Entering Time as an Exempt Employee Chapter: 10-Entering Time in OTL
Section: -Entering Time as an Exempt Employee

PLEASE NOTE: The Timecard is expected to be an accurate representation of the time you
have actually worked.

Per Fermilab policy effective June 15, 2009: All employees on FTL must report actual
hours worked by day on a weekly basis. Employees are expected to report significant
time spent on each program, project, or activity to the appropriate project/task for that
work. In most situations, work of one-half hour or more would constitute significant time
spent.

You may find and read the policy in its entirety at the following web site:
http://finance.fnal.gov/LaborCaptureandDistributionPolicyandProcedureEffectiveJunel152009.pdf

Clicking on [Timecard] will cause a window like the following sample to open:
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In this window you can take the following actions:

e Search - To search for a Timecard you are either working on or have submitted, enter the date
parameters in the "From Date" and "To Date" fields respectively. If necessary, additional search



criteria are available for your use.

o Create - To create a Timecard, click on the [Create Timecard (Exempt)] button.

o Update - To update a particular Timecard, click on the icon in the "Update" column for the row of the
Timecard you wish to update.

o View Status

e The status "Working" indicates that the Timecard is still in your queue and can be updated or
deleted.

e The status "Submitted" indicates that the Timecard has been sent to the Timecard approver.

e The status "Approved" indicates that the Timecard has been submitted to a Timecard Approver
who has approved it

o The status "Rejected" indicates that the Timecard has been sent back to you by a Timecard
Approver for changes.

e Copy details from one Timecard to another This functionality allows you to copy an entire time card
(details / hours / units) to a future Timecard so that the details can be refined or reused in their entirety.

e One example where this could be used is a previous vacation time card.

o Another would be a previous Timecard containing the project and tasks that you are continuing to
work on in a new period. In this instance, it is critical that the actual hours be updated and
then saved.

o Please watch for several possible unintended effects:

« if you copy a Timecard from a week with a holiday, it copies the holiday to the same day of
the week, which may or probably will not be appropriate.

o If you copy a Timecard with no holiday to a week that does have a holiday, the holiday
won't default in to the copied Timecard.

If you want to start a new Timecard, click on [Create a Timecard], and a window like the following will open.
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To Enter Your Time Daily:
There are three possible types of entries to make for each day of your Timecard:
1. Hours away from the Lab (absence)
2. Hours charged to your default Project and Task (1st row under "Effort Details")

3. Hours charged against a Project and Task other than your default (2nd and possibly more rows under
"Effort Details")

The procedures for each of these types of hours will be covered in separate sections which follow.
1. Entering Absence Hours

When entering absence hours, use the List of Values box to select the appropriate type of absence. The
screen print below shows the available selections accessed by clicking on the List of Values icon.
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Note: Please remember that if you select '‘Leave Without Pay,' you need to have exhausted your Sick
Leave accrual and your Vacation accrual. Your timecard approver is prevented by Lab policy from
approving your card if those conditions have not been met.

If you need to select more than one type of absence for the week, you need to create another row to show
the other type of absence. To do so, click on the [Add Another Row] button. In the example below, the
employee is reporting a Sick day on Monday and a Vacation day on Thursday.
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2. Entering Hours on your Home Project and Task Number

If you are charging hours only to your default Project and Task numbers, enter those numbers in the first row
underneath the Effort Details area of your timecard. In the sample below, the employee is charging 8 hours
on Tuesday and 8 hours on Wednesday to his Home Project and Task.
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3. Entering Effort Hours on a Project and Task

If you are charging hours to a Project and Task number other than your Home Project and Task number,
you are"reporting effort." To report your effort, you need to enter the Project and Task number against which

your effort is to be reported. There are two ways to do that:

A.) If you know the Project and Task number, you may enter those numbers directly in the respective fields.
(In the sample below, the employee has entered 8 hours for Thursday against Project #16 and Task

#16.03.04.)
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B) If you are not sure of the Project or the Task number, you can use the Search function
by clicking on the flashlight icon to the right of the Project number field and the Task
number field. Doing this will cause a Search window like the ones pictured below to open
and allow you to make your selection.

—
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You will need to select and enter a Project number before the Search feature for the Task
number field will respond. In the sample below, the employee has selected, the Project
number "10." The search window pictured below is based on that selection. (Note that
entering a '%' in the Search field causes all of the available task numbers for Project #10 to
be retrieved.)
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If there are more entries than can be contained in the window, there are links to allow you
to navigate between windows: ‘Next 10" and 'Previous 10.'

To select and enter a Task number, click on the 'Quick Select' icon to the left of the
Task number. This will cause that task number to be placed in the appropriate field. In
the sample below, the employee has selected '10.02.04.
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Enter the appropriate number of hours in the respective field. If you charged more
than one Effort Task Number (not your default), then click on the [Add Another Row]
button. Next, enter the appropriate number of hours in that field for the day.

Click the [Save for Later] button at the lower part of the Timecard. This allows you to enter time each day,
until you are ready to submit it to the Approver.

4. Entering Effort Hours on an Activity

If you are charging hours to an Activity, rather than a Project and Task number, that is also considered to be
"reporting effort." To report your effort, you need to enter the Activity Name against which your effort is to be
reported. Following is the procedure for doing so.

Activity |

n

| ¢

Hrs ta Units |
Use the Search function by clicking on the flashlight icon to the right of the Activity field
Doing this will cause a Search window like the one pictured below to open and allow you to make your
selection.
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In order to reduce the number of possible entries which are returned for your selection, you
will need to enter at least a portion of the text which comprises the name of the activity. If
the portion of text occurs in the midst of other text, you need to use the '%’ sign as a
wildcard character In the screen print below, the user has specified tasks that have the
word 'MISCOMP' as part of their name by entering '%oMISCOMP%' in the search field. If
you want to return all the possible entries that are available to you, enter a '%' by itself in
the Search field.
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If there are more entries than can be contained in the window, there are links to allow you
to navigate between windows: ‘Next 10" and 'Previous 10.'

To select and enter an Activity, click on the 'Quick Select' icon to the left of the Task
number. This will cause that task number to be placed in the appropriate field. In the
sample below, the employee has selected 'DBl/Info. Sys./MISCOMP Development.’
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Enter the appropriate number of hours in the respective field. If you charged more than one
Activity, then click on the [Add Another Row] button. Follow the same procedure as above
for selecting the Activity, and enter the appropriate number of hours in that field for the day.

Click the [Save for Later] button at the lower part of the Timecard. This allows you to enter time each day,
until you are ready to submit it to the Approver.

When you log in the next day:

1. Click on [Timecard] which will open the Timecard Search screen (pictured below).
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Update

2. Click [Update] 4 which will open the Timecard Information screen.

3. Add your time and effort information as needed, following the procedures detailed above.

4. When you have finished your entries, click [Save for Later].

5. Repeat the above procedure until you are ready to submit your Timecard at the end of the week.

1. When you are ready to submit your Timecard for approval, click on the [Continue to Review] button.
This will open a window summarizing the details of your Timecard (sample below).
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If you are satisfied with the accuracy of your input and want to submit your card with no further input or
modifications, then click on the [Continue] button.

Modifying your Timecard

There could be occasions when your Timecard needs to be modified--types of absence, tasks charged, days
worked, etc. Depending on what status the Timecard is in, the process of modifying your original entries will
vary slightly. Following is a summary of the necessary steps to modify your Timecard entries depending on

its status:
| STATUS || EDIT PROCEDURE |
Working Update

1. Click on the 'update' icon ( 4

period you wish to modify.

finished with your changes).

) in the same row as the Timecard
2. When the Timecard opens, make the necessary changes and re-save

it (if you are not finished with your changes) or submit it (if you are

N.B.: You may delete single day entries or whole rows, if appropriate, when
the card is in this status.

Submitted




Ujadlate

1. Click on the 'update’ icon ( 4 ) in the same row as the Timecard
period you wish to modify.

2. When the Timecard opens, make the necessary changes and re-save
it (if you are not finished with your changes) or submit it (if you are
finished with your changes).

N.B.: You may delete single day entries or whole rows, if appropriate, when
the card is in this status.

Approved Update

(not yet 1. Click on the 'update’ icon ( s ) in the same row as the Timecard

processed by period you wish to modify.

Payroll) 2. When the Timecard opens, make the necessary changes and re-save
it (if you are not finished with your changes) or submit it (if you are
finished with your changes).

N.B.: You may delete single day entries or whole rows, if appropriate, when
the card is in this status.
Approved Update
(processed by || 1. Click on the 'update' icon ( 4 ) in the same row as the Timecard
Payroll) period you wish to modify.

2. When the Timecard opens, make the necessary changes and re-save
it (if you are not finished with your changes) or submit it (if you are
finished with your changes).

N.B.: You may NOT delete single day entries or whole rows when the
card is in this status. Instead of deleting the row or the field, you need
to substitue a "0" wherever you currently find a value you want to
delete. Then enter the appropriate value in the appropriate field.
Currently, the only way to determine whether your card has been
processed by Payroll or not is to delete the value(s). If the card has been
not been processed yet, you will be able to save your changes and
proceed to the following step. If the card has been processed, you will get
an error message like the following:

ix1Error
You may not delete this timecard. Use zero to delete indmidual entrigs within the Timecard

and you will need to enter "0" as described above. This condition only
occurs when you are changing an entry from a value to zero. Changing

from one value to another is allowed.

Please remember that whenever you change the entries on a timecard that has previously been
submitted or approved, that timecard is automatically changed back to "Working" status and

needs to be resubmitted for approval.

To satisfy reporting requirements, your timecard approver needs to know the entries that have
been changed and the reason why they were changed. You need to provide this information in
the "Comments" section of the timecard, which is located in the upper left portion of the screen

(screen print below).
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