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Logging in 

Login information:  URL :  http://misportal.jlab.org/time (Internet Explorer is the preferred 

browser.  Do not forget to add this URL to your favorites) 

 Login ID:  JLab User Name 

 Password:  JLab User Password 

 Domain:  JLAB (ALL CAPS)  

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

Login screen 

 

 Currently, you are allowed five invalid login attempts.  After that, wait 

ten minutes and try again.  If you still cannot connect to the program, 

contact us at timesheet@jlab.org. 

 

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

Getting Started 

 

 
 

 

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

 

 

Each current 
employeeôs 
timesheet will be 
populated with 
his/her favorites.  
New employeesô 
timesheets will be 
blank. 

To go back and 
forward from one 
timesheet period to 
another, click on 
the blue arrows to 
the right of the 
timesheet date  
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Project Entry 

 

 

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

Type the project 
abbreviation in the 
Project column, or 

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

 

 

 

If you look it up, 
the Charge Lookup  
window appears 

 

 

 

Filter Text Option 

You can choose 
what you want to 
filter by and type in 
filter text if you 
know some portion 
of what youôre 
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 the 

Charge Lookup window ï Filter Text and Drill Down 
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Charge Lookup  
(Filter Text Option) 
 

 

 
 
 
 
 
Key in a portion  
of the project 
abbrev. that you 
want to look up  
 
Press Execute 

 

 

 

 

 

 

 

Charge Lookup 
filter text results 

 

 

 

 

 

 

 

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

Click on the Add to 
Timesheet button 
(this button will 
become active 
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Timesheet with 
lines filled in 
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Drill Down Option 

 

 

 

 

To use the drill 
down option, click 
the plus sign 
beside the 
appropriate 
category 

 

 

 

 

 

 

 

 

 

 

 

 

Keep clicking on 
the plus sign 
beside the 
appropriate 
category until you 
get to the charge 
you are looking for 
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Note:  To go back 
up the charge tree 
click on the link 
that you want to 
return to (Not the 
minus sign or the 
folder) 

 

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  

 Note:  The projects are not in alphabetical order by abbreviation, but 

by project name. 

Timesheet with 
lines filled in 
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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.   
 
 

 

 

 

Exempt employees recording their productive time with percentages 

should be tracking actual hours worked to each project off-line.  The 

percentages charged to each project must be prorated based on actual 

hours worked with the total percentage of productive time equal to 

100.  Leave time is still recorded in hours on the appropriate days. 

 

For example, if an employee worked a total of 100 hours with 40 hours 

on Project A, 10 hours on Project B, 30 hours on Project C, and 20 

hours on Project D, the percentages would be calculated and recorded 

as follows: 

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

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

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

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

The total percentage of productive time equals 100% 

 

This employee also took and recorded 8 hours of personal sick leave, 8 

hours of family sick leave, and 16 hours of vacation, so the total 

regular charge total for the period is 132 (100% and 32 hours).  Record 

such time away in hours, which is in addition to the percentage 

recorded.     
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When you are 
finished with the 
current dayôs 
timesheet entry or 
the timesheet is 
complete, click on 
save 

At the end of the 
timesheet period, 
click on the sign 
button.  The system 
will notify you if 
your timesheet did 
not pass the 
validation checks.  
If so, revise your 
timesheet 
accordingly, then 
save and click sign 
again. 

 

 

 

  The system will not let you save your timesheet early unless 

you have non-work hours charged for the remainder of the 

timesheet period. 
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After the timesheet 
is signed, you can 
click on the Current 
Hour View button to 
see Entered or 
Prorated Hours for 
the timesheet 
period 

 Entered view shows the actual time entered in blue column on 

right-hand side of timesheet 

 

 Prorated view shows the hours charged to each project base on the 

percentages entered in the blue columan on the right-hand side of 

timesheet 
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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  

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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

 Continue adding lines until the timesheet is complete 
 
** To determine the number of prorated hours for each applicable project, 

determine the number of hours worked for the day and compute time 

worked to complete an eight hour day. 

 

Example 1 ï If you worked 6 hours on Project A, and 4 hours on Project 

B, for a total of 10 hours worked, you would calculate the prorated basis as 

follows: 

 

Project A:  6 hours worked / 10 total hours = .6   

Multiply by 8 hour day = 4.8 hours ï Enter on timesheet 

 

Project B:  4 hours worked / 10 total hours = .4 

Multiply by 8 hour day = 3.2 hours ï Enter on timesheet 

Total hours recorded for day on timesheet                                  = 8 hours 

 

Example 2 ï If you worked 10 hours on Project A for a total  of 10 hours 

worked, you would calculate the prorated basis as follows: 

 

Project A:  10 hours worked / 10 total hours = 1.00 

Multiply by 8 hour day = 1.0 x 8 hours = 8 hours ï Enter on timesheet  
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When you are 
finished with the 
current dayôs 
timesheet entry or 
the timesheet is 
complete, click on 
Save 
 
At the end of the 
timesheet period, 
click on the sign 
icon.  The system 
will notify you if 
your timesheet did 
not pass the 
validation checks. If 
so, revise your 
timesheet 
accordingly, then 
save and click sign 
again.     

 
 

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

non-work hours charged for the remainder of the timesheet period. 
 

  

 



   

JLAB Time Collection Manual ï July 2009                                                                                                                   Page - 14 

Regular Non-
Exempts 

 

 

Regular Hours  
For each 
applicable work 
project, verify that 
a ñRò is in the Pay 
Type column  

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

 

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

 

 

 
Overtime Hours 
For each 
applicable project 
on which you  
worked hours over 
your normally 
scheduled hours, 
either look up and 
select the ñOTò pay 
type by clicking on 
the binoculars in 
the Pay Type 
column or enter an 
ñOTò in the Pay 
Type column 
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Pay Type Lookup 
Screen 
 
 
 
 
 
 
 
 
 
 
Click on the blue 
box in the left-most 
column to highlight 
the line that has 
the appropriate pay 
type 
 
Click on OK 
 
 
 
 
 
 
 
Tab over to the 
white work day 
columns and enter 
the appropriate # 
of OT hours for 
each day 

 

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

 

 

 

 

 

 

 

 

 

 

 

 

 Continue adding lines until the timesheet is complete. 



   

JLAB Time Collection Manual ï July 2009                                                                                                                   Page - 16 

 

 
 
 

When you are 
finished with the 
current dayôs 
timesheet entry or 
the timesheet is 
complete, click on 
save 

 

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

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

 

 

 

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

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

 

 

Regular Hours  
For each 
applicable work 
project, click on 
the 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 
the line that has 
the appropriate pay 
type 
 
R ï regular hours 
RS ï regular swing 
RO ï regular owl 
 
Click on OK 
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Tab over to the 
white work day 
columns and enter 
the appropriate # 
of regular hours  
for each day 
 
 
 
 
 
 
 
 
 
 
 
 
 
Overtime Hours 
For each 
applicable work 
project on which 
you worked hours 
over your normally 
scheduled hours, 
click on the 
binoculars in the 
Pay Type column 
to select the 
appropriate pay 
type 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

Note:  All shift codes for each day must match.  For example, if you 

charged the swing shift for your regular work hours, then you must charge 

the swing shift for your overtime hours. 

 


