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Overview

Time & Expense is a web based automated time and expense collection system. Allegis Group Users
utilize Time & Expense to enter their hours and expenses into the system on a weekly basis. Approvers
and Expense Auditors (expenses only) must approve the hours and expenses that the users submit before
they can receive compensation and reimbursement. The hours and expenses approved in Time &
Expense load into PeopleSoft OASIS. If any one of these roles rejects the hours or expenses then the user
must update and resubmit his or her time card or expense report to receive compensation or
reimbursement.

The information that displays when you log into Time & Expense depends on your job role. Users,
Approvers, Authorized Viewers, Field Support (for example CSAs), Operations Support Group (OSG),
and Expense Auditors access the system for different reasons. Time & Expense uses your user
identification to log you into the system to access the functionality that you need to enter or validate hours
and expenses to receive or pay the appropriate compensation or reimbursement.

The following table identifies the information that displays when you log into Time & Expense depending
on your job role:

Job Role ‘ Description

The time card page displays. Depending when you access the
system one of the following week ending dates displays:

e If you log into the system Sunday, Monday, or
Tuesday then the time card for the previous week
ending date displays.

e If you log into the system Wednesday, Thursday,
Friday, or Saturday then the time card for the current
week ending date displays.

User

Refer to Access and Update the Time card for further details.
The Pending Approval Time cards and Pending Approval
Expense Reports page displays. You must approve or reject
the time cards and expense reports listed to pay and reimburse
the users appropriately.

Depending on the customer for whom the user works, either
one level or two levels of approval is required. Once the
Primary Manager approves the time card or expense report,
Time & Expense routs the time card or expense report to the
Final Manager. The Final Manager must approve the time
card or expense report to compensate or reimburse the user.

Final Manager




Job Role

Primary Manager (optional)

Description

The Pending Approval Time cards and Pending Approval
Expense Reports page displays. You must approve or reject
the time cards and expense reports listed to pay and reimburse
the Users appropriately.

The Primary Manager level is optional. Depending on the
customer for whom the user works, either one level or two
levels of approval is required. Once the Primary Manager
approves the time card or expense report, Time & Expense
routs the time card or expense report to the Final Manager.
The Final Manager must approve the time card or expense
report to compensate or reimburse the user.

Authorized Viewers

The time cards and Expense Reports lists display the
approved time cards and expense reports for the Users who
work for the customer you are authorized to view. You can
view the details for any of the time cards or expense reports
that display.




Understand Buttons, Icons and Links

When you access Time & Expense there are various buttons, icons and links that you can click to perform
different functions throughout the system. Review the table below to better understand these features in
Time &Expense.

Button Description

To view one of the following:
e A time card or expense report.
e Additional details for an expense item

To select a date.
Users and Field Support only.

To print the list of time cards or expense reports to the
printer that you specify

To display the list of time cards or expense reports in an
Excel spreadsheet. Use this feature to update and save the
information as necessary.

A&%@

To display the Status Summary (Dashboard) page.
Field Support and System Administrators only.

To display the Status Summary page.
Field Support and System Administrators only.

Login

To long into Time & Expense

Save My EmailPreferences

To save the e-mail settings that you prefer. Approvers and
Users Only.

Save

To save the information you inserted.
Users and Field Support only.

Save Chanoes

To save the updates you inserted to a time card.
Users Only.

Save Expense

To save the expense information you inserted.
Users and Field Support only.

Add This Entry

To insert the hours worked and the user-defined fields, if
applicable, on your time card.

Chanoge

To change the information you inserted.
Users, Approvers, and Field Support only.

To update the User-Defined Field (UDF) values that display.
Approvers only.

To copy the information you inserted. You can use this
button on your time card to copy information from one date

|Comy and insert the same information for another date within the
same week.
Rermove To remove the information that displays.
. To edit the information you inserted.
Edit .
Users and Field Support only.
Continue To continue performing the action.
Cancel To cancel or stop performing the action.




Submit Change

Button Description

To submit the change you indicated.

Close Window

To close the window.

Delete

To delete the information you inserted.
Users and Field Support only.

Printable Yersion

To display a printer friendly version of a time card or expense
report. The print friendly version of a time card includes
spaces for User or the Field Support Representative who
represents the User and the Approver to validate the hours
entered. Print a time card or expense report for your records.

Frint Expenses Receipt Fage

To display a print friendly version of the expenses receipt page
where you can tape your receipts for reimbursement purposes.

To submit your time card or expense report to your manager
for approval. A verification page displays before you officially

Subtnit Far Approval submit your hours.
User and Field Support only.
ST To verify and submit your time card or expense report.

Users and Field Support only.

Send Me a Mew Password

To receive a new password from Time & Expense.
Users and Approvers only.

|4dd & Comment

To display the Comment page. Use this page to insert your
comments. Your comments display in the History section of
the time card and expense report.

Users and Field Support only.

Transaction history

To view the History page that displays the time cards or
expense reports activity history, including comments.

To search for the information you specified.

Find Field Support, Expense Auditors, Operations Support Group
(OSG) only.
To search for the information you specified.
Search Field Support, Expense Auditors, Operations Support Group

(OSG) only.

Search Consultants

To search for the User you need to represent in Time &
Expense.
Field Support and System Administrators only.

Fepresent Caonsultant

To access Time & Expense as a User. If a User cannot access
the system, you must represent the User to enter his or her
hours worked or expenses incurred.

Field Support and System Administrators only.

Change Office & Company

To change the office and company information you are
viewing.
Field Support and Operations Support Group (OSG) only.

Chande Passward

To change your Time & Expense password.
Users and Approvers only.

LInSubrmit

To Un-Submit a time card or expense report that was submitted
previously. Once an Approver approves or rejects a time card
or expense report that item cannot be un-submitted.

Users and Field Support only.




Button Description

To approve a time card, expense report, or individual expense

Approve items.
Users and Expense Auditors only.
To reject a time card, expense report or individual expense

Reject items.
Approvers, Field Support and Expense Auditors only.
To approve all of the items listed.
Approve Al Approvers and Expense Auditors only.
) To reject all of the items listed.
Feject All

Approvers and Expense Auditors only.

Close Window

To close the View Expense Item window.

Cancel

To cancel the rejection.
Users and Field Support only.

Feceipts Checked

To send the expense report to the expense auditor for
verification.
Field Support only.

I forgot my password and I want
another one sent to me

To receive a new password sent to the accounts e-mail address.

Tes

Click the Yes button to accept the Terms and Conditions. Only
after you accept the Terms and Conditions can you use Time
and Expense.

o]

Click the No button to not accept the Terms and Conditions. If
you do not accept the Terms and Conditions you will not use
Time and Expense.

To display the previous time card or expense report listed.

= Prewious The Previous or Prev link is not active if no additional time
cards or expense reports exist.
To display the next time card or expense report.
Mext = The Next link is not active if no additional time cards or
expense reports exist.
To select all of the time cards that display on the Home page
Select All you are viewing.

Approvers only.

Select All Expenses

To select all of the expense reports that display on the Home
page you are viewing.
Approvers only.

Approve All Expenses

To approve all of the expense reports that you selected on the
Home page you are viewing.
Approvers only.

Browse...

To browse for the location of the document you wish to attach.

Receipt

eRr

To view the attached receipt.

To delete the attached receipt.




View Messages

When using Time & Expense, you may receive messages while using the system. Read the information
that displays to understand the situation and take action as necessary.

TIMESEXPENSE

Sorry!

This function is not available for impersonation.




System Options

As you use Time & Expense, you must understand how to access the system, to enter time and expenses
(Users Only) or to review the time cards and expense reports saved in the system.

Time & Expense is a secure site. Before you can access any of these features, you must understand how
to log into and logout of the system appropriately. If you are a User, Approver, or Authorized Viewer,
you must also agree to the terms and conditions, setup your account, and verify e-mail preferences before
you can use Time & Expense. You can redefine your e-mail preferences and password at anytime while
using the system.

Use this chapter to understand how to:

* Loginto Time & Expense

e Logout of Time & Expense
e View Terms and Conditions
e Setup your account

e Change your password



Log into Time & Expense

You must log into Time & Expense to enter, view, and approve hours and expenses in the system. When
Approvers and Authorized Viewers are set up in Time & Expense, the system sends you a temporary
username and password. If you did not receive a username and password, contact the Consolidated
Services Desk.

Time & Expense Login Rules:

e Users — can continue to access the system for 28 days after their requisition ends.
e Approvers — can continue to access the system as long as they are active in PeopleSoft.

e Authorized Viewers — can no longer access the system after 180 consecutive days of non-use.

As an Approver or Authorized Viewer, your username and password is not dependent on the customer or
requisition with which you work. Use the same username and password that you used previously to
access the system. If you do not remember your password, you can request a new one. Refer to Request
a New Password for Time & Expense for further details.

1. Using IE (Internet Explorer, version 4+) browser, in the Address field, type the website address
that was provided to you. Do not type, www before the web site address.

2. Press Enter to display the Login Page.

TIMESEXPENSE

Please enter your Username and Password:
usemame[ ]
password |

If you have difficulty logging in please call the appropriate support number.

TEKsystems - Time & Expense =" Help Desk 1-866-389-2880

pense M Help Desk 1-866-835-3915

MarketSource - Time & Expense 5M Help Desk 1-866-912-8661

3. Do one of the following:

If Then

1. In the Username field, type the username that was
supplied to you in the Time & Expense notification e-

You are an Approver or Authorized Viewer mail. For example — M99999

logging into the system initially 2. In the Password field, enter the password that was
supplied to you in the Time & Expense notification e-
mail.




You are an Approver, or Authorized Viewer
who has logged into the system previously

1. In the Username field, type the e-mail address you
specified previously. Your e-mail address is your
username.

2. In the Password field, type the password you specified
previously

If you do not remember your password, you can request a

new one. Refer to Request a New Password for Time &

Expense for further details.

4. Click the Login button to log into Time & Expense. If you are an Approver or Authorized
Viewer and this is your initial login you must setup your Time & Expense account. Refer to
Setup Your Time & Expense Account for further details.




View Time & Expense Terms and Conditions
While using Time & Expense you can view the terms you accepted when you accessed the system
initially.

1. To review the Terms and Conditions, Click the View Terms link to display the User Terms and
Conditions Page.

TIMESEXPENSE

Final Manager

Home

Status Surnrnary
Please read the folowing Terms and Conditions agreement, Press the PAGE DCWM key to view the rest of the agreement.

All Time Cards

netCenter TIME & EXPEMSE COLLECTION SYSTEM
all Expense

Reports USER TERMS AND CONDITIONS

etup Options YOU (THE CLIENT) MUST READ &ND AGREE TO THESE TERMS &ND CONDITIONS BEFORE

Reports BEGIMNMING USE OF ALLEGIS GROUP'S (ALLEGIS GROUP, INC. INCLUDES AEROTEK,
Change Password MEMTOR 4, AND TEKSYSTEMS AND THEIR SUBSIDIARIES) netCEMTER TIME & EXPEMSE
User Guid COLLECTION SYSTEM ("NCTE"). PARTICIPATION IN THE NCTE REQUIRES THAT YOU

e e ACCEPT THESE USER TERMS AMND COMDITIONS. IF YOU DO NOT ACCEPT THESE USER
Training TERMS &AND COMNDITIONS, NOTIFY YOUR ALLEGIS GROUP REPRESEMTATIVE

Simulations
IMMEDIATELY,
Wigw Terms
1. Introduction: Allegis Group's NCTE is a web-hased application functionality that

Legout allows for sllegis' employees to submit their work hours through the internet and for
Help Allegis' clients to approve the submitted work hours, The purpose of the NCTE is to
Stop eliminate the traditional paper timecard system.

Representin I . .
Usepr 4 2. User Responsibilities: You agree to review and approve the work hours of Allegis'

employees assigned to you by Saturday of each work week using the NCTE. We
recommend that vou print out a copy of the screen for your own recards.

2 Renracantatinns Farh time wan annrave and sobmit the works hooes af the allanis

2. Read the User Terms and Conditions page to review the terms and conditions.

3. If this is the first time you have accessed Time & Expense, you must click the Yes button to
accept the Terms and Conditions to access the system.

10



Setup Your Account

If you are an Approver or Authorized Viewer and you are accessing Time & Expense for the first time,
you must change your username and password. Passwords are encrypted. When you were set up in Time
& Expense, the system sent you a temporary username and password. If you did not receive your
username and password, contact the CSD.

TIMESEXPENSE

Please set up your account:

Email Address l:I'This will be your login name
Confimpassword[

1. In the E-mail Address field, type your e-mail address. Your e-mail address becomes your
username. This is a required field. The e-mail address you enter must be active and valid

2. In the Password field, type the password you would like to use to access Time & Expense. This
is a required field.

3. In the Confirm Password field, re-type the new password. This is a required field. Time &
Expense informs you if your passwords do not match. You must re-type your passwords so they

match to submit your login information.

4. Click the Submit button to access the E-mail Preferences page in Time & Expense.

11



Setup Your E-mail Preferences

Once you setup your account, Time & Expense displays the e-mail preferences page. Use this page to
indicate if you want to receive messages from Time & Expense.

Once you have saved your e-mail preferences, click the Setup Options Link from your left menu to update
your preferences when necessary.

TIMESEXPENSE

[Final Manager

Home b.allen@tiburonlic.com

Status Summary Change my email address/username: Please remember that when you change your email
address you are also changing your login name.

All Time Cards [b-alleng@tiburanile.cam

Al Expense 2 .
Rap\:lr':s Send me an email whenever a Time Card is submitted for my

approval,

HEIpEiRten, send me an email whenever an Expense Report is submitted for

Reports my approval,

Send me an email whenever threshold for Time Cards submitted for

Changeipassword lst Week Ending Date is resched.

User Guide

Training

Sirmulations Save hiy EmailPreferences

Wiew Terms

Logout
Help
Stop

Representing
User

In the Change my e-mail address/username field, type the e-mail address of where you want Time &
Expense to send your notifications. This is your username (if you change your e-mail address you are
changing your username).

Approver Setup Options

1.

Select any of the following checkboxes. If the checkboxes display a check then you will receive

e-mail notifications.

¢ Send me an e-mail whenever a Time card is submitted for my approval — To receive time
card notifications from Time & Expense when it receives a time card from one of your Users.
Default is checked.

¢ Send me an e-mail whenever an Expense Report is submitted for my approval — To
receive expense report notifications from Time and Expense when it receives an expense
report from one of our Users. Default is checked.

¢ Send me an e-mail whenever threshold for Time cards submitted for last Week Ending
Date is reached — To receive notifications from Time & Expense when it receives the
percentage of time cards that you indicated for the previous week ending date in the Send me
an e-mail when percentage of Time cards submitted for approval equals: dropdown box.

In the Send me an e-mail when percentage of Time cards submitted for approval equals:
field, select the percentage of time cards that you want to receive before Time & Expense sends
you an e-mail. If you use this feature, you must deselect the first two check boxes and select the
Send me an e-mail whenever threshold for Time cards submitted for last Week Ending Date
is reached checkbox.

12



Request a New Password for Time & Expense

If you forget your password for Time & Expense, you can have the system send you a new one.

TIMESEXPENSE

Please enter your Username and Password:

Select a Language
English

T E— Frangas (o
e —
G

| forgot my password and | want a new one sent to me. %

1. From the login page I forgot my password and I want a new one sent to me link.

TIMESEXPENSE

Email Address

Send Me a New Password

This is the email address you use as your username. Your new password will be
sent to that address.

2. In the E-mail Address field, type your e-mail address. Your e-mail address is your username.
You must type the e-mail address you entered when you set up your account.

3. Click the Send Me a New Password button for Time & Expense to send your password to the e-
mail address you entered. You must be able to receive e-mails at the e-mail address you entered
to receive your new password. Time & Expense sends your password immediately.

13



Change Your Password

While using Time & Expense your passwords never expire. However, you can change your password at

any time.

1. From the left menu, click the Change Password link, to display the Change Password page.

TIMESEXPENSE

Primary Manager

H ¥
Usek.Guide Confirm New Password |:|
Simulations Change Password

Final Manager

Home

Reports

User Guide
Status Summary
All Tirme Cards

All Expense
Reports

Change Password

Wiew Terms
Setup Options

Logout

Help

In the Old Password field, type your current password.
In the New Password field, type your new password.

In the Confirm New Password field, re-type your password.

A

Click the Change Password button to change your password.

14



Log Out of Time & Expense

Log out of Time & Expense when you finish working in the system.

From the left menu, click the Logout link to display the Login page. When the Login page displays, you
are logged out of Time and Expense successfully.

TIMESEXPENSE

Please enter your Username and Password:

Username I:I
Password |:|
If you have difficulty logging in please call the appropriate support number.
TEKsystems - Time & Expense M Help Desk 1-866-389-2880
.ﬂel otek - Time & Expense " Help Desk 1-866-835-3915
.Mal ketSource - Time & Expense " Help Desk 1-866-912-8661

15



System Features

Once you access the system, Time & Expense offers you a variety of features to help you enter time and
expenses as well as keep track of your time cards and expense reports. The information that displays
when you log into Time & Expense depends on your job role. When you access the system, the
following information displays for the following roles:

e Approvers — Displays a list of the time cards and expense reports you must approve to pay or
reimburse your Users appropriately.

¢ Authorized Viewers — Displays a list of the most current time cards and expense reports that
have been approved for the previous seven days.

e Users — Displays the current time card to ensure that hours are logged so that compensation can
be received.

Once you log into the system, you can click any of the links in the left menu to access additional
information. As you use the system, Time & Expense stores a history of your actions and offers
resources to help you use the system. Use the information in this chapter to understand how to use Time
& Expense.

16



Use the Home Link

The Home Page displays a list of the time cards and expense reports that need your approval. Use the
Find feature to display a list of time cards and expense reports for a specific User or week ending date.

1. From the Left Menu, click the Home link to display the list of pending time cards and expense
reports. This page displays when you first log into the system.

TIMEQEXPENSE

Primary Manager
Haorme

Reports
User Guide

Training
Sirnulations

Final Manager

Haorne

Reports

User Guide
Status Summary
All Tirme Cards

all Expense
Repaorts

Change Password
Wiew Terms
Setup Options
Logout

Help

Name {Last,First)
Plaasze type all of part of the name without llany spacial characters(*,[,%).
Week Ending | All .. [v] Find
Pending Approval Time Cards
Page 1 of 1 - 1
Regular OverTime Other Total p
Date Employee Name Employee Id Job Reg Number Status Hoiire ™ Houre Honie  Hoirs Approve Details
04/18/2009 Berhanu,d&nketse M 04093924 0004195627 Subrnitted 40000 0:00 a: 0o 40: 00 ,"-"
04/11/2009 Berhanu Anketse M 04098924 0004195627 Submitted 40: 00 0 00 0: 00 40:00 ,Q
Primary -
11/01/2008 Stein MNichalas & 04043309 0004195627 Manager 40000 000 0: 00 40:00 -~
Approved
. Select All Approve
Pending Approval Expense Reports
Page 1 of 1 1
Tracking Number Date Employee Name Employee Id Job Req Number Status Total Amount Approve Details
33227 04/18/2009 Berhanu,dnketse M 04093924 0004195627 Submitted USD$30.00 ,C)
33247 04/18/2009 Berhanu,anketse M 04093924 0004195627 Submitted USD$23.00 ,Q
33229 04/11/2009 Berhanu,anketse M 04098924 0004195627 Submitted USD$30.00 /L"‘

2. When you long into the Home Page, your information sorts by week ending date in descending
order and employee name in ascending order. Click any of the column heading links to sort the
information by the column you selected. An arrow displays to indicate that the column is sorted
by ascending or descending order.

3. If necessary, use any of the following search features to display information you need:

Note: You do not need to complete each field to perform a search.

17



Option Description

To display expense reports for a
specific employee

Do the following:
1. In the Name (Last,First) field, do one of the following:

¢ To find a specific User — Type the last name and the first
name of a User separated by a comma with no space. For
example — Smith,John.

e To find multiple Users — Type the first letter or letters of
the users first or last name to display a list of users who
match your search criteria.

2. If necessary, you can also specify a week ending date in the

specific week ending date

Week Ending field.
3. Click the Find button to display the information you
specified.
To display expense reports for a Do the following:

1. In the Week Ending field, select a specific week ending date
for the information you need to view. This field defaults to

All

2. If necessary, you can also specify a User in the Name
(Last,First) field.

3. Click the Find button to display the information you
specified.

4. View information that displays:

Option Description

Tracking Number (expense reports
only)

The number associated with the expense report.

Date

The week ending date for the week when the user incurred his or
her time card or expense report.

Employee Name

The name of the User. The name displays as Last name,First name.
For example: Smith,John

Employee ID The PeopleSoft employee identification assigned to the User.

Job Req Number The job requisition number for the requisition that the User worked
or incurred the expense.

Status The status of the time card or expense report. For a list of status

types, refer to the Use the Status Summary Page.

Regular Hours (time cards only)

The number of hours worked at the regular earnings code.

Overtime Hours (time cards only)

The number of hours worked at the overtime earnings code.

Other Hours (time cards only)

The number of hours worked at an earnings code that is not listed

Total Billable Hours (time cards
only)

The number of total billable hours that the User worked.

Total Amount (expense reports
only)

The total amount of the expenses that the User incurred for which
we are expensing the customer.

Approve

A checkbox displays. Select the checkbox if you need to approve
the hours that the User worked or the expenses that the User
incurred.

18




Details The #~ displays. Click the 7 to display the time card or

expense report. Refer to View, Approve, or Reject a Time Card or
View, Approve, Reject and Expense Report for further details.
5. [If you need to select or approve all of the timecards or expense reports listed, do the following:

Option Description

Select All The ability to select all of the time card checkboxes simultaneously.
You can deselect the time card checkboxes if necessary.

Approve The ability to approve all of the time cards you selected.

Select All Expenses The ability to select all of the expense report checkboxes
simultaneously. You can deselect expense report checkboxes if
necessary.

If you use this feature, you must then click the Approve Expenses
link to approve all of the expense reports you selected.

Approve Expenses The ability to approve all of the expense reports that you have
selected.

6. To view additional information to do one of the following:

Option Description

To display another page of time In the Pending Approval Timecards section, click the appropriate

cards [page number] link to display another page of time cards.

To display another page of expense | In the Pending Approval Expense Reports section, click the

reports appropriate [page number] link to display another page of expense
reports

7. If you want to print or format a list of the time cards or expense reports. Click one of the
following:

Option Description

. To display a print friendly version of the Time Card Report or the
Expense Report. Print this list of time cards or expense reports to
the printer you specify.

To display the list of time cards or expense reports in an Excel
Spreadsheet. Use this feature to format and save the information as
necessary.

K | @
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Use the Status Summary Page

Use Time & Expense to help you keep track of your time cards and expense reports. When you access
the Status Summary page, the summary of your time cards and expense reports for the previous week
ending date will display.

1. From the Left Menu, click the Status Summary link to display the status Summary page.

TIMESEXPENSE
IPrimary Manager
Horne Status Summary
Renarts Time Cards Expense Reports
User Guide Week Ending Week Ending
Status Status
Training 04¢11/200% 04/11/2009
Sirnulati = =
i Manane Working Draft 1] Working Draft [1}
Final Manager Submitted 1 Submitted 1
Home Unsubmitted i Unsubmitted il
Reports Primary Manager Approved o Primary Manager Approved in Entirety 1}
U Guid Primary Manager Rejected 1] Primary Manager Rejected in Entirety [1}
Ser Lulde
Final Manager Approved 1] Primary Manager Partial Approval [1}
Status Summary Final Manager Rejected 1] Pending Primary Manager Approval 0
all Tirne Cards CSA [ Workflow Rejected 0 Final Manager Approved in Entirety 0
" Final Manager Rejected in Entirety [1}
allE = a
Repux':sense Final Manager Partial Approval 0
Pending Final Manager Approval [1}
Changs Password Receipts Verified 0
Wiew Terms Auditor Approved in Entirety 1}
Setup Options Auditor Rejected in Entirety [1}
Auditor Partial Approval 0
Lagout Auditor Adjusted and Partial Approval 0
Help Submitted for Payment [1} .
Pendina Auditor Approval a L]
¢ i 3

2. View the Status information that displays.

Status Description

Working Draft The User has saved, but has not submitted his or her timecard or
expense report.

Submitted The User submitted a timecard or an expense report for approval.

Unsubmitted The User unsubmitted a timecard or an expense report

Primary Manager Approved The Users’ Primary Manager approved the time card. This

Approver level is optional. Depending on the customer for whom
the User works, either one level or two levels of approval is
required. Once the Primary Manager approves the time card the
Final Manager must approve the time card to compensate the User.
Primary Manager Rejected The Users’ Primary Manager rejected the time card. The User can
resubmit his or her time card to receive compensation. This is for
time cards only.

This Approver level is optional. Depending on the customer for
whom the User works, either one level or two levels of approval is
required. Once the Primary Manager approves the expense the
Final Manager must approve the expense to compensate the User.
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Status Description

Final Manager Approved

The Users’ Final Manager approved the time card. This Final
Manager level must approve a Users’ time card for the User to
receive compensation. Time cards only.

Final Manager Rejected

The User’s Final Manager rejected the time card. This Final
Manager must approve a Users’ timecard for the User to receive
compensation. The User can resubmit his or her timecard. Time
cards only.

CSA\Workflow Rejected

The Customer Support Associate (CSA or Field Support
Representative) or Workflow application rejected the time card.
The Workflow application validates that the time card passes all
business rules. The User must resubmit the time card for
compensation. Time cards only.

Primary Manager Approved in
Entirety

This User’s Primary Manager approved the entire expense report.
This Approver level is optional. Depending on the customer for
whom the User works, either one level or two levels of approval is
required. Once the Primary Manager approves the time card the
Final Manager must approve the time card to compensate the User.

Primary Manager Rejected in
Entirety

The Users’ Primary Manager rejected the entire expense report.
This approval level is optional. Depending on the customer for
whom the User works, either one level or two levels of approval is
required. Once the Primary Manager approves the time card the
Final Manager must approve the time card to compensate the User.

Primary Manager Partial Approval

The Primary Manager approved a portion of the User’s expense
report. This approval level is optional. Depending on the customer
for whom the User works, either one level or two levels of approval
is required. Once the Primary Manager reviews the expense report
the Final Manager must review the expense report to reimburse the
User. Both manager levels must approve the same portion of an
expense report for the User to receive any reimbursement. A User
can resubmit the reject portion of an expense report. Expense
reports only.

Pending Primary Manager
Approval

The Primary Manager needs to validate the expense report. This
approval level is optional. Depending on the customer for whom
the User works, either one level or two levels of approval is
required. Once the Primary Manager reviews the expense report
the Final Manager must review the expense report to reimburse the
User. Both manager levels must approve the same portion of an
expense report for the User to receive any reimbursement. A User
can resubmit the reject portion of an expense report. Expense
reports only.

Final Manager Approved in
Entirety

The Users’ Final Manager approved the entire expense report. This
Final Manager level must approve a Users expense report for the
User to receive reimbursement. Expense reports only.

Final Manager Rejected in Entirety

The Users’ Final Manager rejected the entire expense report. This
Final Manager must approve a Users’ expense report for the User to
receive reimbursement. The User can resubmit the expense report.
Expense reports only.
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Status Description

Final Manager Partial Approval The Final Manager approved a portion of the expense report. This
Final Manager level must approve a Users’ expense report for the
User to receive reimbursement. If a Final Manager gives partial
approval, then the User only receives partial reimbursement. The
User can resubmit the rejected expense items to receive
reimbursement. Expense reports only.

Pending Final Manager Approval | The Final Manager needs to validate the expense report. This
approval level must approve a Users’ expense reports for the User
to receive reimbursement. Expense reports only.

Receipts Verified The receipts for the expense report have been verified. Expense
reports only.

Auditor Approved in Entirety The Expense Auditor approved the entire expense report. Expense
reports only.

Auditor Rejected in Entirety The Expense Auditor rejected the entire expense report. The User

will not receive reimbursement. The User can resubmit his or her
expense report to receive reimbursement. Expense reports only.
Auditor Partial Approval The expense Auditor approved a portion of the expense report to
receive partial reimbursement. A User can resubmit the rejected
portion of the expense report to receive full reimbursement.
Expense reports only.

Auditor Adjusted and Partial The Expense Auditor approved a portion of the expense report and
Approval reduced the amount of an expense submitted by the User. A User
can resubmit the rejected portion of an expense report. Expense
reports only.

Submitted for Payment PeopleSoft OASIS processed the expense report successfully.
Expense reports only.
Pending Auditor Approval The Expense Auditor needs to validate the expense report. The

Expense Auditor must approve a User’s expense report for the User
to receive reimbursement. Expense reports only.

3. In the Week Ending column, view the number of time cards or expense reports that were
calculated for the previous week ending date. Click the numeral links to display the Time Cards
or Expense Reports page.
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View All Time Cards

You can access the All Time Cards page to view all of your time cards.

1. From the Left Menu, click the All Time Cards link to display the page that lists all of the time
cards that you have received from your users.

TIMESEXPENSE

Primary Manager

Horne
Status | All ~ | Name {Last First)
Reparts - Flease type all or part of the name without llany special characters(®,[,%),

User Guide Week Ending | All ¥ Find

Training Time Cards

Simulations

Please enter search criteria above to find the time cards,

Final Manager

Home
Reports

User Guide

Status Summary

&ll Time Cards

all Expense
Reports

Change Password
View Terms
Setup Options
Logout

Help

2. Use any of the following search fields to display the information you need:

Note: You do not need to complete each field to perform a search.

Option Description

Status Select the status for the list of time cards you want to view.

Name Do the following:
1. In the Name (Last,First) field, do one of the following:

e To find a specific User — Type the last name and the first
name of a User separated by a comma with no space. For
example — Smith,John.

¢ To find multiple Users — Type the first letter or letters of
the Users first or last name to display a list of users who
match your search criteria.

2. If necessary, you can also specify a week ending date in the

Week Ending field.
3. Click the Find button to display the information you
specified.
Week Ending Do the following:

1. In the Week Ending field, select a specific week ending
date for the information you need to view. This field

defaults to All.

2. If necessary, you can also specify a user in the Name
(Last,First) field.

3. Click the Find button to display the information you
specified.
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3. Your search results sort by week ending date in descending order and User name in ascending
order. Click any of the column heading links to sort the information by the column you selected.
An arrow displays to indicate that the column is sorted by ascending or descending order.

Primary Manager
Home
Status | All... | Name (LastFirst}
Reports - Pleaze type all or part of the name without llany special characters(¥,[.36),
Weer:Guide Week Ending Al I Firnd
Training Time Cards
Simulstions = =
Final Manager 3« 3&'
fame Page 1 of 42 12345 3> 2>
Reports 3
Reqular OverTime Other Total "
ploy ploy q Details
prrTT— Date Employee Name Employee Id Job Req Number Status Hobures IHpurE Hours Hours
04/18/2009 Berhanu,Anketse M 04098924 0004195627 Submitted 40000 0: 00 0ioo0 4nion
Status Surnmary
] 04/11/2009 Berhanu,Anketse M 04098924 0004195627 Submitted 40000  0: 00 0:00 400
Ime Cards
AliE 11/08/2008 Pearson,Carrie Ruth 04063070 0004195627 Working Draft 15 50 0: 45 0,00 168:35
XpEnse
Reparts 11/08/2008 Pennings,Christine Elizabeth 03815854 0004195627 Waorking Draft — &: 00 0: o 0:00 800
ghanoeipassword 11/01/2008 Adda,alex Johnsan 03756648 0004195627 ;‘S;lglaeréage" 40000 D OD 000 4nion
View Terms -
11/01/2008 Applegate,Christina R 04005578 0004195627 i‘“aln”’lae”dage' 40: 00 0: 00 0,00 4moo0
Setup Options PDI 2
- 11/01/2008 Balcom,Antonette Teresa 04084623 0004195627 i‘g‘;;’lﬂage' 3200 0:00 000 azop
ogou
Help 11/01/2008 Berhanu,Anketse M 04098924 0004195627 Working Draft  32: 00 0: 00 0,00 3200
11/01/2008 Cogle Jr.,George L 04058223 0004195627 Final Manager o pg .o moo 4mion Y
Approved "

4. View information that displays:

Option Description

Date

The week ending date for the week when the User incurred his or
her time card or expense report.

Employee Name

The name of the User. The name displays as Last name,First name.
For example: Smith,John

Employee ID The PeopleSoft employee identification assigned to the User.

Job Req Number The job requisition number for the requisition that the User worked
or incurred the expense.

Status The status of the time card or expense report. For a list of status

types, refer to the Use the Status Summary Page.

Regular Hours (time cards only)

The number of hours worked at the regular earnings code.

Overtime Hours (time cards only)

The number of hours worked at the overtime earnings code.

Other Hours (time cards only)

The number of hours worked at an earnings code that is not listed

Total Billable Hours (time cards
only)

The number of total billable hours that the User worked.

Total Amount (expense reports
only)

The total amount of the expenses that the User incurred for which
we are expensing the customer.

Approve A checkbox displays. Select the checkbox if you need to approve
the hours that the User worked or the expenses that the User
incurred.

Details 5

The #~ displays. Click the 7 to display the time card or
expense report. Refer to View, Approve, or Reject a Time Card or
View, Approve, Reject and Expense Report for further details.
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5. To view additional information, click the appropriate [page number] link to display another page

of timecards.

6. To print or format the list of time cards that displays, click on one of the following:

Option Description

To display a print friendly version of the Time Card Report or the
Expense Report. Print this list of time cards or expense reports to
the printer you specify.

%

To display the list of time cards or expense reports in an Excel
Spreadsheet. Use this feature to format and save the information as
necessary.

7. Click on the -~ to display an individual timecard.

TIMESEXPENSE

ISAICSS
Horne
Name:

Status Summary Employee Ik 03657963

Represent User

Customer: Environmental Health And

all Tirme Cards Engineering

Job Reqi: 0004338485 Company: OMNS

Froio,Jonathan Edward

Week Ending Date: 52372009

Managers: Bruce Wallace - Howard
Brightman

all Expense Office: 00498 Baston Marth, MA Status: Working Draft
Reports Worksite Location: 117 Fourth Ave
Meedham, MA
Reports
User Guide Tithe Sunday Monday Tuesday Wednesday Thursday Friday Saturday Total
(5AT/2009) | (5/18/2009) | (5/192009) | (5:20:2009) | (5/21/2009) | (5222009} | (5/23:2009)
Training
Simulations Regular Pay OH Om| OH Om| OH 0Om O0H Om| OH Om| OH Om| OH OmM OH oM
Logout Overtime Pay 0H 0m OH Om OH am OH 0m OH Om OH am 0H 0m OH OM
Help Holiday Billable Pay 0H 0m OH Om OH am OH 0m OH Om OH am 0H 0m OH OM
Total Howrs OH oM OH 0M OH 0OM OH oM OH 0M OH 0OM OH OM OH 0M
History
Action taken Taken by Date Comment

Working Draft
Worlking Draft
Worlking Draft

Rzepkowski,Mandy C
Fzepkowski,Mandy <
Rzepkowski,Mandy C

05/26/2009 12:24 PM
05/26/2009 12:24 PM
05/26/2009 12:24 PM

Tirme card removed by mrzepkow at 5/26/2009 12:23:11 PM
Time card updated by Rzepkowski,Mandy <
Time card created by Rzepkowski,Mandy C

8. View the time card and history information that displays.

9. Click on any of the following:

Option Description

The = Prexvious link

To display the previous time card in your list of time cards.

The Mext= link

To display the next time card in your list of time cards.

The All Time Cards link from the
left menu.

To return to the Search Time Cards page.
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View, Approve, or Reject Time Cards

You can view Users’ time cards to approve or reject the hours they submitted.

1. From the Left Menu, click the Home link to display the list of time cards and expense reports
that need your approval.

TIMESEXPENSE

Primary Manager

Home

Name {LastFirst)
Reports Fleaze type all or part of the name without llany special characters(R.[,5%),

Week Ending Al v Find
User Guide ) . -
Pending Approval Time Cards
Training
Sirnulations Page 1 0f 1 1
Final Manager ’
Reqular OverTime Other Total . "
B Date Employee Name Employee Id Job Req Number Status Hours Hours Hours  Hours Approve Details
Reports 04/18/2009 Berhanu,Anketse M 04098324 0004195627 Submitted 40: 00 0:00 0:00  40:00 ~
User Guide 04/11/2009 Berhanu,Anketse M 04098924 0004195627 Submitted 40; 00 0: 00 0:00 4000 ~
Primnary
StatusiSummary 11/01/2008 Stein,Micholas & 04043309 0004195627 Manager 40:00  0: 00 0:00 40:00 -~
&l Time Cards Appraved

Select all Approve
all Expense

Reports .
Pending Approval Expense Reports

Change Password

Page 1 of 1 1
View Terms
Tracking Number Date Employee Name Employee Id Job Req Number Status Total Amount Approve Details
Setup Options P
33227 04/18/2009 Berhanu,Anketse M 04098924 0004195627 Subrmitted USD$30.00 ,L’
Logout
33247 04/18/2009 Berhanu,Anketse M 04098924 0004195627 Subritted USD$23.00 ,\""
Help ey
33ze9 04/11/2009 Berhanu,Anketse M 04095924 0004195627 Subrmitted USD$30.00 -~

2. When you access the Home page, your information sorts by week ending date in descending
order and employee name in ascending order. Click any of the column heading links to sort
the information by the column you selected. An arrow displays to indicate that the column is
sorted by ascending or descending order.

3. If necessary, use any of the following search features to display information you need:

Note: You do not need to complete each field to perform a search.

Option Description

Status Select the status for the list of time cards you wan to view.

Name Do the following:
1. In the Name (Last,First) field, do one of the following:

e To find a specific User — Type the last name and the first
name of a User separated by a comma with no space. For
example — Smith,John.

¢ To find multiple Users — Type the first letter or letters of
the users first or last name to display a list of Users who
match your search criteria.

2. If necessary, you can also specify a week ending date in the

Week Ending field.
3. Clickthe  Find  button to display the information you
specified.
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Week Ending

Do the following:
1. In the Week Ending field, select a specific week ending
date for the information you need to view. This field

defaults to All.

2. If necessary, you can also specify a User in the Name
(Last,First) field.

3. Clickthe  Find  button to display the information you
specified.

4. Click on the -~ to display an individual timecard.

TIMESEXPENSE

Primary Manager

Home
Reports
User Guide

Training
Simulations

Final Manager
Harne

Reports

User Guide
Status Summary
All Tirme Cards

all Expense
Reports

Change Password
Wiew Terms
Setup Gptions
Lagout

Help

Name:

Customer: 3im
Job Reqi: 0004195627
Worksite Location: 3m

Date Earn Type Hours Worked

04/13/2005 Regular Pay
04/14/2008 Regular Pay
04/15/2008 Regular Pay
04/16/2008 Regular Pay

04/17/2005 Regular Pay

Transaction History

Berhanu,Anketse M
Employee ID: 04098924

Week Ending Date: 4/18/2009

Managers: Megan Schuzetenberg
Office: 00501 Arden Hills, MM

Status: Submitted

Company: A5C
Center Maplewood, MM

User-Defined Fields

08 : 00 Job Detail LITI OLED Project 0010523170 Department 500610 Edit UDFs
08 : 00 Job Detail MONTAMA Project 00105291581 Department 500840 Edit UDFs
08 : 00 Job Detail MONTAMNA Project 0010529181 Department 500640 Edit UDFs
LERRL Job Detail MTG-MON PROJECT Project 0010525181 Department 500630 | Edit UDFs
08 : 00 Job Detail MONTAMNA Project 0010529181 Department 500630 Edit UDFs
Totals
Earn Type Hours
Regular Pay 40:00

Total Hours Worked  40:00

Printable Versian

Apprnve\ Reject

&] Dore

% Local inkranet

Verify the information that displays.

If you need to update a UDF value that displays, click the Edit UDFs button to display the

UDF fields for the date you indicated.

Update the UDF field(s) as necessary. The UDF values displays as follows:

Option Description

User.Detined Flelds:

SPORT SOCCER

Verify the UDF that displays. This type of UDF is read only. You
cannot update this type of UDF. Contact the field support
representative (for example: CSA) in necessary to update the value
that displays.

Usel.Defined Fields: WATER

EViAN

b

Select the UDF value that should display.

If the appropriate UDF value does not display, contact the field
support representative (for example: CSA) in necessary to update
the value(s).

7. Click the Save Changes to save your updates. The time card display with your updates.
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8. Do one of the following:

Option Description

To approve a time card, expense report, or individual expense

Approve items.
Users and Expense Auditors only.

To reject a time card, expense report or individual expense items.

i Approvers, Field Support and Expense Auditors only.
Transaction history To view the History page that displays the time cards or expense
reports activity history, including comments.
Printable Yersion To display a printer friendly version of a time card or expense

report. The print friendly version of a time card includes spaces for
User or the Field Support Representative who represents the User
and the Approver to validate the hours entered. Print a time card or
expense report for your records.

9. To view additional time cards, click one of the following:

Option Description

To display the previous time card in your list of time cards.
The = Frewious link
The Previous link is not active if no additional timecards exist.
To display the next time card in your list of time cards.

The Mext* link

The Next link is not active if no additional timecards exist.

28



View All Expense Reports

You can access the Expense Reports page to view all of your expense reports.

1. From the Left Menu, click the All Expense Reports link to display the Expense Reports
page.

TIMESEXPENSE

Haorme

all Tirne Cards Search Expense Reports

All Expense Name {Last,First) l:ll_‘.ustmnel 1] l:l Status | All .. ™
Reports — L
) Productib[ | JebReq#[ | WeekEnding|[All.. v
User Guide L2
Search
Training

Simulations

Logout
[System Administrator

Haome

Status Surmrnary
&ll Time Cards

all Expense
Reports

Represent User
Reset Password

Earnings Code
Maintenance

Reports

Terms and
el

2. Use any of the following search fields to display the information you need:

Note: You do not need to complete each field to perform a search.

Option Description
Status Select the status for the list of time cards you wan to view.
Name Do the following:

1. In the Name (Last,First) field, do one of the following:

e To find a specific User — Type the last name and the first
name of a User separated by a comma with no space. For
example — Smith,John.

¢ To find multiple Users — Type the first letter or letters of
the Users first or last name to display a list of Users who
match your search criteria.

2. If necessary, you can also specify a week ending date in the

Week Ending field.
3. Clickthe  Find  button to display the information you
specified.
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Week Ending Do the following:
1. In the Week Ending field, select a specific week ending
date for the information you need to view. This field

defaults to All.

2. If necessary, you can also specify a User in the Name
(Last,First) field.

3. Click the Find button to display the information you
specified.

3. Your search results sort by week ending date in descending order and User name in ascending
order. Click any of the column heading links to sort the information by the column you
selected. An arrow displays to indicate that the column is sorted by ascending or descending
order.

gy w W ol el "“‘ -
fresh |-l by - [
1
Irachisag Samber Cale Umplwree Subme  Deobreee 4 Dob Ees husder  Slaba Tt At Codais
- ¥ ’
TR i i e 5 LR o gty D e® §1 F

4. View information that displays:

Option Description
Tracking Number (expense reports | The number associated with the expense report.
only)

Date The week ending date for the expense that the User Submitted

Employee Name The name of the User. The name displays as Last name,First name.
For example: Smith,John

Employee ID The PeopleSoft employee identification assigned to the User.

Job Req Number The job requisition number for the requisition that the User worked
or incurred the expense.

Status The status of the time card or expense report. For a list of status
types, refer to the Use the Status Summary Page.

Total Amount The total amount of the expenses that the User incurred for which

we are expensing the customer.

Details L

The ¢~ displays. Click the #~ to display the time card or
expense report. Refer to View, Approve, or Reject a Time Card or
View, Approve, Reject and Expense Report for further details.
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5. To view additional information, click the appropriate [page number] link to display another
page of expense reports.

6. To print or format the list of expense reports that displays, click one of the following:

- To display a print friendly version of the Time Card Report or the
ﬁ« Expense Report. Print this list of time cards or expense reports to
the printer you specify.
- To display the list of time cards or expense reports in an Excel
Lg Spreadsheet. Use this feature to format and save the information as
' necessary.
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View Expense Details

You can view expense items to see more details about the expense.

1. From the Home page, click 7 o to access the appropriate expense report.

|@ Approve Expense - Microsoft Internet Explorer [:J_Ell]@
Fle Edt View Favorites Took Help -
\ g A G e 2y A abg- g

eﬁatk - |£| |§| ) fﬁsear(h 5.7 Favoritss ) - g = gl ' 4 ﬂ 3

Address ‘@ http:fitne-test0l. allegistest. comf\WebTime, ApproveE xpense. asp=?f7G3vds99verich l=yyrrfldList=ManagerHomeExpenseldList [1] Go Links
Primary Manager fd
Horme :

Reparts H

b . Name: Berhanu,Anketse M

. |[Employee ID: 04098924
Training i
Simulations

Final Manager :
! Tracking #: 33227 Job Requisition #: 0004195627 - 3m  Status: Submitted

Horme y
T |[Expense Code [Amount [Unit/Rate [Subtotal [Date |Status  [Description [Receipt [Approve / Reject
eports
= Expenses Bilable 30 |t |psogz0.00 jnarrarznos sumittes | nis pianie 2 | @ |[Pmmiove
User Guide
Status Summary | Approve A1l || Reject Al

Al Time Cards

All Expense Rejection Reason Code | Please select-—

Reports

Change Passwaord Reason Detail

Wiew Terms

Setup Options  History
o ' Action taken Taken by Date Comment
Help . Submitted Berhanu,Anketse M 04/17/2009 10:21 AM

 Waorking Draft Berhanu,Anketse M 04/17/2009 10:16 AM

2. Click the > to view a detail relating to the expense. The View Expense Item window displays.

Wi D e, Willli s L.
Lingdoyes £ 02569054

T et i) :l'.i‘a:l;:t

Q003526227 - Chavy Chase Bank - Stan
Rojek/Matt Wilson

e [BERLN ]
ITaLY ROME |4
T T —

Fepmuiem

Dite 07731 £ 2000

f e Expenses Billable
AT T 'E...:

Livelt Pl @ 1

el L 54 00

3. View the information that displays.
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o=’

4. If you need to update a UDF value associated with the expense item, click ¢~ to select the
appropriate UDF value from the selection window. You cannot update UDF values that are read-
only.

Note: If the appropriate value does not display, contact the field support representative (for example, the
CSA).

5. Click one of the following buttons:

Button Description

Close Window To close the window and return to the expense report.
Submit Change To close the window and update the expense report appropriately.
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View an Expense Report

You can always view expense reports in Time & Expense to view information on an expense that has
been submitted for reimbursement

1. From the Left Menu, click the All Expense Reports link to display the Expense Reports page
that lists all of the expense reports that you received from your Users.

TIMESEXPENSE

Horme

all Time Cards Search Expense Reports

All Expense Name (LastFirsh [ |customerid[ | Status | Al ... ™
Reports — L
Productid[ | JobReqs[ __ |WeekEnding[Al.. [¥]
Search

User Guide

Training
Simulations

Logout
[System Administrator

Home

Comments

Status Summary Copyrig
&ll Tirme Cards

all Expense
Reports

Represent User
Reset Password

Earnings Code
Maintenance

Reports

Terms and

2. Use any of the following search fields to display the information you need:

Note: You do not need to complete each field to perform a search.

Option Description

Status Select the status for the list of time cards you wan to view.

Name Do the following:
4. In the Name (Last,First) field, do one of the following:

e To find a specific User — Type the last name and the first
name of a User separated by a comma with no space. For
example — Smith,John.

¢ To find multiple Users — Type the first letter or letters of
the Users first or last name to display a list of Users who
match your search criteria.

5. If necessary, you can also specify a week ending date in the
Week Ending field.
6. Clickthe  Find  button to display the information you
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specified.

Week Ending Do the following:

4. Inthe Week Ending field, select a specific week ending
date for the information you need to view. This field

defaults to All.

5. If necessary, you can also specify a User in the Name
(Last,First) field.

6. Clickthe  Find  button to display the information you
specified.

7. Your search results sort by week ending date in descending order and user name in ascending
order. Click any of the column heading links to sort the information by the column you
selected. An arrow displays to indicate that the column is sorted by ascending or descending
order.

Wi & W W ol ) "”_;_ -
ek | e—lny iy = [ ]
1
Irschisg vammler Dale Lmglwrees bme  [Eobrees 14 Db Bea Susleer Slabia TE0H Arfrbaht  Cedais

8. If you need to display another page of expense reports, click the appropriate [page number]
link to display another page of expense reports.

9. View information that displays:

Field Description

Tracking Number (expense reports | The number associated with the expense report.
only)

Date The week ending date for the expense that the User Submitted

Employee Name The name of the User. The name displays as Last name,First name.
For example: Smith,John

Employee ID The PeopleSoft employee identification assigned to the User.

Job Req Number The job requisition number for the requisition that the User worked
or incurred the expense.

Status The status of the time card or expense report. For a list of status
types, refer to the Use the Status Summary Page.

Total Amount The total amount of the expenses that the User incurred for which

we are expensing the customer.

Details The #~ displays. Click the 7~ 0 display the time card or

expense report. Refer to View, Approve, or Reject a Time Card or
View, Approve, Reject and Expense Report for further details.

35



TIMESEXPENSE

ISALCSS

Hormne

Status Surnrnary
Represent User
All Time Cards

All Expense
Repaorts

Hame: Froio,Jonathan Edward
Employee I 03657963

Customer: EMNVIROMMENTAL HEALTH AMD
ENGINEERIMNG

Job Req#: 0004339435 Company: Aerotek

Reports Worksite Location: 117 FOURTH AVE MEEDHARM, hi2
User Guide Expense Code Expense Date  Amount
Training Expenses Billable 1/5/2009 24
Simulations .
Expenses Billable 1/8/2009 35
Logout .
Expenses Billable 1/6/2009 13
Help
Total Expenses
History
Action taken Taken by
Submitted Froio,Jonathan Edward

waorking Draft

Froio,Jonathan Edward

Week Ending 01/10/2009

Managers: Bruce Wallace - Howard
Brightman

Office: 00495 - Bostan Maorth, WA

UnitRate Subtotal Status
1 usD$24.00 Submitted
1 UsD4$35.00 Submitted
1 UsD4$13.00 Submitted
USD72.00
Date

01/08/2009 07:56 PM
01/08/2009 07:54 PM

Tracking #: 0034925
Status: Submitted
Description  Receipt

~y A
Parking -~ A
()
Parking #~ A

. -~ &
Parking ¢ A=

Comment

10. Click on any one of the following:

Option Description

The = Prexvious link

To display the previous time card in your list of expense reports.

The Mext* link

To display the next time card in your list of expense reports.

The All Expense Reports link
from the left menu.

To return to the Search Expense Reports page.
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View, Approve, or Reject Expense Reports

You can view Users’ expense reports to approve or reject the expenses that they submitted.

1. From the Left Menu, click the Home link to display the list of time cards and expense reports
that need your approval.

TIMESEXPENSE

Primary Manager

Home

Name {LastFirst)
Reports Fleaze type all or part of the name without llany special characters(R.[,5%),

Week Ending Al v Find
User Guide ) . -
Pending Approval Time Cards
Training
Sirnulations Page 1 0f 1 1
Final Manager ’
Reqular OverTime Other Total . "
B Date Employee Name Employee Id Job Req Number Status Hours Hours Hours  Hours Approve Details
Reports 04/18/2009 Berhanu,Anketse M 04098324 0004195627 Submitted 40: 00 0:00 0:00  40:00 ~
User Guide 04/11/2009 Berhanu,Anketse M 04098924 0004195627 Submitted 40; 00 0: 00 0:00 4000 ~
Primnary
StatusiSummary 11/01/2008 Stein,Micholas & 04043309 0004195627 Manager 40:00  0: 00 0:00 40:00 -~
&l Time Cards Appraved

Select all Approve
all Expense

Reports .
Pending Approval Expense Reports

Change Password

Page 1 of 1 1
View Terms
Tracking Number Date Employee Name Employee Id Job Req Number Status Total Amount Approve Details
Setup Options P
33227 04/18/2009 Berhanu,Anketse M 04098924 0004195627 Subrmitted USD$30.00 ,L’
Logout
33247 04/18/2009 Berhanu,Anketse M 04098924 0004195627 Subritted USD$23.00 ,\""
Help ey
33ze9 04/11/2009 Berhanu,Anketse M 04095924 0004195627 Subrmitted USD$30.00 -~

2. When you access the Home page, your information sorts by week ending date in descending
order and employee name in ascending order. Click any of the column heading links to sort
the information by the column you selected. An arrow displays to indicate that the column is
sorted by ascending or descending order.

3. If necessary, use any of the following search features to display information you need:

Note: You do not need to complete each field to perform a search.

To display expense reports for a Do the following:
specific User 1. Inthe Name (Last,First) field, do one of the following:

e To find a specific User — Type the last name and the first
name of a User separated by a comma with no space. For
example — Smith,John.

e To find multiple Users — Type the first letter or letters of
the Users first or last name to display a list of Users who
match your search criteria.

2. If necessary, you can also specify a week ending date in the

Week Ending field.
3. Click the Find button to display the information you
specified.
To display expense reports for a Do the following:
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specific week ending 1. In the Week Ending field, select a specific week ending
date for the information you need to view. This field
defaults to All
2. If necessary, you can also specify a User in the Name
(Last,First) field.
3. Click the Find button to display the information you
specified.
To display another page of expense | Click the appropriate page number link to display another page of
reports expense reports.

)

4. Click on the #~ to display an individual timecard.

Primary Manager

Haorne

Reports
Name: Berhanu,Anketse M
Employee ID: 04098924

User Guide

Training
Simnulations
Final Manager

H Tracking #: 33227 Job Requisition #: 0004195627 - 3 Status: Submitted
ome

R Expense Code |[Amount Unit/Rate Subtotal |Date Status  |Description Receipt Approve f Reject
eports =
" Expenses Billable |30 1 UsSD4$30.00 04413/2009 Submitted meals billable -~ (= Approve | | Reject
User Guide
Status Summary Approve All || Reject Al
all Tirme Cards
all Expense Rejection Reason Code | Please select— v
Reports
Change Passwaord Reason Detail
View Terms
Setup Options History
Logout . 5
Action taken Taken by Date Comment
Help Submitted Berhanu,Anketse M 04/17/2009 10:21 AM
warking Draft Berhanu,Anketse M 04/17/2009 10:16 AM

MNext

5. Verify the header information that displays:

Field Description

Name The name of the User. The name displays as Last name,First name.
For example: Smith,John

Employee ID The PeopleSoft employee identification assigned to the User.

Tracking # The tracking number used to track the expense report.

Job Requisition # The job requisition number for the requisition that the User worked
or incurred the expense.

Status The status of the expense report.

6. Verify the expense information that displays:

Column Description

Expense Code The expense code and a description of the expense incurred by the
User.

Amount The dollar amount or quantity of the expense incurred.

Unit/Rate The quantity or rate of the expense item

Subtotal The amount for the expense item. USD only. (Amount x Unit/Rate
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= Subtotal)

Date The date when the User incurred the expense.
Receipt The document attached by the User.
Description An explanation of the expense. You must click ¢~ to view

additional details about the expense including the User Defined
Fields (UDF’s) associated with the expense item. Refer to View
Expense Details for further information.

7. Do one of the following:

Option Description

To approve the expense that the User submitted.

Approve Repeat steps 4-6 for each expense that you need to approve.
To reject the expense that the User submitted.
Once you reject an expense, you must do the following:
Rejsct 1. In the Rejection Reason Code field, you must select the

reason code that identifies why you rejected the expense.
2. In the Reason Detail field, type the reason why you
rejected the expense.
Approve Al To approve all of the items listed.
To reject all of the items listed.
Once you reject an expense, you must do the following:
1. In the Rejection Reason Code field, you must select the
reason code that identifies why you rejected the expenses.
2. In the Reason Detail field, type the reason why you
rejected the expenses.

Feject All

8. To view additional expense reports, click one of the following:

Option Description

To display the previous time card in your list of expense reports.
The = Prewiaus link The Previous link is not active if no additional expense reports
exist.

To display the next time card in your list of expense reports.
The Next link is not active if no additional expense reports exist.

The Mext= link
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Reject an Expense Item

You must reject an expense item when incorrect information displays.

1. From the Left Menu, click the Home link to display the list of pending time cards and expense
reports.

TIMEREXPENSE

Primary Manager
Horne
Mame {Last,First}
Reparts Please type a_II of part of the name without llany zpecial characters(*,[,%),
Week Ending Al | i
User Guide ; . o S il
. Pending Approval Time Cards
Training
Simulations ! Page 1 of 1 1
FFinal Manager i
Reqular OverTime Other Total . il

Date Employee Name Employee ld Job keg Number 2
Harme Date Employee Name Emplovee Id Job Req Number Status Holire ™ Hours Houre Hours Approve Details
Reports | D4/18/2009 Berhanu,Anketse M 04098924 0004195627 Submitted 40: 00 0: 00 0: 00 ~
User Guide 04/11/2009 Berhanu,Anketse M 04098924 0004195627 Submitted 40: 00 0: 00 0: 00 ,Q

Primary
Statisssummany 11/01/2008 Stein,Micholas & 04043309 0004195627 Manager 40000 0: 00 0 00 -~
all Time Cards Approved
Select all Approve

Al Expense
Reports i

Pending Approval Expense Reports
Change Password

Page 1 of 1 i
Wiew Terms

Tracking Number Date Employee Name Employee Id Job Req Number Status Total Amount Approve Details
Setup Options ' . oy

33227 04/18/2009 Berhanu,Anketse M 04095924 00041395627 Submitted USD$30.00 -~
Logout -

33247 04/18/2009 Berhanu,anketse M 04098924 0004195627 Submitted USD$23.00 -~
Help =

33229 04/11/2009 Berhanu,Anketse M 04096924 0004195627 Submitted USD$30.00 ,‘*"

2. In the Pending Approval Expense Reports section, click the 7~ to view the appropriate expense

report.
Primary Manager &
Home
Reports
User Guide Name: Berhanu,Anketse M
Employee ID: 04098924
Training
Simulations
Final Manager . .
Home Tracking #: 33227 Job Requisition #: 0004195627 - 3m  Status: Submitted
Renort Expense Code |Amount Unit/Rate Subtotal |Date Status  |Description Receipt Approve / Reject
eports —
et Goide Expenses Billable |30 1 USD$30.00|04/13/2009 [Submitted | 1< billable ,k) & Approve | | Reject

Status Summary Approve All Reject All

All Tire Cards

all Expense Rejection Reason Code | Please select--- >
Reports L
Change Passwaord Reason Detail
Wiew Terms
Setup Options History
Logout N
Action taken Taken by Date Comment

Help Submitted Berhanu,Anketse M 04/17/2009 10:21 AM

‘Working Draft Berhanu,Anketse M 04/17/2009 10:16 AM

Next
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3. Verify the header information that displays.

Field Description

Tracking #

The tracking number used to track the expense report.

Job Requisition #

The job requisition number for the requisition that the User worked
or incurred the expense.

Status

The status of the expense report.

4. View the expense information that displays.

Column Description

Expense Code The expense code and a description of the expense incurred by the
User.

Amount The dollar amount or quantity of the expense incurred.

Unit/Rate The quantity or rate of the expense item

Subtotal The amount for the expense item. USD only. (Amount x Unit/Rate
= Subtotal)

Date The date when the User incurred the expense.

Receipt The document attached by the User.

Description An explanation of the expense. You must click 7~ to view
additional details about the expense including the User Defined
Fields (UDF’s) associated with the expense item. Refer to View
Expense Details for further information.

5. Click on one of the following:

Option Description

Reports Date

User Guide

Amount
Status Sumrmary

Unit/Rate
all Tirne Cards -

Subtotal
All Expense Description
Reports ectiption
Change Password
Wiew Terms
Setup Options
Logout
Help .

History

Expense Code Expenses Billable

Reject To reject an item in the expense report. Continue with Step 6.
Reject All To reject all of the expenses that display.
Primary Manager
Home
Repaorts Tracking # 33227
User Guide Requisition 0004195627 - 3m - Megan Schuzetenberg/
Training Department g
Simulations .
fFinal Manager Job Detail Y

04/13/2009

30

1

1JSD4$320.00
meals billable

Cancel Reject

Rejection Reason Code | Mo Receipt £

Na receipt attached|
Reason Detail

6. Verify the information that displays.
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7. In the Rejection Reason Code field, select the reason code that indicates why you rejected the
expense. This is a required field.

8. In the Reason Detail field, type the reason why you rejected the expense. This is a required field.

9. Do one of the following:

Option Description

Cancel To cancel the rejection.
Reject To reject an item in the expense report.
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View Your Reports

Use the Reports section to view the report information for the week ending date you specify.

1. From the Left Menu, click the Reports link to display the Reports page.

TIMESEXPENSE
Final Manager
Home 1 Week Ending Date
Status Summary Bib/200 il
All Time Cards ! Iwoice Tracking EXCEL HTML
Al E 5 @
Rep;‘rﬁf”” Project Tracking EXCEL  HTML
Setup Options

Reports
Change Passward |
User Guide

Training
Simulations

View Terms
Logout
Help

Stop

Representing
User

2. In the Week Ending Date field, select the date for the information you need to view.
3. Understand the list of reports that display:
¢ Invoice Tracking - A list of the billable hours reported and approved by a Manager in
Time & Expense. Access is provided to Approvers, Field Support Representatives,

System Administrators, Corporate Associates and Expense Auditors.

¢ Project Tracking — A list of billable hours reported and approved by a Manager in
Time & Expense with UDF values listed.
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View a Training Simulation

Access Training Simulations page to view a training simulation that helps you understand Time
& Expense.

1. Loginto Time & Expense. The Home page displays.

TIMESEXPENSE

Primary Manager
Home
Name {Last,Firstp
Reparts Flease type all or part of the name without llany special characters(™®,[, 3.
Week Ending Al | i
User Guide . . a9 L J i
. Pending Approval Time Cards
Training
Sirnulations | Page 1 of1 - 1
Final Manager £
Reqular OverTime Other Total 0 |
ploy ploy q Approve Details |
Hame ] Date Employee Name Employee Id Job Reg Number Status Hhats - s ot Tiinaee: ¥ a |
Reports | 04/18/2009 Berhanu,Anketse M 04098524 0004195627 Subrmitted 40000 0: 00 000 40000 ~
User Guide | 04/11/2009 Berhanu,Anketse M 04098924 0004195627 Submitted 40; 00 0; 00 0: 00 40; 00 )‘-’)
Primnary
StatdeSHmmaky 11/01/2008 Stein,Nicholas & 04043309 0004195627 Manager 40: 00 000 0:00  40:00 M
all Tirme Cards Approved
Select All Approve
All Expense
Reports ' i
Pending Approval Expense Reports
Change Password |
. Page 1 of 1 il
Wiew Terms
Tracking Number Date Employee Name EmployeeId Job Regq Number Status Total Amount Approve Details
Setup Options ' oy
azez2? 04/18/2009 Berhanu,Anketse M 04095924 0004195627 Subrnitted USD$30.00 7~
Logout y
i 33247 04/18/2009 Berhanu,Anketse M 04098924 0004195627 Submitted USD$23.00 ,\-’
Help o
33229 04/11/2009 Berhanu,Anketse M 04095924 0004195627 Submitted USC430,00 ,‘*"

2. From the Left Menu, click the Training Simulations link to display a list of the training
simulations you can view.

TIMESEXPENSE

Final Manager

Homne, Approver

Status Surnrmary
» Approver Account Setupfapprove Time and Expenses

All Time Cards Approver Account Setup/approve Time and Expenses-California

All Expense
Reports © User

Setup Cptions

e User Account SetupfSubmit Time
Reports » User sccount Setup/Submit Time-Project Tracking

» User Account SetupfSubmit Time-California
Change Passward » User Enter and Submit Expenses (if applicable)
User Guide

Suppart
Training e
Simulations .
: » Operations Support Group Role

Wiew Terms e Customer Viewer Role
Logout
Help

3. Click the link of the training simulation you want to view. A separate window displays
with the training simulation.
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View, Approve, or Reject Time Cards by Project

You can view Users’ time cards to approve or reject the hours they submitted.

Consultant

Home
Time Cards
Enter Expenses

Consultant Status
Summary

Contact
Information

All Expenze
Reports

User Guide
Manager

Manager Home

Client Status
Summary

All Time Cards

All Mgr Expense
Reports

Manager User
Guide

My Direct Reports

From the Left Menu, click the Home link to display the list of time cards and expense reports
that need your approval.

Name (LastFirst):

\Weekending Date

Pageiof 2

| Date Employee Name

Pending Approval Time Cards

Search Time Cards |

Employee Id

]
Al v Fnd_|

Job Req
Number

0004652106

0004646800

0004669375

0004667329

0004671314

0004669375

0004667329

0004652885

0004670965

0004658115

Reqular

k

View by Project

Status  Hours/Units Hours/Units Hours/Units Hours and Units Approve Details

Submitted 8:00
Submitted 8:00
Submitted 8:00
Submitted 0:00
Submitted 0:00
Submitted 0:00
Submitted 0:00
Submitted 0:00
Submitted 40:00

Submitted 0:00

12>
Overtime Other Total
0:00 0:00 8:00
0:00 0:00 8:00
0:00 32:00 40:00
0:00 12:00 12:00
0:00 40:00 40:00
0:00 40:00 40:00
0:00 12:00 12:00
0:00 40:00 40:00
0:00 0:00 40:00
0:00 40:00 40:00

B T e

i o i "o i o i o it o

2. The View by Project link appears on the right hand side of the manager home page.

3. Select View by Project to view hours submitted for projects that are assigned to you for

Jonsultant

Home
Time Cards
Enter Expenses

Consultant Status
Summary

Search Time Cards

Contact
Information

Al Expense
Reparts

User Guige
lanager

Manager Home

My Nirert Renarts !

approval.

43 v Pending Approval Time by Project

Projedt 4| Reqular Hours | Overtime Hours  Other Hours | Total Hours | Details

0000516167 Overhead B

0000520830 Recordzd Banks 8

0

By

0

1 Back to Manager Home
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Consultant

Home
Time Cards
Entar Expanses

Consultant Status
Summary

Search Time Cards

Contact
Information

Al Expense
Reports

User Guide
Manager

Manager Home

My Direct Reports

4. Pending Approval Time by Project displays by the current weekending. If you would like to
see pending project information by a previous weekending date select the date option.

5. Click on the project name to view/approve the names and hours of consultants working on the
selected project.

6. Choose select all to approve all timecards in your view.
7. Choose approve selected to approve all selected values
8. To update User Defined Fields or approve at a timecard level click the magnifying glass.

9. 1If a consultant has hours on multiple projects within the same weekending, the approve
option is not available. The “Approve” checkbox is not available for consultants who also
reported time on other projects. To approve the time for those consultants, please click the
link to view “Details” where all of the hours they reported are shown, and an approve
option is available.

4 Back to All Projects
42T v Pending Approval Time by Project > 0000516167 Overhead

Name 4 EmployeeID | Job Req. Number Reqular Hours | Overtime Hours | Other Hours | Total Hours  Defails| Approve

! ; )

8 0
é @ Select All Approve Selected

The ‘Approve’ checkbox is not avallable for congutants who alea reported tme on other projects. To
approve the time for those consutants, please click the ink to view Detais' where al of the hours
they reparted are shown, and an approve option s avaiabk.

Lewis 0004646800
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Update User Defined Fields

Enter Expensss Customer: Tgs—Overhead Managers: RICHARD NAHAL - VYACHESLAY KOSTIN Options ¥|  Status: Submitied
coneultant Status Job Req#: 0004646300 Company: TGC Office: 00721 Monreal, Quebec Canada
Summary Worksite Location: 550 Maisonneuve De Boulevard West Montreal, QC Calculator
Search Time Cards
Eamings Code  Contract Line Contract Number Activity ID Project ID
ﬁzr'ljmm Project Reg Billable 1 CONOO0000003932 Overhead | ADMIN ~| 000051667 Overhead
All Expense Time Sun 21 Won22 Tue2d Wed24 Thuls Fri 26 Sat 27 Total
Reports Worked ] 8:00 o] ] ] 0 i} 8:00
User Guide Save Changes | [Approve | [Reject|

Manager

Managar Homa Reason for Rejection

My Direct Reports

Client Status

Summary History

Update the UDF field(s) as necessary. The UDF values displays as follows:

Option Description

Verify the UDF that displays. This type of UDF is read only. You
Contract Number cannot update this type of UDF. Contact the field support
CONO0D000003932 Overhead representative (for example: CSA) in necessary to update the value
that displays.
Activity ID Select the UDF value that should display.

ADMIM hd

— Select— If the appropriate UDF value does not display, contact the field
support representative (for example: CSA) in necessary to update

APP3 the value(s).

BEMCH

RE&D

TRAIMNING

10. Click the Save Changes to save your updates. The time card display with your updates.

11. Do one of the following:

Option Description

To approve a time card, expense report, or individual expense
Approve items.

Users and Expense Auditors only.

To reject a time card, expense report or individual expense items.
Approvers, Field Support and Expense Auditors only.

Feject
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Options ¥ Status: SL

To view the History page that displays the time cards or expense
reports activity history, including comments.

Cptions ¥ Status: Su

To display a printer friendly version of a time card or expense
report. The print friendly version of a time card includes spaces for
User or the Field Support Representative who represents the User
and the Approver to validate the hours entered. Print a time card or
expense report for your records.

12. To view additional time cards, click one of the following:

Option

The = Previous link

Description
To display the previous time card in your list of time cards.

The Previous link is not active if no additional timecards exist.

The Mext* link

To display the next time card in your list of time cards.

The Next link is not active if no additional timecards exist.
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