Year

Enter the year of the timesheets to be approved.
From Period, To Period

Enter the range of periods of the timesheets to be approved.
Job Company Code

Enter the Job Company. Timesheets entered against this job company will be displayed.
Job Code

Enter the Job Code. Timesheets entered against this job will be displayed.
Access Code and Password

Enter your Access Code and Password.
Priority From and To

Enter the range of priorities of timesheets to be approved. If a default priority range has been set up in
System Options, then that default will be displayed upon opening the screen. If the approver’s priority
level falls within the range specified, then their employees’ timesheets will be displayed. If no priorities
are entered, then all timesheets for that company, year and period will be displayed regardless of priorities.

Once the Approver Information has been entered the system will return all submitted timesheets, for all
employees listed individually, or belonging to a pay run, under the specified access code. If the setup is such
that a specified user is approver for an employee that is approver to other employees, the first approver will be
able to see submitted timesheets for those other employees.

The screen will default to show ALL timesheets. To view those timesheets which are unsubmitted, pending,
approved, unapproved or resubmitted, click the relevant radio button.

These employees are displayed in the center area of the screen while their actual time sheets are displayed at the
bottom of the screen.

There are three different methods of applying approvals.
o Manually approve every timesheet.
o Approve each employee one at a time

o Mass approve all timesheets for employees where the timesheets entered do not violate exception rule limits.

JSP E-Timesheet Approval

Tmeshest Approval | Show Fiter | Send To Spreadshest | Enter Query

E-Time Approval
Company Code Company Name Payrun Code Payrun ear Period Start Date End Date Pending Timesheels
SWC SW Construction Company SWWIK SWE Weekiy Payrol 2011 2 04/Janiz011 101anz011
SWC SW Construction Company SWWK SWC Weekly Payrol 2011 8 15/Feb/2011 21/Febi2011
SWC SW Construction Company SWWK SWE Weekly Payrol 2011 9 22Febi2011 28/Fei2011
SWE SW C Company SV SWC Wieeky Payrol 2010 10 02/Mar/2010 08/Mar/2010
SWC SW Construction Company SWWK SWE Weekly Payrol 2010 15 06/Apr72010 12Apr72010

SW Construction Company SWWK SWC Weekly Payroll 2010 16 13/Apr/2010 19/Apr/2010
SWC SW Construction Company SWWK SWC Weekly Payrol 2010 25 154Juni2010 214uni2010
Swe SW Construction Company SWWK SWC Weekly Payroll 2010 Ell 271ul2010 02/Aug/2010
SWC SW Construction Company SWWK SWC Weekly Payrol 2010 40 28/Sep/2010 04/0ct/2010
Swe SW Construction Company SWWK SWC Weekly Payroll 2010 42 12/0cti2010 18/0cti2010
SWC SW C Company SWWIK SWC Weekly Payrol 2010 50 07/Deciz010 13/Deci2010
SwWC SW Construction Company SWWK SWC Weekly Payrol 2009 20 12/May/2009 18/May/2009 1
swe SW Ci ion Company SWWK SWC Weekly Payrol 2008 1 01/Jani2008 07/Jan/2004 1

ala)ala|a]a|alals|a]a|ala]alt
@
B

SWC SW Construction Company SWWK SWE Weekly Payrol 2008 41 07/0c/2008 13/0ct/2008 1
Total (12 rows)
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When the user selects Timesheet Approval, a summary of timesheets to be approved is displayed in a list by
Company, Payrun, Year, Period and Pending Timesheets. The Pending Timesheets column displays the number
of timesheets to be approved.

\ﬁ ? ETime Approval

I Exception Rukes | Seiect Timeshest | Notes | Approve | Unapprove | Close Period | Open Period
Company”|SWC ~ Jsw construction Compan

Timeshest Code™ | SWWK - Year" 2010 - From Period” 50 - To Period” (50 -
Work Company Code - Tyoe[om x| Job Code: - Department T -
Access Code[SUZETTE Passwort I From Priority Te Priority
Status & ay € unsubmites © Pending (F} ¢ Approved (A} € Unapproved (U) ¢ Resubmited (R)

Select Employees
I~ Select| Employee No Employee Name Period NWHR ot Dot Other JCHR NBHR Total | Submit Flag | Status

r SWC-WK-HR1 Nathaniel Carrington 50 40 Y P

[l SWC-WK-HR3 Natalie Rodman B 40 ¥ 3

SIS

WC-WK- aulina Shore 5
SWC-WK-SALE Faulina Sh 50 32 Y P
Detail:

n | Mon
c 12 |Dec 13 | Comment | Posted?

e |

SubmitFlag

Aprystatus

ProcessFiag

PerCloseFiag

P i‘mus R Cnmn| oT ‘ Line No ‘ Trade | LELi ‘ Account Job ‘ IEEE | Category ‘ Hours Type ‘m 07 | Dec

coel ] | [owel e fome [ e [ w0 e \ | e e [
When the user makes a selection from the log, the approval screen is displayed with the timesheets in the period
specified. When a change is made in the top block, the user should press the “Select Timesheet” button to
display a new list of timesheets based on the information in the top block. The Job Company Code and Job
Code fields allow the user to restrict which timesheets can be approved. Only timesheets with that Job
Company Code and Job Code can be approved

The Radio buttons display either all timesheets that satisfy the criteria above, pending timesheets, approved
timesheets, unapproved timesheets or resubmitted timesheets. The edit icon allows the user to view and/or edit
the timesheet for that employee. The Select checkbox selects all timesheets displayed.

[Exception Rules] Button

Exception Rules are used to determine if an employees' timesheets fall within standard guidelines and
therefore can be mass approved. Exception Rules in conjunction with the Select Timesheets button will
mark for selection all employees whose timesheets do not violate the rules.

This button launches a window where you can enter the maximum number of hours for Normal, Overtime,
Double Time, Other and Total Hours. You may enter a value in any or all of these fields.

Once complete close the popup and press the [Select Timesheets] button to mark the rules-compliant
timesheets for approval.

Exception rules can be changed at any time and are unique to the session so different approvers may apply
different rules.

In JSP E-Time, the Exception Rules button allows the user to restrict the timesheets displayed by entering
minimum and maximum hours and clicking the Select Timesheet button.

[Notes] Button

The Notes button is available in forms and JSP E-Time. It allows the user to enter notes for the employee
in that period.

[Select Timesheets] Button

By invoking this button, all the employee timesheets for the period will be marked for approval if they do
not violate the exception rules.

Although this process marks the employee record as OK to approve, it does not actually approve the
selected record. The approver may remove or add other employees before committing the approval.

[Update Timesheet] Button

This button is available in forms and JSP E-Time. It will be active if you have the privilege to update an
employee's timesheet. When pressed the button will open the Timesheet Entry form for the employee
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whose timesheets you wish to alter. After making the required changes to the timesheets, exit will return
to the Approval Screen.

[Submit] Button

This button allows the user to submit timesheets that have an Unsubmitted status. When this button is
pressed, Unsubmitted timesheets will become Pending, and timesheets that are being resubmitted, will
become Resubmitted.

[Approve] Button

This button is available in forms and JSP E-Time. It will set the status to Approved on all timesheets
related to the selected employees.

[Unapprove] Button

This button is available in forms and JSP E-Time. It will set the status to ‘Un-approved' on all timesheets
related to the selected employees.

If a timesheet is marked as Un-approved, the timesheet then becomes available again in the Timesheet
entry form and the employee can make the required changes and re-submit the record. If an e-mail address
has been entered in access code set up under the heading *‘Unapproved Timesheets/Expenses’ the
employee will receive an e-mail notifying them that a timesheet has been un-approved and needs to be re-
entered and submitted.

[Close Period] Button
This button is available in forms and JSP E-Time. It will close the period for the employee selected.
[Open Period] Button

This button is available in forms and JSP E-Time. It will open a closed period for the employee selected.
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Expenses

Expense Entry

Action Edit Block FEield Record Query LUility Help Window
HEEHPURK S 2ERTIAEIBSY T2 LAV 70BRE
'@CMiC wI0-TESTWIO ¥ Payrall Electronic Timesheet Main Menu -3 ﬂ
I
@Select Expense Sheet
Employee |SW'C—WK—HR5 ||Ryan Dexter |
Expense # Start Date End} Date: Amaourt Claimedd
|lp1-01-2013 |[31-01-2013 I 200.00] - |
| | | | |
| | | | |
| | | | |
| | | | |
| | | | |
d
Enter lew Expense | Edit/Review Expensze |
Hours Type JobsAcct Mapping | Minimum Hour Codes |
Record: 171 =05C=

Pgm: PYEEXPNS - Enter or Review Expense Entry

Employee Expense entry is used for entering 'Detailed’ expenses for specific time periods. Each Expense report
is stored and kept on file so that the employee can review older expense reports at any time.

Once an Expense report has been submitted for approval the employee can no longer alter the report.

When first entering the Expense Entry screen, the system will ask if you want to create a new expense report or
review an existing one. If you choose an existing report, a list of previously entered expense reports will be
available for selection.
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. ) —
LW E-Time Expense Entry Show Fiter | Sand To Spreadshest | Erter Gusry |

1] E-Time = Employees =
Employee hNumber Employes Mame
Search EI Z7o1 012z
EH5 E-Time WCSALDT Al Comp
15 E-Timesheet CCWK-HRA Albert Vankovic
- ] Access Codes SEAM-SALT Alfred Chambers
~{ ] Crew Timesheet Configuration SEEMPAICT Alics Wiatkins
~ ] Access Code Administration SEMPO207 Anchy Wilzon
~{_] Timesheet Entry BEMNDZ Annette Benning
~_] Crew Timesheet Entry 866 Anthoryy Brown
~{] Mechanic Timesheet Entry ag10 Apple Thompsan
~{_) Timesheet Approval (23) BODBS Ben Fredericks
~L Crew Timesheet Approvel 123456785012346 Beth Adams
-] Timesheet Query e - LI
=M E-Expense
-] Jab Categaries Expense Mo Dte Expense Description Amount Claimed Status

~_] Taxes By Region

-] PhaseiCategory LOY Setup
~_] Configurstion

-] Payment Type

-] Estahlishment Coces
-] Expense Approval Level
-] Assign Levels

] Approver Groups

-] Expense Entry

~{_) Expense Approval

~{_] Minimum Code

[ Security

Mo Records Found

= =
In JSP E-expense, the employee can select the employee number and click on New to create a new e-expense

Default Values Block

Action Edit Block FEield Eecord GQuery Uility Help YWindow

DEEPOR - DEARFEF LRSI+ T b ap¥V 70RO

’@Payrall Electronic Timesheets - TESTVI0_X  E-Time Expense Entry - 1Ol x|
EmployeeExpense Sheet
Employee [SWCAAH-HRS |[revan Dexter | Expense cage [00000008
Default Values

Approval Status

Start Date [01-01-2013 End Date [31-01-2013 Warking Diays Select Expense
Enter Mew E
Comp Code B | op [3H-HOSP | Phase [o1-100 | Cotegory 1000 er Mew Expense

Prirt Expense

Crpportunity | | | |

Ady. At | | Stetus [Unsubmited |

Expense Details

Wyiorking
Start Date End Diate Days Expense Riate LCK Guantity Amourt Claimed Region  Tax 1 Tax 2
- [o1-01-2013 31-01-2013 3 |[HoTL ACTL 200.00{[L

ll | il

Descrigtion [US Dollars |

All Totals Home Foreign
MAIE M l:l in Home Curn?ncy Curr?ncy Total .
Currency Claimed Clairnex Claitme Submit for Approval
HotelMax| | [us || 200.00] | 0.00] | 20000 Ta Detals | Attachment
Select The Charde Type.
Record: 111 =05C=
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Pgm: PYEEXPNS - E-Time Expense Entry

Completion of the Default Values block is not mandatory, any values entered in this area will default into detail
lines. This area is meant to speed up repetitive data entry.

Note: There is however one important field in this area, the Status Field. This shows where in the process this
particular expense report currently sits.

Approval Status Button

Use this button to view current status of the expense, assigned approvers and number of approval levels
required to fully approve current expense. The Mandatory flag is marking mandatory level and approver.

Approval Date is populated once an expense is approved by a designated approver(s), and the status is
changed to Approved.

Select Expense Button
Use Select Expense button to review and modify different expense for the same employee.
Enter New Expense Button

Use Enter New Expense button to add a new expense sheet for a selected employee.

Print Expense

Use Print Expense button to print the edit list for a selected expense sheet.

Save&New H Save H Cancel ‘

Employee

Employee No SWC-WK-HRS Employee Ryan Dexter Expense Sheet No 00021919 Description
Expenses [ Attachments
Edit Expense Details

Date™ 01-02-2013 @ Exp.Code ¥ CAR -

Quantity 5 Rate 25 Amt.Claimed 125 Currency US = | Conversion Rate 1

ChType Job - Company SWC CONSTRUCTI( « Job GROVESNOR HART| « Phase BLUE PRINTS — Category 1000 o
Region | - Tax1 - Tax2 - Tax3 - Customer -

Adv.Pay Establish. Project - Comm. :

Expense Details

Conw. Tax AmtPayable Comp Job Phase Cat Opportunity P%”;sm Establishment Comment | Customer Project State City County Status Delete

Expense Expense Amt.
Date N Quantity Rate Claimed Rate

ame Type

No Records Found

Total amount claimed Total tax
No Records Found

Total amount payable

Description

In JSP E-Time, the user can enter the description of the e-expense in the top block.

Details Block

Start Date/End Date

These are starting and ending dates of the expense. For example a hotel expense may be for March 1 to
March 3.

Working Days

Working days are automatically calculated from the entry of the start/end date range for actual working
days, i.e. Monday through Friday.

Expense Code

Select the expense code from the LOV.
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Rate

Enter a rate associated with the expense code if a rate has not defaulted from the expense set up in
enterprise. For example mileage may be set at .20 cents a mile. If a standard rate has been set it will
default into this field, but may be changed

Quantity

Enter the quantity associated with the expense code, i.e. miles, days etc.
Amount Claimed

Amount claimed is rate x qty.
Tax 1,2,3 Fields

Enter up to 3 tax codes for each line. The previously entered expense amount will the amount included
taxes, for example, if 1150$ were entered as the expense amount and Tax1 7% and Tax2 8% were added,
the system will calculate Tax1 amount of 70$ and Tax 2 amount of 80$, leaving 1000$ as the net expense
amount.

Note: Tax fields will be available only if the payroll control is set to post expenses through timesheet posting.

Currency

Enter the currency of the expense.
Conversion Rate

Enter the currency code conversion factor at the time of the expense.
Charge Type

This field indicates Job or Overhead charge. If it is to Job you will have to enter the Job, Phase and
Category.

Comments

This is a short description about the expense entered. If the “Comments —E expense” flag is checked in
Company Control, then comments will be mandatory in e-expense entry.

Once all the details have been entered, press the [Submit] button to mark the records as ready for approval.
One an Expense Report has been submitted you cannot change it. After Submitting only the Approver may
change the report. If e-mail addresses have been entered in access code set up, the approver will receive an e-
mail showing an expense waiting for approval.

If the expense entered was against a Joint Travel Regulation job, and the expense type was a JTR Hotel or Per
Diem the system will first make sure that you have entered a City and State. It will then check to see if the
amount entered exceeds the JTR limit and if it does, a warning will be displayed. You may then elect to make
changes to the amount or rate.
[ loso]

Employee
Employee No |SWC-WK-HRS Employee |Ryan Dexter Expense Sheet No 00021926 Description

Expenses [ Attachments
Expense Details
Date | Expense Name | Expense Type | Quantity | Rate | Amt. Claimed | Conv. Rate | Tax | AmtPayable| Comp|__Job | Phase | Cat | Opportunity | Payment Type i Comment | Customer | Project | State | Gity| County | Status | Delete
07-06-2013 Car Expenses  Actual 5 26 §125.00US 1 §.00 $125.00US SWC GH-HOSP 01-100 1000 Not Submitted X
Total amount claimed Total tax Total amount payable
$125.00 $.00Us $125.00 US
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In JSP E-expense entry, the [Submit] button will submit the e-expense for approval and the [Add] button will
allow the user to create a new expense for the specified employee.

Expense Approval

maey
Fle Edit Yiew Favorites Tools  Help | Links > | .',' |
|3 2 Payralls Action Edit Block Field Record Query Utility Help Window =
) General Ledger ; /| 5
- i T i e S E:
) Accourts Payable FEE P O R YA 2 AERLH9 (T Lar | Ve 7y
) Accounts Receivable "o nterprise - TES 05  Payroll Electranic Times Sin Menu ¥
|_]) Fixed Assets
| Job Costing
() Subcortract Managemert
() Job Biling
() Progress Biling = hest
__] Change Management Expense # Employee # Employes Mame Start Date: End Date Amount Claimed Status
) Requisitions ™ [noooooso 01-7 lim Worgan 08/09,2004 10092004 44500 S
8 r“'cl_:ase Orcler [ oooooorr e viathy Harman 08 2i2004 081 212004 126.00] =
nvertory
Ecuipment Costing I [poooooan E1 Hathy Harman 0841272004 031 272004 555.00 s
Prevertive Maintenance I™ [ooooot a7 E3 George Parkineon 100552005 100572005 1,000.00 5
I™ [ooooot 44 1 Frank Satro 1200552005 1210572005 5,595.00 S
- T . ™ [poooot 45 1 Frank Satro 1200552005 1210552005 B ,6BE6.00 3f
1] Adminiztration
~ Timesheet [ oooonss— Jles (Genrge Parkinson 2400572005 240512005 ga0.00 s
{_J Processing [ [poooot 59 CA-EHR-PORTER Haren Porter 25/05,2005 310552005 320.00 s
) Queries [ jpooooien |3 Gearge Parkinson 2500572005 250562005 39981 =
] Feports I |pooooietr— |es Johrie Datton 250502005 251502005 20000 5 | -]
{_) Government Forms
) Utiities
: F Pasf'roll Electronic Timesheets e e I Cancel I
| Canadian Payral
) Human Resources
Irtecr st
j Im:ggi;glon Expense Job Catedories I Expense Entryidpproval I
() Project Managemert -
-_] R Menu Expense Taxes by Region I
) System
[#_) Security
Racord: 177 [ ] = [ |z050= | =l
|@;L| Opening http:/fapp4. cmic. cafforms90/190servlet;jsessionid=c0a8009ecedcSc 948587 6bF 24dfebBeccf 26446F aFcs. mILKBICNaMOT cybt ahy-x4 e |_ [D— |_ |_ |_ |e Internet v

Pgm: PYEEXPNS - E-Time Expense Approvals — Selection Display

Once an employee has submitted an expense report, it is ready for approval. When you first select Expense
Entry/Approval, you will be asked if you want to enter an expense or approve expenses, in this case select
Approve.

The system will then display a listing of all Expense submissions that the current account in use has the
authority to approve. Select the appropriate Expense report from the listing, then click [Select Expense Sheets]
to view the details for Approval/Unapproval.
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I_'g“' E-Time

=1 E-Timesheet
] E-Time Role

EEE] ETime Approve || Reject | Close |
Search = 07-06-2013 || Period 23 Vear 2013
= E-Time Employee

Employes No [SWC-WK-HRS Employee [Ryan Dexter Expense Sheet No (00000008 Description

) Access Codes
] Crew Timesheet C

Expenses [ Atachments

] Access Code Administration
] Timesheet Entry
7 Crew Timeshest Entry
] Mechanic Timeshest Entry
) Timesheet Approval (39)
] Crew Timesheet Approval
51 EExpense
7 Job Categories
| Taxes By Region
] Hours Type Job/Accounts Mapping
7 Configuration
] Payment Type
| Establishment Codes
] Expense Approval Level
] Assign Levels
] Approver Groups
} Expense Entry
= Expense Approval (4)
1 00000008
7 Minimum Code
() Security

Expense Details
Date | Expense Name E"T“’;P”:E Quantity Rate cw’:\mm‘é " CRZK Tax AmtPayable Comp  Job  Phase Cat Opportunity pa{{/’:j’“ Establishment Comment Customer Project State City Ci
01012013 Hotel Expenses Actual 520000US 1 $200.00 US SWC GHHOSP 01-100 1000
Total amount claimed Total tax Total amount payable
$200.00 Us $200.00 US

[Approve Expense] Button

This button is available in forms and JSP E-expense. When this button is activated the system will change
the approval status from Pending to Approved.

[Un-Approve Expense] Button

This button marks an approved or submitted expense report as un-approved. This means that the
employee can re-enter or change the data on the report and then re-submit it. If an e-mail address has been
entered in access code setup the user will get an e-mail stating that the expense has been un-approved and
needs adjusting. This is similar to the [Reject] button in JSP E-expense approval.
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Queries

E-Timesheet Query

Action Edit Block Eield Record Query Wility Help Window
HEEPOR LY AEEFEFILEBHY+ > b apV 703K E
’@PavmllElectronic Timesheets - TESTY10_X  E-Timesheeat Guery _ O x|

Criteria

Cotmpany Code |SW‘C ||SW‘C Construction Campany |

Timesheet Code |S'W ”SW'C Whigekly Payral | ‘ear
From Period |23 |[03-05-2013 |[oe-n8-2013 | ToPeriod 23 |[03-05-203 |.. [po-8-2013
Employee |S¥VCWHHRS |[Ryan Dexter |

Jaob Company |SW‘C ||SW‘C Construction Caompany |

Jab |GH-HOSP ||Grovesnor Hatt Hozpitsl
Detail
DT Comp Jak Accourt Type Total Hours  Exp Amount
RNETEEEE I |rer || 20| 200]

|
|
LI | | | | I
|

Totals 30 200
Job |Grovesnor Hart Hozpital | Drill Doswen

Enter Data Type. J=Job Code; G = General Ledger
Record: 1711 =05C=

Pgm: PYETMQRY - E-Timesheet Query

Users or approvers can easily query the timesheet information for an employee by one or more periods using e-
time Query.
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Crew & Mechanic Time

Overview of Crew/Mechanic Time

Crew and Mechanic time entry are two powerful ways of entering time against multiple employees and the
equipment the employees are assigned to while working with in one entry.

Features of Crew Time Entry include:

« Entering time to a full crew that is associated to one job, both time and one or more pieces of
equipment.

* Associating time to the equipment when it is idle or out for repairs.

« Changing the employee rate by the equipment used.

* Assigning union pay rate by shift.

* Entering both the revenue charge and cost for equipment in one timesheet.

» Costing time to job, equipment or GL on one line.

* Entering time to equipment without entering employee time.

* Time can be entered against employees belonging to different pay runs on one time entry sheet.
Features for Mechanic Time Entry

* Record time and equipment for the mechanic, the mechanic work assignment distribution and
equipment assigned to the mechanic in one entry.

« Distribution is for J, G, E and W Lines.
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Crewtime

Payroll Electronic Timesheet

The same setup required for E-Time payroll periods and access code administration is required for both crew
time and mechanic time.

Crew/Mechanic Configuration

The crew/mechanic configuration is the first step in creating crew and mechanic timesheets. Here you will
enter how many rows and columns are to be displayed on the entry screens, if the distribution job field should
appear on the entry screen, what companies are allowed to enter information and the default job categories and
equipment transaction codes that are to be used. You may also have additional columns that should be available
at all times such as idle time for the equipment assigned to the employee or repair of said equipment. The
names of the additional columns and where they should be placed on the entry screen will be entered on the
configuration screen.

gy - - = =
LW] Crew/Mechanic Time Configuration e |
Timesheet Configuration
Displayed Rows ", 50 Crew Timesheet Columns " 5 Show Distribution Job Field [~ Show Phase Qty Field [ Show Trucker Info [~
Trade Code Editable @ Show Over Time Hour [ Show Union ¥ Utilize Crew Codes [~ Show Other Hours In Mechanic Timeshest [V
Copy Previous Timesheet Hours [
Employee Time Category Defaults Equipment Time Defauits
e tew |
Company Code Company Code Category Code: Category Code Action Company Code Company Hame Tran Code Tran Hame Action
=z CHIC ZZ Construction Company 1100 Direct Labor x No Records Found
Additional Equipment Columns
|
Column Number Title Action
1% ldle x
17 Repairs x
‘ Column Details

Company Code Company Name Tran Code Tran Name Action
Ne Records Found

Show Other Hours in Mechanic Timesheet

This flag is used to indicate whether Other Hours should be shown or not, on the Mechanic Timesheet.
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Copy Previous Timesheet Hours

This flag, if checked, will copy employees and their hours entered in Crew Time to a new timesheet when
the “Copy Previous Record” button is checked in Crew Timesheet Entry. The Job, Shift and Crew Code
must be the same as the previous timesheet on the new timesheet to be copied.

If the flag is not checked, only the employees will be copied over and not their hours.

Other Setup Options

A) If copied employees are to be used in crew time the checkbox on your job setup ‘Use Job Company To Pay
Employee’ must be checked. When this checkbox is checked crew time will automatically create a timesheet
for the employee that has been copied to the job company. (Note: you will only see the primary employee on
the LOV).

For example — There are three companies with company codes, W1, WH, WX. The employee 12345 has a
primary company WI, but has been copied to company WH. The employee now has two codes 12345 and
12345-WH. The job entered in crew time belongs to company WH.

Situation 1

In the job setup screen the checkbox is checked to pay from the job company. On the LOV the employee
code 12345 is found and selected. Hours are entered and the timesheet is posted. When printed you will
see that the employee timesheet is for company WH and they will be paid from the WH payroll. No
intercompany transaction will be created.

Situation 2

The checkbox is unchecked on the job setup. On the LOV the employee code is 12345 is found and
selected. Hours are entered and the timesheet posted. When printed you will see that the employee is paid
from his primary company WI and an intercompany transaction has been created.

B) If you wish to have the employee rate increase according to the trade associated to equipment you must
associate the trade code to the equipment class. If the rate is higher than the trade rate assigned to the employee
the trade will automatically change and pay the higher rate with the use of the equipment. If the rate for the
trade associated to the equipment is lower than the employee normal rate the trade code will not change and the
employee will be paid the rate associated to his trade. (Note in the case when more than one piece of equipment
has been associated to the employee the trade code for the first piece of equipment is the only one that will be
read).

For example — The employee trade 1000 pays 11.00/hr the first piece of equipment associated to the
employee has a trade that pays 10.00/hr and the second piece of equipment assigned to the employee has a
trade associated that pays 15.00/hr. The employee trade will not change and the employee will be paid
$11.00/hr.

C) When an employee has a piece of equipment assigned on the Rates tab of the employee profile the
equipment line will automatically have this piece of equipment as a default in both crew and mechanic time.

D) *System Options System Wide Unique Jobs’ system options checkbox - If you are using unique job codes
across all companies you will have this check box checked on the Projects tab in System options and you will
only see the job code when entering in the header of crewtime entry. However if this checkbox is unchecked
then you will be required to enter both the job company code and the job code.
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Crewtime Entry Screen

[ ? .
Lﬁ Crew Time Entry Copy Previous Record | New | Save | 4 | Subm | Fecal Frevious Fesie | Befresh | Print Timeshest | Prepost Timeshest | Post Timesheet

Crew Time Entry
Job™ NH-MALL New Haven Mall - Date™ 030711 Q Show OT Hour [ Prior Period [~ Actual Work Date B

Shifi”[ All Shifts = Crew Code™ CREW-COPY. =
55 charge T Column 1 Column 2 Column 3 Column 4 Column §
% [Phase - % [Equipment |~ % [Phase > % [Phase > % [Phase -
Phs 01-100 - Equip TRUCK & [ Phs - Fhs - Phs -
Category 1000 [~ Category ALL - Category - Category - Category -
Phase Oty Tran Code 103 [+ Phase Qty Phase Gty Phase Gty
SRl || SR Comment é’ Comment ﬂ Comment il Comment él Com
Disp Joby - Disp Job) - Disp Job - Disp Job -
ControlEntered Labor Total .00/ 7.0 0.00  9.00 0.00 0.0 0.00 0.0 0.00  0.00
ControlEntered Equipment Total 000 0.00 0.00| 000 0.00| 000 0.00| 000 0.00 0.0
# [enP =] [SWe-WK-HR3 [Rodman, Natalie | Tradel§432 [+ ] union = 400 400 =
=) [over Time =]
# [EMP | SWCWI-HRS [Judd, Joanna | Trade[1634 [~ ] union = .00 5.00

Crew Time Entry Form

Company

This field may or may not be available for entry depending on your system options setting, ‘System Wide
Unique Jobs’. If unchecked the company field will be available and it is mandatory. Checked the
company field will not be available, meaning the job code will not exist in any other company.

Job
Enter the job code for the job the time is being entered against
Date
Enter the date for the day the time is being entered against
Crew
This is a user defined field. You may use this field to identify it in the Crew/Mechanic Approval screen.
Columns and Rows
To get the columns and rows to appear press the [Refresh] button or tab from the Crew field.

Copy Previous Record

This button will copy employees and their hours entered in Crew Time to a new timesheet if the Copy
Previous Timesheet Hours flag is checked in the Configuration screen. The Job, Shift and Crew Code
must be the same as the previous timesheet on the new timesheet to be copied.

If the flag is not checked, only the employees will be copied over and not their hours.
Shifts

The shift will default from the System Options setting. You may change it according to your System
Option setup whether it allows for All Shifts, Day, Evening and Night. For Mechanic Time the shift will
default from the Payroll Control.

[Select Employees]

You may use the [Select Employees] button or you may select employees from the LOV when entering.
If there are many employees on the crew the use of [Select Employees] is advised. All employees that are
selected will default to the rows in the field.
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12345678910 rnext (v Charge Ta Column 1 Calumn 2 Calumn 3
b4 IPhase 'I x IGL Account 'I x IEquipment vl
Select Bmployees | Select PRases | pps/os-HEA Y EQUIPMNT + Deptj00 - Eeuip/sGe716 [ ||Phe
Category|L - Account 2100200 | - Category ALL -

Tran Code|TIRE i

[Select Phases]

12345678910 rnext (v Charge Ta Column 1 Calumn 2 Calumn 3
X |Phase A X |GL Account = ¥ |Equipmert
Select Bmployees | Select PRases | pps/os-HEA Y EQUIPMNT + Deptj00 - Eeuip/sGe716 [ ||Phe
Category|L - Account 2100200 | - Category ALL -

Tran Code|TIRE i

You may use the [Select Phases] button to select the phases the time will be entered against or you may
select the phases from the LOV during entry. If you use the [Select Phases] button the phase codes will
default to individual columns with category defaulting from the configuration screen.

Columns
Calumn 1 Calumn 2 Calumn 3
Ihz(05-HEL WY EGLIPMMT - Dept(00 - Equip| &G GT1E || Ph:
Cateory L & Accourt/S100200 | -~ Category ALL =
Tran Code|TIRE -

The columns will reflect the cost side of the transaction. You may enter time against a phase/category
combination, or against equipment or general ledger. Select from the drop down list the type of cost this will
be.

Job - select phase if phase has not been defaulted. Category will default from the configuration screen. If the
category is not assigned to this phase it will appear in red. You may either change the category in the crewtime
screen or you may go to job cost and assign the configuration category to the phase.

Equipment - select the equipment code, category and Cost transaction code you want to charge time against.

General Ledger — select G/L Account from the dropdown list, and the department and account that time will
entered against.

Column that has the Job Code

Column 1
x I Phaze - I
Job(2137aC2 &
e
Category|L &
0.00 0.00
0.00 0.00

If in the configuration screen you selected to have the job code available in the column you may change
the defaulted job code to a sub job belonging to the job entered in the header, otherwise leave the job code
as defaulted. If you did not have this selection in the configuration screen you will be able to charge to the
controlling job only.
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Other Columns

In the configuration screen you may have setup other columns such as Idle and/or Repair

These columns will appear in the placement that was entered on the configuration screen. You will be required
to enter the same distribution setup as above. These columns will be used to record the time the equipment was
sitting idle or in for repair as an example.

Column 10 Il Repairs
)(IPhase vI Phaze - IPhase vI
Phiz 4 || Phs|05-HEANYEQLIPMMT & || Phz|0S-HEA W EQUIPRMPMT &
Category|L — Category|O - Category E -
Control
ControlEntered Labor Taotal 5.00 5.00
ControlErtered Equipment Totsl el | soo0

There are non-mandatory Controls that may be entered for both the labor columns and the equipment columns.

The first field is in white and is where the operator will enter the batch total for the labor about to be entered

and a batch total for the equipment time about to be entered. When the entry is finished the right and left hand
fields should match. If an entry error has been made the control will appear in red and a correction to the entry
must be made before Submit or Post can be processed.

Repairs

I Phase - I

hg03-HEAYYEQUIPRNT =

Category O - Total
Ctrl MW OV DT OT  ALL
00| a00 0.00) 0.oo) 0.00) &00
ooo/ ooo B0 5.00
& X 4 g.00
X 4 .00

At the end of the columns the total control will appear, that you may find easier to work with. As each

row is totaled it will be compared to the controls. It to must balance before submit and post will be

allowed.

Rows

The rows in crewtime sheet allow for the entry of employee time and trade, equipment used, overtime and

leaves.
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F

[EMP | [comian George Cowan  |Tradel5413 |«

= | Cwver Time ;I

Cwver Time
EmP
I ;I Double Crver Time

I EmP ;I IdIB

+ [Emp | Sick
Wacati —
+ [Emp >| et =

¥

¥

To have the dropdown list appear press the + to the extreme left. If you need to enter more than one line
of overtime or leave press the + twice etc. When you want to delete press the — sign to the left of the
dropdown list.

The next selection is Employee Time or Equipment Time. For Equipment time this will be the revenue
charge to the job. You can enter multiple equipment lines against one employee. For pay rates and hour
types the crewtime entry will accept only the first piece of equipment entered against the employee. You
can enter an employee only line and not enter equipment. Equipment lines can be entered without
entering time to the employee.

iete Y] George Covean | TradeGd13 -

EMP - If the [Select Employees] list was not used select the employee from the LOV. The Trade Code
will default from the Employee Profile.

* IEMP | [pane Margan Dane | TradeE117 |«

[EaP =] 41000 John Deere A1000 Tran[CHGE | =

In the above example the employee name was selected and when the EQP was selected the equipment
code automatically defaulted from the setup in the employee profile as the equipment assigned to this
employee.

If no equipment is assigned then an equipment code will have to be selected from the LOV.

You will see the equipment code, equipment description and the equipment revenue transaction code. The
transaction code defaulted from the crew/mechanic time configuration.

Equipment Classes

Equipment classes play a large role in crewtime entry in that they can change the rate of pay by associating the
trade code assigned to the equipment with the payroll pay rate entry

52 -

Crewtime User Reference E-Time v10x (JSP)



Equipment Classes

Code Mamme Trade  Trade Mame
JM ||Aggregate Truck | ||TRK ||Truu:k Driver |
W-AGG05  ||Aon | |[B315  ||crane Operator |
W-AGGM ||Aggregate 1 | ||831 [ ||Excavating Equipment Ops |
W-AGGAZ ||Aggregate 2 | ||831 T ||Grader, Dozer, Scraper Operat |
hi-5GGA3  ||aooregate 3 | |[TRE |[Truck Driver |
Pay Rate by Trade Code
Equipment Classes
Payroll Rate Codes
Code Marme Marmal Cwertime  Double OT Cther
lpw-scons e | |Eou  |[Eau  [eew  |jzioo
WA-AGGAT  ||Aggrecste 1 Ips lz1oo  |lz1oo  |lz1oo ||z1oo
W-AGGAZ || Agoregste 2 | Operat [ [ [ [
p-aGGA3  [|agoregete 3 | | | | |
By Payroll Rate Code
Sample 1.1
% [ewe =] Foreman  [George Foreman |Trads(1633 [ 8.0

In this sample the employee trade rate is 1633 that pays 24.55/hr for the Evening Shift.

* IET'-"lF' 'I FOREMANM George Foreman |Trade@316 |« 500
IEQPLI £,31000 Agoregate Truck | Tran/CHGE |« g

An equipment line was associated to the employee time that had a trade rate associated 8316. Trade code
8316 paid 51.51/hr therefore the trade code changed on the employee line so that the employee will

receive the higher rate of pay.

Sample 1.2

Trade(5316

+ IEI‘I.I1F‘ TI JAKES

Janice Jakes

d.00

Employee has a trade associated in the employee profile of 8316.

Janice Jakes Trade|[5316

+ IEMF‘ "’I JAKES

F

IEG!F' j P 000 Test Payrall E line;  Tran/CHGE

F

In this sample the trade code did not change as 8316 pays 51.51/hr and the trade code associated to the
piece of equipment PY1000 is 1633. 1633 pays 24.55/hr. The trade code remains unchanged to guarantee

the employee receives the higher of the two rates.
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WCrew Time Entry

e | Save | Eciit | Submit | Recall Previous HEadErI Refresh I Print Timesheet I Prepost Timesheet | Post Timesheet |

Crew Time Entry

Job Cnmpany"\l\n 'W\ndsnr Construction Industry EI Date™ m ] Sh\ﬂ‘l Evening =
Job™ 06756528 [New Wexica - Mutiple Jobs <] Crew Coce DEMONSTRATIONZ |+ ]
12345678910 Column 1 Column 2 Column 5 Column 4 Column 5
e GELE e x IPhase LI x | GL Accourt LI x |Equipmerrt ;I x IPhasa LI b 4 | Phase
Select Emloyses | Salect Phases | Phe[05-HEAY YEQUIPMNT = | Deptjon Al Equpjacetis [a]|phe [«]|prs]
Category|L : Accoum Category‘ALL o Category|L : CatagoryE
Tran CodeTRE | =
ControlErtered Labor Total | 2400 2400 | 1000 10.00] | ooo[ oo [ oog[ oo [ ool
ControlEntered Equipment Totsl 2400/ 2400 500 500 o0 -so0 000 o0
— =
|Ecp =] wapagoon  |Pagoodpaver | TramcHoE (4| 800 =

[eme =] I Trade =1

|emp x| | Trade =]

1 s

IR I | Trace] -]

[emp =] I Trade =1
<

1

|eme = | [coman |George cowan | Tradefia1s [« ] I 5.00] [ | [ |
1 [over Time =l [ 2.00] [ |
|emP x| [DarE [Morgan Dane | Tradel117 |« | I 5.00] [ | [ |
|ear =] 21000 John Deere 4100( TranCHGE [« | [ | il | 0|
[EvP | FoREMaN  |George Foreman |Tradeaste |4 0.0a [ 00| [ |

|Eep x| acotoo0  |asoregste Truck | TrancHoE [4 ] | 0.00] [ &.00| [
[emp =] liawes [dnice Jakes  |Tradeiaste [« [ | [ 0.00|
|ecr =] 1000 [Test Payran E tine| Tran[chGE [4] [ 0.00| [ [i]

| |

| |

| |

| |

LR

Data entry will continue until the full crewtime has been entered.
To Add or Delete rows use the icons at the end of the row.

b

I'_E\I_H_H_H_H_H_H_H_H_H_H_l

Save, Submit, and Post

The first notation that should be made is that if you are satisfied with the entry and have the authority you may
go directly to the [Post] button and the Save and Submit be included in the Posting Process.

[y

If you need to start a new timesheet while still working on a current timesheet you may press the [New] button.
You will be asked if you want to keep the incomplete record.
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Crew Tlme Entry e | Save | Edit | Submit | Recall Previous Header | Eefresh | Print Timesheest | Prepost Tin

Crew Time Entry

Job Comparry™ fwindsor Construction Industry [<] Date™|08 | = Shiﬂ‘l
Job 067865 2CTR |cortral Tab [+] Cresr Cods™ MANUAL -[NEW] [«]
Select Employees | Select Phases | Phs|05-HE A EQUIPMKT = || Fh| [«]|Fhs]

Categor\,f Ca’[egor\; Categor\,-'lz
CortrolEntered Labor Totsl [ om|  ooo [ ooof  ooo | ooof[ o
ControlEntered Equipment Totsl [ oool|  omol [ oool| oo | ool o

|Eve =] [apreE [aonethon apree [Tradefgars ||
[eve = | [ race] [=] [ | [
IEMPL” | |Trade| ¥B5cript: Clear workspace x| | |:
|EMF‘ x| | | |Trade| Do you want ko keep incomplete current record? | |:
IEMP LI | I |Trade| es Mo | Cancel | | |:
Jewe = | [ [Trade| | [
[eve = | [ race ] [ ] L1 [

| s=ve

The save button will save the data to be looked at later. It will not submit

| Suit |

The submit button will submit the timesheet information for approval or posting.

wcrew Tlme Entry Delete | Mew | Save | Eciit | Submit I Recall Previous Header I Refresh I Print Timesheet I Prepost Timesheet | Post Timesheet | Show Error Mess

Crew Time Entry

Job Cnmpany‘IWI 'V\ﬁndsnr Construction Industry EI Date™ m 2] Sh\ﬂ‘m
JobD678652R [N Mexica - Mutiple Jobs <] Crew Coce YDEMONSTRATIONZ |~ ]
o] Rl mr [ s [ et
Select Enpioyees | Seleet Phases | Phs[Ds HEAY VEQUIPMNTA] Deptfo0 - EquiplGGT1E ]| Phel BIEE
Category| : I Account “ Category‘ALL o Category| : CatagoryE
Tran CodeTRE [
CortrolEntered Lakor Total [ z4p0[ 2400 [ touo][ 10.00] [ ooo[ oo [ oog[ oo [ ooo][]
CortroliErtered Equipment Total [ z400][ 2400 [ sod][  soq [ soo][ -sod] [ oool[ oo [ ooo][]
[ submit failed,invalid data found | -
Jecp =] fru-pasoon  [pasoon paver Tran|CHGE [ | 800 | | | .00 [
|Ee =] [cowan  oeorgecowan | Travefuis [] 500 [ | [ I O
[over Time = [ 2.00] [ [ L
[Ewp =1 Inane ereen Dane. | Tredelsi1r [« I 500l I I I I I I I

Once Submitted the background color will change.

If there is invalid information a ‘Submit Failed, invalid data found error’ will be given and the Show Error
Message button will appear.
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Fow &, Colwmn 1:
Invalid Record @ Equipment Rates are not defined for
Egquipment PY¥1000 and date 13-3EP-07

| gt |

If the error message had to do with an entry on the timesheet then you would use the [Edit] button and be
returned to the entry screen for correction.

Once you have corrected any errors

You may Print the Time sheet, Run the Pre-Post Reports or Post. To have access to these buttons you may have
to press [Recall Previous Header]

Once posted you will receive a report parameter where you may print all or uncheck those reports you do not
want.

Deszcription Select

Timesheet Posting Repart

General Ledger Posting Report

Eml

SRR S

Job Cost Posting Report

Report Config

Print Server [test2008 =
Destination IF‘review ;I
Mame ISuppDrt_Lexmark_T832 ;I

Format IPDF vl
Run Report | Close |

Posting Reports

The only difference between crewtime posting reports and payroll timesheet posting reports is on the equipment
report where there will be both Cost and Revenue totals.

* = All Companies Page: 1of 1

Date: 140807

EQUIPMENT COSTING - POSTING REPORT Time: 0421 21
Category TranCode Rev Type Post Date Ref Date _Src_ Source Code Ref Code Unit W _ Egp Gty Cost Amount Revenue Amount
ALL PART 170907 170807 EM  WI WI-PAVED CHGE 8.00 HR es5.68 .00
ALL PART 170807 170807 PY COWAN WHET 2007-11 8.00 HR 280.00 00
Total for Equipment AGGTRK21 117568 00
ALL CHGE ADD. RNT 170807 170207 EM WIAGGTRK21 PART 8.00 HR 1.00 .00 13.88
ALL CHGE FOG 170807 170807 EM WIAGGTRK2 PART 800 HR 1.00 oo 88200
Total for Equipment  WI-PAV50 00 89568
Report Total 1175.68 895.68
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The cost amount came from the column with Equipment. The revenue amount came from equipment assigned
to an employee or an individual equipment line.
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Mechanic Time Sheet Entry

Mechanic Time Sheet Entry

Mechanic Time is unique in that is will enter time for the cost distribution as well as for the vehicle assigned to
mechanic for use to access the equipment at various job sites.

-
108 y . -
Lﬁ MEChanlc Tlme Entry Pew I Save | Ediit | Submit | Recall Previous Header: I Refresh I Print Timesheet | Prepost Timesheet

Mechanic Time Entry

Employees Mo DsME Morgan Dane - Employee Equipment | 41000 - Tran Code |[CHGE |-
Classification 3316 Excavating Equipment Ops - shit[Evening | Date™[03[13 [2007 |G|
Select Phaszes | Cantrol Tatal 0.00
Entered Total
Type [Company |EqpiobiDept Ao Cost Cocle [y oT DOT |Ecjuip Tran HRS ledle:

v

X & [Ecr =]

Employee No and Equipment Code

Enter the mechanic employee number, the employee equipment code and transaction number will default
from the employee profile. The Shift will default from the Payroll Control, unlike crewtime where it
defaults from system options.

Distribution

If the distribution is a job then the [Select Phases] button may be used. Phases will default to the first
field of each row. This is the cost side.

Distribution in Mechanic Time can be to a Job, Equipment, GL Account or a Preventive Maintenance
Work Order.

Select the distribution, enter the cost company, job/equip/gl/or WO and all dist. Information.

Enter the time Normal, Overtime or Double Overtime fields. Once you tab out of these fields the
Equipment and Transaction Code will default into the Equipment and Tran Code — This is the Revenue
side of the transaction for the equipment assigned to the employee.

If the mechanic’s equipment was sitting idle enter the number of hours it was idle.
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Wme‘:hanlc T"ne Eml'y Delete I Mew | Save | Edit: | Submit | FRecall Previous Header | Refresh | Prirt Timesheet I Post Timeshest |

Mechanic Time Entry
Employes No“SEM 121 |Karen Melhado IE‘ Employee Ecquipment I:E Tran Cocle I:E
Classification™ 1001 [wice President ] Shift™| Day | Date™[010109 |
Select Phases | Cortrol Tetal | | [ [i |
] [ e |
Type|Company |Eqpalob/Dept AN Cost Code I oT OTH DOT [Equip Tran HRS Idie: Repairs
|
|
|
|
|

Entered Total |

ml

XafoL x oo [tooom | A | e
X [ece 7]
x+[Er =]
X+ =]
X4 [ecr o]

\

‘ --Select--

ERY || |
‘ AT |
\

\

RN
|vvac I

OO

|
TIME OFF | |
J

When the checkbox “Show Other Hours in Mechanic Timesheet” is checked in the Crew Timesheet
Configuration , the Other Hours Type drop-down selection box is shown in the Mechanic Timesheet Entry
as shown in the print above.

Wme{ﬂ]anic Time Entry ey | Save | Ediit I Submit | Recall Previous Header | Refresh I Prirt Timeshest I Prepost Timeshest
Mechanic Time Entry
Emmployes N~ DANE |Morgan Dane [=] Employes Equipment (41000 [« ] Tran Code [CHGE [« |

Classification ™ G318 [Excavating Ecuipmert Ops =] shitt[Evening =] Date[08 |13 [2007 [E
Select Phases | Cortral Tatal | D.Dﬂm I |
Entered Total | 8.00||| I |

Type [Company [EqpilobiDeptinio Cost Code sy | oT DOT [Equip [Tran [ HRs | Idle |

X400 <] w | erooszo oz sm | T | | | — —

X[eap >|| || [pr1oo0 | [ ||lsEry || 1.0 I |ﬂmnnu |l[chee [ 100 | |

Xek[cl x|l | |oo | |ss00.000 | [z I |||A1DDE| |l[cHoE [ ooof | zoof

Xopfwo =] || |coroooozi7)fr [Ipans™ [ =00]| I |ﬂmnnu | [ zo | |

Once satisfied with the details entered, press Save and or Submit or you may go directly to the Post
button.
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Crew/Mechanic Timesheet
Approval

Timesheet Approval

Crew and Mechanic timesheets are automatically approved and can be posted directly from the entry screen.
The timesheet may also be seen prior to posting in the timesheet entry form.

The approval screen may be used to post the timesheet if the operator has submitted the timesheet and another
approver posts the timesheet. It may also be used to access the saved timesheet or the submitted timesheet for
editing purposes.

-

[ ) : . i

Crew/Mechanics Time Approval (Search ] (Frepost [Fost ) [Doite
Crew/Mechanics Time Approval
Crew Code 87781 - Date | On ~ =
Jok Company - Jok -
Ermploves Mo Timeshest Ecuipment Subrmit [Iselect &1l For [(zetect & Far
Cate (Mechanic) OE 49 Crenlocs Totals Tatals Status Post Delste
2007-03-14 il 33;28528'N9W Mexica - Multple  oomay 130 a8 v O O
OBTBES28-Mewe Mexico - Multple 87T v

2007-03-22 Joha aze g 0 ] O

SO07-052T il 33;25525-[\]8‘!\" Mexico - Multple 877818 5 0 ¥ D D
Crew Code

To limit your search to a particular crew code enter or select from the LOV the crew code to be posted or
edited. Leave this blank for all timesheets waiting for posting or editing.

Job Company

To see only those timesheets belonging to a particular job company enter or select the job company code
Date

You may limit your search by dates On, Before or After the date entered by selecting from the dropdown
list

Job

You may limit your search by entering a job code

Details

Date

The date will appear in blue. You may click on this to access the timesheet
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Employee No (Mechanic)

If this is a mechanic timesheet the employee number will appear in this field
Company

The company code will default to this field from the timesheet
Job

The job code and job description will default from the timesheet
Crew Code

The crew code will default from the timesheet
Timesheet Totals, Equipment Totals

The total employee time and total equipment time will default from the timesheet
Submit Status

When a timesheet has been submitted a checkbox will appear in the Submit Status field
Select For Posting,

You may check the *Select All” which will check the posting box beside each timesheet or you may select
individual timesheets to post.

Select For Deleting

You may check the *Select All” which will check the delete box beside each timesheet or you may select
individual timesheets for deletion.
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Frequently Asked Questions

Questions frequently asked by e-time users.

| am an administrator with an access code for multiple companies and multiple users. When |
attempt to enter timesheets for one company | find that the company code, in timesheet entry,
is for one of the other companies | have access to. As this is a display only field where do |
change the company code?

The company code is changed in the access code setup by changing the default flag to an employee who
belongs to the company the administrator wants to enter timesheets for.

| have entered my expense approvers, set up approver codes but when the employee tries to
enter an expense they are told they do not have access.

The most common error is that the ‘Exp. Appr. Grp.” field in the employee profile does not have the group
code entered. If the employee is already set up, the field can be updated via Employment History.
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Quick Guides

E-Time Email Alerts Setup

Step 1: System Options — Enable “Alert Processor” Oracle Job

SYSTEM OPTIONS Table Mode |

eDE:{i‘t @@A 1—?—'

Y: show progress bar when transferring files between Application Server and Client Machine, N: no progress bar

SYSTEM OPTIONS

m Licenses Reports Global Financials Projects Forecast Assets Payroll Human Resource E-TimeSheet Help Log
\ | i A i A A A i

Progress Bar for file transfer

Subject Line Appears In Notes Entry

Enable Limited Security

[F] keep Import History

] Synchronous JSP Reports

[E] Automatic Switch to Direct Tax

Cache Console

Cache ADF Treeview

Cache ADF Programs

Pre-Load ADF Programs

Enable [P check for Secure File Download
ASCII Import CTL File Path \Wpdc2000\sys_T10\testv10_x\CTL_filesh

Attachments Physical Path |\WTEST4V10vtestv10x\

Amachments Virtual Path |/atachmentesoy] 0x/ Paths By Server

External Context Root

Default WF Notification Preference | Summary e-mail |Z|
Default JSP Expiry Time 480
Default |5F Wamning Time 10
* Collaboration Emails - Resending Interval (min) 30
* Collaboration Emails - Maximum Resend Attempts 10
* Collaboration Emails - Check For New Emails Interval (min) 5
* Collaboration Emails - Reading Interval For "Check For New Emails Interval" (min) 15

Default Motification Email |cmictestv10_x@cmic.ca
Last Upgrade Date |04/24/2017 Upgrade Code |V10-X-208-2

Last Upgrade Description |CMiC Open Enterprise V10_X - V10-X-208-2 Patch Release
[tosrserers ] wevservers | Aerserings

Pgm: SYSOPT; sample of General tab of System Options screen

First, launch the System Options screen (standard path: System > Setup > System Options), and on the
General tab, click [Job Queues], as shown above.
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SYSTEM OPTIONS A =
JOB QUEUES
views | W [ Freeze % Detach | [B] Search @ Workflows |~ & Report Options |' 2 Export ) ECM Documents |' 55 User Extensions
Interval
Alert Processor |FREQ=MINUTELV: INTERVAL=1; BYDAY=MON,TUE,WED,THU,FRI 5l
BC4J Cleanup FREQ=MINUTELY; INTERVAL=60
Clear ALL_IN_1_QRY Data > 61 days FREQ=DAILY; BYHOUR=23; BYMINUTE=0; BYSECOND=0
AP Vendor Compliance FREQ=DAILY; BYHOUR=22; BYMINUTE=0; BYSECOND=0 ]
In the Job Queues popup, shown above, ensure that the “Alert Processor” job’s Enabled checkbox is
checked.
Use the Interval field to specify how often the job is to run. For details about creating Caldendaring
Expressions, please refer to the following Oracle documentation:
Using the Scheduler Calendaring Syntax
Step 2: User Maintenance
Part 1: Administrator Setup — Grant System Privilege for Defining Alerts for
Others
USER MAINTENANCE
USER
General | Assign Roles -I Configuration Privileges | Consolidations Access | Company Access
vVieww= | Y [ Freeze 5 Detach [B) search @, workflows |— & Report Options ‘— R Export 9 ECM Docum
ALERTDEF SD: Allows the user to define alerts for all users and groups .r—-—"
Pgm: SDUSRMNT; sample of System Privileges tab of User Maintenance screen
For an administrator to define alerts for other users, their User ID must be granted the “ALERTDEF”
System Privilege, which can be done via the System Privilege tab of the User Maintenance screen
(standard path: System > Security > Users > User Maintenance). Alternatively, the privilege can be added
to the administrator’s Security Role.
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Part 2: Alert Receiver Setup — Ensure Email is Specified

USER MAINTENANCE

USER

* User | CMICUSER

| Save/Refresh

[l search  4m Previous

* password
Employee No

* First Name

* Last Name

* Company

* Contact Code
Default Console

Default PM Console

System Privileges | Configuration Privileges | Consolidations Acce

p Next i'é':QWorkﬂows |v & Report Options |v 9 ECM Documents

(TTITTT)

e
USER
ZOH ZOHREH
cu

Financials Console

|2
A
SAAS DFLT CONSOLE | 4
-

JE-mai\

zohreh.allameh@cmic.ca

Phone

Fax

Address Code A

Pgm: SDUSRMNT; sample of General tab of User Maintenance screen

On the General tab of the User Maintenance screen, ensure that the users that are to receive the alerts have
their email specifed in the E-mail field, as shown above.

Step 3: Define Custom Alerts — Set Who Gets Alerts

CUSTOM ALERT MAINTENANCE

SELECTION CRITERIA

] Dpefine by Alert Group rather than User  * Alert Group &  *UserID|[| SELINA 2 +—
ALERT TYPES
vieww | YW [Q Freeze S Detach [B) search &}, workflows ‘v & Report Options |- T Export &) ECM Documents |v £, User Extensions

Alert Description

ETA E-time Sheet to be Approved/Unapproved
WFN summary Workflow Notification
ASSIGNED ALERTS
vieww W [Q Freeze 5 Detach [B] search &}, Workflows ‘ ~ & Report Options |- T Export &) ECM Documents |-— £ User Extensions
Alert Description | Active
E-time Sheet to be Approved/Unapproved A

Pgm: SDAGENMT; sample of Define Custom Alerts screen
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Launch the Define Custom Alerts screen (standard path: Systems > Alerts > Define Custom Alerts) to set
who gets the email alerts.

Selection Criteria — Section

This section is used to select who gets the alert(s). If you do not have the “ALERTDEF” System Privilege,
you will not be able to set up alerts for others, and only the User ID field will be enabled to set up alerts for

yourself.

Single User Setup (Option 1)

CUSTOM ALERT MAINTENANCE

SELECTION CRITERIA

[[] Define by Alert Group rather than User  * Alert Group A *UserID || SELINA [a —

ALERT TYPES

vieww W HQ Freeze T Detach [l search @}, workflows | & Report Options |-v T Export & ECM Documents |v £, User Extensions

Alert Description ‘ * Enabled
ETA E-time Sheet to be Approved/Unapproved
WFN Summary Workflow Notification

ASSIGNED ALERTS

Vieww YW W Freeze T Detach [l search B}, workflows |-— & Report Options |- T Export & ECM Documents |-— £, User Extensions

Alert Description | Active

E-time Sheet to be Approved/Unapproved A

You can set up an alert for a single user by having the Define By Alert Group Rather Than User
box unchecked and selecting the user via the User ID field, as shown above.
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Alert Group Setup (Option 2)

CUSTOM ALERT IMAINTENANCE

SELECTION CRITERIA

L efine by Alert Group rather than User ert Group A ser A
[¥] Define by Alert G ther than U * Alert G MASTERALERT | * User ID

ALERT TYPES

vieww | W [EQ Freeze T Detach [ search @, workflows |v & Report Options |v T Export &) ECM Documents |v o5 User

m Alert Description * Enabled
ETA E-time Sheet to be Approved/Unapproved
WFN Summary Workflow Notification
ASSIGNED ALERTS

vieww YW W@ Freeze T Detach [ search 8, workflows |v & Report Options |v T Export &) ECM Documents |v o5 User
De

E-time Sheet to be Approved/Unapproved A

To set up an alert for an Alert Group, check the Define By Alert Group Rather Than User box and
select the group via the Alert Group field.

Alert Types — Section

This section displays all alert types for which customization are possible. As you change records in this
section, the currently defined instances of that type of alert are shown in the lower section.

Assigned Alerts — Section

This section lists all of the instances of the alert specified in the Alert Types section for the user or group
specified in the Selection Criteria section. You can add, delete, and modify instances in this section.
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[Set Parameters] — Button

ETA PARAMETERS
Receive E-mail

This button’s popup is used to specify the parameters for the selected alert instance.

For the “E-time Sheet to be Approved/Unapproved Alert Type”, simply check the Receive E-mail
box and click [Accept].

User Reference E-Time v10x (JSP) Quick Guides - 69






Index

A

ACCESS COOE AMINISIFALION ...ttt e et e s e e st e s e e s e e s b e st e s b e s e e s e e he e s b e s e eheeh b e st ehe e st eseeseeneaneeneeneas 8
ACCESS COOE IMAINTENANCE. ... c.eueeeteeeteet ettt b et s e e s b e st e st e s e e s e e s b e s b es e e st e s e e R b e s b e s b e s b e s e e b e e he e s b e R e e heeh b e st eheeneesbesbeneanseneeneas 6
AACCOUNES D, s ettt s st s e st e s e H e 2Rt e h 28 E e R 82 H s 2R b 28 £eH s e h s e st e Rt e bt e h b e R b e R b e s b eb b e b b e s b e s e ehbenbeseeneeneaneenes 14
A o] 0101 Y/=T = [T SRS 33
A o] 0101 I o ST SSPS 13
ASSIGNING APPIOVETS T0 LEVEIS. ....eiiiieiiiieeie ettt st et ettt ese e s ae e s bt ese e s ae e st e eseenaeesbeereenaeentenneesaeesbenneenneeneens 23
C

(0701 1110010 TSSOSO PO PO U TP PP RO PPPOPPPRUPPPPRON 50
Control

Create Access Code - From Employee Profile (PAyroll)...........coiiieeieiiiieceee sttt 16
Creating Pay RUNS FOI E-TIME. .......iiiiiieieeie etttk ettt et e e et e s ae e s e es e saeesbees e saeesbeessesaeesbeeseesaeenbeeneenneenbeaneenneeneas 2
CrEW & IMECNANIC THME ....ettteiteete ettt etttk ettt b bbbt h bbbt h b e e b e bt b e h £ e b e e b £ eh £ e h £ e b £ e b e e b £ e b £ eb e eh e e b e e b e e bt eb e eb b ebeeseeneeneeneeneas 45
(O AT T T Lo T o @ a1 o U -1 o) o TS 47
Crew/Mechanic TimeSNEEt APPIOVAL.........coueiiiiiiieie ettt sttt ettt ste e e st e ste e s e eseesaeesbeemeesbeeseeeseenbeentesneesseeneenneenees 61
(O T 00T PO U PO U TP PR UPPPOPPUPOPPPPPON 47
(O LT T T8 gL VS (-1 PSS 49
D

DETAUIT WAIUES BIOCK ...ttt h bbbt bbbt h e e bt e b e bt e bt e b e e bt e bt e bt e b b e s e ebeabeeneeneeneene e 38
DIBLAIIS ...ttt b h bR R R R R R R R £ RS R £ e R £ SR £ e R £ SR £ SR £ SR £ e R £ e R £ e R £ e R £ e R e e R e e R e e R e e Rt e bt e Rt en e e st eneene e 61
DIBLAIIS BIOCK ...ttt bbbt h bbbt h b ek £ H £ e b £ h £ e R £ e R SR £ SR e e R £ e R e e R £ e R e e R e e R e e Rt Rt e Rt e bt e Rt st e neeneene e 39
E

000 (o) YT (0] £ LT (R I (] = I oS 15
0] 0] 0) YT - S 10
ENtEring E-TimME TIMESNEELS ... .eeveeiiiitie e sttt ettt e et et e st e e s e eme e s ae et e eseenaeesbeeseenaeebeeseenme e beentenneenteeneenneenees 27
ESTADIISNMENT COUBS ...ttt bbbt h bt b e bbbt e bt e bt e h £ e h e e bt e Rt e bt e b e e b e e bt e bt e b e es e ebeebeas e eneeneene e 21
E-TIME ACCESS COUES ...ttt ettt ettt h et h bbbt bt bbbt e b e bt b £ e b e h e e b e e h £ e b e e b e e h e e bt e bt e b e eh e eh e e bt e b e eb e e b e eb e ebeaseeneeneebeeneenes 6
S 0TI 0 ) o [0 =LA oo TSRS 1
O g Tel T A LT ST (] o SRS 64
O Lo I TR AT AN o] o] (017 LTS 33
E-TIME TIMESNEEE SEUD .. .eeveiiteeie ettt sttt sttt ettt e s e st e te e st e see e be e s e eeeesbeeseeeseeneeeseeeseenaeanbenneeneeenseameenaeaseenneenneensens 2
S Loty = AN o]0 (0 | TS 33

User Reference E-Time v10x (JSP) Index - 71



L=ty A= O 10T oSS 43

0TI Y (07 | TS 41
O LTI AN T o0V LT (010 oL 24
EXPENSE APPIOVAI LEVEIS. ... ..ottt ettt ettt ettt e bt e s e ese e s et et e es e saeesbees e e saeebeeneenee e beeneenneenteeneenneeees 22
(1= (T 1 £ TSRS 37
o LTI g1 V0T T ] i [o] o S 19
O LTt o o T O T o4 ST 17
8L ST I V(T VA = o (o] o SRS 18
(0 1=] L TSP TROTSTI 37
E

FreqUENtly ASKEO QUESTIONS. ... ... ueiiiieieiieesieeiie st esieetee st es e s teeste e s e saeesteesteeseesteeseeeseesaeesteeseeaaeesteeseenaeeeeeseenneesbeeneenneenteeneenneenees 63
L0031 0 /USSP 1
H

[ 6 ] PSSO ST TSSOSO ST PO U PP TP PR UPUPUPPPRPO 61
J

JOB TD. .ttt oA oA £ oAt R £ R £ oAb e AR oAt e R £ oA £ e R £ e R e e Rt e R e e R e e n e e st en e et et e st eneenean 12
N[0T gL I (YT I o ] L 0SSR 25
S I 1 YRR 30
S LT LT AN o o1 01V | SRS 34
M

MECHANIC TIME SHEEL ENITY ....eeeieeiie ettt et sttt et st e bt e s e ese e s ae et e es e e sbeeseeeseesaeebeeneenme e beentenneenteeneenneeees 59
MINEMUM HOUE COOES. ...ttt h bbbt bbb e b e bt h e h e e bt e h e e b e e bt e bt e bt eh e e bt e b e eb b e b e eb e e bt eseeneaneeseeneenes 5
MOTUIE TNEEIACTIONS ...ttt bbbt h bt bbb e b £ e b h £ e h b £ e h e e bt e Rt e b £ e b e e b e e bt e b e eh b e b e eb e e bt ebeeneaneeseaneenes 1
@)

OENEI COIUMINS. ...ttt ettt h bbbt bbbt bbb e b £ e h e H £ e h £ e h £ e h e eh £ e b e e b £ e b £ e b £ e b e eh £ eb e eh e eb e eb e e heeb e eb b ebeebeeneaneeneaneas 51
(@1 TcT g T=1 (1] o I o] 1 o 4TSS 48
OVErVIEW OF CrEW/IMECNANIC THME ...e.vttiitirteetiettete ettt sttt ettt b bt bbb e bt e bt e bt e bt e bt e b e eh e e bt e b e eh e eb e e bt eb e e beeheebeebeebeeseaneeneeneeneas 45
OVEIVIBW OF E-TIME ..tttk b bbbt h b b e bbb £ ek £ e b b o8 £ eh £ o8 £ e b £ e h £ e h e e b £ e b £ e b e e bt eb b e beebees b ebeaseeneeneane e 1
P

o Y LU I o OSSPSR 9
Y] LAY/ L 0o (TS S 20
oL | I ot o) T Tw I 1= T ST 47
PEIIOU BIOCK ...ttt bbbtk h bt e h e b e b £ e h £ e h £ e h £ e b e e b2 e h £ e h e e h £ 4Rt e b £ e R e e bt e b b e b b e bt e b e e bt e neen e e neeneene e 28
0T ] a0 ] 0T TS 56
o T (0 U1 1SR 1

Q

QUETIES .. vttt ettt ettt e ettt ettt e ettt et e et e e et e e saeeesbeeesbeeeabeesaseeabeeeabeeasbeeahbeeshee e beeesbeeesbeeaabeeabbeeabeeeAbeeeRbeeahbeeheeebeeeabeeaabeenabeeareeerreeanes 43
Questions frequently aSKEd DY €-TIME USEIS. ......ccviiierieeie ettt sttt e ste e e sse e sae e s e saeesaeesteeseesteentesreesaeeneenneenees 63

72 - Index User Reference E-Time v10x (JSP)



QUICK EXPENSE ENEIY ...vvieiiiieie ittt sttt sttt ettt s e s et et e st e sae e e es e e e ae e st e es e e nbe e s b e eseenee e s e e emeenaeeneeemeenbeentenneenseeneenneeneas 32

L 1010t 0 o PSS 64
S

SAVE, SUDMIE, AN POSE. ...ttt e ettt e e e ettt e e e s e et eee e s s e st aeeeeeeessesssbaeeeeesssssaaeeseeesssassbaeeeeeesssasabaaeseesssassnrenes 54
Step 1: System Options - Enable "Alert Processor Oracle JOD .........cooiiiioiiiiiiiece e e 64
R3] (=T oI WL Y T (=13 T o - 65
Step 3: Define Custom AIErtS - SEt WO GEES AIBTES ........oiuieieeie ettt sttt ee s e sae et esreesaeeneenneenees 66
T

TIimME RUN DELAIS BIOCK ... .eviiieeeie ettt sttt e s ae e s e e st e s ae e s e eseesae e s beeseesbeesbeeneenaeeneenneesaeeneenneeneas 4
TIiME RUN HEAET BIOCK........cveiiieiieitie ettt sttt et e et st et e st e eae e s e es e s ae e s e ese e neeeseeemeeneeenbeeseenbeeneenneenaeeneenneeneas 3
LI TEST 4 T= AN o] o1 (0 | SRS 61
QLI TEST A LTCT A v USRS 28
Timesheet ENtry - E-TimMe @Nd JSP E-TiME.....cueiiiiiiiieeiesie ittt sttt sttt e steeseesseeseeeseesaeesteaseesaeesteeneesaeeseeeneenaeeeeenee e 27
LI TESt A Tc Y010 (o] SRS 30
QLI LESt A Tc A T oo =) oSSR 3
U

LT T I o V- SRS 1

User Reference E-Time v10x (JSP) Index - 73



	Using E-Time

	Overview of E-Time

	Functionality

	Prerequisites

	Module Interactions


	E-Time Configuration

	E-Time Timesheet Setup

	Creating Pay Runs for E-Time

	Timesheet Period Setup

	Minimum Hour Codes


	E-Time Access Codes

	Access Code Maintenance

	Access Code Administration


	Employee Profile Setup for E-Time

	Create Access Code Œ From Employee Profile (Payroll) 


	Expense Job Categories

	Expense Taxes By Region

	Expense Entry Configuration

	Payment Type Codes

	Establishment Codes


	Expense Approval Levels

	Assigning Approvers to Levels

	Expense Approval Groups

	Joint Travel Regulations



	Timesheet Entry Œ E-Time and JSP E-Time

	Entering E-Time Timesheets

	JSP E-Time Entry

	Timesheet Entry Buttons

	Quick Expense Entry



	E-Time Timesheet Approvals

	E-Timesheet Approval

	JSP E-Timesheet Approval


	Expenses

	Expense Entry

	Expense Approval


	Queries

	E-Timesheet Query


	Crew & Mechanic Time

	Overview of Crew/Mechanic Time


	Crewtime

	Payroll Electronic Timesheet

	Crew/Mechanic Configuration

	Other Setup Options

	Crewtime Entry Screen

	Columns

	Other Columns

	Control


	Save, Submit, and Post

	Posting Reports


	Mechanic Time Sheet Entry

	Mechanic Time Sheet Entry


	Crew/Mechanic Timesheet Approval

	Timesheet Approval


	Frequently Asked Questions

	Questions frequently asked by e-time users.


	Quick Guides

	E-Time Email Alerts Setup

	Step 1: System Options Œ Enable ﬁAlert Processorﬂ Oracle Job

	Step 2: User Maintenance 

	Step 3: Define Custom Alerts Œ Set Who Gets Alerts



	Index




