OLE Quick Reference Guide - Contractors

LOGIN TO OLE

1. Access the site at http://ole.mts.com/
2. Enter your ID number in “UserID”

3. Enter your password.

4. Click “Login”.

5. Choose the week-ending date from the drop down list.

6. Click “Enter Timesheets”.

ENTER TIME SHEET DATA

1. Click “Enter Lines”.

2. Enter job or project number (if any) in “Project”.

· Network numbers should be formatted as XXXXXX/XXXX
· CTO order numbers should be formatted as XXXXXXX/XXXX

3. Enter the activity type in “ActType”.

4. Choose the correct Attendance or Absence type from the “AttAbs” drop down list.

· 6101 should be used for any Indirect Labor

· 6102 should be used for any Direct Labor (in conjunction with a job or project number).

5. Enter hours worked each day.

6. Click “Enter Lines” to save and open another line of data.

· Click “Save” to save only (does not open another line of data.)

7. Repeat steps for each separate job, project, activity type and Attendance/Absence type.

8. Verify that total hours appearing in the lower left hand corner of screen are correct.

VERIFY TIME SHEET DATA

1. Click “Verify Data”.

2. Read each error message generated (if any).

· The total number of lines with errors is displayed next to the “Verify Data” button.

3. Edit time sheet data to resolve errors.

4. Repeat “Verify Data” to confirm that error(s) no longer exist.

EDIT TIME SHEET DATA

1. Click “Edit” next to the line of data to edit.

2. Make changes to appropriate fields.

3. Click “Save” to save the changes.

DELETE TIME SHEET DATA
1. Click “Edit” next to the line of data to delete.

2. Check the “Confirm Delete” box.

3. Click “Delete”.

SUBMIT TIME SHEET DATA TO PAYROLL
1. Confirm that all data is entered and no errors exist.

2. Click “Submit to Payroll”.

3. Click “OK” to continue and submit to payroll.  Click “Cancel” to return to OLE time sheet entry screen (nothing will be submitted to payroll.)

4. If submission is successful, you will be returned to the Logon screen.

5. If submission is unsuccessful, you will be returned to the OLE time sheet entry screen with errors.

IF A CONTRACTOR DOES NO WORK IN ANY GIVEN WEEK

1. The Contractor will need to charge the entire week to 9151(unpaid absence)

2. The submission will need to be on a paper timesheet as 9151 is not available in OLE for Contractors.

3. The paper timesheet needs to be signed by both the contractor and the supervisor.

4. Submit the paper timesheet to the Payroll Department for entry.
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