Jefferson Science Associates

Thomas Jefferson National Accelerator Facility

TIME COLLECTION MANUAL



Logging In

Table of Contents

Timesheet Entry
e Getting Started
e Project Entry
e Time Entry

(0]

O O0OO0OO0OO0Oo

o

Exempts Recording Time with Percentages
Exempts Recording Daily Hours

Regular Non-Exempts

Non-Exempt Shift Workers

Machine Shop (Non-Exempts)

GSRAO s

Students

Casuals

Call-in Time (Non-Exempts Only)
Recording Leaves

Recording FMLA

Other Timesheet Line Options

Managing Favorites

Correcting Timesheets

Audit Log

Leave Balances

Managing MyDesktop

Supervisory & Administrative

Project Management Line Level Approval

Appendix

e Timesheet Classes
e Timesheet Statuses
e Overtime Calculation

12
14
17
22
25
28
31
35
37
43
45

48

51

53

54

56

59

68

74

75
76



Logging in

Login information: e« URL: http://misportal.jlab.org/timéinternet Explorer is the preferrec
browser. Dot forget to add thi®JRL to yourfavorites)

e Login ID: JLab UseName

e Password: JLab UseiPassword

e Domain: JLAB (ALL CAPS)

e LoginID and Domain will default in after your first successful login

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

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

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

Deltek Time & Expense 6

© Login ID

i B TR A

0
L
\
[

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

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

@ Done é \3 Local intranet

e Currently, you are allowed five invalid login attemp&fter that,wait
ten minutes and try again. If you still cannot connect to the progra
contact us atimesheet@jlab.org

JLAB Time Collection Manual i July 2009 Page - 2


http://misportal.jlab.org/time
mailto:timesheet@jlab.org

Timesheet Entry

. A Deltek Time & Expense - MyDesktop - Microsoft Internet Explorer %

Getti ng Started Fle Edt Vew Favortes Tooks Help ar
@ - - %] Bl (0| O seanh Slprmones @vedn &) (- o T [

Links >

Address | @] https:jmiswS: 7002/DeltelTC TmeCallection msv v B

MyTasks (0) : I | Launch MyAlerts (0)

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

MyTimesheets 5 Launch  MyMenu

S %J Local intranet

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edit View Favortes Tools  Help F7
@Back - \) B @ /b () search *Favnmtes Q\Madua @ -2 E |_J
Each current —~ 17 B :
= Address |{&] hitps:/fmisws: 7002/DeltekTC/TmeCallection. msy V\ Go Links >
empl oyeeds ~

timesheet will be
populated with

. . Employee WH‘JANETP (54573)
his/her favorites. i [ E
N e w em p I 0 y Copy Line | Delete Line | Reset Line | Reverse Ling | Add Line to Favories
timesheets will be .
blank.

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

‘acation

< I 3 (€ ] | >
Holiday
Signaturs ] W vacation Approval | &=
Mon-Wark Day
&) Dons S %J Local intranet
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Project Entry

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

Type the project
abbreviation in the
Project column, or

If the abbreviation -
is not known, click
on the binoculars
to look up the
appropriate project

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

File Edt Wew Favorites Tools Help

Qe - Q- ¥ [A ) search 57 Favortes @ veda () -

Airess ] httpsijimisnS 7002

Links **

leo

{DeltekTe TimeCollection msv

b Timesheet

(8

Open| |

Revisia
G2

Emplayes [EMITH, JANET P (54575)

Class [SalaryExemptPercent ] Semi-Monthly Period Ending [Mov 13, 2004

Mon 4F Tue 4§

10 1102

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

&] pone 2 8 Local intranet

If you look it up,
the Charge Lookup
window appears

Filter Text Option

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

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

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

File Edit Yiew Favorites Tools Help ‘l
@ Back - J \ﬂ @ h /‘:] Search \‘,‘/‘:( Favorites e Media @ [t\’ - :_; o _J
Address |Q https:, V‘ Go Links ™

iswS: 7002 [DeltekTC TimeCollection. msy
~,

L} Timesheet

[E: | |
IOVEE@ Charge Lookup

Open |

Class E Fiter il EI
Copry Ling | Delete Line | Fiter By m
ot 4 Sundy Mondl
G 1o | Y[ Executs AT AT
—
Sort By | Description | ¥ ‘

Favorites

Jefterson Lab JLAB

Signature ’— EB
Mon-Work Day

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

Eile

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

Edit ‘Wew Favorites Tools Help

Charge Lookup
(Filter Text Option)

£

=D

g

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

b » Timesheet
| Search | Print |

Employee [SMITH, JANET P (S4579)

[« Charge Lookup

COpen | | Leave |

sus[omm ]

15, 2004

Copy Line | Delete

“ [ Execute ]

Key in a portion

of the project
abbrev. that you
want to look up

avorites

Jetterson Lab JLaB

—

Press Execute

Close

SignatL

Q Done

Charge Lookup
filter text results

24 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edt WYew Favortes Tools Help

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

Ui 5

Address |@ https: fimisws: 7002/ DeltekT TimsColk

lectionmsw

Links >

= ES

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

Ll charge Lookup B

Copy Line | Delete

ch | Print |

(1 Charce Trees
[ Fiter Results

Project

Pay Type  MSHOP #

staua[oper |

Accounting 1.08.02.001 CFOACC

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

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

column to highlight e =

the line that has
the appropriate
charge description

Finan CFOFS

N
| J) ciose

Acded o Timesheet

Click on the Add to
Timesheet button

(this button will Sove

& &3 Localintranet

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

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

N

.

 » Timesheet

h | Frint |

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

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

Haliciy
I v acation Approval [
Mon-ork Day

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

osoft Internet Explorer

Drill Down Option

b

Fle Edt WYew Favortes Tools Help

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

} Timesheet

Cpe

ch |

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

Links >

V‘Gn

Charge Lookup

—

s

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

S %J Local intranet

A Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

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

Fle Edt WYew Favortes Tools Help

Q=-Q XA ) ssarch e Favarte: £2)

3 R

- & L 3

Adress [ hi

jimiswS: 7002/ DeltekTC/ TimeCollection, msy

P

b Timesheet

Links >

V‘Gn

Employes [SMITH, JANET P (54579)

L2l Charge Lookup

Copy Line | Delete Lir

| Charge Trees
(=) detterson Lak

12 GeY Project

Aciel Operations & RAD

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

Signature

&] Done

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

return to (NOt the =gtz

minus sign or the
folder)

Click in the blue

box in the left-most™ |

column to highlight
the line that has
the appropriate
charge description

Click on the Add to ™|

Timesheet button

Timesheet with
lines filled in

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edt WYew Favortes Tools Help

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

Adsress [ ) s 7002/ DeltekTC Trme v Beo ks

Employes [SMITH, JANET P (54579)

Steus[Dper |

L2l Charge Lookup n

Revision[1_]

N
Add to Timesheet Close

Sigrars ==

&] Done & %3 Local intranet

¢ Note: The projects are not in alphabetical order by abbreviation, b
by project name.

A Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Ele Edit Yiew Favortes Tools Help

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

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

Employes [SMITH, JANET P (54579) Status [Open | Revision[1_]
Class [Salary/ExemptiDaly | Semi-Monthly Period Ending [Oct 31, 2006 &=
Copy Line | Delete Line | Reset Line | Reverss Lins | Add Line to Favaritss
Project Charge pior y Type  MSH Mon #F  Tue 4% Thudy  Fri df Sat iy =

10M6 1017 10M8 10/20 10121

inancial Systems: 1.08.02.002

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

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

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

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

Note: The total
percentage must
equal 100.

Record all leave
taken in hours on
the appropriate
days.

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

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

Fle Edt WYew Favortes Tools Help

e ot I (@ Deltek Time & Expense - Timeshest

Lb Timesheet

Open | Save | Searc

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

Done &J Local intranet E,100%

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

For example, if an employee worked a total of 100 hours with 40 h
on Project A, 10 hours on Project B, 30 hours on Project2@n
hours on Project D, the percentages would be calculated and reco
as follows:

Project A: 40 hours worked / 100 total hours worked = 40%
Project B: 10 hours worked / 100 total hours worked = 10%
Project C: 30 hours worked / 100 total hours work&0%

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

The total percentage of productive time equals 100%

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

e~ & hitpsjtc-test:7003jDelekTC TimeCollection msv > (4] [x] [ [+
Wh en you are Fle Edit Yiew Favortes Tools Help
fi niShed W|th the w o I@DeltekT\me&Expense'T\mesheet lil

current %- nmmee:
timesheet entry or I I .

the timesheet is Sns[open | Revion[2]

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

not pass the
validation checks.

Regular 8. 80 100.0

If so, revise your —
timesheet 1 T

accordingly, then

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

again.

Done % Lacal meranet # 100%

e The system will noket you save your timesheet early unless
you have noswork hours charged for the remainder of the
timesheet period.
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After the timesheet
is signed, you can
click on the Current
Hour View button to
see Entered or
Prorated Hours for
the timesheet
period

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

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

Fle Edit Yew Favorites Toos Help

W I@Daltekmmeasxpansa-mmasheet B v B v rpage - () Took

L b Timesheet

Current Hour Vil

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

Charge Description PavTvoc 8| Mondd Tuea$| Weddd Thudd Fridh Satdy
622 23 624 825 6126 27
[P MgtiAdmin: 1.09.01.001

INF Management Support: 1.08.01
[Proj Cntrl Sys DeviMaint: 1.09.02]
[Strategic Planning: 1.09.02.003

NP Ops Support: 1.08. uzy/

P& - State FundsWF 001
Holiday Leavy

ISick Legye{Personal)

[gaeffion

[Sick Leave (Family Members)

20 100.0

80 100.0

Holiday
Signature [T o =] 0 Vacation Approval ==
Non-Work Day|

Cone & Lacal intranet # 100%

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

e Prorated view shows the hours charged to each project base o
percentages entered in the blue columan on thehayd side of
timesheet

= Deltek Time & Expense - Timesheet - Windows Internet Exploren

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

File  Edit  Yew Favorites —F Help

W I (@ Dk Tims . Expanss - Tinsshisst

L} Timesheet
open Search | Print| Audk
Employes |, _ __ .. ... Current Hour Vie:
Class [Salary/ExemptiPercent

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

Charge Description PayTyoe [ Mondd Tuedd Weddy Thudd| Fridh Sat#% Sundd HMondd o Chare~
622 623 6@4 625 626 627 | 628 629 T as
[P MotiAdmin: 1.09.01.001 2

INP Management Support: 1.09.01
[Froj Cntrl Sys Deviliaint: 1.08.02)

[Strategic Planning: 1.09.02.003
NP Ops Support: 1.09.02.004
[PM&1 - State Funds: 1.08.WF.001

ISick Leave (Personal)

|Wacation

[Sick Leave (Family Members)

[ |

| |

n

| |

n

| |

[] Holday Leave
] 5
| |

n

| |

n

|

Regular
Overtime
Total

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

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

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

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

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

@.\g) - \g hittpe jtc-test:7003iDeltekTC TimeColection. msv

Fle Edit Yew Favortes Tools Help

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

Employes | SWITH, JANET P. (S4579)

O

‘Semi-Monthly Period Endmg' Jun 30, 2009

Class [ Salary/ExemptiDaily ]

LY

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

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

Charge Dezcription

Financial Systems: 1.08.02.002
\ccounting: 1.08.02.001

[Wacation

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

FAMILY SICK

11
12

13

Regular

Overtime
Total

/ Holiday

Sthur% @ I Vacation

Mon-Work Day|
e

Approval E D

‘-j Local intrangt E100% -

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

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

Exampleli If you worked 6 hours on Project A, and 4 hours on Proje:
B, for a totalof 10 hours worked, you would calculate the prorated basi
follows:

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

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

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

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

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

Fle Edt Yiew Fovortes Tooks  Help

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

L » Timesheet

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

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

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

C u r r e n t d a ) Charge Description PayTvpe MSHOQY Tuedy weddy Thudl Fridy Sat® Sundy Mondy Tuedy

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

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

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

Total

your timesheet did < |

not pass the . ﬁ@ oy N

validation checks. If Hon-Wart Day

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

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

save and click sign

again nonwork hours charged for the remainder of the timesheet period.
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[BEE

Regular Non-
Exempts

Regular Hours
For each

applicable work
project, verify that

a ARO i s i
Type column s
Tab over to the

hours and enter

the appropriate #

of hours for each

day

Note: The
MSHOP# column is

73 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fie Edit View Favortes Tools  Help >
@ - - %] Bl (0| O seanh Slprmones @vedn &) (- o T [
v B ks

Address |&] h jiswS: 7002/ DeltekTC/ TimeC:

P

} Timesheet

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

Class [Salary/Mon-Exempt

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

Staus
Semi-Monthly Pericd Ending [Nav 15, 2004 | &|l=

ved @ Thu 4%
AR k) Ao 111

‘acation

FO - Finance

Holiday
I vacation
Mon-Work Day

s

Approval [

Signature =

&) Dons S %J Local intranet

valid only for
Machine Shop
charges

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

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edit Yew Favortss Todls Help

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

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

.

o

Links >

V‘Gn

Emplayee [SMITH, JANET P. (54575) | Status Revision[1_]
Class [Salary/on-Exemgt | Semi-Morthly Period Ening [Nov 15, 2004 I

Copy Line | Delete Line | Reset Line | Reverse Ling | Add Line to Favorites
Bt 4% Sundd Mondd| Tus 4l v
L " 158 AR E=)

‘acation

FO - Finance

FSick Leave (Personal)

FiO - Finance ' !

your normally
scheduled hours,
either look up and
select the
type by clicking on
the binoculars in
the Pay Type
column or enter an
AOTO in th
Type column

Holiday
I vacation
Mon-Work Deay

s

Approval [

Signature =

&) Dons S %J Local intranet

JLAB Time Collection Manual
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Pay Ty pe Looku P 3 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer AEE
>

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

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

L » Timesheet

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

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

e TG

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

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

//:' B oo el

Regular

Click on OK

&] bone 5 3 Local intranet

73 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

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

R

L} Timesheet

Links >

v B

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

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

FSick Leave (Personal)

—

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

100 100

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

e Continue adding lines until the timesheet is complete.
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When you are
finished with the
current da
timesheet entry or
the timesheet is
complete, click on
save

At the end of the
timesheet period,
click on the sign
button. If your =
timesheet passed
all system
validations, you
will be prompted to

A Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

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

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

e [SMITH, JANET P. (54579)

Class [Salary/Exempt/Daily

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

‘acation

Status

Semi-Monthly Period Ending [Nov 15, 2004

Revision[1_]
J[€l=

Thu#¥  Fri % Sat 4% Su
A A1

FiO - Finance

ick Leave (Fersonal)

fSick or Bereavement Leave (FamFAM

T E— ]

Holiday
I vacation
Hon-Work Day

Approval ===

enter your

&] Done

5| &3 Lacal intranet

password;

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

The system will not let yosaveyour timesheet earlynless you have
nonwork hours charged for the remainder of the timesheet period.
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Non-Exempt Shift

Workers

Reqular Hours
For each

73 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle  Edit

eﬂack - @ @ p) | Search 7 Favories @ veds € [
Adldress | @] hitps: fmiswS: 7002 /DekekTC TmeCaliection, msy

View Favortss Tools Hslp

Links >

v B

» Timesheet

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

Pay Type Lookup
Screen

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

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

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

Holiciay Leave

Semi-Montily Period Ening [Hov 15, 2004

Revision
&=

& Thud Fi @ Satds Sun
1174

11/5 118 1177

FSick Leave (Personal)

1Bick or Bereavement Leave (FamPAM

‘acation

Holiday
I vacation
Mon-Work Day

Signature [ =]

s

Approval [

&) Dons

S %J Local intranet

[ ]

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

File  Edit

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

Address

> Timesheet

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

View Favortes Tools  Help

y

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

Employse [SMITH, JANET P (54573) ]

Class [Salary/Shiftion-Exempt

staefizeig |

Semi-Montily Period Ening [Hov 15, 2004

Revision
&=

(d Frid satds sun

the line that has
the appropriate pay
type

R T regular hours
RS T regular swing
RO T regular owl

Click on OK

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

Signaturs ] W vacation
Mon-Wark Day

s

Approval [

S %J Local intranet

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

Fle Edit ¥ew Favortes Tools Help &

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

51517002 DeltekTC TrneCol VB ks ”

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

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

Tab over to the

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

white work day 1 7 T I
columns and enter |
the appropriate # o ot

of regular hours s ok o Beeaenert eave Farf A

for each day

Holicay
seneve [ [0 vacation Approvel ==
Non-Work Dy
&] Done 5| &3 Lacal intranet

Overtime Hours

For each

applicable work

project on which

you worked hours

over your normally

scheduled hours,

click on the

binoculars in the

Pay Type column O
to select the "
appropriate pay

type

Note: All shift codes foeach day must match. For example, if you
charged the swing shift for your regular work hours, then you must ch
the swing shift for your overtime hours.
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