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Overview

Time & Expense is an automated time and expense collection system. Allegis Group Users who use
Time & Expense enter their hours and expenses into the system on a weekly basis. Approvers and
Expense Auditors (expenses only) must approve the hours and expense users submit before they can
receive compensation and reimbursement. The hours and expenses approved in Time & Expense load
into OASIS. If any one of these roles reject the hours or expenses then the user must update and re-
submit 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, Support (Customer Support Associates (CSA), 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
User The Time Card page displays depending when you access the system one of the following
weekending dates displays:

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

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

Refer to Access and Update a Time Card for further details.

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

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




Job Role Description

Primary The Pending Approval Time Cards and Pending Approval Expense Reports page

Approver displays. You must approve the time cards and expense reports listed to route the time

(optional) card and expense reports to the Final Approver for his or her approval. The Final
Approver must approve the time cards and expense reports to pay and reimburse Users
appropriately.

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

Field Support The Time Cards and Expense Reports page displays for your primary office. You can
(CSA) update the office and company information that displays. This page displays an
overview of the time cards and expenses that have been submitted for the office and
company you selected.

Operations The Time Cards and Expense Reports lists the time cards and expense reports that were
Support Group | approved and submitted into OASIS within the last seven days for your primary office.
(0SG) You can update the office and company information that displays. You can view the

details for any of the time cards or expense reports that display.

Expense The Pending Expense Reports page displays. This page displays a list of the expense
Auditor reports that need your verification. You can reject, partially reject, update the expense
amount submitted, or approve the 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 timecard or expense report
e Additional details for an expense item

To select a date

To print the list of timecards or expense reports to the printer that
you specify.

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

AI&%@

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

Ladin

To log 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 Changes

To save the updates you inserted to a timecard.
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 timecard.

Change

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

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




Button Description

To copy the information you inserted. You can use this button on

| Copy| your timecard to copy information from one date and insert the
same information for another date within the same week
Remove To remove the information that displays.
i To edit the information you inserted. Users and Field Support
only.
Continue To continue performing the action.
Cancel To cancel or stop performing the action.
Submit Change To submit the change you indicated.

Close Windomw

To close the window.

Celete

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

Printable Version

To display a printer friendly version of a timecard 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
timecard or expense report for your records.

Print Expenses Receipt Page

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

Submit For Approval submit your hours.
User and Field Support only.
T 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

[Add A Comment

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

Users and Field Support only




Button Description

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

To search for the information you specified.

Field Support, Expense Auditors, Operations Support Group (OSG) only

To search for the information you specified.

Field Support, Expense Auditors, Operations Support Group (OSG) only

To search for the User you need to represent in Time & Expense.

Field Support and System Administrators only

To access Time & Expense as a User. If a User cannot access the system, you
Represent Consultant must represent the User to enter his or her hours worked or expenses incurred.
Field Support and System Administrators only

To change the office and company information you are viewing.

Field Support and Operations Support Group (OSG) only

To change your Time & Expense password.

Users and Approvers only

To Un-Submit a timecard or expense report that was submitted previously.
Once an Approver approves or rejects a time card or expense report that item

Transaction history

Find

Search

Search Consultants

Change Office & Campany

Change Password

UnSubmit cannot be un-submitted.
Users and Field Support only
To approve a timecard, expense report, or individual expense items.
LRpIRkE Users and Expense Auditors only
) To reject a timecard, expense report or individual expense items.
REJE: 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.
To cancel the rejection.

Users and Field Support only

Cancel




Button Description

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

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

To receive a new password sent to the accounts email address.

Click the Yes button to accept the Terms and Conditions. Only

Yes after you accept the Terms and Conditions can you use Time and
Expense.
Click the No button to not accept the Terms and Conditions. If you
W do not accept the Terms and Conditions you will not use Time and
Expense.
To display the previous time card or expense report listed.
= Previous The Previous or Prev link is not active if no additional timecards or

expense reports exist.

To display the next time card or expense report.

Mext = The Next link is not active if no additional timecards or expense
reports exist.

To select all of the timecards that display on the Home page you are
Select All viewing.

Approvers only

To select all of the expense reports that display on the Home page
Select All Expenses you are viewing.

Approvers only

To approve all of the expense reports that you selected on the Home

Approve All Expenses page you are viewing.
Approvers only
Browse... To browse for the location of the document you wish to attach.
Receipt . .
To view the attached receipt.
e X
b 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 react as necessary.

TIMESEXPENSE

Help
Consultant Pages
Enter Time Cards

You are now representing Johns,Cindy
Enter Expenses

Stop
Representing
User

Message page



System Options

As you use Time & Expense, you must understand how to access the system to enter your time and
expenses (Users only) and 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 log out 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 e-mail preferences (Users and
Approvers only) before you can use Time & Expense. You can redefine your e-mail preferences (Users
and Approvers only) and password at anytime while using the system.

Use this chapter to understand how to:

* Log into Time & Expense

* Log out of Time & Expense

* View Terms and Conditions (Users and Approvers only)

* Setup your account (Users and Approvers only)

* Change your password (Users and Approvers only)



Log into Time & Expense

You must log into Time & Expense to enter, view, and approve hours and expenses in the system. When
Users, Approvers, and authorized viewers are setup in Time & Expense, Time & Expense sends you your
username and password. If you did not receive your username and password, contact the Consolidated
Services Desk (CSD)

Time & Expense Login Rules:

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

» Users—can continue to access the system for 28 days after their requisition ends.

* Expense Auditor—can always log into Time & Expense.

* Support—can always log into Time & Expense.

* Approvers—can continue to access the system as long as they are active in PeopleSoft.

* Operations Support Group (OSG)—can always log into Time & Expense.

If you are a User, Approver, or authorized viewer, your username and password are 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 password

Refer to Request a New Password for Time & Expense for further details.

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

2. Press Enter to display the Login page.



TIMESEXPENSE

Please enter your Username and Password:

If you have difficulty logging in please call the appropriate support number.
TEKsystems - Time & Expense M Help Desk 1-866-388-2880
Rerotek - Time & Expense 5" Help Desk 1-966-835-3915
MarketSource - Time & Expense 5 Help Desk 1-866-012-8661

Login page

3 Do one of the following:

If Then

You are a User, Approver, or 1. In the Username field, type the username that was
Authorized Viewer logging into the supplied to you in the Time & Expense notification email
system initially For example, C99999999 or M99999999

2. 2 Inthe Password field, type the password that was
supplied to you in the Time & Expense notification email

You are a User, Approver, or 1. In the Username field, type the email address you
Authorized Viewer who logged into specified previously Your email address is your
the system previously username
2. 2 Inthe Password field, type the password you specified
previously

If you do not remember your password, you can request a
new password Refer to Request a New Password for Time &
Expense for further details

You are Support (for example, CSA 1. Inthe Username field, type your Windows username
or OSQG) or Expense Auditor 2. In the Password field, type your Windows password
This is the password you use to log into your computer

4 Click the Login button to log into Time & Expense If you are a User, Approver, or Authorized Viewer
and this is your initial login you must setup.

10



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 & Expense successfully.

TIMESEXPENSE

Please enter your Username and Password:

If you have difficulty logging in please call the appropriate support number.
TEKsystems - Time & Expense =" Help Desk 1-866-389-2880

Aerotek - Time & Expense “¥ Help Desk 1-966-835-2915

MarketSource - Time & Expense M Help Desk 1-966-912-8661

Login page

12



System Features

Once you access the system, Time & Expense offers you a variety of features to help you enter time and
expenses and 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:

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

» Users—Displays your the current time card to ensure that you log your hours so you can receive
compensation.

* Operations Support Group (OSG)—Displays a list of the most current time cards and expense reports
that have been approved and therefore submitted into OASIS for the previous seven days.

* Approvers, Support, and Expense Auditors—Displays a list of the time cards and expense reports
you must approve to pay or reimburse your Users appropriately.

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.

13



Field Support Section
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Use the Home Link (Field Support Only)

Use the Home link to see a summary of your time cards and expense reports.

1 From the left menu, click the Home link to display a list of the time cards that you need to approve and
the expenses you need to verify. The Home page displays a list of the most recent time cards and expense
reports that your Users submitted and the status of those time cards and expense reports.

CSAICSS

Harne Office | 00055 - Cincinnati, OH

Status Summary

Represent User

~ | Company | Aerotek

All Time Cards Time Cards

All Expense

Reports Fage 1 of 4

Reparts Date Emplovee Name Emplovee Id Job Req Number Customer Name
01/10/2009 Brooks, Tiffini C 04114742 0004344033 alkermes Inc

User Guide

. 01/10/2009 Mason,Erika M 04075510 0004344033 alkermes Inc

Training

Simulstions 01/03/2009 Kurnpf Jr,Donald J 04017233 0004340044 kerkan Roofing Ine

Logout 12/20/2008 Dos Santos,Orlanda 03170012 0004344033 alkermas Inc

Help 12/20/2008 Kumpf Ir,Donald J 04017233 0004340044 kerkan Roofing Inc
12/13/2008 Dos Santos,Orlando 03170012 0004344033 alkermes Inc
12/13/2008 Kumpf Ir,Donald J 04017233 0004340044 kerkan Roofing Inc
12/13/2008 Morgan,Steven Patrick 04033270 0004346821 Makino
12/06/2008 Myers,Joshua & 04031425 0004145727 & O Srith
12/06/2008 Peterson,Frederick W 04081521 0004145727 A O Smith
Expense Reports
Page 1 of 1
Tracking Number Date Employee Name Employee Id Job Req Number
30053 10/04/2008 Mchugh,Larry 02334854 0003389697
25768 07/05/2008 Myers,Bryan 03929724 0004302471

Home page

Customer Name

Makino

Panasonic Avionics

w | Change Office & Company
Name (Last,First) l:l

Week Ending | Al .. e Find
12 3 4 =
Status Total Hours Details
working Draft 41: 00 ,‘.-:'\
warking Draft 12: 00 ,‘.-:'\
Submitted 241 00 ~
Working Draft 46 00 ,‘:"
Submitted 24! 00 ye
Working Draft 46: 00 ,‘:’\
Submitted  40: 30 ~
working Draft 50: 00 ,\.\"‘
working Draft 16: 00 ,‘:"
Warking Draft 8: 15 ,‘;\

1

Status

Final

Manager o
approved usD$149.71 P ad
in

Entirety

Final

Manager .
approved UsD$44 45 -~
in

Entirety

Total Amount Details

2 When you log into the Home page, your information sorts by week-ending date in descending order and
customer name 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

15



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

You do not need to complete each field to perform a search

Option Description
To change the office | Do the following:
information that

displays 1. In the Office field, select the office for the Users whose time cards or
expense reports you need to view. Your login determines the office that
displays.

2. Ifnecessary, you can also specify the company for the information you
need to display in the Company field.

3. Click the Change Office & Campany button to display a Message page
verifying the information you selected In the left menu, click any of the
links to display the information for the office you specified.

To change the Do the following:

company information

that displays 1. Inthe Company field, select the company for the Users whose time
cards or expense reports you need to view. Your login determines the
company that displays.

2. Ifnecessary, you can also specify the office for the information you need
to display in the Office field.

3. Click the Change Office & Campany button to display a Message page
verifying the information you selected. In the left menu, click any of the
links to display the information for the company you specified.




16
To display information for | Do the following:
specific employee
1. In the Name (Last,First) field, do one of the following:

e To find a specific User—Type the last name and the fist name
of a User with a comma in between and 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. Ifnecessary, you can also specify a weekending date in the Week

Ending field.
3. Click the  Find  button to display the information you
specified.
To display information for | Do the following:
a specific weekending date 1. Inthe Week Ending field, select a specific weekending date for

the information you need to view This field defaults to AlL
2. Ifnecessary, you can also specify an employee in the Name

(Last,First) ficld.

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

4 View the information that displays:

Option Description

Tracking Number (expense The number associated with the expense report

reports only)

Date The weekending date for the week when the User worked his or her
hours or incurred the expense

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

Customer Name The name of the customer for whom the User worked or incurred the
expense

17



Option Description

Status The status of the time card or expense report For a list of status types, refer
to Use the Status Summary Page
Total Billable (Time Cards | The number of hours that the User worked

only)

Total Amount (Expense The total amount of the expenses that the User incurred for which we are
Reports only) expensing the customer

Details #

The # displays Click the #~ to display the time card or expense report

5 To view additional information do one of the following:

Option Description

To see additional time In the Time Cards section, click the appropriate (page number) link to display
cards another page of time cards

To see additional In the Expense Reports section, click the appropriate (page number) link to
expense reports display another page of expense reports




Use the Status Summary Dashboard
Use Time & Expense to help you keep track of your time cards and expense reports. When you access the
Status Summary (Dashboard) page, the summary of your time cards and expense reports for the previous

week-ending date display. You can view a summary of your information at any time.

1 From the left menu, click the Status Summary link to display the Status Summary (Dashboard) page

TIMESEXPENSE
"SACSS
Hame Status Summary (Dashboard) for the week ending 05/23/2009 ===

Status Surmrmary -
Time Cards Expense Reports

Represent User

B Working Draft{0)

all Time Cards

all Expense

Reports ry Manager Approved{0d}
ary Manager Rejected{0}

Reports er Approved(0)

Final Manager Rejected{0}

Usar Guide W CSA /Workflow Rejected{0)

Training

Simulations

19 Final Manager Approval{0)

Logout Receipts Verified{0}

M Auditor Approved in Entirety{0)
Auditor Rejected in Entirety{0)

W Auditor Partial Approval(0}

M Auditor Adjusted and Partial Approval{0}

M Submitted for Payment(0)

M Pending Auditor Approvali0)

Help

Status

Summary (Dashboard) page

2 View the information that displays

Click the numeral links to display the corresponding Search Time Cards or Search Expense
Reports page.

Working The User saved, but has not submitted his or her time card or expense report
Draft
Submitted The User submitted a time card or an expense report for approval. Click the Submitted

link to view the Search Time Cards or Search Expense Reports page
Unsubmitted | The User unsubmitted his or her time card or expense report

19



Primary The User’s Primary Manager approved the time card. This manager level is optional.

Manager Depending on the customer for which the user works either one level or two levels of

Approved manager approval is required. Once the Primary Manager approves the time card the
Final Manager must approve the time card to compensate the user. Time cards only

Primary The User’s Primary Manager rejected the time card. The User can resubmit his or her

Manager time card to receive compensation. Time cards only

Rejected

This manager level is optional. Depending on the customer for which the User works
either one level or two levels of manager approval is required. Once the Primary
Manager approves the time card the Final Manager must approve the time card to
compensate the User

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

Click the Final Manager Approved link to view the Search Expense Reports page
Final The User’s Final Manager rejected the time card. This Final Manager level must
Manager approve a User’s time card for the User to receive compensation. The User can resubmit
Rejected his or her time card. Time Cards only
CSA/ The Customer Support Associate (CSA or field support representative) or Workflow
Workflow application rejected the time card. The Workflow application validates that your time
Rejected card passes all the business rules. The User must resubmit the time card for

compensation. Time Cards only




20

Status Description

Primary The User’s Primary Approver approved the entire expense report. This Approver level
Manager is optional Depending on the customer for whom the User works either one level or
Approved in two levels of approver approval is required. Once the Primary Approver approves the
Entirety expense report the Final Approver must approve the expense report to reimburse the

User. Expense reports only

Primary The User’s Primary Approver rejected the entire expense report. This Approver level is
Approver optional. Depending on the customer for whom the User works either one level or two
Rejected in levels of Approver approval is required. Once the Primary Approver approves the
Entirety expense report the Final Approver must approve the expense report to reimburse the

User. A User can resubmit a rejected expense report. Expense reports only

Primary The Primary Approver approved a portion of the expense report. This Approver level is
Approver optional. Depending on the customer for whom the User works either one level or two
Partial levels of approver approval is required. Once the Primary Approver reviews the
Approval expense report the Final Approver must review the expense report to reimburse the

User. Both Approver levels must approve the same portion of an expense report for the
User to receive any reimbursement. A User can resubmit the rejected portion of an
expense report. Expense reports only

Pending The Primary Approver needs to validate the expense report. This Approver level is
Primary optional. Depending on the customer for whom the User works either one level or two
Approver levels of approver approval is required. Once the Primary Approver reviews the
Approval expense report the Final Approver must review the expense report to reimburse the

User. Both approver levels must approve the same portion of an expense report for the
User to receive any reimbursement. A User can resubmit the rejected portion of an
expense report. Expense reports only

21



Status Description

Final Approver | The User’s Final Approver approved the entire expense report. This Final Approver

Approved in level must approve a User’s expense reports for the User to receive reimbursement.

Entirety Expense reports only Click the Final Approver Approved in Entirety link to view the
Search Time Cards page.

Final Approver | The User’s Final Approver rejected the entire expense report. This Final Approver level

Rejected in must approve a User’s expense reports for the User to receive reimbursement. The User

Entirety can resubmit the expense report. Expense reports only

Final Approver | The Final Approver approved a portion of the expense report. This Final Approver level

Partial must approve a User’s expense reports for the User to receive reimbursement. If a Final

Approval Approver gives partial approval then the User only receives partial reimbursement. The
User can resubmit the rejected expenses to receive reimbursement. Expense reports
only

Pending Final | The Approver needs to validate the expense report. This Approver level must approve a

Approver User’s expense reports for the User to receive reimbursement. Expense reports only

Approval

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

Verified Receipts Verified link to view the Search Expense Reports page.

Auditor The expense auditor approved the entire expense report. Expense reports only

Approved in

Entirety

Auditor The expense auditor rejected the entire expense report. The User will not receive

Rejected in reimbursement. The User can resubmit his or her expense report to receive

Entirety reimbursement. Expense reports only

Auditor Partial | The expense auditor approved a portion of the expense report to receive partial

Approval Reimbursement. A User can resubmit the rejected portion of the expense report to
receive full reimbursement. Expense reports only

22




Status Description

Auditor The expense auditor approved a portion of the expense report and reduced the amount

Adjusted and of an expense submitted by the User. A User can resubmit the rejected portion of an

Partial expense report. Expense reports only

Approval

Submitted for OASIS processed the expense report successfully. Expense reports only

Payment

Pending Auditor | The expense auditor needs to validate the expense report. The expense auditor must

Approval approve a User’s expense reports for the User to receive reimbursement. Expense
Reports only

3 Click “=~7 to display a the Status Summary page Refer to Use the Status Summary

Page for further details.

23



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 display. You can view a summary of your information at any time.

1. Click the Status Summary link to display the Status Summary (Dashboard) page.

TIMESEXPENSE

CSACSS

Harme

Status Surmmary .

Time Cards

Represent User

Wl Working Draft{0}
Submitted{0}
Unsubimitted{0}

all Time Cards

all Expensa

Reports M Primary Manager Approved{0)}
nary Manager Rejectedi0)}
Reports I Manager Approved(0)
Lser Guide nal Manager Rejected(0)
W CSA ! Workflow Rejected{0)
Training

Simulations
Logout

Help

Status Summary (Dashboard) for the week ending 05/23/2009

Expense Reports

Wl Working Draft{0}
Submitted{0}
Unsubmitted{0)
Pri

M Primary Manager Approved in Entirety{0)

Primary Manager Rejected in Entiretyi0)

al Manager Approved in Entirety{0}
al Manager Rejected in Entirety(0)
1 Partial Approval{0}
Final Manager Approval{0}

]

H Auditor Approved
Auditor Rejected in Entirety(0)

M Auditor Partial Approval(0)}

W Auditor Adjusted and Partial Approvali0}

irety(0)

itted Tor Payment{o}
ng Auditor Approvalio)

Status Summary (Dashboard) page

TIMESEXPENSE

CSACSS
Home

Status Surmmary Time Cards

Represent User

Status
All Tirme Cards
all Expense Working Draft o
Reports Submitted o
Reparts Unsubmitted o
ary Manager Approved o
User Guide _
Primary Manager Rejected 1]
;ra‘ﬂ:"? Final Manager Approved o
tmulations Final Manager Rejected 1]
Lagout CSA /Workflow Rejected o
Help Missing Time Card(s)

Summary page

Status Summary 4

Expense Reports

Week Ending
Status
05/23/200%

Working Draft

Submitted

Unsubmitted

ary Manager Approved in Entirety
ary Manager Rejected Entirety
ary Manager Partial Approval
ling Primary Manager Approval
Final Manager Approved in Entirety

al Manager Rejected in Entirety
Final Manager Partial Approval
Pending Final Manager Approwval
Receipts Verified

Auditor Approved in Entirety

Auditor Rejected in Entirety

Auditor Partial Approval

Auditor Adjusted and Partial Approval
Submitted for Payment

g Auditor Approval

ocoooocoooDooo0ooooooao

‘Week Ending

05723/ 200%

Status
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3. View the Status information that displays

Status Description

Working Draft The User saved, but has not submitted his or her time card or expense report
Submitted The User submitted a time card or an expense report for approval

Unsubmitted The User unsubmitted his or her time card or expense report

Primary Approver | The User’s Primary Approver approved the time card. This approver level is
Approved optional. Depending on the customer for which the User works either one level or

two levels of approver approval is required. Once the Primary Approver approves
the time card the Final Approver must approve the time card to compensate the User.
Time cards only

Primary Approver | The User’s Primary Approver rejected the time card. The User can resubmit his or
Rejected her time card to receive compensation. Time cards only

This Approver level is optional. Depending on the customer for whom the User
works either one level or two levels of approver approval is required. Once the
Primary Approver approves the time card the Final Approver must approve the time
card to compensate the User

Final Approver The User’s Final Approver approved the time card .This Final Approver level must

Approved approve a User’s time card for the User to receive compensation. Time cards only
Final Approver The User’s Final Approver rejected the time card. This Final Approver level must
Rejected approve a User’s time card for the User to receive compensation. The User can

resubmit his or her time card. Time cards only

CSA\Workflow The Customer Support Associate (CSA or Field Support representative) or
Rejected Workflow application rejected the time card. The Workflow application validates
that your time card passes all of the business rules. The User must resubmit the time
card for compensation. Time cards only
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Status Description

Primary The User’s Primary Approver approved the entire expense report. This Approver level
Approver is optional .Depending on the customer for whom the User works either one level or
Approved in two levels of approval is required. Once the Primary Approver approves the expense
Entirety report the Final Approver must approve the expense report to reimburse the User.
Expense reports only
Primary The User’s Primary Approver rejected the entire expense report. This approver level is
Approver optional. Depending on the customer for whom the User works either one level or two
Rejected in levels of approval is required. Once the Primary Approver approves the expense report
Entirety the Final Approver must approve the expense report to reimburse the User. A User can
resubmit a rejected expense report. Expense reports only
Primary The Primary Approver approved a portion of the expense report. This Approver level is
Approver optional. Depending on the customer for whom the User works either one level or two
Partial levels of approval is required. Once the Primary Approver reviews the expense report
Approval the Final Approver must review the expense report to reimburse the User. Both

Approver levels must approve the same portion of an expense report for the User to
receive any reimbursement. A User can resubmit the rejected portion of an expense
report. Expense reports only

Pending The Primary Approver needs to validate the expense report. This Approver level is
Primary optional. Depending on the customer for whom the User works either one level or two
Approver levels of approval is required. Once the Primary Approver reviews the expense report
Approval the Final Approver must review the expense report to reimburse the User. Both

approver levels must approve the same portion of an expense report for the User to
receive any reimbursement. A User can resubmit the rejected portion of an expense
report. Expense reports only
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Status Description

Final The User’s Final Approver approved the entire expense report. This Final Approver

Approver level must approve a User’s expense reports for the User to receive reimbursement.

Approved in Expense reports only

Entirety

Final The User’s Final Approver rejected the entire expense report. This Final Approver level

Approver must approve a User’s expense reports for the User to receive reimbursement. The User

Rejected in can resubmit the expense report. Expense reports only

Entirety

Final The Final Approver approved a portion of the expense report. This Final Approver level

Approver must approve a User’s expense reports for the User to receive reimbursement. If a Final

Partial Approver gives partial approval then the User only receives partial reimbursement. The

Approval User can resubmit the rejected expenses to receive reimbursement. Expense reports
only.

Pending Final | The Approver needs to validate the expense report. This Approver level must approve a

Approver User’s expense reports for the User to receive reimbursement.Expense reports only

Approval

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

Verified

Auditor The expense auditor approved the entire expense report. Expense reports only

Approved in

Entirety

Auditor The Expense Auditor rejected the entire expense report. The User will not receive

Rejected in reimbursement. The User can resubmit his or her expense report to receive

Entirety reimbursement. Expense reports only

Auditor Partial | The Expense Auditor approved a portion of the expense report to receive partial

Approval Reimbursement. A User can resubmit the rejected portion of the expense report to
receive full reimbursement. Expense reports only

Auditor The expense auditor approved a portion of the expense report and reduced the amount of

Adjusted and | an expense submitted by the User. A User can resubmit the rejected portion of an

Partial expense report. Expense reports only

Approval
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Submitted for OASIS processed the expense report successfully. Expense reports only.

Payment

Pending Auditor | The expense auditor needs to validate the expense report .The Expense Auditor must

Approval approve a User’s expense reports for the User to receive reimbursement. Expense
Reports only

4 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 Search Time Cards or Search
Expense Reports page.

5 Click the Missing Time Card(s) link to display the Missing Time Card page Refer to View the CSA
Missing Time Cards Page for further details

|
6 Click the Status Summary link to display the dashboard information Refer to Use the Summary
Status Dashboard for further details
£z o7 4
You can click “~~7' and to view the Status Summary and Status Summary (Dashboard)

information
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View the Missing Time Cards Page

Use the Missing Time Cards page to see a list of time cards that have not been submitted by the
Approvers for any timecard between the Users’ start date and the current weekending date.

1 From the left menu, click the Status Summary link to display the Status Summary
(Dashboard) page

TIMESEXPENSE

CSACSS

Harme Status Summary (Dashboard) for the week ending 05/23/2009

Status Surmmary

Time Cards Expense Reports

Represent User

Wl Working Draft{0} Wl Working Draft{0}

all Time Cards

Submitted{0} Submitted{0}
all Expense Unsubmitted{0} Unsubmitted{0}
Reports M Primary Manager Approved{0} M Primary Manager Approved in Entirety{0)

nary Manager Rejectedi0)} Primary Manager Rejected in Entiretyi0)

Reports I Manager Approved(0)
. nal Manager Rejectedi0}
User Guide ™ . - - -
CSA /Workflow Rejected(0) al Manager Approved in Entirety{0}
Training al Manager Rejected in Entirety{0)

I Partial Approval{o)
Final Manager Approval{0}
)

Simulations

Logout

H Auditor Approved
Help Auditor Rejected in Entirety(0)

M Auditor Partial Approval(0)}

W Auditor Adjusted and Partial Approvali0}

irety(0)

itted Tor Payment{o}

ng Auditor Approvalio)

Status Summary (Dashboard) page

3. Click to display the Status Summary page

TIMEREXPENSE

CSAICSS
Home Status Summary 4

Status Summmary

Time Cards Expense Reports

Represent User Week Ending Week Ending

Status Status

All Time Cards 0S/z3/2009 05/23/2008
All Expense Working Draft o Working Draft
Reports Submitted o Submitted
Reports Unsubmitted o Unsubmitted
ary Manager Approved o ary Manager Approved i

User Guide . . :

Primary Manager Rejected a ary Manager Rejected
Training Final Manager Approved ] ary Manager Partial Approval
Simulations Final Manager Rejected 1] g Primary Manager Approval
Logout CSA /Workflow Rejected a 1al Manager Approved in Entirety
Help Missing Time Card{s}) Manager Rejected in Entirety

Manager Partial Approval
Pending Final Manager Approval
Receipts Verified

Auditor Approved in Entirety
Auditor Rejected in Entirety

Auditor Adjusted and Partial Approval
Submitted for Payment
Pending Auditor Approval

[T Y T T I = R Y Y = I = R

Status Summary page

3 Click the Missing Time Card(s) link to display the Missing Time Cards page
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TIMEREXPENSE

CSAICSS
Hormne CSA Missing Time Cards
Status Summary Consultant Customer Job Requisition Week Ending Date
Represent User Batishchewva,Mariya 0 Allermes Inc 0004091463 05/23/2009
Bjornson,Mancy A Alkermes Inc 00043097968  05/23/2009
All Tirme Cards .
Blais,Wwayne R Acceleran Pharma Inc 0004134420  05/23/2009
all Expense Bornstein,Robert L Instrumentation Laboratory 0004060646  05/23/2009
Reports Buell,Ryan M Einhorn ‘vraffee Prescott 0004281821 05/23/2009
Renorts Canales Jr.,,Juan R Greatpoint Energy 0004356044 0542342009
" Capparell,Neva Jacqueline Momenta Pharmaceuticals 0004204195 05/23/2009
User Guide Chung,Wwon Emd Serono 0004351600 0542342009
Traini Connors,William H Momenta Pharmaceuticals 0004204195 05/23/2009
. Crepin Ksisha Instrumentation Laboratory 0004316049 05/23/2009
Desai,Avani Allermes Inc 0004309795 05/23/2009
Logout Dorion,Kenneth R Stop And Shop 0004162562 05,/23/2009
Help Next

Missing Time Cards page

4 View the information that displays

Field Description

User The name of the User whose time card is missing. The name displays as last name,first
name with a comma in-between and no space. For example, Smith,John

Customer The name of the customer for the missing time card.

Job The job requisition number for the User’s missing time card.

Requisition

Week Ending | The week-ending date for the missing time card.

Date
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Represent a User
If a user cannot access Time & Expense, use the Represent a User page to represent the user. When these
situations occur, you can represent any user from any location to view and possibly update the necessary

information.

1 From the left menu, click the Represent User link to display the Represent User page.

TIMESEXPENSE

CSAICSS

Hame

Search For User | Format:(Lastn sme Firstname middle)

Status Summary Search Consultants

Represent User
All Tirme Cards

All Expense
Reports

Reports
User Guide

Training
Sirmulations

Logout

Help

Represent User page

2 In the Search for User ficld, type the last name and first name of the user .You must type the user’s
name as you would in PeopleSoft with the last name followed by the first name with a comma in-between
and no space .For example, Smith,John

3 Click one of the following buttons:

Option Description

Search Users To proxy as a User to enter his or her hours worked or expenses incurred
Search Primary To proxy as a Primary Approver to view, reject or approve the appropriate time
Mgrs (Admin only) | cards and expense reports. When you proxy as a Primary Approvers you cannot
approve or reject timecards or expense reports

Search CustViewers | To proxy as a Customer Viewer to display the information you need to verify
(Admin only)
Search Final Mgrs To proxy as a Final Manger to view the appropriate time cards and expense
(Admin only) reports. When you proxy as a Final Approvers you cannot approve or reject
timecards or expense reports

Search Auditors To proxy as an auditor to verify the appropriate information for submitted
(Admin only) Expenses
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TIMESEXPENSE

CSALCSS
H
ome Search For User [Johns | Format:(Laztname, Firstnama Middla)
Status Summary Search Consultants |
Represent User
All Time Cards Consultant Name PeopleSoft ld Select
All Expense Johns,Cindy 03321790 | Represent Consultant
Reports
Johns,Gayle 03623743 | Represent Consultant
Reports
Johns,John A 03743997 | Represent Consultant
User Guide
Johns,Michael L. 02794341 Represent Consultant
Traini
Sri’;lziggons Johns, Tracy K. 03607444 Represent Consultant
Logout JohnsenAndrew Joseph 03954521 Represent Consultant
Help Johnsey ll,George F 03746015 Represent Consultant
Joehnson Il,Derryl Bernard 03444403 Represent Consultant
Johnson ILGordoen Ray 03665815 Represent Consultant
Johnson lil,Harold 04069831 | Represent Consultant
Johnson Jr,Clyde F 03145954 | Represent Consultant
Johnson Jr.,Archibald E. 03721510 | Represent Consultant

Represent User page
4 View the search results that display

5 From the list of matches that displays, click the appropriate button to represent the user. Additional
menu options display depending on the user you need to represent.

TIMESEXPENSE

Help
Consultant Pages

Enter Time Cards . .
You are now representing Johns,Cindy
Enter Expenses

Stop
Representing
User

Represent User page

6 In the additional menu options section that displays, click the appropriate link to display the page you
need to view.

If you access the system as a User on a Sunday, Monday, or Tuesday then the User’s time card
displays for the previous week-ending date. If you access the system as a User on a Wednesday,
Thursday, Friday, or Saturday then the User’s time card displays for the current week-ending date.

7 Once you access the appropriate page, click the Help button that displays to view the help information
for the page. Use the help information to understand the page and update the information as necessary.
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8 Once you view or update the information, click the Stop Representing User button to stop representing
the employee and no longer display the additional menu options.
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Access and Update a Time Card

Each week that a User works, he or she must access the Time Card page to enter his or her hours worked.
A User must enter his or her hours worked in the correct week. If a User submits the incorrect hours
worked, hours under the wrong job requisition number or week-ending date, the manger must reject the
time that the User submitted. The User must re-submit his or her time card with the correct information to
receive compensation.

1 Do one of the following:

If
You are a User

Then
From the left menu, click the Time Cards link to display one of the following
depending when you access the system

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

* If you log into the system Wednesday, Thursday, Friday, or Saturday then the time
card for the current weekending date displays

Use the search field to display a time card for another week-ending date

You are a Support
representative (for
example, a

CSA)

1 From the left menu, click the Represent User link. You must first represent the
User before you can enter his or her hours Refer to Represent a User for detailed
instructions

2 Once you successfully represent the User, in the User Pages section of the left
menu, click the Enter Time Cards link to display the User’s time card. Depending

when you access the system, one of the following displays:

* If you log into the system Sunday, Monday, or Tuesday then the User’s time
card for the previous week-ending date display

* If you log into the system Wednesday, Thursday, Friday, or Saturday then the
User’s time card for the current weekending date display

Use the search field to display a time card for another week-ending date

If a User works more than one requisition, multiple time cards display. The User must enter his or
her hours worked for the correct job requisition to get paid.
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2 Do one of the following:

If Then
You need to un-submit a 1 Click the UnSubmit button. You can only un-submit time cards that
submitted time card have not been approved or rejected

2 Continue with steps 3

You need to enter hours and Continue with step 3
submit a time card

3 In the time card, verify the correct job requisition number and worksite location display. You must
submit the hours worked for the correct requisition If you submit the hours worked for the wrong
requisition, the Approver will reject the time card.

Users Not Working In California

1 In the Week Ending Date field, verify that you accessed the appropriate time card page. If necessary,
update the Week Ending Date field with the appropriate date to display the time card you need.

TIMESEXPENSE

Help

Sonsultant P: Name: Johns,Cind )
Consultant Pages ame: ohns,Cindy Week Ending Date: | 117062004
Employee I0: 03321790

Enter Time Cards

Enter Expenses Customer: Fublic Service Company OF Mew Managers: Bullers, T2imye

Step Mexico
Esep:esentlng Job Reqé: 0004046317 Company: TEK Office; 00621 Alhuguergue, Status: Inactive

Worksite Location: Pnm Albuguergue, M

T Sunday Monday Tuesday Wednesday Thursday Friday Saturday
; (10/312004) | (11/12004) | (112/2004) | {11/32004) | (11/42004) | (11/52004) | (11/6:2004)

Regular Pay EHEM EHEM EHEM EHEM EHEM EHEM EHEM o HO M
Overtime Pay EH lﬂm EH E‘M E‘H EM EH lﬂm EH EM EH EM EH E‘M o HO M
Total Hours OH OM OH 0OM OH OM OH OM OH 0OmM OH OM OH OM OH 0M

Save Submit For Approval

Total

Time Cards page

2 In the Date field, select the date for the hours worked. The date displays.

3 In the Earnings Code ficld, select the appropriate earnings code for the hours worked. For example,
Regular Pay.

4 In the Hours field, type the number of hours worked for the day you selected.

5 In the Minutes field, type the minutes worked for the day you selected.
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6 If editable User-Defined Fields display, update the fields as necessary to display the appropriate
information for the hours worked Editable User-Defined Fields display as

follows: TALYT ROME Repeat this step for each editable User-Defined Field that displays. You

can have a maximum of 9 User-Defined Fields.

Some User-Defined Fields may display as read-only. These User-Defined Fields display as
follows: ITALY3 VENICE ‘ You cannot update these fields For example:

Option Description

User-Defined Fields: SPORT SOCCER Verify the correct UDF that displays. This type of UDF is
read-only. You cannot update this type of UDF
User-Defined Fields: waTER | EviarM  »| | Select the appropriate UDF value that should display

7 Once you enter your hours worked for the day you specified, click the Add This Entry button to add
the information to your time card.

8 If you need to update, copy, or remove the information that displays on the time card, click one of the
following buttons:

You cannot update time card information if you submitted the time card for approval Refer to
Submit Time Cards for further details

Option Description

Change | To update the information for the date you selected. The time card information displays in the
editable section of the time card Repeat steps 2-8 to update the time as necessary

Copy To copy the information that you entered for a date on the time card and insert the copy of the
information for a different date on the time card. The time card information displays in the
editable section of the time card. Repeat steps 2-8 to update the time as necessary

Remove | To remove the information from the time card. If necessary, repeat steps 2-8 to update the time
card appropriately.

9 Repeat steps 2-8 for each day worked.

10 Verify that the Totals section displays the total number of hours and minutes worked at the
appropriate earnings codes.

11 Click the Save button to save the time card .You can save the hours worked without submitting the
information. When you re-access the Time Card page the saved information displays.



If you do not select a UDF value in a UDF label field when you try to save or submit your time
card then a warning displays. You can select the Continue button to continue the submittal or the Cancel
button to cancel the submittal and update your time card appropriately.

12 If you need to submit the time card for approval, click the Submit For Approval button. When you
click this button, the time card saves automatically Refer to Submit Time Cards for further details.

13 Refer to Perform Additional Time Card Functions in this document to perform additional functions for
the time card.

Users Working In California

1 In the Week Ending Date field, verify that you accessed the appropriate time card page. If necessary,
update the Week Ending Date field with the appropriate date to display the time card you need.

TIMESEXPENSE
Help
Consultant Pages | | Name: Ho, Wei Week Ending Date: | 11/05/2008 +
Enter Time Cards Employee ID: 03941441
Enter Expenses Customer: Panasonic Avionics Carporation Managers: Status:
g';oppresenting Job Req#: 0004300116 Company: O&Y Office: 00476 San Marcos, CA Inactive
User Worksite Location: 11039 5. La Cienega Blvd. Los Angeles, CA Use lastweek's timecard
Earn Type Start Time End Time Hours Worked User-Defined Fields
Sunday, December 30, 2007
RegularPay v [ ] [ ] 00:00 ]
Meal Break v [ ] [ ] 00:00 |
Regular Pay |:| |:| 00:00 #®
i Add New Monday, December 31, 2007
Regular Pay l:l l:l 00:00 5
Meal Break [ ] [ ] 00:00 b=
Regular Pay I:l I:l 0a:a0 b
il Add New Tuesday, January 01, 2008
Regular Pay |:| |:| 00:00 #®
Meal Break [ ] [ ] 00:00 B
Regular Pay l:l l:l 00.:00 7]
ill Add New Wednesday, January 02, 2008
RegularPay v [ ] [ ] 00:00 &
Meal Break v [ ] [ ] 00:00 &

Time Cards page
2 In the Date field, select the date for the day worked.

3 In the Earnings Code Type field, select the appropriate earnings code for the hours worked. For
example, Regular Pay.

4 In the Start Time field, type the time when you started to work. You must enter time as HH:MM (two
digits for the hour and two digits for the minutes) and include AM or PM For example, 9:30 AM
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5 In the End Time field, type the time when you stopped working. You must enter time as HH:MM (two
digits for the hour and two digits for the minutes) and include AM or PM For example, 1:00 PM

6 When entering meal breaks the following rules apply:
- Greater than 6 hours a 30 minute meal break is required
- 10— 12 hours 2™ meal break required unless 2™ meal break waiver is signed
- 12-15 hours a 30 minute meal break is required — waiver is not optional.
- 15+ hours 3™ meal break is required.

7 If editable User-Defined Fields display, update the fields as necessary to display the appropriate
information for the hours worked.

8 Once you enter the hours worked for the day you specified, select the drop down arrow to select the
appropriate information for User-Defined Fields.
9 Click the Remove button to delete a line item in the time card.

10 Click the “Add New” button to insert a line item below the day/date hours were worked.

TIMESEXPENSE

Help

Consultant Pages Name: Ho,Wei

Week Ending Date: | 06/28/2008 |»
Employee I 03941441

Enter Time Cards

Enter Expenses

Customer: Panasonic Avonics Corporation Managers: David Anderson - John Dolph Status:
ﬁ;:‘jr'asant\ng Job Req#: 0004300116  Company: OAY Office: 00476 San Marcos, CA CEANWorklow Rejectad
User Worksite Location: 11099 5. La Cienega Blvd. Los Angeles, CA
Earn Type Start Time End Time Hours Worked User-Defined Fields
&l Add New Sunday, June 22, 2008
Regular Pay v [0&:00 AM] [04:00 PM] 0800 ®
Meal Break v [pa:00 P [p4:30 P] 00:30 5
Overtime Pay v [04:30 PM] [08:30 PM] 04:00 b7l
Double Time Pay [02:30 PM] [11:00 PM] 02:30 bl
&l Add New Monday, June 23, 2008 :
Regular Pay [ ] [ ] 0000 b=
Meal Break v [ | [ | 00:00 5
Regular Pay v [ | [ | 00:00 b7
Kl Add New :
Regular Pay [ ] 0000 b
Meal Break v [ | [ | 00,00 5
Regular Pay R | ‘ | | o0:00 m
&l Add New :
Regular Pay [ ] 00:00 &
Time Cards page

38



11 Verify that the Totals section displays the total number of hours and minutes worked at the

appropriate earnings codes.

12 Click the Save button to save the time card. You can save the hours worked without submitting the

information. When you re-access the Time Card page the saved information displays.

Meal Break 0600 AW 06:30 AM 0030
Regular Pay 06:30 AW 10:30 AW 04:00
Overtime Pay 10:30 AM 12:30 P 02:00
Meal Break 12:30 PM 01:00 P 00.30
COvertime Pay 01:00 P 03:00 P 0z:00
Douhle Tirme Pay 03:00 P 11:00 PM 0s8.00
Meal Break 11:00 P 11:30 P 0030
Regular Pay 09:00 AM 01:00 PM 04.00
Meal Break 01:00 P 01:30 PM 00:30
Regular Pay 01:30 PM 05:30 PM 04:00
COvertime Pay 05:30 P 0730 PM 0z:00
Meal Break 07:30 PM 08:00 PM 0030
Overtime Pay 08:00 P 10:00 P 0z2.00
Double Time Pay 10:00 PM 11:00 PM 0100
Totals

Earn Type Hours

Regular Pay 40 ;00

Double Time Pay 15 :00

Meal Break 05 :00

Cwertime Pay 16 :00

Total Hours Worked 71:00

Transaction History | | Printable WVersion

If you do not select a UDF value in a UDF label field when you try to save or submit your time

card then a warning displays. You can select the Continue button to continue the submittal or the Cancel
button to cancel the submittal and update your time card appropriately.
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California 2™ Meal Break Waiver

If you do not have a 2™ meal break and you have worked more than 10 hours or less than or equal
to 12 hours you will be prompted to complete a 2" meal break waiver. The waiver is applicable if you
and your manager agree to waive the 2" meal break. You will see a message “Have you and your

manager agreed to waive the 2™ meal break”

TIMESEXPENSE

Home
Tirme Cards
Enter Expenses

Consultant Status
Sumrary

Search Time
Cards

Contact
Information

all Expense
Reports

User Guide

Setup Options
Change Password
View Terms

Training
Simulations

Help

Logout

Name: Lewvi,Ariel 5

i ate: | TH3172010
Employee ID: 04003763 Week Ending Date

Customer: Manatt Fhelps & Phillips Lip Managers: KEN ROSSER - MICHAEL BLACK Status: Working Draft
Job Req#: 00043341594 Company: TEK Office: 005592 Los Angeles, CA
Worksite Location: 11355 VWest Olympic Boulevard Los Angeles, CA

Sunday,Monday - Hawve you and your manager agreed to waive the second meal break ?

Earn Type End Time

urs Worked

ElAdd New Sunday, July 25, 2010

Regular Pay hd ’m‘ ’m‘ 04:00
Meal Break v [12:00 Pm] [01:00 PM] 01:00
Regular Pay v [01:00 PM] [05:00 PM] 04:00
Overtime Pay v [05:00 PM] [o7:30 PM]

ElAdd New Monday, July 26, 2010

Regular Pay hd ’m‘ ’m‘

Meal Break v [12:00 Pm] [01:00 PM] 01:00
Regular Pay v [01:00 PM] [05:00 PM] 04:00
Overtime Pay v [05:00 PM] [08:00 PM] 03:00

Tuesday, July 27, 2010

1

KlAdd New
Regular Pay w

b
b
b
b
0400 5
b
b
b
b5

0000 i

If you choose yes, the California 2" meal break waiver form will present for electronic
acknowledgement. You will select the day(s) that you would like to waive and click the waive
button to acknowledge.

\

Harmne
Time Cards
Enter Expenses

Consultant Status
Summary

Search Time
Cards

Contact
Information

All Expense
Reports

User Guide

Setup Options
Zhange Password
Wiew Terms

Training
sirmulations

Help

Logout

Mame: LeviAriel §

i ate: | T/312010 »
Employee I: 04003763 Week Ending Date:

CALIFORNIA 2ND MEAL BREAK WAIVER

TIMESEXPENSE

I understand and agree that I may be scheduled to work more than 10 hours per day. If I work a shift of
more than 10 hours, but not more than 12 hours I voluntarily consent to the following for week ending

773142010 and for the specific day chosen Sunday,Monday
Sundav 1. I waive my 2nd required 30-minute unpaid meal break only when my work andfor scheduled shift will be

completed in 12 hours or less in one workday.

MU"daV 2. I Do not waive my 2nd required 30-minute unpaid meal break if I waived my first meal period.
3. By signing below I voluntarily consent to waive my Znd meal period when I work more than 10 hours in a
day but not more than 12 hours.

4. I understand this waiver form will be kept by my employer and made available to me upon my request.
Wi give Reject

Customer: Manatt Phelps & Fhillips Lip Managers: KEN ROSSER - MICHAEL BLACK Status: Working Draft 40
Job Req#: 0004334194 Company: TEK Office: 00592 Los Angeles, CA
Worksite Location: 11355 'West Olympic Boulevard Los Angeles, CA

Sunday,Monday - Have you and your manager agreed to waive the second meal break ?

[ves] o] s




If you choose No, or do not select to waive the California 2" meal break waiver, Time &

Expense will not allow you to submit your timecard unless a 2" meal break is entered.

TIMESEXPENSE

Home
Time Cards
Enter Expenses

Consultant Status
Sumrnary

Search Time
Cards

Contact
Information

all Expense
Reports

User Guide

Setup Options
Change Passward
View Terms

Training
Simulations

Help

Logout

Name: Levi,Ariel 5
Employee |ID: 04003763

Week Ending Date: | 7/31/2010  |»
Customer: Wanatt Phelps & Phillips Llp Managers: KEN ROSSER - MICHAEL BLACHK
Job Req#: 0004334154 Company: TEK Office: 00592 Los Angeles, CA
Worksite Location: 11355 West Olympic Boulevard Los Angeles, CA

Status: \Woarking Draft

The following errors have been identified on this imecard.

# Please enter a second meal break for Sunday,Monday.

Earn Type Start Time End Time Hours Worked

KA dd New

Regular Pay w 04.00
Meal Break v 01.00
Regular Pay v 04:.00
Ovwerime Pay v

KUAdd New Monday, July 26, 20

Regular Pay

(5 (3¢ [ 8¢ (3¢ (3¢ 3¢

Meal Break v 01:00

13 If you need to submit the time card for approval, click the Submit For Approval button. When you
click this button, the time card saves automatically Refer to Submit Time Cards for further details.

14 Refer to Perform Additional Time Card Functions in this document to perform additional functions for
the time card.
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Perform Additional Time Card Functions

Once you save the time card information, you can do any of the following:

Option Description

Add a To add a comment to the time card Refer to Add and View Comments for complete
Comment instructions.

Transaction To view the history of a time card

History

Printable To view and print a print friendly version of the time card

Version

Save To save the time card. You must save the time card again if you update any information
Submit For To submit the time card for approval. When you submit the time card you also save the
Approval information. Time & Expense displays the hours you are submitting for approval Refer to

Submit Time Cards for further details. The Approver must approve the hours worked for
the User to receive compensation. If there is an error with the time card, for example
UDF value is not selected, then T&E will display a warning. You can select to continue
or cancel your submittal. If you submit a time card and realize that the information is not
correct, you can click the Un-Submit button to un-submit the time card and correct the
information. You cannot un-sumbit a time card that has already been approved or rejected
by a approver
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Access and

Each week that

Update an Expense Report

a User incurs an expense for work purposes, he or she must access the Enter Expenses

page to enter his or her expenses incurred. A User must enter his or her expenses in the correct week. If a
User submits the incorrect expense information, expense information under the wrong job requisition
number or week-ending date, the manger must reject the expense information that the User submitted.
The User must re-submit his or her expense with the correct information to receive reimbursement.

Users must enter billable, non-billable, and prepaid expenses on their expense reports

1 Do one of the following:

If Then

You are a User From the left menu, click the Enter Expenses link to display the expenses page.
You are a Support 1 From the left menu, click the Represent User link. You must first represent the
representative (for User before you can enter his or her expenses Refer to Represent a User for
example, a detailed instructions.

CSA)

2 Once you successfully represent the User, in the User Pages section
of the left menu, click the Enter Expenses link to display the User’s expenses

page.

If an expense report was saved, but not submitted, the saved expense report displays

TIMESEXPENSE

Help

Consultant Pages
Enter Time Cards
Enter Expenses
Stop

Representing
User

Name: Ho,Wei
Employee ID: 03941441

1.
g,
Date Incurred l:lg'y

{mmiddivyyy)
Requisition Mo reqguisition available w

Expense Code | Mo expense code availahle w

Description

Attach Receipt | ” Browsze...

Save Expensze

Mate: If the Date Incumed you entered is comect and there is no Requisition available or no Bipense Code available, please contact wour C5A

Enter Expenses page
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2 Do one of the following:

If Then
You need to un-submit a 1 Click the UnSubmit button You can only un-submit expense reports that
submitted have not been approved or rejected.

expense report
2 Continue with steps 3-8
You need to enter an Continue with step 3
expense and

submit an expense report

3 In the Date Incurred ficld, click to select the date when you incurred the expense. This is a required
field.

You must select a date that falls between the start date and the end date of the requisition.
4 1f User-Defined Fields (UDFs) are tied to the customer order, the UDFs display If editable UDFs
display, you must update each UDF field to display the appropriate information Editable User-Defined
Fields display as follows:

Repeat this step for each editable UDF that displays. You can have a maximum of 9 User-Define Fields
(UDFs).

Some User-Define Fields (UDFs) may display as read-only. These UDFs display as follows: You cannot
update these fields

For example:

Option Description

Verify the correct UDF that displays This type of UDF is read-only. You cannot update this
type of UDF.

Click to select the appropriate UDF value that should display. If you are a CSA, you can type
the appropriate value in the field if necessary.

5 In the Requisition field, select the requisition for which you incurred the expense. If you are only on
one requisition then the requisition number displays. Verify the correct requisition number displays. Once
you select the appropriate job requisition number, the customer name, and hiring approver names for the
job requisition number displays. This is a required field.

If you do not know your job requisition number, contact your Field Support representative (for example,
your CSA)

6 In the Expense Code ficld, select the expense code for the expense incurred. The expense code and the
description for the expense code displays. This is a required field. If the appropriate expense code does
not display in the drop-down list contact your Field Support representative (for example, your CSA).
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7 In the Amount field, type the amount of the expense. The amount displays in currency or units
depending on the expense code selected previously This is a required field.

8 In the Description field, type a description for the expense.This is not a required field
9 Click the Save Expense button to save the expense information You can save the expenses incurred
without submitting the information When you re-access the Enter Expenses page the saved information
displays.
10 Repeat steps 3-9 for each expense that you need to submit for reimbursement.
11 Verify your expense information that displays at the bottom of the page. The correct job requisition
number must display for the expenses you incurred. If you submit your expenses for the wrong requisition
or week-ending date, the approver will reject the expense report.

If your expense report contains multiple expenses, it is possible for you to gain partial
reimbursement. You must submit a new expense report to receive reimbursement for rejected expenses.

Your new expense report displays a new tracking number.

12 If necessary, do one of the following:

Change the expense | Click the Change button for the expense that you need to update. The expense
information displays in the input fields Repeat steps 3-8 for each expense that you need to
that displays update.

Remove the expense | Click the Remove button for the expense information that you need to remove
information from your expense report.

that displays
A warning message displays. Click Yes to remove the expense entry from your
expense report.

45



13 Once you save the expense information, you can do any of the following:

Option Description

Add A To add a comment to the expense report or view comments attached to the expense

Comment report previously Refer to Add and View Comments for complete instructions.

Transaction To view the history of an expense report Refer to View Transaction History for further

History details.

Printable To view and print a print friendly version of the expense report Refer to Print Your

Version Expense Report for complete instructions.

Print Expenses | To display the Print Expenses Receipt Page. Tape your receipts to the Print Expenses.

Receipt Page Receipt Page and send them to the Field Support Representative (for example, the CSA)
for verification.

Submit For To submit the expense report for approval. When you submit the expense report you

Approval also save the information. Time & Expense displays the expenses you are submitting
for approval Refer to Submit Expense Reports for further details. The Approver, Field
Support representative (for example, the CSA), and expense auditor must approve the
expenses incurred for reimbursement purposes. If your expense report contains multiple
expenses, it is possible for you to gain partial reimbursement. An expense auditor can
lower the amount of reimbursement for an expense. If the reimbursement amount is not
correct, you can submit a new expense report for the remaining amount.

14 If you submit an expense report and realize that the information is not correct, you can click the
UnSubmit button to un-submit the expense report and correct the information .You cannot un-sumbit an
expense report that a approver approved or rejected.

15 If you need to update the expense report, repeat steps 2-12 to re-submit the expense report
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View Transaction History
Use the History page to view a time card’s or expense report’s history

1 Access the appropriate time card or expense report Refer to Access and Update a Time Card or Access
and Update an Expense Report for complete instructions

TIMESEXPENSE

Help
C i i Name: Froio,] than Ed d "
Consuitant Pages " | rofa,-onathan Bdwar Week Ending Date: | 011102009 1+
Enter Time Cards Employee Il 03657963
Enter Expenses Customer: Erviranmental Health And Managers: Bruce VWallace - Howard
Stop Enginesating Brightrnan
Representing Job Reqe: 0004339485 Company: OME Office: 00493 Boston Morth, A Status: Submitted
Hser Worksite Location: 117 Fourth Ave heedham,
1A
Time Sunday Monday Tuesday Wednesday Thursday Friday Saturday Total
) {1/4/2009) {1/5:2009) {1/6:2009) (1772009) {1/8:2009) (1/9/2009) (1/10:2009)
Regular Pay OH 0OmM 8H 0Om 8H OmM 9H 0Om 9H 0OmMm OH 0Om O0H O0m| 34 H 0OM
Overtime Pay Onr 0Om OH 0Om OH 0Om OH 0Om OH 0Om OH Om OH 0OmM OH 0OM

Holiday Billable Pay OH 0Om OH am OH Om OH am OH Om 0H am 0H 0m OH OM
Total Hours Worked OH OM GH O0Mm GH 0OM 9H OM 9H 0O M OH oM OH O0M| 34H 0OM

TransactionHistorﬂ PrintabIeVersion| UnSubmit|

Time Cards page

2 Click the Transaction History button to display the Transaction History page .The Transaction History
page displays a list of the actions taken on the time card or expense report.

TIMESEXPENSE

Help
Consultant Pages History
Eniter Time Cards Action taken Taken by Date Comment
Erter Expenses Submitted Froio,Jonathan Edward 01/08/2009 07:52  Submitted by jonathan.froio@childrens.harvard edu at 1/8/2009
PM 7:52:01 PM
Stop 01/08/2009 07:51
Representing working Draft Froio,Jonathan Edward P Time card created by Froio,Jonathan Edward
User
Back

Transaction History page
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3 View the information that displays:

Column Description

Action Taken | The action that was performed to the time card or expense report.

Taken by The name of the person who performed the action on the time card or expense report.
Date The date and time when the action was taken on the time card or expense report.
Comment The comments submitted with the time card or expense report.

4 Click the Back button in your browser to return to the Time Card page or Enter Expenses page
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Add and View Comments

A User can add comments to a time card or expense report. Time cards and expense reports contain an
Add Comment button that allows you to enter comments up to 4,000 characters.

Users cannot enter comments if:

* An Approver approved the time card or expense report.

* A manger rejected an expense report.

The User must submit a new expense report to add a comment.

Time cards that have been rejected must be resubmitted. You can add comments when
resubmitting a time card

1 Access the appropriate time card or expenses page Refer to Access and Update a Time Card or Access
and Update an Expense Report for complete instructions

TIMESEXPENSE

Help

Consultant Pages Name: Froio,Jonathan Edward

Week Ending Date: | 05/02/2008
Employee ID: 03657963

Enter Tirne Cards

Enter Expenses

Customer: Environmental Health And Managers: Bruce VWallace - Howard
stop Engineering Brightrnan
Representing Job Req#: 00043384585 Company: ONS  Office: 00488 Boston Marth, A, Status: Working Draft
User Worksite Location: 117 Fourth Ave
Meedham, MA
Time Sunday Ionday Tuesday Wednesday | Thursday Friday Saturday Total

(4/26/2009) | (427:2009) | (4282009} | (429/2009) | {(430/2009) | (5/172009) (5/2/2009)
Regular Pay EH [lm H EM EH EM [lH EM EH EM EH EM EH EM 8 HOD
Overtime Pay EH Elm EH EM EH EM ElH EM EH EM EH EM ElH EM o HOD
Holiday Billable Pay ([0 ] [0 Jwm ([0 ]n 0 Jm [0 ]w P Jm |00 0w 0 ]u [0 ]m 0] [0 dm [0]afo]m o HoO

TotalHowrsWorked | OH O0M| 28H OM| OH OM| OH OM| 0OH OM OH OM OH OM| BH O

=| =| 2| =

Add & Commernt] [Transaction History| [Printable version| [Save| [Remove All| [Submit For Approval |

Time Cards page
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2 Click the Add Comment button to display the Comment page for the time card or expense report

TIMESEXPENSE

Help

Consultant Pages MNote: Comment text can be deleted and overwritten until the timesheet is approved or rejected,

Enter Time Cards

Enter Expenses Comment:
Stop
Representing
User Cancel | Save
History
Action taken Taken by Date Comment
Working Draft Rzepkowski,Mandy C 05/26/2009 12:14 PM Time card created by Rzepkowski,Mandy C

Commen

Comment page

3 Do any of the following:

Option Description

Comment | To enter a comment to attach to the time card or expense report. You can add multiple
field comments to a time card or expense report. If you have not submitted your time card or
expense report, you can edit the comment that displays. Do not remove the comment that
displays in the Comment field unless you no longer need it.

History To view comments previously attached to the time card or expense report.

section

4 Do one of the following:

Option Description

Cancel | To cancel your comment and return to the Time Card page or Enter Expense page. If you
entered a comment, it does not save.

Save To save your comment. When you attach a comment to your time card or expense report, you
can update your comment until your approver approves your time card or expense report. If
your approver rejects your time card or expense report you can add an additional comment, but
you cannot change your previous comment.

5 Click the Back button in your browser to return to the Time Card page or Enter Expense page
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Print a Time Card

You can print a time card to keep a hard copy of the time card for your records. You can only print a copy
of a time card after the time card has been saved. The print friendly version of the time card includes a
space for the approver to validate the hours entered. Users can use the print feature to print their time
cards for their records or if the client requires a physical copy of the time cards for billing.

If a Field Support Representative (for example, a CSA) submits a User’s time card then the Field
Support representative’s name displays on the time card Support representatives must print a copy of their
Users’ time cards and keep them on file for three years.

1 To access the appropriate time card page, refer to Access and Update a Time Card for complete
instructions

TIMESEXPENSE

Help

Consultant Pages Name: Froio,Jonathan Edward

Week Ending Date: | 05/0272009 »
Employee ID: 03657963

Enter Time Cards

Enter Expenses

Customer: Environmental Health And Managers: Bruce VWallace - Howard
Stop Engineering Brightrnan
Fepresenting Job Req#: 00043309485 Company: OMS Office: 10498 Boston Morth, MA Status: Working Draft
User Worksite Location: 117 Fourth Ave
meedham, WA
T Sunday Monday Tuesday Wednesday Thursday Friday Saturday Total

(4/26/2009) | (427:2009) | (4282009} | (42972009) | (430/2009) | (5/172009) (5/2:2009)
Regular Pay EH Elm H EM EH EM ElH EM EH EM EH EM ElH EM 8 HOD
Overtime Pay EH EM EH EM EH EM [lH EM EH EM EH EM EH EM 0 HO
Holiday Billable Pay ([0 [ [0 {w ([0 ]n [0 Jm [0 Jw [0 Jm [0 Ju o Jm 0 fufo]m 0 ]e]mo]ufo]m o wo

TotalHowrsWorked | 0OH OM| 8H OM| OH OM OH OM| OH OM OH OM| OH OM| 8H 0O0M

=

AddAComment| TransactionHist0w| PrintableVer5i0n| Save RemoveAM SubmitForApprovaH

Time Cards page
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2 Click the Printable Version button to display the Printable Time Card page

Name: Froio,Jonathan Edward

Week Ending Date: 5/2/2009
Employee II: 03657963

Customer: Environmental Health And Managers: Bruce VWallace - Howard
Engineering Brightrnan
Job Req@ 0004339485 Company: ORS Office: 00498 Boston Morth, MA Status: Working Draft
Worksite Location: 117 Fourth Ave
mHeedham, MA

Time Sunday Monday Tuesday Wednesday Thursday Friday Saturday Total

) (4/26/2000) | (4272009} | (4:282009) | (4292000} | {4/30/2009) {5/1/2009) (5/2/2009)

Regular Pay OH OmM 8H Om OH OmM OH 0OmM OH 0OmM OH OmM OH OmM 8H OM
Overtime Pay OH Om OH 0Om OH 0Om OH 0Om OH 0Om OH Om| OH OM OH OM

Holiday Billable Pay OH OmMm OH OmMm O0H OmM™ 01 Om| O0H OmMm, OH OmM| OH OmM OH oM

Total Hours Worked OH OM SH OM OH OM OH OM OH OM OH OM OH 0 M SH 0IMm

Submitted By:

Approved By:

Back

Printable Time Card

3 Click File > Print to display the Print window

4 Select the printer where you want to print the time card
5 Select Landscape to print the entire time card image

6 Do one of the following:

Option Description

Print To print the time card
Cancel | To close the Print window and cancel your option to print

7 Click the Back button in your browser to return to the Time Card page



Print an Expense Report

You can print an expense report to keep a hard copy of the expense report for your records. You can only
print a copy of an expense report after the expense report has been saved. The print friendly version of the
expense report includes a space for the User, client Approver, and Allegis Group corporate approver to
validate the hours entered. Users can use the print feature to print their expense reports for your records or
if the client requires a physical copy of the expenses submitted.

If a Support representative (for example, the CSA) submits a User’s expense report then the
Support representative’s name displays on the expense report. Field Support Representatives must print a
copy of their Users’ expense reports and keep them on file for three years.

1 Access the appropriate expenses page Refer to Access and Update an Expense Report for complete
instructions

TIMESEXPENSE

Help
Consultant Pages Mame: Froio,Jonathan Edward

Enter Time Cards Employee II: 03657963

Enter E &
fter Bxpenses Date Incurred I:I

Stop (mmviddiyyyy)
Ejg:ese”t'”g Requisition 0004339485 - ENVIROMMEMNTAL HEALTH AND ENGINEERING - Bruce Wallace / Howard Brightman +

Expense Code | EXx- Expenses Billable

Description

Attach Receipt ‘ ” Browse...

Save Expense

Mote: If the Date Incumed you entered is comect and there is no Requisition awailable or no Expense Code awailable, please contact your CEA

Tracking #: 34925  Job Requisition #: 0004339485 - Environmental Health And Engineering  Status: Submitted

Expense Code Amount |Unit/Rate Subtotal Date Status Description |Receipt /Change §f Remove
Expenses Billable |24 1 USD$24.00 |01/05/2009 |Submitted |papking ,Q w5
Expenses Billable |13 1 UsSD$13.00 |01/06/2009 |Subrnitted Parking ,Q o 5
Expenses Billable |35 1 USD$35.00 |01/08/2009 |Subrnitted Parking ,C" [E% 4

AddAComment| Transaction History | | Printable Version| Print Expenses RecewptF‘age| Unsubmit|

Enter Expenses page
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2 Click the Printable Version button to display the Printable Expense Report page

Hame: Froio,Jonathan Edward

Employee ID: 03657963 Week Ending 01./10/2009
Customer: EMNYIROMNMEMNTAL Managers: Bruce Wallace -

HEALTH AMD ENGINEERING Howeard Brightrnan

Job Reqgs: 0004339485 Company: Office: 00498 - Boston § . - T ‘
DD North, MA Status: Submitted Tracking #: 0034925
Worksite Location: 117 FOURTH AVE

MEEDHAM, MA

Expense Code |Expense Date |Amount |Unit/Rate Subtotal | Status  |Comments

Expenses Billable 1/5/2009 24 1/UsD$24.00 |Submitted Parking
Expenses Billable 1/6/2009 35 1/USD4$35.00 [Submitted |Parking
Expenses Billable 1/6/2009 13 1/USD$13.00 [Submitted Parking
Total Expenses UsSD4$72.00

Consultant: Froio,Jonathan Edward

Client Manager:

Allegis Corporate Approver:

Printable Expense Report page

3 Click File > Print to display the Print window

4 Select the printer where you want to print the expense report
5 Select Landscape to print the entire expense report image

6 Do one of the following:

Option Description
Print To print the expense report
Cancel | To close the Print window and cancel your option to print

7 Click the Back button in your browser to return to the Enter Expenses page
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Print the Expenses Receipt Page

Access and print the Print Expenses Receipt Page when you need to submit your expense receipts for
reimbursement. Tape the receipts to the page Users must submit the page of receipts to his or her Field
Support representative (for example, the CSA) to receive reimbursement.

1 Access the appropriate expenses page Refer to Access and Update an Expense Report for complete
instructions. You must access the appropriate expense report to display the corresponding information on
the Print Expenses Receipt Page

TIMESEXPENSE

Help
Consultant Pages Froio,Jonathan Edward
Enter Time Cards Employee ID: 03657963
.
o
Stop (mmviddiyyyy)
Ejg:ese”t'”g Requisition | 0004339485 - ENVIRONMENTAL HEALTH AND ENGIMEERING - Bruce YWallace / Howard Brightman |+
Expense Code | EX¥{- Expenses Billable
Description
AnnchReceipt‘ ” Browse...
Save Expense
Mote: If the Date Incumed you entered is comect and there is no Requisition awailable or no Expense Code awailable, please contact your CEA
Tracking #: 34925  Job Requisition #: 0004339485 - Environmental Health And Engineering  Status: Submitted
Expense Code Amount |Unit/Rate Subtotal Date Status Description |Receipt /Change §f Remove
Expenses Billable |24 1 USD$24.00 |01/05/2009 |Submitted |papking ,Q @ 3
Expenses Billable |13 1 UsD$13.00 |01/06/2009 |Subritted Parking ,Q o 5
Expenses Billable |35 i UsSD$35.00 |01/08/2009 |Subrnitted parking ,C" & %
Add AComment| Transaction Histary || Printahle Yersion | Frint Expenses Receipt Page | Unsubmit|
Enter Expenses page

2 Click the Print Expenses Receipt Page button to display the Expenses Receipt Page

__ # of Receipts
Mame: Froio,Jonathan Edward

Tracking #:244925
Employee ID: 03657963

Weekending Date:01/1 0720059
Customer: ERNVIRORMERNTAL HEALTH ARND EMGINEERIMNG Managers: Bruce \Wallace - Howard Brightman

Job Req#: 0004335485 Company: Aerotek Office: 00493 - Boston Morth, WA
Worksite Location: 117 FOURTH AVE MEEDHAR, his

(Print landscape and tape receipts to this page)

Expenses Receipt Page
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3 Click File > Print to display the Print window
4 Select the printer where you want to print the time card
5 Select Landscape to print the receipts page in landscape orientation

6 Do one of the following:

Option Description
Print To print the Expenses Receipt Page
Cancel | To close the Print window and cancel your option to print

7 Click the Back button in your browser to return to the Enter Expenses page
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Submit Time Cards

When you submit a time card, Time & Expense sends the time card to the Approver. The Approver must
approve the hours submitted before the User can receive compensation.

1 To access the appropriate time card page, refer to Access and Update a Time Card for complete
instructions

TIMESEXPENSE

Help

Consultant Pages Name: Froio,Jonathan Edward

Week Ending Date: | 05/23/2009
Employee Il 03657963

Enter Time Cards

Enter Expenses

Customer: Environrnental Health And Managers: Bruce Wallace - Howard
Stop Engineering Brightrman
Representing Job Req#: 0004339485  Company: ONS Office: 00438 Boston Morth, MA Status: Inactive
User Worksite Location: 117 Fourth Ave Needham,
(L]
Time Sunday Monday Tuesday Wednesday | Thursday Friday Saturday Total
) (5/17:2009) | (5/18/2009) | (5/19/2009) | (5/20/2009) | (5/21/2009) | (5222009) | (5/23/2009)

Regular Pay ElH El"" H ElM ElH EM H ElM El»—c ElM ElH Elm ElH El"" 3 Ho m

Overtime Pay ElH ElM ElH ElM El” EM ElH ElM El” ElM El"‘ El"" ElH Elm o HO M
Holiday Billable Pay [0 ] [0 |m [0 Jn [0 ]m [0 ]n 0 ]m o w0 ]u 0 ]afodm f]e@]m@i]up]um o no m
Total Hours OH OM &8H 0M| OH OM| OH OM| OH OM| OH OM OH OM &8H 0K

Save Submit For Approval

Time Card page

2 Verify the information that displays. Update the necessary information.
3 If you updated any information, click Save to save your updates

4 Click the Submit For Approval button to save your time card and display the Confirm Time Card
Submission page
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TIMESEXPENSE

Help

Consultant Pages MName: Froio,Jonathan Edward

Week Ending 5/23/2009
Employee I: 03657963

Enter Tirme Cards

Enter Expenses You are submitting your Time Card for appraval.,

Stap Regular Pay (1) 16 Hours O Minutes

Representing Owvertime Pay (2X) 0 Hours O Minutes

User Haoliday Billable Pay {HB=) : 0 Hours O Minutes
Total 16 Hours O Minutes

Press the "Submit" button below to complete the transaction.

Change Submit

Confirm Time Card Submission page

5 Verity your time card information

6 Click one of the following:

Option Description
Submit | To submit the time card. Time & Expense informs you that it submitted the time card for
approval.

If there is an error with your timecard, for example UDF value is not selected, then T&E will
display a warning. You can select to Continue or Cancel your submittal.

Change | To return to the time card page Update the time card as necessary. Repeat steps 2—6 to submit
the time card.

7 In the left menu, click one of the following:

If Then

You are a User Click the Time Cards link to return to the Time Card page.

You are a Support Click the Enter Time Cards link to return to the Time Card page.
representative (for example, a

CSA) acting as a User
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Adjust Timecard in Time & Expense

In order to adjust timecard click Adjust Timecard link

TIMESEXPENSE

CSA
Home Office | 22222 - Corporate Location- 7312 Parkw |~ | Company | Allegis Group, Inc. «|[Change Office & Company |
C54A Dashboard
Name (Last/First) | |

Status Summary

Week Ending | 521/2010  » Find

Represent User

All Tie Cards Timecards to Adjust

Mo time cards to view at this timea.
&ll Expense
Reports

Adjust Tirl@ard

CS4 User Guide

w | Company  Aerotek w || Change Of’ﬁce&Cumpanﬂ

00659 - Troy Managed -
00664 - Windsor, Ontatio Name (LastFirst) | |
00676 - Shelton, CT Week Ending | 2/21/2010 Firnd
00688 - Springfield, MA
00692 - Montreal, Canada
00695 - Plymouth Meeting, PA
00696 - Edmonton, Alberta
00697 - Wichita, KS
00699 - Taronto, Canada
00700 - Chambershurg, PA
007083 - East Dallas, TX
00717 - Chesapeake, WA
00724 - Atlanta Downtown, GA
00725 - Omaha, ME
00732 - Darval, QC
00737 - Philadelphia South, PA
00738 - Qakland, CA
00YE65 - Honolulu, HI
Q0782 - Calgary, Alherta, Canada
00785 - Landan, Ontario
Q0T8T - Princeton, M
00800 - Yentura, CA
00802 - Ontario, CA
00803 - Tucson, AL
00804 - Rochester, MY
00207 - Lancaster, PA
00808 - Gurnee, IL
00813 - 5t Louig, MO ~

Timecards to Adjust

Mo time cards to view ay
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Timecards that have made their way through Time Central and are in PeopleSoft Oasis are eligible for
adjustment. Expanding the + in T&E will show the PeopleSoft Time Entry statuses Ok pay, Ok bill, Pay
Post, or Bill Post.

Office | 00657 - Troy « | Company | Aerotek || Change Ofﬂce&CUmpanH

Name (Last/First) | |

Week Ending | 7/10/2010  « Find

Timecards to Adjust
Page 1of 1
Date Employee Name Employee Id Job Req Nbr Customer Mame Total Hours Status Details
= 7/10/2010 Hess,Todd © 03564024 0003859151 Bridgewater Interiors 40: 00 Fimal Manager Appraved ,"«"
ok ok Pay Bl
2577 (Gees Pay Bill Fost Post
1% - Regular Pay (2 ™ B

Selecting the details on the adjust timecard screen will allow the CSA to adjust the timecard. CSA can
adjust timecard and submit to the approver(s) for processing. *Note the Remove All button will return the
timecard to the original status. Use the remove all button only when time is entered on an incorrect
timecard (i.e. wrong req), or if No Hours were worked.

Name: Hess, Todd C

Week Ending Date: 711072010
Employee ID: 03564024

Customer: Bridgewater Interiors Managers: MICHAEL LITTLE
Job Req#: 00038591451 Company: OMS Office: 00657 Troy Status : Final Manager Approved
Worksite Location: 7500 Tank Ave YWarren, Ml

Time (?.-'33310) {?.-'2-13310} {?.-'E'ESm} {?.-?-29320} {?.-3@310} {?.-'9.-F2rli310} (?.-'13-?21010] [{otal
Regular Pay EH Elm H EM H EM H EM H Elm H Elm EH Elm 40H Om
Overtime Pay EH EM EH EM EH EM EH EM EH EM EIH EM EH EM OH Om
Double Time Pay EH EM EH EM EH EM EH EM EH EM EIH EM EH EM OH Om
Holiday Pay P e P A
Vacation Pay [0 ]u 0w o ]w 0w P P dw [0 Jn [ m | 0] [0 ] [0 0w [0 ]m |0 n 0 ]m| on om
Total Hours OH Om| 8H Om| 84 Om| 8 OwM| 8H Om | 84 Om| OH Owm | 404 Om 60

Add A Comment| [ Transaction Histary| [ Printable Version | [Rermove All] [ Submit For Appraval |




An email will be sent to the manager and the consultant when a timecard has been submitted for re-
approval.

Name: Hess, Todd C
Employee [D: 03564024

Week Ending : 7/10/2010

You are submitting your Time Card for approwval,

Regular Pay (1x) @ 40 Hours 0 Minutes
Cwertime Pay (2x) & Hours 0 Minutes
Double Time Pay (DTX) : 0 Hours 0 Minutes
Haoliday Pay [HOX) : 0 Hours O Minutes
Vacation Pay (MAX) 0 Hours O Minutes
Total 45 Hours 0 Minutes

Preszs the Submit button below to complete the transaction.

Please verify your changes are correct to avoid another adjustmient.

Change | submit |

CSA adjusting a California timecard, which increases the hours, therefore requiring a second meal break,
will see a message stating “Did your consultant inform you of a meal break? If so please enter the meal
break. If not contact your System Administrator for override.”

Name: Shaffer,alex ™M

Week Ending Date: 75312010
Employee |D: 03940001

E

Customer: 20th Century Fox Managers: MICHAEL SAMPSOR Status: Working Draft Adjusted
Job Req#: 0004393051 Company: TEK. Office: 00592 Los Angeles, CTA
Worksite Location: 2121 Avenue Of The Stars Los Angeles, CA

This imecard has the following error(s):

# Sunday 1l meal break slre wired. Did your consultant inform you of a meal break? If so
please enter the meal break. If not contact your Systenn Administrator for override.

* Monday2 meal breakﬁsg reclz.lired. Did your consultant inform you of a meal break? If so
please enter the meal break.

If not contact your System Administrator for override.

Earn Type Start Time End Time Hours Worked User-Defined Fields
KUAdd New Sunday, July 25, 2010
Regular Pay ~| [osooam|  [oz:00 P 07:00 Project | 20TH TELEVISION |+ | 5@
KLAdd New Monday, July 26, 2010
Reaular Pay ~| [osooam|  [12:00 P 04:00 Project | CORFP TAXDEPT v | &
Meal Break w| [1zooprm] [12:30 PM| 00 30 =
Reaular Pay w| [1zzoPrm [o4:30 P 04:00 Project | DIGITAL CINEMA |~ | 5] 61
]

Crvertirme Pav w | [ogzoprml  [os:ooPml 03:30 Draiart | - Select — w




Submit Expense Reports

When you submit an expense report, Time & Expense sends the expense report to the Approver, Support
Representative (for example, the CSA), and expense Auditor. The Approver, Support Representative, and
Expense Auditor must approve the expenses submitted before the User can receive reimbursement.

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

TIMESEXPENSE

Help
Consultant Pages Name: Froio,Jonathan Edward

Enter Time Cards Employee Il: 03657963

Enter E &
e ErpEnsss Date Incurred l:l

Stop (mmidd vy
ﬁgg:esent'”g Redquisition 0004338485 - ENVIRONMENTAL HEALTH AND ENGINEERING - Bruce Wallace § Howard Brightrnan
Expense Code | EXX- Expenses Billable |»
Description
A"w'lClIRF.‘CF.‘i|ﬂ| H Browse...
Save Expense
Mote: If the Date Incumed you entered is comect and there is no Requisition available or no Ecpense Code available, please cortact wour C5SA
Tracking #: 35085  Job Reguisition #: 0004339485 - Environmental Health And Engineering  Status: Working Draft
Expense Code Amount |Unit/Rate |Subtotal Date Status Description | Receipt Change § Remove
Expenses Billable |20 1 USD$20.00  |05/26/2000  |Working Draft |- pe 2§ | Change| |Remove
Add ACclmrnem| Transaction H\sturﬂ Printable YYersion | Print Expenses Receipt Page || Submit For Approval |
Tracking #: 34925  Job Requisition #: 0004339485 - Environmental Health And Engineering  Status: Submitted
Enter Expenses page

2 Verify the information that displays Update the necessary information Refer to Access and Update an
Expense Report for further details.

3 If you updated any information, click Save to save your updates.

4 Click the Submit For Approval button to save your expense report and display the Confirm Expense
Report Submission page.
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TIMESEXPENSE

Help
Consultant Pages Name: Froio,Jonathan Edward . -
onsultantFag Embloves I0: 036526055 Week Ending 5/23/2009
Enter Time Cards mployee 1L
Enter Expenses You are submitting yvour Time Card for approval.
Stop Regular Pay {1x): 16 Hours O Minutes
Representing Ovwertime Pay (2X) 0 Hours 0 Minutes
User Haliday Billable Pay {HBx) : 0 Hours 0 Minutes

Total 16 Hours O Minutes

Press the "Submit" button below to complete the transaction.

Change | Submit |

Confirm Expense Report Submission page

5 Verify your expense report information.

6 Click one of the following:

Option Description

Submit | To submit the expense report Time & Expense informs you that it submitted the expense report
for approval.

Change | To return to the expense report page Update the expense report as necessary Repeat steps 2—6 to
submit the expense.

7 In the left menu, click the Enter Expenses link to return to the Enter Expenses page
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View All Time Cards

Use the Time Cards page to list all of the time cards you received

1 From the left menu, click the All Time Cards link to display the Search Time Cards page.

TIMESEXPENSE

ISAICSS

Horme Search Time Cards

Status Summary

Mame (LastFirsy [ Jcustemerm[ ] status [All . v
Represent User
T — T E— | O
All Time Cards
Search

All Expense
Reports

Reports
User Guide

Training
Sirmulations

Logout

Help

Search
Time Cards page

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

You do not need to complete each field to perform a search

Field Description
Name (Last,First) | 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
with a comma in-between and 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.

Customer ID Type the customer identification for the customer where the User works.

Status Select the status for the time card.

Product ID Type the identification of the product who hired the User For example, 3 for
Communications or 11 for Accounting and Financial.

Job Req # Type the job requisition number for which the User worked.

Week Ending Select the week-ending date of the week when the User submitted his or her

hours worked.

3 Click the Search button to display your search results. Your search results sort by week- ending date in
descending order and customer name 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.
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TIMESEXPENSE

CSAICSS
Home Search Time Cards
Status Sumrmary
Name Lastfirst) [Froio Jeustemerm| | Status [All . ~
Represent User
Product ID l:l Job Req # l:lWeelx Endling | All hd
All Time Cards
Search
All Expense
Reports
Page 1 of 3 12 3 =
Reports =
User Guide @’ @
Training Date Employee Name Employee Id Job Req Number Customer ID Customer Name ProductID Status Reqular Ove
Simulations Hours  Hou
. Environmental
Logaut n5/23/2009 Freiedonathan 03657963 0004333485 163256 Health And 7 Werking 4. pg ;e
Edward Draft
Engineering
Help Environmental
Froio,Jonathan warking
05/02/2009 ¢ Loy 03657963 0004339485 163258 Health and 7 Draft 0:00 @ o0C
Engineering
Environrmental
01/10/2009 Egﬂiﬁnatha” 03657963 0004339485 163258 Health &nd 7 Submitted 34: 00 0: 0C
Engineering
Environrental Final
01/03/2009 Egﬂz’ﬂgnatha” 03657963 0004339485 163258 Health And 7 Manager 32: 00  0:0OC
Engineering Approved
. Environrmental Final
12/27/2008 Egtg’ﬂﬂ”atha” 03657963 0004339485 163258 Health And 7 Manager 25:30 0: 0OC
Engineering Approved

Search Time Cards page

4 View the information that displays:

Option Description

Date The week-ending date for the week when the User submitted his or her time card for
the hours worked

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

Customer ID The identification of the customer for whom the User worked

Customer Name The name of the customer for whom the User worked

Product ID The identification for the product who hired the User For example, 3 for
Communications or 11 for Accounting and Financial

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

Regular Hours The number of hours worked at the regular earnings code

OverTime Hours | The number of hours worked at the overtime earnings code

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

Total Billable The total number of billable hours that the User worked

Hours

Details The /-~ displays Click the /-~ to display the time card

5 To view additional information, click the appropriate [page number] link to display another page

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

L To display a print friendly version of the Time Card Report print the list of time cards to the
3( printer you specify.
Lg To display the list of time cards in an Excel spreadsheet. Use this feature to format and save the
information as necessary.
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View a Time Card

You can view a time card to review the information that the User submitted.

1 From the left menu, click the All Time Cards link to display the Search Time Cards page
TIMESEXPENSE
“SACSS
Hame Search Time Cards
Status Summary
NameLastfirst [ Jewstemerw[ ] status [All . v
Represent User
i Card ProductiD[ | JobReaq#[ ___ |WeekEnding [All.. v
All Time Cards rp—

All Expense
Reports

Reports
User Guide

Training
Sirmulations

Logout

Help

Time Cards page

2 If you are a Field Support Representative (for example, a CSA), use any of the following search
features to display information you need:

You do not need to complete each field to perform a search

Field Description
Name In the Name (Last,First) field, do one of the following:
(Last,First)

* To find a specific User—Type the last name and the first name of a User with a
comma in-between and no space. For example, Smith,John

* To find several 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
Customer 1D Type the customer identification for the customer where the User works.

Status Select the status for the time card.

Product ID Type the identification of the product who hired the User For example, 3 for
Communications or 11 for Accounting and Financial.

Job Req # Type the job requisition number for which the User worked.

Week Ending | Select the week-ending date of the week when the User submitted his or her hours
worked.
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3 If you are an Authorized Viewer or Approver, use any of the following search features to display the
information you need:

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 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
with a comma in-between and no space. For example, Smith,John
* To find several 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.

Week Ending | Select the week-ending date for the list of time cards you want to view.

4 Do one of the following:

If
You are a Support
representative (for

Then
Click the Search button to display the information you need. When you access the
Time Cards page, your information sorts by week-ending date in descending order

example, a and employee name in ascending order.
You are an Click the Find button to display the information you need. When you access the
Approver Time Cards page, your information sorts by week-ending date in descending order
and employee name in ascending order.
CSAICSS
Home Search Time Cards
Status Summary
Name {Last,First) Customer ID l:l Status | All .. £
Represent User
Producti[___ | JobReaqw[ ___|WeekEnding[All.. v
All Time Cards
Search
All Expense
Reports
Page 1 of 3 12 3 =
Reports = S—
User Guide & \é_‘l
Training Date Employee Name Employee [d Job Req Number cCustomerID Customer Name ProductID Status Reqular Ove
Simulations Hours  Hou
. Environrmental
Lagout 05/23/2009 Egﬂz’ﬂgnatha” 03657963 0004339485 163258 Health And 7 ‘gf;;‘”g 0:00 0 of
Engineering
Help . Environmmental
05/02/2009 Eﬁ?ﬂ;”atha” 03657963 0004339485 163258 Health And 7 g;;";‘”g 000 0 OC
Engineering
. Environmental
01/10/2009 E;ﬂiﬂj”atha” 03657063 0004339485 163258 Health And 7 Submitted 34: 00 0: 0C
Engineering
Fraio,Jonathan Environmental Final
01/03/2009 L1100 03657963 0004339485 163258 Health &nd 7 Manager 32; 00  0: OC
Engineering Approved
" Environmental Final
12/27/2008 Emﬁg”atha” 03657963 0004339485 163258 Health And 7 Manager 25: 30 0:0OC
Engineering Approved

Time Cards page
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5 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.

6 If you need to display another page of time cards, click the appropriate [page number] link to display
another page of time cards.

7 Click the -~ to display the time card

TIMESEXPENSE

ISAICSS

Haome
Hame: Froio,Jonathan Edward

Week Ending Date: 52372009
Employee ID: 03657963

Status Summmary

Represent User

Customer: Enwironmental Health And

Managers: Bruce Wallace - Howard

All Tirne Cards Engineering Brightrman
all Expense Job Req#: 0004339485  Company: OMS Office: 00498 Boston Marth, MA Status: Working Draft
Reports Worksite Location: 117 Fourth Ave
Meedharm, WA
Reports
User Guide T Sunday Monday Tuesday Weidnesday Thursday Friday Saturday Total
(SM17/2009) | (5182009} | (5/192009) | {(3/20:2009) | (52172009} | (5/2272009) | (5232009}
Training
Simulations Regular Pay OH 0Om OH 0Om OH Om OH 0Om OH 0Om OH Om OH 0Om OH 0M
Lagout Owertime Pay OH am OH 0m OH Om OH am OH 0m 0H 0m 0H 0m OH OM
Help Holiday Billable Pay OH am OH 0m OH Om OH am OH 0m OH 0m 0H 0m OH OM
Total Hours OH 0M OH oM OH 0M OH 0M OH OM OH O0M OH 0OM OH OM
History
Action taken Taken by Date Comment

Working Draft
Working Draft
Waorking Draft

Rzepkowski,Mandy C
Rzepkowski,Mandy C
Rzepkowski,Mandy C

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

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

Time Card page
8 View the time card and history information that displays.

9 Click any of the following:

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

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

The Next link is not active if no additional time cards exist.
To return to the Search Time Cards page.

The Next link

The All Time Cards link from the left
menu
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View All Expense Reports

Use the Expense Reports page to list all of the expense reports you received

1 From the left menu, click the All Expense Reports link to display the Search Expense Reports page

CSACSS
Hame Search Expense Reports
Status Surnmary
Name {Last,First) l:l Customer ID I:l Status | All v

Represent User

Al Tirme Cards

Search

All Expense
Reports

Reports
User Guide

Training
Sirmulations Copyrigh

Cornment:

Logout

Help
Search Expense Reports page

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

You do not need to complete each field to perform a search

Field Description
Name (Last,First) | In the Name (Last,First) ficld, do one of the following:

* To find a specific User—Type the last name and the first name of a User
with a comma in-between and 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

Customer 1D Type the customer identification for the customer where the User works

Status Select the status for the expense report

Product ID Type the identification of the product who hired the User For example, 3 for
Communications or 11 for Accounting and Financial

Job Req # Type the job requisition number for which the User incurred the expense

Week Ending Select the week-ending date of the week when the User submitted his or her

expense report
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3 Click the Search button to display your search results. Your search results sort by week-ending date in

descending order and customer name 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.

TIMESEXPENSE
SAICSS
Home Search Expense Reports
Status Surmrmary
Name (Lastfirst) [Froio Jcustomerm| ] status [All .. v
Represent User
) Productib[ | JobReqz[____ |WeekEnding [Al.. v
All Time Cards Smarsh
All Expense
Reports
Page 1 of 2 12 =
Reports
User Guide Tracking Number Date Employee Name Employee Id Job Req Number .Custumer ID Customer Name ProductID St
E.:E::ﬂons 34925 0141042009 Egﬂi’s‘f”atha” 03657963 0004339485 163258 ﬁlﬁ'&ﬁ”ﬂ?ma' 7 Su
Engineering
Logout . Fin
Froio,Jonathan Emyirmimie] Ma
Help 34607 12/27/2008 Edward 03657963 0004339485 163258 Es;ilﬁz:rl‘ﬂndg 7 ﬁjpl
. Environmental Fin
33570 12/06/2008 (722 onathan 03657963 0004339485 163258 Health And 7 fa
Engineering |an
. nvironmental u
33055 11/22/2008 Egﬂ?ﬁ’:‘f”atha” 03657963 0004335485 163258 E:;ilf.:;?:gt 7 f:oar
32096 11/06/2008 E?m’JdD”atha” N3657963 nON4339455 163258 Eg\;ilzﬁn;?n;mal 7 E:ur
war Engineering Pa
Search Expense Reports page
4 View the information that displays:
Option Descripti
Date The week-ending date for the week when the User incurred the expense.
Employee The name of the User. The name displays as last name, first name For
Name example: Smith, John
Employee Id | The PeopleSoft employee identification assigned to the User
Job Req The job requisition number for the requisition that the User incurred the expense
Number
Customer ID | The identification of the customer for whom the User incurred the expense
Customer The name of the customer for whom the User incurred the expense
Name
Product ID The identification for the product who hired the User. For example, 3 for
Communications or 11 for Accounting and Financial
Status The status of the expense report For a list of status types, refer to Use the Status
Summary Page
Total The total amount that we are expensing the customer
Expenses
Details The displays Click the to display the expense report
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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:

Option Description

i To display a print friendly version of the Expense Report print the list of expense reports to the
3( printer you specify

: Ai{l To display the list of expense reports in an Excel spreadsheet Use this feature to format and
save the information as necessary
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View an Expense Report

You can always view expense reports in Time & Expense to view the expense information 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.

CSACSS
Hame Search Expense Reports
Status Surnmary
Name {Last,First) l:l Customer ID I:l Status | All v
Represent User
Al Tirme Cards
Search
All Expense
Reports
Reports
User Guide
Training
Simulations
Logout
Help
Expense Reports page

2 Ifyou are a Support Representative (for example, a CSA) or an Expense Auditor, use any of the
following search features to display information you need:

You do not need to complete each field to perform a search

Field Description
Name In the Name (Last,First) field, do one of the following:
(Last,First)

* To find a specific User—Type the last name and the first name of a User with a
comma in-between and no space. For example, Smith,John

* To find several 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
Customer ID Type the customer identification for the customer where the User works

Status Select the status for the expense report

Product ID Type the identification of the product who hired the User For example, 3 for
Communications or 11 for Accounting and Financial

Job Req # Type the job requisition number for which the User incurred the expense

Week Ending | Select the week-ending date of the week when the User submitted his or her
expense report
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3 Ifyou are an Authorized Viewer or Approver, use any of the following search features to display
information you need:

You do not need to complete each field to perform a search

Option Description
Status Select the status for the list of expense reports you want to view
Name 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
with a comma in-between and 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

Week Ending | Select the week-ending date for the list of expense reports you want to view

4 Do one of the following:

If
You are a Support
representative (for

Then
Click the Search button to display the information you need. When you access the
Expense Reports page, your information sorts by week-ending date in descending

example, a order and employee name in ascending order

CSA)

You are an Click the Find button to display the information you need. When you access the
Approver Expense Reports page, your information sorts by week-ending date in descending

order and employee name in ascending order

TIMESEXPENSE
SAICSS
Harme Search Expense Reports

Status Summary

Name (Last,First) Customer ID I:l Status | All A

Represent User

&ll Tirne Cards

Product ID I:l Job Req # I:l Week Ending | All hd

Search
All Expense
Reports
Page 1 of 2 1 2 =
Reports
User Guide Tracking Number Date Employee Name Employee Id Job Req Number Customer ID Customer Name ProductID 5t
Training " Environmental
Simulations 34925 01/10/2009 Egﬂz’:‘;”atha” 03657963 0004339485 163258 Health And 7 S0
Engineering
Logout
e Froio,Jonathan E ool IE'E
| 34607 12/27/2008 - 03657963 0004330485 163258 Health And 7
Help Edward Engi Ap
ngineering e
Froio,Jonathan Enviranmental IE'E
33570 12/08/2008 [0 03657963 0004330485 163258 Health And 7 N
war Engineering AR
inl
Environmental Su
33055 11/22/2008 Egﬂi’s‘f”atha” N3657963 nON4339455 163258 Health And 7 for
Engineering Pa
. Environmental Su
32096 11/08/2008 Eﬂf’;ﬂg’”atha” 03657963 0004339485 163258 Health And 7 for
Engineering Fa
Expense Reports page
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5 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.

6 Ifyou need to display another page of expense reports, click the appropriate [page number] link to
display another page of expense reports.

7 Click #~ to view the expense report

TIMESEXPENSE

ISALCSS
Hormne

Status Surnrnary

Hame: Froio,Jonathan Edward
Represent User Employee ID: 03657963 Week Ending 01/10/2009
All Time Cards
Customer: ENVIRONMEMNTAL HEALTH ARD Managers: Bruce Wallace - Howard —_—
all Expense EMNGINEERING Brightrnan Tracking #: 0034925
Reports Job Req#: 0004338485  Company: Aerotek Office: 00488 - Bostan Marth, MA
,I" , nany: ! Status: Submitted
Reports Worksite Location: 117 FOURTH AVE MEEDHARM, hi2
User Guide Expense Code Expense Date  Amount Unit/Rate Subtotal Status Description  Receipt
Training Expenses Billable 1/5/2009 24 1 usD$24.00 Subritted parking ,‘:" &
Simulations . . ~ "
Expenses Billable 1/8/2009 35 1 UsD$35.00 Submitted Parking -~ R
Logout o -
N Expenses Billable 1/6/2009 13 1 UsD4$13.00 Submitted parking -~ LY
Help
Total Expenses UsSD$72.00
History
Action taken Taken by Date Comment
Submitted Froio,Jonathan Edward 01/08/2009 0O7:56 PM
waorking Draft Froio,Jonathan Edward 01/08/2009 07:54 PM

View Expense Report page
8 View the information that displays

9 Click any of the following:

,\L‘ To view the expense item details you must click to view User-Defined Fields
(UDFs) associated with the expense item Refer to View Expense Details for further
details

The Previous link | To display the previous expense report in your list of expenses. The Previous link

is not active if no additional expense reports exist

The Next link To display the next expense report in your list of expenses. The Next link is not

active if no additional expense reports exist

The All Expense To return to the Search Expense Reports page

Reports link in

the left menu
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View Expense Receipts

You can access the expense receipts page to indicate if receipts are needed to reimburse a User and if the
office has the receipts necessary to reimburse the User for the expenses he or she incurred for work
purposes.

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

CSAICSS
Home
Status Summary
Represent User Mame: Froio,Jonathan Edward
Employee I0: 03657963
&ll Time Cards
All Expense
Reparts Tracking #: 34607  Job Requisition #: 0004339485 - Environmertal Health And Engineering  Status: Final Manager Approved in Entirety
Reports
u uid Expense Code Amount |Subtotal Date Status Description Receipt Receipt Flag
SEr Guide
i Final Manager . @] s
Expenses Billable |24 UsD4$24.00 12/23/2008 Approved Parking # & Select A Receipt Status +

Training
Sirnulations

Logout

Receipts Checked

Help

Previous Next

Check Expense Receipts page

2 Verify the information that displays

Column Description

Expense The description of the expense code submitted

Code

Amount The amount of the expense

Date The date the User incurred the expense

Status The status of the expense

Description | A description of the expense

Have A drop-down selection indicating if the Field Support Representative (for example, the

Receipt? CSA) has the receipt, does not have a receipt, or if the Field Support Representative does
not need a receipt. A value must be selected for each expense listed

3 Click the Receipts Checked button if all of the necessary receipts are present. The Auditor reviews the
expense report and reimburses the User 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 ¢~ 10 access the appropriate expense report.

Hame: Froio,Jonathan Edward

Employee ID: 03657963 Week Ending 01./10/2009
Customer: EMNYIROMNMEMNTAL Managers: Bruce Wallace -

HEALTH AMD EMGIMNEERIMG Haowvard Brightman

Job Reqgs: 0004339485 Company: Office: 00498 - Boston . . e

DD North, MA Status: Submitted Tracking #: 0034925
Worksite Location: 117 FOURTH AVE

MEEDHAM, MA

Expense Code Expense Date [Amount |Unit/Rate Subtotal | Status  |Comments

Expenses Billable 1/5/2009 24 1/UsD$24.00 |Submitted Parking
Expenses Billable 1/6/2009 35 1/USD4$35.00 [Submitted |Parking
Expenses Billable 1/6/2009 13 1|UsD$13.00 [Submitted Parking
Total Expenses UsSD4$72.00

Consultant: Froio,Jonathan Edward
Client Manager:

Allegis Corporate Approver:

Expense Report page
2 Click the #™ to view a detail relating to the expense. The View Expense Item window displays.

Hame: Froio,Jonathan Edward
Employee I: 03657963

Tracking # 34607

Requisiion 0004339485 - Environmental Health &nd Engineering - Bruce Wallace/Howard Brightman
Date 12/23/2008

Expense Code Expenses Billable

Amount 2

UnitRate 1

Subtotal UsSD§E24.00
Description  Parking

Close Window
History
Action taken Taken by Date Comment
Final Manager Approved BRUCE WALLACE 12/29/2008 01:03 PM
Subrnitted Froio,Jonathan Edward 12/29/2008 01:01 PM
Working Draft Froio,Jonathan Edward 12/29/2008 01:01 PM

View Expense Item window

3 View the information that displays.



4 If you need to update a UDF value associated with the expense item, do the following:

If Then
You are a User, Click to select the appropriate UDF value from the selection window. You cannot
primary update UDF values that are read only. If the appropriate value does not display,
Approver, or final | contact the Support representative (for example, the CSA)
Approver
You are an auditor | Do one of the following:
or Support
representative (for | « Editable UDF—Click to select the UDF value from the selection window. If the
example, a appropriate UDF value does not display in the selection window, in the UDF field,
CSA) type the UDF value you need to display
* Read-only UDF—In the appropriate UDF field, type the UDF value you need to
display

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

78




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.

2 Reports List - Microsoft Internet Explorer

File Edt “iew Favortes Tools Help 4"
T, . A & -y ) = S | abe
@ Back v () lﬂ Ig (8 | ) Search 7 Favorites Q; B = L) _‘;E ﬁ ‘3
Address .@ http:fftne-testglobalz, allegistest .comiwebtime,/reportlist, aspx Vi Go Links E Snagit E =
ISystem Administrator | L
ottt | Week Ending Date Operating Company
o emenoto w| Al v
Dashboard oL 1 1
Earnings Code :
At e | Users Status EXCEL HTML
Reset Password i Orphaned Expenses EXCEL HTML
Terms and Invoice Tracking EXCEL HTML
Conditions
Management 4
Active Customers EXCEL HTML
Login Message i
Adrninistration 1 Workflow Audit EXCEL HTML
Oyectide ! Missing and Duplicates EXCEL HTML
adjustment :
JAuditor ' Expense Report Auditors EXCEL HTML
Auditor Home ' ; :
Project Tracking EXCEL HTML
Build Wworklist
Duplicate Expenses EXCEL HTML
Reprocess '
Expense Reports | Rejection Report EXCEL HTML 3
All Expense . gb
Reports i Inactive Approvers for Past 6 Months EXC HTML
Auditor User + All Approvers EXCEL  HTML
Guide '
2A 1 Meal Break Waiver Report EXCEL  HTML
B& Home
All Time Cards
BA User Guide
CSA
Home i v
@ http:fftne-testglobalz, allegistest .comfwebtime RepartPage aspx?Type=EXCEL&GmURDgW:=Y55&bnFkiQmfSbygRE Ji=wzih = DMK OEIND3nmiM=h"%2 \-} Lacal intranet
Reports page

2 In the Week Ending Dates field, select the date for the information you need to view.
3 Understand the list of reports that display:

* Orphaned Expenses—A list of the offices and customers that are not assigned to an Expense
Auditor. Access provided to Support representatives, expense auditors, and system administrators
only

* Users Status—A list of the Users, Approvers, and their respective account statutes in Time &
Expense. Access provided to Support Representatives, Expense Auditors, and System Administrators
only.

» Active Customers—A list of the customers for whom Time & Expense Users work. Access
provided to Support Representatives, Expense Auditors, and System Administrators only.
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* Invoice Tracking—A list of the billable hours reported and approved by a Approver in Time &
Expense. Access provided to Approvers, Support Representatives, System Administrators, Corporate
Associates, and Expense Auditors.

* Workflow Audit—A list of the Workflow information for the Users in Time & Expense. Access
provided to Support Representatives, Expense Auditors, and System Administrators only.

» Missing and Duplicates—A list of the Users who are setup to use Time & Expense, but whose
hours are missing in the Time Entry page in OASIS for the current week. This report also lists
duplicate records for the Users whose hours exist in Workflow but cannot transfer to Time Entry
because the hours were entered manually. Access provided to Support Representatives, Expense
Auditors, and System Administrators.

» Expense Report Auditors—A list of the expense reports currently pending approval by the
Expense Auditor. Access provided to Support Representatives, Expense Auditors, and System
Administrators only.

*Meal Break Waiver Report—A list of the users that electronically signed a 2" meal break waiver.
HTML format will provide an actual print out of waiver. Access provided to Support Representatives
and System Administrators only.

4 For the report you need to view, click one of the following:

Option Description

EXCEL | To view the report in Microsoft Excel

Use this option to:

* Reformat the information that displays to better meet your needs
* Save the report

HTML | To view the report online
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View a Training Simulation

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

1 Log into Time & Expense .The Home page displays.

ISAICSS
Home Office | 00056 - Cincinnati, OH ~ | Company | Aerotek ~ | Change Office & Company
Status S
s Surmmery Mame (Lastresn [
Represent User Week Ending | All .. - Find
All Tirme Cards Time Cards
All Expense
Reporis Page 1 of 4 123 4=
Reports Date Employee Name Employee 1d Job Reqg Number Customer Name Status Total Hours Details
Lsor Guid 01/10/2009 Brooks, Tiffini C 04114742 0004344033 Alkermes Inc warking Draft 41: 00 e
ser Guide
Training 01/10/2009 Mason Erika N 04075510 0004344033 Alkermes Inc warking Draft 12: 00 A~
Simulations 01/03/2009 Kurmpf Jr,Donald J 04017233 000434004 Kerkan Roofing Inc  Submitted z4: 00 ~~
Legaut 12/20/2008 Dos Santos,Orlando 03170012 0004344033 Alkermes Inc Wiorking Draft 45: 00 ~
Hel -'
=P 12/20/2008 Kurmnpf Ir,Donald 3 04017233 000434004 kerkan Roofing Inc  Subrnitted 24: 00 A~
12/13/2008 Dos Santos,Orlands 03170012 0004344033 Alkermes Inc warking Draft 46: 00 e
12/13/2008 Kurmpf Ir,Donald ] 04017233 0004340044 Kerkan Roofing Inc  Subrmitted 40: 30 ~
12/13/2008 Morgan,Steven Patrick 04033270 0004346821 Makino working Draft S0: 00 A~
12/06/2005 Myers,Joshua A 04031425 0004145727 A © Smith Working Draft 16: 00 ~
12/06/2008 Peterson,Frederick W 04081521 0004145727 A © Smith warking Draft 8: 15 pe
Expense Reports
Page 1 of 1 1
Tracking Number Date ployee Name ployee Id Job Req Customer Name Status Total Amount Details
Final
Manager —
30053 10/04/2008 Mehugh,Larry 02334854 0003389697 Makino Approved USD§149.71 ~
in
Entirety
Final
Manager -
25768 07/05/2008 Myers,Bryan 03929724 0004302471 Panasonic Avionics  Approved USD§d44 .45 -~
in
Entirety

Home page

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

TIMEREXPENSE

CSANMC
Homne Approver
Status Surmmmary
= Approver Account Setupfopprove Time and Expenses

Fepresent User = Approver Account Setupfopprove Time and Expenses-California
Aall Time Cards

User

All Expense
Reports

s lUser Account SetupfSubmit Time
Reports s User Account SetupfSubmit Time-Project Tracking

i s User Account Setup/Submit Time-California

User Guide e User Enter and Submit Expenses (if applicable)
Training
Simulations Support
Logout

s Operations Support Group Role
Help » Customer Viewer Rola

Simulations page

3 Click the link of the training simulation you want to view. A separate window displays with the training
simulation.
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OSG Section
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Use the Home Link

Use the Home link to view a summary of your time cards and expense reports that were approved and
submitted into OASIS within the last seven days. You can view the details for any of the time cards or
expense reports that display. You cannot update any information.

1 From the left menu, click the Home link to display a list of the time cards and expense reports that you
need to view. The Home page displays a list of the time cards and expense reports from your primary
office and company that were approved and submitted into OASIS within the last seven days.

Horme

all Time Cards Office | 00001 - Baltimore, MO « | Company | Aerotek + || Change Office & Company

All Expense C " Name

Reports Please type all of part of the name without llany special characters(*.[,%).

User Guide m
Time Cards

Training
Simulations Mo time cards for week ending date 5/23/2009 to view at this time,
Logout

Help Expense Reports

No expense reports for week ending date 5/23/2009 to view at this time.

Home page

2 When you log into the Home page, your information sorts by week-ending date in descending order and
customer name 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 to view:

You do not need to complete each field to perform a search.
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Option Description

To change the Do the following:
office information
that displays 1 In the Office field, select the office for the Users whose time cards or expense

reports you need to view. Your login determines the office that displays.

2 If necessary, you can also specify the company for the information you need to
display in the Company field.

3 Click the “hange Dffice & Company button to display a Message page verifying the
information you selected. In the left menu, click any of the links to display the
information for the office you specified.

To change the Do the following:

company

information that 1 In the Company field, select the company for the Users whose time cards or
displays expense reports you need to view. Your login determines the company that displays.

2 If necessary, you can also specify the office for the information you need to
display in the Office field.

3 Click the “hange Dffice & Company button to display a Message page verifying the
information you selected. In the left menu, click any of the links to display the
information for the company you specified.

To select the Do the following:

customer for the

information you 1 In the Customer Name field, type the name of the customer for the information
want to view you need to view

2 Click the  Find  button to display the list of time cards and expense reports

4 View the information that displays:

Option Description

Tracking Number (expense | The number associated with the expense report.
reports
only)
Date The week-ending date for the week when the User worked his or her hours
or incurred the expense.
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Option Description

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

Customer Name The name of the customer for whom the User worked or incurred the
expense

Status The status of the time card or expense report

Regular Hours The number of hours worked at the regular earnings code

OverTime Hours The number of hours worked at the overtime earnings code

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

Total Billable Hours (Time | The total number of billable hours that the User worked

Cards

only)

Total Expenses (Expense The total amount of the expenses that the User incurred for which we are

Reports expensing the customer

only)

Details The displays Click the to display the time card or expense report

5 To view additional information do one of the following:

Option Description

To see additional time In the Time Cards section, click the appropriate [page number] link to display
cards another page of time cards

To see additional In the Expense Reports section, click the appropriate [page number] link to
expense reports display another page of expense reports

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

i To display a print friendly version of the Time Card Report or Expense Report. Print the list of
$ time cards or expense reports to the printer you specify
Lﬁ‘j To display the list of the time cards or expense reports in an Excel spreadsheet use this feature
to format and save the information as necessary
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View All Time Cards

Use the Time Cards page to list all of the time cards you received.

1 From the left menu, click the All Time Cards link to display the Search Time Cards page.

TIMESEXPENSE

Home

all Tirne Cards Search Time Cards

All Expense NameilastFirst [ Jcustomerib| | Status | All .. v
Reports
Productd[ | JobReq#[ ____ |WeekEnding [All.. v

User Guide

Training
Sirnulations

Logout

Help

Search Time Cards page
2 Use any of the following search features to display information you need:

You do not need to complete each field to perform a search

Field Description
Name (Last,First) | 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
with a comma in-between and 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

Customer 1D Type the customer identification for the customer where the User works

Status Select the status for the time card

Product ID Type the identification of the product who hired the User For example, 3 for
Communications or 11 for Accounting and Financial

Job Req # Type the job requisition number for which the User worked

Week Ending Select the week-ending date of the week when the User submitted his or her

hours worked
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3 Click the Search button to display your search results. Your search results sort by week-ending date in
descending order and customer name 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.

TIMESEXPENSE

Home

il Time Cards Search Time Cards

All Expense Name (LastFirst) customerm[ | Status | All . -
Reports
e — T o — T T
User Guide
Search
Training
Simulations
Page 1 0f5 12345 >
Logout -
Help @ \gl
Date Employee Wame EmployeeId Job Req Number CustomerID CustomerName ProductID Status l%?:jlsll%
Takeda San Diego Final
01/03/2009 Hoffman,Isaac 04045152 0004334199 161333 ne ] Manager & 00  0:0C
Approved
CSa/
12/27/2008 Hoffman,Isaac 04045152 0004334199 161333 I::Eda em DR g warkflow 24: 00 0; OC
Rejected
Takeda San Diego Final
12/20/2008 Hoffran,Isaac 04045152 0004334199 161333 Inc g Manager <0; 00 0; 0C
Approved
Takeda San Diego el
12/13/2008 Hoffman,Isaac 04045152 0004334199 161333 e ] Manager 40: 00 0:0C
Approved
Takeda San Diego Final
12/06/2008 Hoffman,lsaac 04045152 00043341989 161333 Ine 8 Manager 40: 00 0: 0OC
Appraoved
Takeda San Diego Final
11/29/2008 Hoffrnan,Isaac 04045152 0004334199 161333 i g Manager 32: 00 0:0C

Search Time Cards page

4 View the information that displays:

Date The week-ending date for the week when the User submitted his or her time card for
the hours worked

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

Customer [D The identification of the customer for whom the User worked

Customer Name The name of the customer for whom the User worked

Product ID The identification for the product who hired the User. For example, 3 for
Communications or 11 for Accounting and Financial

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

Regular Hours The number of hours worked at the regular earnings code

Overtime Hours The number of hours worked at the overtime earnings code

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

Total Billable The total number of billable hours that the User worked

Hours

Details The displays Click the /~ to display the time card
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5 To view additional information, click the appropriate [page number] link to display another page of
time cards.

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

Option

&

Description

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

To display the list of time cards in an Excel spreadsheet Use this feature to format and
save the information as necessary
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View a Time Card

You can view a time card to review the information that the User submitted.

1 From the left menu, click the All Time Cards link to display the Search Time Cards page.

TIMESEXPENSE

Home
All Tirme Cards

all Expense
Reports

User Guide

Training
Simulations

Logout

Help

Search Time Cards

Name (Lastfirsy [ Jcustomerm| ] Status [ Al .. v
Produetb[ | JobReqz[ ____ |WeekEnding [Al.. -
Search

Time Cards page

2 If you are a field support representative (for example, a CSA), use any of the following search features
to display information you need:

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

Field

Name
(Last,First)

Description
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 with a
comma in-between and no space. For example, Smith,John

* To find several 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

Customer ID

Type the customer identification for the customer where the User works

Status Select the status for the time card

Product ID Type the identification of the product who hired the User. For example, 3 for
Communications or 11 for Accounting and Financial

Job Req # Type the job requisition number for which the User worked

Week Ending | Select the week-ending date of the week when the User submitted his or her hours

worked
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3 If you are an authorized viewer or approver, use any of the following search features to display the
information you need:

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 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 with a comma
in-between and no space. For example, Smith,John

* To find several 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

Week Select the week-ending date for the list of time cards you want to view
Ending

4 Do one of the following:

If Then

You are a field Click the Search button to display the information you need. When you access the

support Time Cards page, your information sorts by week-ending date in descending order

representative (for | and employee name in ascending order

example, a

CSA)

You are an Click the Find button to display the information you need. When you access the

Approver Time Cards page, your information sorts by week-ending date in descending order
and employee name in ascending order

TIMESEXPENSE

Home

all Tirme Cards Search Time Cards

All Expense Name (Last.First) customerp [ ] Status | All ~
Reports
promcto[ ] donkeas[ Jweskenama[m. 9
User Guide
Search
Training
Simulations
Page 1 of5 12 3 4 5 >
Logout -
Help 3 \gl
Date Employee Name Employee Id Job Req Number CustomerID Customer Name ProductID Status l_%?::';ﬂ%
Takeda San Diego Final
01/03/2009 Hoffrman,Isaac 04045152 0004334199 161333 Inc ] Manager &8: 00 0. oc
Approved
CShA /S
12/27/2008 Haffman,lsaac 04045152 0004334199 161333 IT::Eda S BIEgD g workflaw 24: 00 0; 0OC
Rejected
Takeda San Diego Final
1272042008 Hoffran,Isaac 04045152 0004334199 161333 Ine & Manager 40:00 0;0C
Approved
Takeda San Diego Final
12/13/2008 Hoffman,Isaac 04045152 0004334199 161333 e & Manager 40: 00 0; 0C
Approved
Takeda San Diego Final
12/06/2008 Hoffman,Isaac 04045152 0004334199 161333 Inc & Manager 40:00 0:0C
Approved

Final
11/29/2008 Hoffman,Isaac 04045152 0004334199 161333 Iaedh S Bige |5 Manager 32: 00 0: OC

Time Cards page
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5 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.

6 If you need to display another page of time cards, click the appropriate [page number] link to display
another page of time cards.

7 Click the -~ to display the time card.

TIMESEXPENSE

Haome
Hame: Froio,] than Ed d
All Time Cards e rete,Jonathan Ecuar Week Ending Date: 111072009
Employee Il 03657963
All Expense
Reports
. Customer: Environmental Health And Managers: Bruce Wallace - Howard
User Guide Engineeting Brightrnan
Training Job Req: 0004335485 Company: OMNE Office: 00498 Boston Morth, WA Status: Submitted
Simulatians Worksite Location: 117 Fourth Ave Meedharm,
WA
Logout
Help Time Sunday Monday Tuesday Wednesday | Thursday Friday Saturday Total
i (142009} {1/5/2009) {1/6/2009) {17772009) {1/82009) {1/9/2009) {1/10:2009)
Regular Pay OH Om 8H 0 m 8H Om A9H Om 9H Om 0H 0m OH Om | 34H 0OM
Overtime Pay OH Om 0OH 0m OH 0Om OH Om OH Om OH 0m OH 0Om OH OM

Heoliday Billable Pay OH Om 0OH 0m OH 0Om OH Om OH Om OH 0m OH 0Om OH OM

Total Hours Worked OH O0M| 2BH 0OM SH O0mM 9H 0M 9H 0M OH O0mM OH OM|3H 0M

History
Action taken Taken by Date Comment

=ubmitted Froio,Jonathan Edward gﬁq/DSJZDDQ 07:52 ?gsljzl'?élt;e;jmhy jonathan.froio@childrens.harvard.edu at 1/8/2009

working Draft Froio,Jonathan Edward S;XDSJZDDQ 0751 Time card created by Froio,Jonathan Edward

Time Card page
8 View the time card and history information that displays.

9 Click any of the following:

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

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

The All Time Cards link from the left To return to the Search Time Cards page

menu
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View All Expense Reports
Use the Expense Reports page to list all of the expense reports you received.

1 From the left menu, click the All Expense Reports link to display the Search Expense Reports page.

TIMESEXPENSE

Hame

Al Time Cards Search Expense Reports

All Expense Name {LastFirst) |:| Customer ID l:l Status | All ... v
Reports
Progucti [ ] JobReq#[____ |weekEnding [All.. v
User Guide
Search

Training
Simulations

Logout

Help

Comments

Search Expense Reports page
2 Use any of the following search features to display information you need:

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

Field Description
Name In the Name (Last,First) field, do one of the following:
(Last,First)

* To find a specific User—Type the last name and the first name of a User with a
comma in-between and 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
Customer ID | Type the customer identification for the customer where the User works

Status Select the status for the expense report

Product ID Type the identification of the product who hired the User. For example, 3 for
Communications or 11 for Accounting and Financial

Job Req # Type the job requisition number for which the User incurred the expense

Week Ending | Select the week-ending date of the week when the User submitted his or her
expense report

3 Click the Search button to display your search results. Your search results sort by week-ending date in
descending order and customer name 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.
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TIMEREXPENSE

Home

all Tire Cards

Search Expense Reports

All Expense Name {LastFirst} [Fraia | customer ID | | Status | All .. v
eparts
Leer Guid Product ID | | Job Req # | | week Ending [All.. -
ser Guide
Search
Training
Simulafinns
Page 1 of 2 1 2 =
Logout
Hel .
=P Tracking Number Date Employee Name Employee Id Job Req Number CustomerID Customer Mame ProductID St
Environmental
34925 01/10/2009 EL”V'&I?;”atha” 03657963 0004339485 163258 Health and 7 su
Enagineering
. Environmental i
34607 12/27/2008 ;ff'”g”atha” 03657363 D004339485 163258 Health and 7 s
wan Engineering mD
A 3 th Environmental :,:n
33570 12/06/2008 EL”'”J d””a an 03657963 0004339485 163258 Health and 7 Aa
prart Engineering i
Environmental Su
33055 11/22/2008 EL”VEJSQ'”atha” 03657963 0004339485 163258 Health and 7 for
Engineering Pa
Environmental Su
32096 11/08/2008 EL”V'&I?;”atha” 03657963 0004339485 163258 Health and 7 for
Enagineering Pa
. Environmental Su
31888 11/01/2008 E':fm'&fr?”atha” 03657063 0004339485 163258 Health and 7 for

Search Expense Reports page

4 View the information that displays:

Option Description

Date The week-ending date for the week when the User incurred the expense

Employee The name of the User The name displays as last name, first name. For

Name example: Smith, John

Employee Id | The PeopleSoft employee identification assigned to the User

Job Req The job requisition number for the requisition that the User incurred the expense

Number

Customer ID | The identification of the customer for whom the User incurred the expense

Customer The name of the customer for whom the User incurred the expense

Name

Product ID The identification for the product who hired the User. For example, 3 for
Communications or 11 for Accounting and Financial

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

Total The total amount that we are expensing the customer

Expenses

Details The -~ displays Click -~ the to display the expense report

5 To view additional information, click the appropriate [page number] link to display another page of

expense reports.

93




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

Option Description

&

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

=

To display the list of time cards in an Excel spreadsheet. Use this feature to format and
save the information as necessary
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View an Expense Report

You can always view expense reports in Time & Expense to view the expense information 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

Home

Al Time Carde Search Expense Reports

Al Exponse Name (Lastrst) [ Jeustomerm[ ] staws[aL v
Reports
Productib[ | obReax[  weekEnding Al v

User Guide

Training
Sirmulations

Logout

Help

Expense Reports page

2 If you are a field support representative (for example, a CSA) or an expense auditor, use any of the
following search features to display information you need:

You do not need to complete each field to perform a search

Name In the Name (Last,First) field, do one of the following:
(Last,First)
* To find a specific User—Type the last name and the first name of a User with a
comma in-between and 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
Customer ID | Type the customer identification for the customer where the User works

Status Select the status for the expense report

Product ID Type the identification of the product who hired the User. For example, 3 for
Communications or 11 for Accounting and Financial

Job Req # Type the job requisition number for which the User incurred the expense

Week Ending | Select the week-ending date of the week when the User submitted his or her
expense report

3 If you are an authorized viewer or manager, use any of the following search features to display
information you need:

You do not need to complete each field to perform a search
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Option Description

Status Select the status for the list of expense reports you want to view

Name 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
with a comma in-between and no space. For example, Smith,John
* To find several 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

Week Ending | Select the week-ending date for the list of expense reports you want to view

4 Do one of the following:

If
You are a field
support

Then
Click the Search button to display the information you need. When you access the
Time Cards page, your information sorts by week-ending date in descending order

representative (for | and employee name in ascending order.

example, a

CSA)

You are an Click the Find button to display the information you need. When you access the
Approver Time Cards page, your information sorts by week-ending date in descending order

and employee name in ascending order.

TIMESEXPENSE

Harne

all Tire Cards

Search Expense Reports

All Expense Name {LastFirst) |Froio Customer ID Status | Al ... v
Report
eports
Lser Guid Product ID | | Job Req #| | week Ending [ Al .. v
ser Guide
Search
Training
Simulations
Page 1 of 2 1 2 =
Logout
Help Tracking Number Date Employee Mame Employee Id Job Req Number CustomerID Customer Name ProductID St
Environmental
34925 01/10/2009 EL”VLleg”atha” 03657963 0004339485 163258 Health 4nd 7 Su
Engineering
Froio,Jonathan EmioamEE] I:':g
34607 1z/27/z008 [P e 03657963 0004339485 163258 Health And 7 i
Engineering inp
Fraio 1 th Environmental :;:n
33570 12/06/2008 E"d°'°J ;”a an 03657963 0004339485 163258 Health And 7 ’qa
war Engineering inD
Environmental Su
33055 11/22/2008 E?v:fafg”atha” 03657963 0004339485 163258 Health 4nd 7 for
Engineering Pa
. Environmental Su
32096 11/08/2008 E?&%ﬂ;’”atha” 03657963 0004339485 163258 Health and 7 for
Engineering Pa
. Environmental Su
31888 11/01/2008 Ef_‘nvfaf:"atha” 03657963 0004339485 163258 Health And 7 for
Expense Reports page

5 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.

6 If you need to display another page of expense reports, click the appropriate [page number] link to
display another page of expense reports.
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7 Click ¢~ to view the expense report.

TIMESEXPENSE

Home

All Time Cards

All Expense Mame: Froio,Jonathan Edward
Reports Employee ID: 03657963 Week Ending 12/27/2008
User Guide
) Customer: ENYIRCONMENTAL HEALTH AMD Managers: Bruce \Wallace - Howard B .
T_ram:ng ENGINEERING Brightman Tracking 7 0034607
Simulations
Job Req#: 00043325485 Company: Aerotek Office: 00493 - Boston Morth, A

_I ) pany: ! Status: Final Manager Approved in Entirety
Logout Worksite Location: 117 FOLURTH AVE NEEDHAM, MA
Help Expense Code Expense Date  Amount  UnitRate Subtotal Status Description Receipt

Expenses Billable 12/23/2008 24 1 UsD$z4.00 Final Manager Approved Parking ,"-" i
Total EXpenses uUsD$24.00
History
Action taken Taken by Date Comment

Final Manager Approved in Entirety
Submitted
Worling Draft

BRUCE WaALLACE
Froio,Jonathan Edward
Froio,Jonathan Edward

12/29/2008 01:03 PM
12/29/2008 01:01 PM
12/29/2008 01:01 PM

View Expense Report page

8 View the information that displays.

9 Click any of the following:

Option Description

e To view the expense item details. You must click to view User-Defined Fields
(UDFs) associated with the expense item Refer to View Expense Details for further
details

The Previous link | To display the previous expense report in your list of expenses.

The Previous link is not active if no additional expense reports exist

The Next link To display the next expense report in your list of expenses.
The Next link is not active if no additional expense reports exist
The All Expense To return to the Search Expense Reports page

Reports link in
the left menu
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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 to access the appropriate expense report.

TIMESEXPENSE

Home

All Time Cards

All Expense Mame: Froio,Jonathan Edward
Reports Employee ID: 03657963
User Guide
) Customer: ENYIRONMENTAL HEALTH AND
Training EMGINEERING
Sirmulations Job Reqs: 0004330485 Company: Aerotek
Logout Worksite Location: 117 FOURTH AYE NEEDHAM, MA
Help Expense Code Expense Date  Amount
Expenses Billable 12/23/2008 24

Total Expenses

History

Action taken
Final Manager Approved in Entirety
Submitted
Worling Draft

BRUCE WaALLACE
Froio,Jonathan Edward
Froio,Jonathan Edward

Week Ending 12/27/2008

Managers: Bruce \Wallace - Howard
Brightrnan

Office: 00493 - Boston Morth, A

Tracking = 0034607

Status: Final Manager Approved in Entirety

Unit Rate Subtotal Status Description Receipt

1 usDézd.00 Final Manager Approved

Parking ,k) &

USD$24.00

Taken by Date

12/29/2008 01:03 PM
12/29/2008 01:01 PM
12/29/2008 01:01 PM

Comment

Previous Next

Expense Report page

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

Froio,Jonathan Edward
Employee ID: 03657963

Tracking# 34607
Requisition 10043394585 - Environmental Health And Engineering - Bruce Wallace/Howard Brightrman
Date 12/23/2008
Expense Code Expenses Billable
Amourit 24
Unit Rate 1
Subtotal UshE24.00
Description  Parking
[Close window |

History

Action taken Taken by Drate Comment

Final Manager Approved
Submitted
Wworking Draft

BRUCE WaLLACE
Froio,Jonathan Edward
Froio,Jonathan Edward

View Expense Item window

12/29/2008 01:03 FM
12/29/2003 01:01 PM
12/29/2008 01:01 PM
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3 View the information that displays.

4 If you need to update a UDF value associated with the expense item, do the following:

If Then

Yr(l.):;:re a User, Click #~ to select the appropriate UDF value from the selection window. You
p Y cannot update UDF values that are read only. If the appropriate value does not
manager, or final . .
display, contact the field support representative (for example, the CSA)
manager
You are an auditor | Do one of the following:
or field support
representative (for * Editable UDF—Click to select the UDF value from the selection window. If the
example, a appropriate UDF value does not display in the selection window, in the UDF field,
CSA) type the UDF value you need to display
* Read-only UDF—In the appropriate UDF field, type the UDF value you need to
display

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 a Training Simulation

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

1 Log into Time & Expense. The Home page displays.

TIMESEXPENSE
Home
all Time Cards Office | 00001 - Baltimore, MD ~ | Company | Aerotek || Change Ofice & Company
All Expense C ' Name
Reports Please type all or part of the name without llany special characters(*,[,3).
User Guide m
Time Cards
Training
Simulations Mo time cards for week ending date 5/23/2009 to view at this time.
Logout
Help Expense Reports

Mo expense reports for week ending date 5/23/2009 to view at this time,

Home page

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

TIMESEXPENSE

Home
all Time Cards Approver
All Expense e Approver Account Setupfapprove Time and Expenses
Reports e Approver Account Setupfapprove Time and Expenses-California
User Guide
- ser
Training
Simulations
e Lser Account Setupfsubmit Time
Logout e User dccount SetupfSubmit Time-Project Tracking
el e User Account Setup/Submit Time-California
&P s User Enter and Submit Expenses (if applicable)
Suppoart

« Dperations Support Group Role
e Customer Wiewer Role

Simulations page

3 Click the link of the training simulation you want to view. A separate window displays with the training
simulation.
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Auditor Section
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Use the Home Link

Use the Home link to see a summary of the expense reports you need to approve.

1 From the left menu, click the Home link to display a list of the pending expense reports that you need to
approve.

Quditor
Home
Hame (Last First) I:l Week Ending | All w
Build Worklist Pleaze type all or part of the name withour llany special characrers(*,[, 3.
Tracking No. I:l Find
Reprocess

Expense Reports Pending Approval Expense Reports

all Expense =}
age 1 of 1 1
Repaorts 9 =
Tracking Number Date Employee Wame Employee Id Job Req Number CustomerName Status Total Amount Detail:
Reports . -
34153 12/06/2008 anglen,Crystal 5 04092076 0004371110 Gilead--Sciences 3:5‘;"5;5 USD$58 51 ~
User Guide
. 34865 12/13/2008 Singleton, Christopher g e ogs 4 0004354573 Brunswick--Mercury Receipts | cpeqcq 3p ~
Training Lance Marine Yerified
Simulati ) i o
imutations 35009 03/14/2009 Husain,Omar M 04053642 0004355633 ;:2”5'3” Froducts 3:5‘;"5;5 USD$100.00 ~
Logout
Help

Home page

2 When you log into the Home page, your information sorts by week-ending date in descending order and
customer name 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 to view.

You do not need to complete each field to perform a search.
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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 with
a comma in-between and 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 weekending date in the Week Ending field

3 Click the button to display the information you specified

To display expense
reports for a

specific week-ending
date

Do the following:

1 In the Week Ending ficld, 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 an employee in the Name (Last,First) field

3 Click the button to display the information you specified

To display an
expense report
pertaining to a
tracking number

Do the following:

1 In the Tracking No field, type the tracking number used to track an expense
report

2 Click the button to display the information you specified

To display a list of
additional
expense reports

Click the appropriate page number link to display another page of pending
expense reports
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4 View the information that displays:

Option Description

Tracking Number (expense | The number associated with the expense report

reports

only)

Date The week-ending date for the week when the consultant incurred the
expenses

Employee Name The name of the consultant. The name displays as last name, first name.
For example: Smith,John

Employee Id The PeopleSoft employee identification assigned to the consultant

Job Req Number The job requisition number for which the consultant incurred the expense

Customer Name The name of the customer for whom the consultant incurred the expense

Status The status of the expense report

Total Amount The amount of the expense report that the consultant submitted USD only

Details The /-~ displays Click the -~ to display the expense report

5 To view additional information, click the appropriate [page number] link to display another page of
expense reports.
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Build Your Worklist

As an expense auditor, you are responsible for auditing Users’ expense reports for specific offices and
customers. To view the appropriate information, you must build your worklist to include the customers
and offices.

1 From the left menu, click the Build Worklist link to display the build worklist search fields.

Auditor

Home 1 Audit These Offices or Customers

Build Worklist 00020 - Huntsville, AL Remove

Reprocess 00590 - Indianapolis, IN | Remave

Expense Reports Office Number l:l Save Ofﬁce| Search ForOfﬁces|
all E

Repoxr'z:nse Customer ld l:l Save Cuslomer| Search ForCustomers|
Reports

User Guide

Training

Simulations

Logout

Help

Build Worklist page
2 Verify the list of offices and customers that display at the top of the page.

3 If you no longer need to audit the office or customer that displays, click the Remove button to remove
the office or customer information from your worklist.

4 To add new worklist information, do any of the following:
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5 Use either of the following search fields to display the information you need:

You do not need to complete both fields to perform a search.

Field Description

Office 1 In the Office Number field, type the office number.
Number
2 Click the Save Office button to save the office in your worklist.

If you do not know the office number, do the following:

1 Clic.k the Search for Offices button to search for the office by office number or office
name

2 In the Find Office by Number or Name field, type the name or the number for the
office.

3 Click the Search button to display your search results The search results include the
office number and name.

4 Click the appropriate link to add the office to the list of offices and customers that you
audit.
Customer Id | 1 In the Customer Id field, type the customer identification.

2 Click the Save Customer button to save the customer in your worklist.
If you do not know the customer number, do the following:

1 Click the Search for Customers button to search for the customer by customer number
or customer name.

2 In the Find Customer by Number or Name field, type the name or the number for the
customer.

3 Click the Search button to display your search results. The search results include the
customer number and customer name.

4 Click the appropriate link to add the customer to the list of offices and customers that
you audit.
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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~ to access the appropriate expense report.

TIMESEXPENSE

[Auditor

Horme

Build worklist

Receipt

&

Approve f Reject f
Adjust

Approve Reject|  Adjust

Approve Reject |  Adjust
Approve All Reject All

Action taken Taken by
Adarns,Ernily Rebecca

Receipts Verifisd

Expense Report page

2 Click the 7~ to view a detail relating to the expense. The View Expense Item window displays.

Name: Anglen,Crystal S
Employee I0: D4092076

Tracking # =241 58

Reprocess Name: Anglen,Crystal 5
Expense Reports Employee II: 04092076
all Expense
Reports
Reports Tracking #: 34158 Job Requisition #: 0004371110 - Gilead--Sciences Status: Receipts Verified
User Guide E::]pdznse Amount Unit/Rate Subtotal Date Status Eﬁ;:]e'pt Description
Training Expenses Receipts  |Receipt Pour la France- 12/01
Simulations gilasls =7® [ USD$e.78 |12/01/2008 | fified  |Received | <0
Logout . . westin internet-
Expenses Receipts  |Receipt 12/01/2008 $10.79
Help Billable S1.75 1 USD$51.75 |12/03/2008 werified Received [#)
Pour #
Rejection Reason Code | Please select---
Reason Detail
History

Date
12/19/2006 02:55 PM

Comment

Requisition 0004371110 - Gilead--Sciences - Jessica Haber/Kevwin Meis

Date 1Z2/01 /2008
Expense Code Expenses Billable
Amount 5. 75

Unit/Rate 1

Subtotal USD$6. Fi =]

Description Pour la Framce- 12/01

Close Window

History

Action tTaken Taken by Drate
Receipts Werified adarms,Emily Rebecca égfégfpzr?qua
Final Manager Approved JESSICA HABER éﬁ{é;-”gﬂﬂﬁ
Submitted anglen,Crystal = écztjégfpzr?qua
working Draft anglen,Crystal S éijézfpzr?qﬂa

View Expense Item window

3 View the information that displays.

Comiment
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4 If you need to update a UDF value associated with the expense item, do the following:

If

You are a consultant,
primary

manager, or final
manager

Then
Click to select the appropriate UDF value from the selection window

You cannot update UDF values that are read only

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

You are an auditor or
field support
representative (for
example, a

CSA)

Do one of the following:

* Editable UDF—Click to select the UDF value from the selection window If the
appropriate UDF value does not display in the selection window, in the UDF
field, type the UDF value you need to display

* Read-only UDF—In the appropriate UDF field, type the UDF value you need
to display

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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Approve an Expense

As an auditor, you must review and approve expenses to reimburse Users for the expenses they incurred

for work purposes.

1 From the left menu, click the Home link to display the Expenses page. The Expenses page lists the

expense reports that a field support representative verified.

TIMESEXPENSE

Quditor
Haorne

Hame (Last First) I:l Week Ending | All w
Build Worklist Pleaze type all or part of the name withour llany special characrers(*,[, 3.

Tracking No. I:l Find
Reprocess

Expense Reports Pending Approval Expense Reports

all Expense =}
age 1 of 1 1
Repaorts 9 =
Tracking Number Date Employee Wame Employee Id Job Req Number CustomerName Status Total Amount Detail:
Reports . -
34153 12/06/2008 anglen,Crystal 5 04092076 0004371110 Gilead--Sciences 3:5‘;"5;5 USD$58 51 ~
User Guide
. 34865 12/13/2008 Singleton, Christopher g e ogs 4 0004354573 Brunswick--Mercury Receipts | cpeqcq 3p ~
Training Lance Marine Yerified
Simulati ) i o
imutations 35009 03/14/2009 Husain,Omar M 04053642 0004355633 ;:2”5'3” Froducts 3:5‘;"5;5 USD$100.00 ~
Logout
Help

Pending Approval Expense Reports page

2 Click 7~ to view the appropriate expense report

TIMESEXPENSE

(Auditor

Haorne
Build worklist
Reprocess Hame: Anglen,Crystal 5
Expense Reports Employee II: 04092076
all Expense
Reports
Feports Tracking #: 34158  Job Requisition #: 0004371110 - Gilead--Sciences Status: Receipts Verified

Expense . Receipt P . . |Approve f Reject f
User Guide Code Amount UnitfRate Subtotal Date Status Flag Description Receipt adjust
Training Expenses Receipts Receipt P'oiur la France- 12/01 i i
simulations Billable .76 1 USD$6.76  12/0042008 | ZGhicd  Received ~ @ |[Approve] [Refect] [Adjust]
Logout Westin internet-

Expenses Receipts Receipt 12/01/2008 $10.79 i i
Help Billable 51.75 1 USD4$51,75 [12/0342008 verified Received o) e Approve | | Reject| | Adjiust

Pour #
Approve All | [ Reject Al
Rejection Reason Code | Flease select --- B
Reason Detail
History
Action taken Taken by Date Comment
Receipts Yerified Adarns Emily Rebecca 12/19/2008 02:55 PM
Expense Report page

3 Verify the header information that displays:
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Field Description

Tracking # (expense The tracking number used to track the expense

reports only)

Job Requisition # The job requisition number and the name of the customer for whom the
consultant incurred the expense

Status The status of the expense report

4 View the information that displays

Column Description

Expense The description of the expense code submitted

Code

Amount The amount of the expense

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 the consultant incurred the expense

Status The status of the expense

Receipt The status of the receipt

Description | A description of the expense
You must click ¢~ to view the User-Defined Fields (UDFs) associated with the expense
item Refer to View Expense Details for further information

5 Click one of the following buttons:

Option Description

Approve To approve the expense item

Repeat steps 3—4 for each expense that you need to approve
Approve All | To approve all of the expenses that display in the expense report
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Adjust an Expense

As an auditor, you can adjust expense amounts to reimburse Users appropriately for the expenses they
incurred. If you need to change the reimbursement amount, you can only reduce the expense amount
submitted. You cannot reimburse a consultant for a larger amount than he or she submitted.

If an error occurs, Users can submit a new expense report for the remainder amount.

1 From the left menu, click the Home link to display the Expenses page. The Expenses page lists the
expense reports that a field support representative verified.

TIMESEXPENSE

Quditor
Haorne

Hame (Last First) I:l Week Ending | All w
Build Worklist Pleaze type all or part of the name withour llany special characrers(*,[, 3.

Tracking No. I:l Find
Reprocess

Expense Reports Pending Approval Expense Reports

all Expense =}
age 1 of 1 1
Repaorts 9 =
Tracking Number Date Employee Wame Employee Id Job Req Number CustomerName Status Total Amount Detail:
Reports . -
34153 12/06/2008 anglen,Crystal 5 04092076 0004371110 Gilead--Sciences 3:5‘;"5;5 USD$58 51 ~
User Guide
. 34865 12/13/2008 Singleton, Christopher g e ogs 4 0004354573 Brunswick--Mercury Receipts | cpeqcq 3p ~
Training Lance Marine Werified
Simulati ) i o
imutations 35009 03/14/2009 Husain,Omar M 04053642 0004355633 ;:2”5'3” Froducts 3:5‘;"5;5 USD$100.00 ~
Logout
Help

Pending Approval Expense Reports page

2 Click to view the appropriate expense report.

TIMESEXPENSE

[Auditor
Home
Build wiorklist
Reprocess MName: Anglen,Crystal S
Expense Reports Employee ID: 04092076
all Expense
Reports
Fapnrts Tracking #: 34158 Job Requisition #: 000437 1110 - Gilead--Sciences Status: Receipts Verified
User Guide E:pﬂznse Amount Unit/Rate Subtotal Date Status Eﬁ;ﬁ;'pt Description Receipt :5?:::9 / Reject /
Training Expenses Receipts  |Receipt Four la Francs- 12/01 i _ _
Simulations Billable 5.7 1 USDEE.7E 12/00/2008 | JChcy  Recsived | @ |[Asprove| [Refect] [Adjust]
Logout e N . N . Westin internet-
xpenses eceipts eceip 12/01/2008 $10.79 5
Help Billabla 51.75 1 UsSD$51.75 [12/03/2008 Verifisd Recsived 5] L Approve Reject Adjust
Pour ¢
Approve All Reject All
Rejection Reason Code | Flease select - h
Reason Detail
History
Action taken Taken by Date Comment
Receipts Verified Adarns Emily Rebecca 12/19/2006 02:55 PM

Expense Report page

3 Verify the header information that displays:
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Field Description

reports only)

Tracking # (expense The tracking number used to track the expense

Job Requisition # The job requisition number and the name of the customer for whom the

consultant incurred the expense

Status

The status of the expense report

4 View the information that displays:

Column Description

Expense The description of the expense code submitted

Code

Amount The amount of the expense

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 the consultant incurred the expense

Status The status of the expense

Receipt The status of the receipt

Description | A description of the expense
You must click 7~ to view the User-Defined Fields (UDFs) associated with the expense
item Refer to View Expense Details for further information

5 Click the Adjust button for the expense item you need to adjust. The expense adjustment page displays.

TIMESEXPENSE

JAuditor

Horne
Build worklist

Reprocess
Expense Reports

All Expense
Reports

Reports
User Guide

Training
Simulations

Logout

Help

Maime: Anglen,Crystal S
Employee ID: 04092076

Reduce by

Description [ sawve ]

Expense item being adjusted

Tracking = =41 538

Requisition 0004271110 - SGilead--Sciences - Jessica Haberf/Kewvin Meais
Date 12/01 /2008

Expense Code Expenses Billable

Aamount 5. 76

Unit/Rate i

Subtotal 1sDE6. 7o

Description  Pour |la France- 12/01

Adjustment page
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6 In the Reduced by field, type the amount that you need to reduce the expense reimbursement. You
cannot reimburse a consultant for a larger amount than he or she submitted.

7 In the Description field, type the reason for the reduction.

8 In the Expense Item being adjusted section, verify the expense information that displays. Verify the
adjusted expense information.

Field Description

Tracking # (expense reports | The tracking number associated with the expense report to track the

only) expense report

Requisition The requisition number and the customer name for which the consultant
incurred the expense

Date The date when the consultant incurred the expense

Expense Code A description of the expense

Amount The amount of the expense

Unit/Rate The quantity or rate of the expense item

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

Description The consultant’s additional description or comments for the expense

9 Click the Save button to save the adjustment.
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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 Expenses page. The Expenses page lists the
expense reports that a field support representative verified.

2 Click #~ to view the appropriate expense report.

TIMESEXPENSE

[Ruditor

Horme
Build worklist
Reprocess Hame: Anglen,Crystal &
Expense Reports Employee Il 04092076
Al Expense
Reports
Reports Tracking #: 34158  Job Requisition #: 0004371110 - Gilead--Sciences  Status: Receipts Verified
User Guide Eﬁﬂznse Amount Unit/Rate Subtotal Date Status gﬁ;;'pt Description Receipt :5?:2:9 / Reject /
Training Expenses ez |y USD$e.76 |12/01/2008 REceipts [Receipr  P2OF la Francs-12/01 | approve | [Reject] [Adjust
Simulations Billable ! ! Verified Received |~ A
Logout X X Westin internet-

Expenses Receipts Receipt 12/01/2008 $10.79 o
Help Billable 51.75 1 UsSD4$51.75 [12/03/2008 Verifiod Received /(_,': L8 Approve | | Reject| | Adjust

Four
Approve All Reject All
Rejection Reason Code | Please select - -
Reason Detail
History
Action taken Taken by Date Comment
Receipts Verified adarms, Emily Rebecca 12/19/2008 02:55 PM
Expense Report page

3 Verify the header information that displays:

Field Description

Tracking # (expense The tracking number used to track the expense

reports only)

Job Requisition # The job requisition number and the name of the customer for whom the
consultant incurred the expense

Status The status of the expense report
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4 View the expense information that displays

Column Description

Expense The description of the expense code submitted
Code
Amount The amount of the expense
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 the consultant incurred the expense
Status The status of the expense
Receipt The status of the receipt
Description | A description of the expense
You must click 7~ to view the User-Defined Fields (UDFs) associated with the expense
item Refer to View Expense Details for further information
5 Click one of the following:

Option  Description

Reject To reject an item in the expense report Continue with step 6
Reject To reject all of the expenses that display
All

1 In the Rejection Reason Code ficld, select the reason code that indicates why you rejected
the expense. This is a required field

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

3 Click the Reject All button to reject all of the expense items that display

TIMESQEXPENSE

[Auditor

Home
Build wiorklist

Reprocess
Expense Reports

All Expense
Reports

Reports
User Guide

Training
Simulations

Logout

Help

Tracking # 34158

Requisition 00043271110 - Gilead--Sciences - Jessica Haber/Kevin Meis

Date 12/01/2008

Expense Code Expenses Billable

Amount 5.76

Unit/Rate 1

Subtotal UsDE6.76

Description  Pour la France- 12/01

Cancel | Reject |

Rejection Reason Code | Please select— ~
Reason Detail

History

Date
12/19/2008 02:55 PM
12/17/2008 04:53 PM
12/17/2008 04:26 PM
12/17/2008 04:24 PM

Action taken Comment
Receipts Verified

Final Manager Approved
Submitted

warking Draft

Taken by
Adams,Emily Rebecca
JESSICA HARER
Anglen,Crystal S
Anglen,Crystal S

Reject Expense Item page
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6 Verify the information that displays.

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 ficld, type the reason why you rejected the expense. This is a required field.

9 Do one of the following:

Option Description
Cancel | To cancel your rejection and return to the expense page

Reject | To reject the expense item
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Re-Process Expense Reports

Use the Pending Reprocess Expense Reports page to re-process expense reports that PeopleSoft rejected.
Before you can re-process expense reports, you must correct the information in PeopleSoft.

1 From the left menu, click the Reprocess Expense Reports link to display the Pending
Reprocess Expense Reports page.

[Auditor
Haorne
Name {Last, First) l:l Week Ending | All .. v
Build warklist Please type all of part of the name without llany special characters(*,[,%).
Reprocess .
Expense Reports Pending Reprocess Expense Reports
All Expense Mo Expense Reports to view at this time.

Reports
Reports

User Guide

Training
Sirnulations

Logout

Help

Pending Reprocess Expense Reports page

2 When you log into the Pending Reprocess Expense Reports page, your information sorts by week-
ending date in descending order and customer name 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 to view:

You do not need to complete each field to perform a search.
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Option Description

To display
expense reports
fora

Do the following:

1 In the Name (Last,First) field, enter the last name and the first name of a

expense reports
fora

specific week-
ending date

specific consultant with a comma in-between and no space. For example, Smith,John Use this
employee field to display expense reports for a specific consultant

2 If necessary, you can also specify a weekending date in the Week Ending field

3 Click the button to display the information you specified
To display 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 an employee in the Name (Last,First) field

3 Click the button to display the information you specified

To display an
expense report
pertaining to a
tracking number

Do the following:
1 In the Tracking No field, type the tracking number used to track an expense report

2 Click the button to display the information you specified

To display a list
of additional
expense reports

Click the appropriate page number link to display another page of pending expense
reports

-
4 Click #~ to view an expense report

Quditor
Haorne
Name (Last First) Week Ending | All w
Build Worklist Pleaze type all or part of the name withour llany special characrers(*,[, 3.
Tracking No. Find
Reprocess .
Expense Reports Pending Approval Expense Reports
all Expense

Repaorts

Reports
34158
User Guide
. 34865
Training
Sirnulations 35000

Logout

Help

Page 1 of 1
Tracking Number Date

1

Employee Wame Employee Id Job Req Number CustomerName Status Total Amount Detail:

12/06/2008 anglen,Crystal 5 04092076 0004371110 Gilead--Sciences 3:5‘;"5;5 USD$58 51 ~

12/13/2008 Singleton,Christopher 04057923 0004354573 Brunswick--Mercury Receipts USD$465.50 ’(_,\
Lance Marine Verified

03/14/2009 Husain,Omar M 04053642 0004355633 ;:2”5'3” Froducts 3:5‘;"5;5 USD$100.00 ~

Expense Report page
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5 When viewing an expense report, click any of the following:

Option Description

The Previous link To display the previous pending expense report in your list of pending expense
reports. The Previous link is not active if no additional expense reports exist

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

The Reprocess To return to the Pending Reprocess Expense Report page

Expense Reports

link from the left

menu

6 To re-process expense reports, do one of the following:

Option Description
Reprocess one 1 From the Pending Reprocess Expense Report page, click the Reprocess checkbox
expense report for the expense report that you need to reprocess

2 Click the Reprocess link to re-process the expense Time & Expense sends the
expense report back to PeopleSoft for processing

Reprocess all 1 From the Pending Reprocess Expense Report page, click the Select All link to
expense reports select all of the Reprocess checkboxes simultaneously. You can deselect checkboxes
if necessary

2 Click the Reprocess link to reprocess all of the expense reports you selected Time
& Expense sends the expense report back to PeopleSoft for processing
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View All Expense Reports

The Expense Reports page lists all of your Users’ expense reports. Use the search fields to list the
expense reports you need to view.

1 From the left menu, click the All Expense Reports link to display the Search Expense Reports page.

Suditor
Hame Search Expense Reports
Build Worklist
NameLastfirsh|  Jcustomerm| | Status [ Al -
Reprocess
Expense Reports Productin[___ | JobReqr[____ |weekEnding [All.. v
All Expense Tracking Number l:l Search

Reports
Repaorts
User Guide

Training
sirmulations

Logout

Help

Search Expense Reports page
2 Use any of the following search features to display information you need:

You do not need to complete each field to perform a search

Option Description
Name In the Name (Last,First) field, do one of the following:
(Last,First)

* To find a specific User—Type the last name and the first name of a User with a
comma in-between and 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
Customer ID Type the customer identification for the customer where the User works

Status Select the status for the expense report

Product ID Type the identification of the product who hired the consultant. For example, 3 for
Communications or 11 for Accounting and Financial

Job Req # Type the job requisition number for which the User incurred the expense

Week Ending | Select the week-ending date of the week when the User submitted his or her expense
report

Tracking Type the tracking number Time & Expense associated with the expense report

Number
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3 Click the Search button to display your search results. Your search results sort by week-ending date in
descending 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.

Auditor
Hame Search Expense Reports
Build worklist
Name {LastFirst) [M | customer Ip | | Status [ Al ... v
Reprocess
Expense Reports Product ID | | JobReq#] | Week Ending | All .. v
1l Expense Tracking Number [ ] Saarh
Reports
Reports Page 1 of 11 123 43 = z=
User Guide .
Training Tracking Number Date Employee Name Employee Id Job Req Number CustomerID Customer Mame ProductID S
sirmulations 34916 01/10/2009 Marley, Abram Justin 04115934 0004346080 118467 Kellogg Company 2 o
Logout o Omaha Public W
34911 01/10/2009 Majhi,Bharat 04117638 0004386957 171291 ot Dl 10 e
Help .
Mckissack,Steven Rc Cape May
34572 12/27/2008 o 00 04086559 0004239256 144738 Heldings Inc 10 Eu_
:
. Engineering SU
34206 12/20/2008 [Enning,shad 03991637 0004329202 101990 Environmental 7 fa
Michael i
Management Pz
34236 12/20/2008 Matsko,Ronald P 03241441 0004332780 107934 Hdr Ine 7 g’r
S
Mckissack,Steven Rc Cape May
34361 12/20/2008 00" 04086559 0004239256 144735 Holdings Tnc 10 Eu_
:
. Engineering S
34205 12/13/2008 [Hanning,Shad 03991637 0004329202 101850 Environmental 7 fo
Michael
Managerment Pz

Search Expense Reports page

4 View the information that displays:

Option Description

Tracking The number associated with the expense report

Number

Date The week-ending date for the week when the User incurred his or her expenses

Employee The name of the User The name displays as last name, first name. For example:

Name Smith,John

Employee Id | The PeopleSoft employee identification assigned to the User

Job Req The job requisition number for which the User incurred the expense

Number

Customer ID | The customer identification for the customer where the User works

Customer The name of the customer for whom the User works

Name

Product ID The product identification for the product whom placed the User For example, 3 for
Communications or 11 for Accounting and Financial

Status The status of the expense report

Total The total expense amount

Expenses

Details The 7~ displays Click the 7~ to display the expense report

5 Click a [page number] link to view additional expense reports.
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View an Expense Report

You can always view expense reports in Time & Expense to view the expense information 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.

Audditor
Homne Search Expense Reports
Build worklist
Name {Last.Fir sn|:||_‘.uslnmel I[rl:l Status | All ... v
Reprocess
Expense Reports Product ID |:| Job Req # |:| Week Ending | All ... v
All Expense Tracking Number l:l Search
Reports
Reports
User Guide
Training
Simulations
Logout
Help
Expense Reports page

2 If you are a Field Support Representative (for example, a CSA) or an Expense Auditor, use any of the
following search features to display information you need:

You do not need to complete each field to perform a search

Option Description
Name In the Name (Last,First) field, do one of the following:
(Last,First)

* To find a specific User—Type the last name and the first name of a User with a
comma in-between and 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
Customer ID | Type the customer identification for the customer where the User works

Status Select the status for the expense report

Product ID Type the identification of the product who hired the User For example, 3 for
Communications or 11 for Accounting and Financial

Job Req # Type the job requisition number for which the User incurred the expense

Week Ending | Select the week-ending date of the week when the User submitted his or her expense
report
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3 If you are an Authorized Viewer or Manager, use any of the following search features to display
information you need:

You do not need to complete each field to perform a search

Option Description
Status Select the status for the list of expense reports you want to view
Name In the Name (Last,First) field, do one of the following:

* To find a specific consultant—Type the last name and the first name of a User with a
comma in-between and 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

Week Select the week-ending date for the list of expense reports you want to view
Ending

4 Do one of the following:

If Then

You are a field Click the Search button to display the information you need. When you access the

support Expense Reports page, your information sorts by week-ending date in descending

representative (for | order and employee name in ascending order

example, a

CSA)

You are a manager | Click the Find button to display the information you need. When you access the
Expense Reports page, your information sorts by week-ending date in descending
order and employee name in ascending order

Buditor
Homs Search Expense Reports
Build worklist
Name (Last,First) |M ||‘.l|stmnel 1] ‘ | Status | All ~
Reprocess
Expense Reports Product ID| | JnI»Ref|=\ |WeeI\En<Iinu All ... A
all Expense Tracking Number I:l Search
Reports
Reparts Page 1 of 11 123435 2 22
User Guide .
Training Tracking Number Date Employee Mame Employee Id Job Reg Number CustomerID Customer Name ProductID S
Simulations 34916 01/10/2009 Morley, Abram Justin 04115934 0004346080 1168467 Kellogg Company 2 w
Logout 0Omaha Public W
34911 0141042009 Majhi,Bharat 04117638 0004386957 171291 Power District 10 D
Help a0
Mckissack, Steven Rc Cape May
34572 12/27/2008 Curtis ! 04086859 0004239256 144738 Holdings Inc 10 ];U_
H
. Engineering S
34206 12/20/2008 120ning,Shad 03991637 0004329202 101930 Environmental 7 fo
Michae| i
Managerent Pz
34236 12/20/2008 Matsko,Ronald P 03241441 0004332780 107934 Hdr Inc 7 gr
: S
Mckissack,Steven Rc Cape May
34361 12/20/2008 - 20 04086559 0004239256 144738 Holdings Inc 10 1;0_
]
" Engineering SL
34205 12/13/2008 [H20NING,Shad 03991637 0004329202 101990 Enviranmental 7 fo
Michael .
Managerment Pz
Expense Reports page
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5 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.

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

7 Click ¢~ to view the expense report

[Ruditor
Harne
Build worklist
Reprocess Hame: Anglen,Crystal &
Expense Reports Employee Il 04092076
Al Expense
Reports
Reports Tracking #: 34158  Job Requisition #: 0004371110 - Gilead--Sciences  Status: Receipts Verified
User Guide Eﬁﬂznse Amount Unit/Rate Subtotal Date Status gﬁ;;'pt Description Receipt :5?:2:9 / Reject /
i f : la France- 12/01

Training Expenses Receipts  |Receipt P?F\"’ .
Simulations Billable 676 1 UsDge.76  |12/01/2008 Verified Received |~ e chpioel| (ERIEGH [s:
Logout X X Westin internet-

Expenses Receipts Receipt 12/01/2008 $10.79 o
Help Billable 51.75 1 UsSD4$51.75 [12/03/2008 Verifiod Received /(_,': L8 Approve | | Reject| | Adjust

Pour
Approve All Reject All
Rejection Reason Code | Please select - -
Reason Detail
History
Action taken Taken by Date Comment
Receipts Verified adarms, Emily Rebecca 12/19/2008 02:55 PM

View Expense Report page
8 View the information that displays.

9 Click any of the following:

Option Description

M To view the expense item details. You must click to view User-Defined Fields
(UDFs) associated with the expense item Refer to View Expense Details for further
details

The Previous link | To display the previous expense report in your list of expenses. The Previous link
is not active if no additional expense reports exist

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

The All Expense To return to the Search Expense Reports page

Reports link in
the left menu
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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

[Auditor
Haorne Week Ending Date Operating Company
Build Worklist 52312009 | Al hé
Reprocess Users Status EXCEL HTML
Expense Reports
all Expense Crphaned Expenses EXCEL HTML
Feports A )

Ivoice Tracking EXCEL HTML
Reports

Active Customers EXCEL HTML
User Guide

. Workflows Audit EXCEL HTML

Training
Simulations o .

Missing and Duplicates EXCEL HTML
Logout

Expense Report Auditors EXCEL HTML
Help

Project Tracking EXCEL HTML

Duplicate Expenses EXCEL HTML

Camments o

vright i

Reports page

2 In the Week Ending Dates field, select the date for the information you need to view.

3 Understand the list of reports that display:
* Orphaned Expenses—A list of the offices and customers that are not assigned to an expense
auditor Access provided to Field Support Representatives, Expense Auditors, and System
Administrators only.
* Users Status—A list of the Users, Approvers, and their respective account statutes in Time &
Expense Access provided to Field Support Representatives, Expense Auditors, and System

Administrators only.

* Active Customers—A list of the customers for whom Time & Expense Users work Access
provided to Field Support Representatives, Expense Auditors, and System Administrators only.
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* Invoice Tracking—A list of the billable hours reported and approved by a manager in Time &
Expense Access provided to Approvers, Field Support Representatives, Expense Auditors, and
System Administrators only.

* Workflow Audit—A list of the Workflow information for the Users in Time & Expense Access
provided to Field Support Representatives, Expense Auditors, and System Administrators only.

» Missing and Duplicates—A list of the Users who are setup to use Time & Expense, but whose
hours are missing in the Time Entry page in OASIS for the current week. This report also lists
duplicate records for the Users whose hours exist in Workflow but cannot transfer to Time Entry
because the hours were entered manually. Access provided to Field Support Representatives,
Expense Auditors, and System Administrators only.

* Expense Report Auditors—A list of the expense reports currently pending approval by the
expense auditor Access provided to Field Support Representatives, Expense Auditors, and System
Administrators only.

4 For the report you need to view, click one of the following:

Option Description

EXCEL | To view the report in Microsoft Excel. Use this option to:

* Reformat the information that displays to better meet your needs
* Save the report
HTML | To view the report online
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View a Training Simulation

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

1 Log into Time & Expense. The Home page displays.

TIMESEXPENSE

Buditor

Home

MName (LastFirst) l:l Week Ending | &Il ... “
Build Warklist Please type all or part of the name without llany special characters(™,[,%),

Reprocess

Expense Reports Pending Approval Expense Reports

all Expense
Rennrts Page 1 of 1 1
Tracking Number Date Employee Name Employee Id Job Reg Number Customer Name Status Total Amount Detail:
Reports . -
34158 12/06/2008 Anglen,Crystal S 04092076 0004371110 Gilead--Sciences Ezfﬁi'ﬁpss USD$58 51 ~
User Guide
. 34865 12132005 Singleten,Christopher g neooss 0004354573 Brunswick--Mercury Receipts \jopagengg O
Training Lance Marine Verified
Sirmulati i »
imuiatons 35009 03/14/2009 Husain,Omar M 04053642 0004355633 Iranseo Praducts Recelbt uspgtonoo
Logout
Help

Home page

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

TIMESEXPENSE

[Audditor

Home Spprover

Build woarllist
s Spprover Account Setupfapprove Time and Expenses

Reprocess e Approver Account Setupfapprove Time and Expenses-California
Expense Reports

all Expense User
Reports
Reports e User Account SetupsSubmit Time
_ e User Account Setupf/Submit Time-Project Tracking
User Guide e Llser Asccount SetupfSubmit Time-California
. e User Enter and Submit Expenses (if applicable)
Training
Simulations
Support
Logout RR
Help s COperations Support Group Role

e Custormer Wiewer Role

Simulations page

3 Click the link of the training simulation you want to view. A separate window displays with the training
simulation.
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