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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. Managers and Expense
Auditors (expenses only) must approve the hours and expenses 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. 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.
To view one of the following:
If Then

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.




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 Atimecard or expense report.
o Additional details for an expense item

To select a date.
Users and Field Support only.

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.

A&%(ﬁ

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

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

Login

To 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.

To change the information you inserted.

Change Users, Approvers, and Field Support only.
. To update the User-Defined Field (UDF) values that display.
Approvers only.
To copy the information you inserted. You can use this
|Copy] button on your timecard to copy information from one date
By and insert the same information for another date within the
same week.
Remove To remove the information that displays.
Edit 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.




Button Description

Submit Change To submit the change you indicated.

Close Window To close the window.

To delete the information you inserted.

Users and Field Support only.

To display a printer friendly version of a timecard or expense
report. The print friendly version of a timecard includes spaces
Printakle Version 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.

To display a print friendly version of the expenses receipt page
where you can tape your receipts for reimbursement purposes.
To submit your timecard or expense report to your manager for
approval. A verification page displays before you officially

Delete

Print Expenses Receipt Page

Subrmit For Approval submit your hours.
User and Field Support only.
TR To verify and submit your timecard or expense report.

Users and Field Support only.

To receive a new password from Time & Expense.

Users and Approvers only.

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.

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

To search for the information you specified.

Send Me a Mew Passwaord

|4dd A Comment

Transaction histong

Find Field Support, Expense Auditors, Operations Support Group
(OSG) only.
To search for the information you specified.
Search Field Support, Expense Auditors, Operations Support Group
(OSG) only.
To search for the User you need to represent in Time &
Search Consultants Expense.

Field Support and System Administrators only.

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

Field Support and System Administrators only.

To change the office and company information you are
Change Office & Compary 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
UnSubrmit previously. Once an Approver approves or rejects a timecard
or expense report that item cannot be un-submitted. User only.

Represent Consultant

Change Password




Button Description

To approve a timecard, expense report, or individual expense

Apprave items.
Users and Expense Auditors only.
To reject a timecard, expense report or individual expense

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

Approvers and Expense Auditors only.

Close Windomw

To close the View Expense Item window.

Cancel

To cancel the rejection.
Users and Field Support only.

Receipts Checked

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

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

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

Yes

Click the Yes button to accept the Terms and Conditions. Only
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 do not accept the Terms and Conditions you will not use
Time and Expense.

To display the previous timecard 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 timecard 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
Select All you are viewing.

Approvers only.

Select All Expenses

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

Approve All Expenses

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

Browse...

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

Receipt . i

To view the attached receipt.
eR

i 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

sorry!

This function is not available for impersonation.

Messages page



System Options

As you use Time & Expense, you must understand how to access the system to enter your time and
expenses 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. As a User, you must also agree to the terms and
conditions, setup your account, and e-mail preferences before you can use Time & Expense. You can
redefine your e-mail preferences and password at anytime while using the system.

Use this chapter to understand how to:

e Loginto Time & Expense

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

e Change your password



Log into Time & Expense

You must log into Time & Expense to enter hours and expenses in the system. When users are setup in
Time & Expense, the system 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:

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

As a User, your username and password is not dependent on the customer or requisition with which you
work. Use the same username and password that you used previously to access the system. If you do not
remember your password, you can request a new 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,
that was provided to you. Do not type, www before the web site address.

2. Press Enter to display the Login page.

TIMEQEXPENSE

Please enter your Username and Password:

Select a Language
English

| forgot my passweord and | want a new ohe sentto me. %

Login page



3. Do one of the following:

If Then

You are a User logging into the 1. In the Username field, type the username

system initially that was supplied to you in the Time &
Expense notification e-mail. For example,
C99999999.

2. In the Password field, type the password
that was supplied to you in the Time &
Expense notification e-mail.

You are a User who logged into 1. In the Username field, type the e-mail
the system previously address you specified previously. Your email
address is your username.

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

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

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



View Time & Expense Terms and Conditions

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

1. To review the terms and conditions, click the View Terms link to display the User Terms and
Conditions page.

TIMESEXPENSE

Final Manager

Home

Status Sumnrnary
Please read the folowing Terms and Conditions sgreement, Press the PAGE DOWM key to view the rest of the agreemert.

All Time Cards

netCenter TIME & EXPENSE COLLECTION SYSTEM
all Expense

Reports USER TERMS AND CONDITIONS

stup Options ¥OU (THE CLIENT) MUST READ AND AGREE TO THESE TERMS AND CONDITIONS BEFORE

Repaorts BEGINNING USE OF ALLEGIS GROUP'S (ALLEGIS GROUR, INC. INCLUDES AEROTEK,
Change Passward MEMTOR 4, MD TEKSYSTEMS AMD THEIR SUBSIDIARIES) netCENTER TIME & EXPEMSE
u uid COLLECTION SYSTEM ("NCTE"). PARTICIPATION IN THE NCTE REQUIRES THAT wOU
Fer e ACCEPT THESE USER TERMS AND CONDITIONS, IF YOU DO MOT ACCEPT THESE USER
;T;iziggons TERMS AMD COMDITIONS, NOTIFY YOUR ALLEGIS GROUP REPRESENTATIVE
IMMEDIATELY.
View Terms . . . . . . .
1. Introduction: &llegis Group's NCTE is a web-based application functionality that
Logout allows for allegis' employees to submit their work hours through the internet and for
Help Allegis' clients to approve the submitted work hours, The purpose of the NCTE is to
Step eliminate the traditional paper timecard system.
R t e . .
U:ep:esen na 2. User Responsibilities: ¥ou agree to review and approve the work hours of allegis'

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

2 Renracentatinne: Fark fime wnn annrnva and sobimit the wenrks bneee nf thie allenic

User Terms and Conditions page

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

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



Setup Your Account

If you a user accessing Time & Expense for the first time, you must change your username and password.
Passwords are encrypted. When you were setup in Time & Expense, you were sent your username and
password. If you did not receive your username and password contact the CSD.

TIMESEXPENSE

Please sat up your account:
Email Adidress l:l'This will be your login name
password ]
Confirm Password |:|

Setup Account page

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

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

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

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

10



Setup Your E-mail Preferences

Once you setup your account, Time & Expense displays the e-mail preferences page. Use this page to
indicate if you want to receive messages from Time & Expense. After you save your e-mail preferences,
click the Setup Options link from your left menu to update your preferences when necessary.

TIMESEXPENSE

Horne
Tirme Cards 03501213Gaerotek. com

Change my email address/username Please remember that when you change your email address
¥ou are also changing your lagin name.

Enter Expenses

ctatus Summory [03501 21 3@aerotek.com

Al Tirne Cards Send e an email whenever a time card 1 have submitted
has been approved.

Contact

T etion Send ms an email whenever a time card 1 havs submitted
has been rejected.

Al Expense

et Send e an email whenever an Expense Repart I have

subrnitted has been approved.

Setup Options Send me an email whenever an Expense Report T have

change Passward submitted has been rejected.

Send e an email whenever an Expense Report I have

User Guide submitted has been altered.

Training
Simulations

e Terme [ Save My EmailPrefershces

Logout

Help

Setup Options page

In the Change my email address/username field, type the e-mail address where you want Time &
Expense to send your notifications. This is your username. If you change your e-mail address then you
change your username.

Approver Setup Options

1. Select any of the following checkboxes. If the checkboxes display a check then you will receive e-mail
notifications.

» Send me an email whenever a Time Card is submitted for my approval— To receive time card
notifications from Time & Expense when it receives a time card from one of your consultants. Defaults to
checked.

» Send me an email whenever an Expense Report is submitted for my approval— To receive expense
report notifications from Time & Expense when it receives an expense from one of your consultants.
Defaults to checked.

11



User Setup Options

1. Select any of the following checkboxes. If the checkboxes display a check then you will receive e-mail
notifications.

» Send me an email whenever a Time Card | have submitted has been approved—
To receive notifications informing you that the time card you submitted has been approved.

» Send me an email whenever a Time Card | have submitted has been rejected—
To receive notifications informing you that the time card you submitted has been rejected.

» Send me an email whenever an Expense Report I have submitted has been approved—
To receive notifications informing you that the expense report you submitted has been approved.

» Send me an email whenever an Expense Report | have submitted has been rejected—
To receive notifications informing you that the expense report you submitted has been rejected.

» Send me an email whenever an Expense Report | have submitted has been altered—

To receive notifications informing you that the expense report you submitted has been altered.

2. Click the Save My Email Preferences button to save the e-mail settings that you prefer.

12



Request a New Password for Time & Expense

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

TIMESEXPENSE

Please enter your Username and Password:

Select a Language
English

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

Login page

1. From the Login page, click on the I forgot my password and | want a new one sent to me.

TIMESEXPENSE

Email Address

Send Me a New Password

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

Send Me a New Password page

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

3. Click the Send Me a New Password button for Time & Expense to send your new password to the e-

mail address you entered. You must be able to receive e-mails at the e-mail address you entered to receive
your new password. Time & Expense sends your password immediately.

13



Change Your Password

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

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

‘ TIMESEXPENSE

old Password 1
New Password l:l
Confirm New Password l:l

Change Password page

2. In the Old Password field, type your password.
3. In the New Password field, type your new password.
4. In the Confirm New Password field, re-type your password.

5. Click the Change Password button to change your password.

14



Log Out of Time & Expense

Log out of Time & Expense when you finish working in the system. From the left menu, click the Logout
link to display the Login page. When the Login page displays, you are logged out of Time & Expense
successfully.

TIMESEXPENSE

Please enter your Username and Password:

Select a Language
English

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

Login page

15



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:

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

» Managers, Field Support, and Expense Auditors—Displays a list of the time cards and expense
reports you must approve to pay or reimburse your consultants 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.

16



Use the Home Link

Use the Home link to view a list of your most recent time cards and expense reports. You can also use this
page to view individual time cards and expense reports.

1. From the left menu, click the Home link to view a list of the time cards and expense reports you

entered into Time & Expense.

TIMESEXPENSE

Hame
Tire Cards Time Cards
Enter Expenses Page 1 of 1
Status Surmnmary

All Time Cards

Contact
Information

Expense Reports

All Expense
Reports

Setup Options
Change Password
User Guide

Training
Simulations

View Terms
Logout

Help

Date Job Req Number Customer Name
04/11/2009 0004195627 3m

11/01/2008 0004135627 3m

You do not have any expense reports,

I~

Status Hours Worked Details
Submitted 40 :00 pe

Working Draft 32 :00 pe

Home page

2. When you log into the Home page, your information sorts 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.

3. View the information that displays:

Column Description

Tracking Number (expense reports
only)

The number associated with the expense report.

Date

The week-ending date for the time card or
expense report that you submitted into
Time & Expense.

Job Req Number

The job requisition number for the hours or
expense report you submitted a time card.

Customer Name

The name of the customer for whom you
worked or incurred the expense.

Status

The status of the time card or expense report
you submitted into Time & Expense.

17



Column
Hours Worked (Time Cards section

only)

Description

The number of billable hours you submitted on
your time card for the job requisition number
that displays.

Total Amount (Expense Reports
section only)

The amount of the expenses you submitted on
your expense report for the job requisition
number that displays.

Details

The displays. Click the magnifying glass to
display your time card or expense report. Refer
to Access and Update Your Time Card or
Access and Update an Expense Report for
further details.

4. If you need to see more time cards or expense reports, do one of the following:

If Then

You need to see additional time
cards

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

You need to see additional
expense reports

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

18



Time Cards and Expenses Overview

You can access the Time Card and Enter Expenses pages to submit your time cards and expense reports
weekly. Your time cards and expense reports must be approved by your manager, field support
representative (for example, the CSA), and expense auditor (expenses only) to receive compensation and
reimbursement for the hours you worked and the expenses you incurred. If a manager, field support
representative, or expense auditor (expenses only) rejects your time card or expense report, you must re-
submit your timecard or expense with the correct information to receive compensation or reimbursement.

If you are unable to submit your time card or expense report, contact your Field Support Representative to
act as a proxy to submit your hours and expenses in your absence. As a Time & Expense User, you can
access any of the following pages from the left menu:

Time Cards

» Time Cards—To submit a weekly time card, update a time card, or view time cards.
Refer to Access and Update a Time Card for further details.

* All Time Cards—To view a list of all of your time cards. Refer to View All Time Cards for further
details.

* Status Summary—To see an overview of the time cards (and expense reports) that you submitted for
the previous week. Refer to Use the Status Summary Page for further details.

Expenses

» Enter Expenses—To submit an expense report, update an expense, or view expense reports. Refer to
Access and Update an Expenses for further details.

* All Expenses—To view a list of all of your expense reports. Refer to View All Expenses for further
details.

» Status Summary—To see an overview of the expenses (and time cards) that you submitted for the
previous week. Refer to Use the Status Summary Page for further details.

19



Use the Time Card Page

As a User using Time & Expense, you must enter the hours that you worked. All your information must
be correct for your hours to be approved by your manager. Once your manager verifies and approves your
hours worked and the time card routes through the system successfully, you will receive compensation for
the time that you entered. If any discrepancies are found, your time card will be rejected and you will be
notified to update and re-submit your time.

If you do not receive automated e-mail notifications from Time & Expense informing you that your time
cards have been approved or rejected, refer to Update Your E-mail Preferences to ensure that you are
setup to receive these notifications.

Use this section to understand how to enter and submit your hours into Time & Expense correctly and
how to use the additional features offered with your time cards.

20



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 Then

You are a User 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.

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.

2. 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 manager will reject the time card.

21



Consultants 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

Haorne

Time Cards Name; Berhanu,Anketse M

Week Ending Date: | 04/182008 »
Employee ID: 04098924

Enter Expenses

Status Summary Customer: 3m Managers: Megan Schuzetenberg
all Time Cards Job Req#: 0004195627 Company: ASC Office: 00501 Arden Hills, MM Status: Inactive
‘Worksite Location: 3m Center Maplewood, MK

Contact
Infarmation Date Earnings Code Hours Worked
all Expense -elect v [seect v [ Jnowsand[s Jwintes  [Add This Enty
Reparts

F User-Defined Fields: Job Detail |-Select + | Project |-Select ¥ | Department |-Select
Setup Options -

Date Earn Type Hours Worked User-Defined Fields

Change Password
User Guide Total Hours y

. Worked 00:00
Tr_’alnmg_
Simulations Sava | | Submit Far Approval

View Terms

Logout

Help

Time Cards page

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

3. In the Earnings Code field, 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.

6. If editable User-Defined Fields display, update the fields as necessary to display the appropriate
information for the hours worked. Some User-Defined Fields may display as read-only. You cannot

update these fields.

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 the
appropriate button. (See below)

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

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.

Hours Calculator

Choose the Calculator image to determine the amount of hours worked. The visibility of the
Calculator image is determined by your Operating Company.

1. Click on the Calculator image.
2. Enter the Start Time (example 08 16 AM).

3. Enter the End Time (example 03 47 PM). Please note, AM and PM must be indicated in order
to calculate the correct amount of hours.

4. Enter the amount of time for the duration of your meal break, if applicable (example 00 30 for a
30 minute lunch break).

5. Click the Calculate button to view the results of the calculation. The calculator will
automatically remove your meal break duration, if applicable.
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6. Click the Reset button to clear the information.

Consultants Working In California

1. Inthe 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.

Horne

Time Cards Name: Rowe,Richard Allen
Employee I: 03542377

Week Ending Date: | 041 8/2009 »

Enter Expenses

Status Surnmary

Customer: Eds Commercial Managers: Tim Stefansky Status:
all Time Cards Job Req#: 0003303742 Company: TEK Office: 00592 Los Angeles, C# Inactive
Contact Worksite Location: 2255 1. Ontario St #400 Burhank, CA
Information Earn Type Start Time  End Time Hours Worked  User-Defined Fields
Al Expense sunday, April 12, 2009
Reports .

Location | -Select v
Setup Options RegularPay v/ [ | [ | 00:00 N —
Change Password wealBreak v [ ] [ ] ooo &
User Guide .
Location -Select v
. Regular Pay v l:l |:| 00:00 b
[raining PO |-Select v
Sirmulations
) Kl Add New Monday, April 13, 2009
Wiew Terms
Location | -Select v
Logout RegularPay v l:l |:| nn:no : 8
PO |-Select v
Help
MealBreak v [ | [ | oo #
Location | -Seleck v
Regular Pay v l:l |:| 00:00 b

PO |-Select v

il Add New Tuesday, April 14, 2009
Location -Select v
e N R R "
PO |-Select v
Meal Break < 1 0000 5
i -Select
Danilar Bav w 1 an.nn Location -Select b )

Time Cards page

2. Beginning entering time on the day/date hours were worked.

3. In the Earnings 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, 09:30 AM.

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,01:00 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.
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7. If editable User-Defined Fields display, update the fields as necessary to display the appropriate
information for the hours worked. Repeat this step for each editable UDF. Some User-Defined Fields

may display as read-only.

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.

Home

Tirme Cards
Enter Expenses
Status Summary
all Tirne Cards

Contact
Information

all Expense
Reports

Setup Options
Change Password
User Guide

Training
Sirnulations

View Terms
Logout

Help

Name: Rowe,Richard Allen
Employee ID: 03542377

Customer: Eds Commercial Managers: Tim Stefansky Status:
Job Req#: 0003303742 Company: TEK Office: 00592 Los Angeles, CA Inactive
Worksite Location: 2255 N. Ontario 5t #400 Burbank, CA

Earn Type Start Time End Time Hours Worked User-Defined Fields
Sunday, April 12,2009

Location |-Select v
Regular Pay v

PO |-Select v

Meal Break g

]

Location |-Select v
Regular Pay v

(I
C 1 uw
I

&1 Add New Monday, April 13, 2009 00:00

PO |-Belect  »

Location |-Select v

Reasare v [ ] ] wom
PO | -Select v
wame o ] ] e %
Location |-Seleck ¥
PO | -Select v
Rl Add New Tuesday, April 14, 2009 00:00
Location |-Seleck ¥
PO | -Select v
T — %
Dariilar Do o 1 Location |-Select v -

nn.nn

Week Ending Date: | 041812003 +

Time Cards page

9. Click the Remove @ button to delete a line item in the time card

10. Click the “Add New” button

2-8 for each day worked.

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

=
-Jl.- Add New

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.

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

to insert a line item below the day/date hours Repeat steps

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

Horme
Time Cards
Enter Expenses

Consultant Status
Surnmary

Search Time
Cards

Contact
Information

all Expense
Reports

User Guide

Setup Options
Change Password
View Terms

Training
Simulations

Help

Logout

Mame: Levi,Ariel S

i ate: | 743172010
Employee ID: 04003763 Week Ending Date

Customer: Manatt Fhelps & Phillips Lip Managers: KEN ROSSER - MICHAEL BLACK
Job Reg#: 0004334194 Company: TEK Office: 00592 Los Angeles, CA
Worksite Location: 11355 West Olympic Boulevard Los Angeles, CA

Status: VWorking Dratft

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

es| | Mo k
Earn Type Start Time End Time Hours Worked

Sunday, July 25, 2010

05:00 A 12:00 P 04:00

KlAdd New

Regular Pay w

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] [07:30 PM] 02:30

ElAdd New Monday, July 26, 2010
Regular Pay A ’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] [02:00 PM| 03:00

il

Tuesday, July 27, 2010

DD:DD 5

KzAdd New
Regular Pay w

b
b
b
o
[12:00 FM]| 0400 5
b
b
o
=

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.

MESEXPENSE

Home
Tirme Cards
Enter Expenses

Consultant Status
Summary

Search Time
Cards

Contact
Inforrnation

All Expense
Reports

User Guide
Setup Options
Change Password
View Terms

Training
Sirmulations

Help

Logout

Hame: Levi,Ariel §

i ate: | T/32010 &
Employee ID: 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
773172010 and for the specific day chosen Sunday,Monday

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.

2.1 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 1Z hours.

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

Waive Reject

Customer: Manatt Phelps & Phillips Lip Managers: KEN ROSSER - MICHAEL BLACK
Job Req#: 0004334134 Company: TEK Office: 00592 Los Angeles, CA
Worksite Location: 11355 West Olympic Boulevard Los Angeles, CA

Sunday
Mondav

Status: Working Draft

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

TIMES EXPENSE

Harne

Tirme Cards Name: Levi,Ariel S

i ate: | TI32010
Employee ID: 04003763 Week Ending Date

Enter Expenses

Consultant Status

Summary Customer: hanatt Fhelps & Phillips Lip Managers: KEMN ROSSER - MICHAEL BLACK Status: "Working Dratt
Zearch Time Job Reqi: 0004334194 Company: TEK Office: 005492 Los Angeles, CA

Cards Worksite Location: 11355 West Olympic Boulevard Los Angeles, CA

Contact The following errors have been identified on this timecard.

Information

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

Reports

User Guide

Earn Type Start Time End Time Hours Worked
KAdd New Sunday, July 25, 2010

Setup Options

Change Password Regular Pay hd 04.00 x
View Terms Meal Break v 01:00 o
Regular Pa v 04:00
Training g i ﬁ
Sirnulations Overtime Pay v 02:30 &
Help KliAdd New
Regular Pa hd . hd 04:00
— gular Pay [o5:00 ] *®
Meal Break b 12:00 P 01:00 P 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 Comment

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

Transaction History

To view the history of a time card.

Printable Version

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

Save

To save the time card. You must save the time
card again if you update any information.

Submit For Approval

To submit the time card for approval. When
you submit the time card you also save the
information. Time & Expense displays the
hours you are submitting for approval. Refer to
Submit Time Cards for further details. The
manager must approve the hours worked for
the consultant 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
UnSubmit button to un-submit the time card
and correct the information. You cannot
unsumbit a time card that has already been
approved by a manager.
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Submit Time Cards

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

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

Regular Pay v 00:00 bl

PO [-Select  w

il Add New Friday, April 17, 2009
Location |-Select |«
Regular Pay A4 |:| |:| oo.00 a
PO [-Select v
Meal Break v [ 1 L 1 00:00 5
Location |-Select v
Regular Pay A4 |:| l:| oo.00 ﬁ

PO | -Select W

ki Add New Saturday, April 18, 2009

Location |-Select v

Regular Pay v l:l I:I 00:00 5
PO [-Select  w
Meal Break v 1 [ 1 00:00 B4
Location |-Select v
Regular Pay v |:| l:| 0000 : 5
PO [-Select  w
Totals
Earn Type Howrs
Regular Pay 03:30
Meal Break 01:00
Total Hours 03:30

Worked
* Weal Breakis) not included

Add A Comment | | Transaction History Primable\fersiun| Save RemuveAII| SubmitFurApprU\ra\|

all up, Inc.

| Com ugges ck here,

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 Name:
Enter Time Cards

Biancalana,Michael
Employee ID: 03273022

Enter Expenses

Setup Options 16 Hours 0 Minutes

0 Hours 0 Minutes

Regular Pay {1x) :
Owertime Pay (2x)

Stop . .
Representing Double Time Pay (DTx) ¢ 0 Hours 0 Minutes
User Meal Break (ZZZ) : 1 Hours 0 Minutes

Total 16 Hours O Minutes

Press the "Submit" button below to comglste the transaction

Change | Submit |

You are submitting your Time Card far approval,

Week Ending 5/30/2009

Confirm Time Card Submission page

5. Verify your time card information.

6. In the left menu, 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, then Time & Expense 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.

Return

Click the Time Cards link to return to the
Time
Card 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 manager 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.

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

Regular Pay ~ 00: 00 1

PO |-Select

kit Add New Friday, April 17, 2009
Location |-Select v
TR B e [ o Y .
PO |-Select v
ITEETTR B e R -
Location |-Seleck
LT B e I R .

PO | -Select v

&l Add New Saturday, April 18, 2009
Location |-Seleck v
Regular Pay . :l :l 00:00 &
PO |-Select v
e ¥ [ ] [ o .
Location |-Select
Ry @[] [ wm .

PO |-Select v

Totals
Earn Type Howrs
Regular Pay 02:30
Meal Break 01:00

Total Howrs
Worked

* Mesl Brezk(s)nat included

Add A Comment [ | Transaction History Frlmable\ferslon| Save Remuveml\ SubmltForAppravaH

03:30

Time Cards page

2. Click the Printable Version button to display the Printable Time Card page.
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A Time Cards - Microsoft Internet Explorer

Edit  VWiew Favorites Tools Help

Mew 3

A =Y < ; 3 ! abc 4
Open... o _ﬁ P ) Search 7. Favorites {‘J T e = _] ’ii 5

test, comWebTime, TimeCardPrint, aspxfiVcS2w 3K a8 30ka=shzzhk

R Richard All
o 0:::&3':7” en Week Ending Date: 40152009
Prink. .. Ctri+p pe T
Print Freview. ..
cerd N mer: Eds Caommercial Managers: Tim Stefansky Status:
=)l N
Tmport and Export... leqé: 0003803742 Company: TEK Office: 00592 Los Angeles, CA Working Drafl
site Location: 2255 i, COnfario St #400 Burbank, CA
P ti
Toper Ies_ Earn Type Start Time End Time Hours Worked  User-Defined Fields
work Offline S O B
Close My Sy AL Uy
Location 589558
Regular Pay 09:30 AM 01:00 PM 03:30 ocation
PO
hieal Break 071:00 P 02:00 PM 0100

Monday, April 13, 2009 00:00

Tuesday, April 14, 2009 00:00

Wednesday, April 15, 2009 00:00

Thursday, April 16, 2009 00:00
Friday, April 17, 2009 00:00

Saturday, April 18, 2009 00:00
Totals
Earn Type Hours
Regular Pay 03130
Maal Braak 01:00

Total Hours .
Worked 03:30

* Meal Break(s]not
included

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

32



Use the Expense Page

As a User utilizing Time & Expense, you must enter the expenses you incurred to receive reimbursement.
All your information must be correct for your expenses to be approved by your manager, field support
representative (for example, the CSA), and expense auditor (expenses only). Once your manager, field
support representative, and expense auditor verify and approve your expenses incurred, you will receive
reimbursement. If any discrepancies are found, your expense will be rejected and you will be notified to
update and re-submit the expense. An expense auditor can reduce 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 if necessary.

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

If you do not receive automated e-mail notifications Time & Expense informing you that your expenses
have been approved or rejected, refer to Update Your E-mail Preferences to ensure that you are setup to
receive these notifications.

Use this section to understand how to enter and submit your expenses into Time & Expense correctly and
how to use the additional features offered with your expense reports.
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Access and Update an Expense Report

Each week that 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 can enter billable, non-billable, and prepaid expenses on their expense reports.

1. Do one of the following:

You are a User From the left menu, click the Enter Expenses
link to display the expenses page.

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

TIMESEXPENSE

Harne

Time Cards Name: Jones, Kenneth E

Employee ID: 03647970
Enter Expenses

&
Status Sumrmary Date Incurred l:l

All Time Cards {mmiddiyyyy}
contact Requisition 0004376716 - GEMERAL DYMNAMICS INFORMATION TECHMOLOGY - Andrew Rosel v
onta
Information Expense Code |Please select— v
All Expense Amount l:l
Reports
Setup Options Description
Change Password
Attach Receipt | ” Browse..
User Guide
[5ave Expenze]

;raln:ntg Nate: If the Date Incurred yeu entered is camect and there is no Requisition available or no Expense Code avallable, please contact your CSA
imnulations

Wiew Terms

Logout

Help

Enter Expenses page

2. Do one of the following:

If Then

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

2. Continue with steps 3-8.

You need to enter an expense and Continue with step 3.
submit an expense report
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3. In the Date Incurred field, click the date button 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.

TIMESEXPENSE

Home

Tirme Cards Name: Berhanu,Anketse M

Employee ID: 04098924
Enter Expenses

1.
L,
Status Summary Date Incurred (041372008 V

All Time Cards (mmiddyyyy)

Requisition 0004185627 - 3M - Megan Schuzetenberg § »
Contact
Information Department 111330 g

&ll Expense Job Detail MNOTEBODK REVIEW g

Reports
Setup Options Project 0010504001 Ql

Change Password Expense Code | EXH- Expenses Billable |»

Training o
Sirnulations Description

View Terms

Attach Receipt | ” Browsze...

Logout

Save Expense

Help Note: If the Date Incumed you entered is comect and there is no Requisition available or no Expense Code awvailable, please cortact your CHA

Enter Expenses page

4. If 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. Repeat this step for each
editable UDF that displays.

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

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 manager 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 field, 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).

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.
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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 manager 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:

Option Description

Change the expense information Click the Change button for the expense that
that displays you need to update. The expense displays in the
input fields.

Repeat steps 3-8 for each expense that you
need to update.

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

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

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

Option Description

Add A Comment To add a comment to the expense report or
view comments attached to the expense report
previously. Refer to Add and View

Comments for complete instructions.

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

Printable Version To view and print a print friendly version of the

expense report. Refer to Print Your Expense
Report for complete instructions.
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Print Expenses Receipt Page

To display the Print Expenses Receipt Page.
Tape your receipts to the Print Expenses
Receipt Page and send them to the field
support representative (for example, the CSA)
for verification.

Submit For Approval

To submit the expense report for approval.
When you submit the expense report you also
save the information. Time & Expense displays
the expenses you are submitting for approval.
Refer to Submit Expense Reports for further
details.

The manager, 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-submit an

expense report that a manager 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 Expense Details

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

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

TIMESEXPENSE

Home

Mame: Berhanu,Anketse M
Employee ID: 04098924

.
I,
Date Incurred [04/13/2009 V

Time Cards
Enter Expenses

Status Sumrmary

All Time Cards (mmiddyyyy)
Requisition 0004185627 - 3M - Megan Schuzetenberg § »
Contact
Information Department 111330 g
Reports Job Detail MOTEBOCK REVIEW | G
Setup Options Project 0010504001 Ql

Change Password Expense Code | EXH- Expenses Billable |»

Training o
Sirnulations Description

View Terms

Attach Receipt | ” Browsze...
Logout
Save Expense
Help Note: If the Date Incumed you entered is comect and there is no Requisition available or no Expense Code awvailable, please cortact your CHA

Expense Report page

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

3. View the information that displays.

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

If
You are a User

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).
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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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Attach Document to an Expense Reports

When you submit an expense report supporting documentation (example: gas receipt, hotel receipt) can
be added to the expense report. Time & Expense sends the expense report to the manager, field support
representative (for example, the CSA), and expense auditor. The manager, field support representative,
and expense auditor must approve the expenses submitted before the consultant can receive
reimbursement.

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

TIMESEXPENSE

Home

Time Cards Hame: Berhanu,Anketse M

Employee ID: 04098924
Enter Expenses

\4
Status Summary Date Incurred l:l

all Time Cards (mmiddiyyyy)
Requisition 0004195627 - 3M - Megan Schuzetenberg ! »
Contact
Information Expense Code | EXX- Expenses Billable
&l Expense Amount I:l
Reports
Setup Options Description
Change Password
. Attach Receil}l| H Browse...
User Guide
o Save Expense
Training

Sirmulatl Hote: If the Date Incurmed you entered is comest and there is no Requisition available or no Expense Code available, please comact your G54
imulatuons

View Terms
Tracking #: 33220 Job Requisition #: 0004195627 - 3 Status: Working Draft
Expense Code Amount |UnitfRate Subtotal Date Status Description Receipt Change / Remove

meals billable #~ | @ 3 | Change| [Remove

Add A Comment | [ Transaction Histary || Prirtable Version || Print Expenses Receipt Page | [ Submit For Approval |

Logout:

Help

Expenses Billable 30 1 UsD$30.00 |04/10/2009 |wWorking Draft

Enter Expenses page

2.

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

Select the Browse button to locate the document you would like to attach. Select document and save
expense report. Acceptable files for attach receipt include .txt, .csv, .gif, .tiff, .jpeg, .jpg, .doc, .xIs, .rtf,
.pdf, .omp, .png. In addition there is a 2mb file size limitation.

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

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

6. Verify your expense report information.

7. Click one of the following:
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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.

8. Click the Attach or Remove Button to change or remove documentation.

9. In the left menu, click the Enter Expenses link to return to the Enter Expenses page.
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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 manager, 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 field support representative (for example, the CSA) submits a User’s expense report then the field

support representative’s name displays on the expense report.

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

instructions.

TIMEREXPENSE

Home

Tirne Cards Name: Berhanu,Anketse M

Employee ID: 04098924
Enter Expenses

,l\i}
Status Summary Date Incurred l:l A d

all Time Cards (mmiddyyyy)

Simulations

WView Terms
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Logout

Help =
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AddAComment\ Transaction Historﬂ Printable\ferswon| Print Expenses Receipt Page SubmitForApprovaI|

Requisition 0004195627 - 3M - Megan Schuzetenberg ! »
Contact
Infarmation Expense Code | Ex}- Expenses Billable
all Expense Amount l:l
Reports
Setup Options Description
Change Password
. Attach Receipt | H Browse..
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. Save Expense
Training Mote! If the Date Incumed you entered is comact and there is no Requisition awailable or no Expense Code available, please contact your G5

Receipt |Change / Remove

@ 3 | Change| | Remove

Enter Expenses page

2. Click the Printable Version button to display the 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.
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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. If you have not attached your receipts in Time and Expense 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.

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

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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Features for Time Cards and Expense Reports

When you submit your time cards and expense reports you can use additional features to review the
information you submitted or they actions taken on the information you submitted. Use this section to
better understand the following features:

» Add a Comment

* View Transaction History
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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:

* A manager 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.

Help
Consultant Pages Mame: Martin David
) " artinhavi Week Ending Date: | 01/02/2008
Enter Time Cards Employee ID: 02471441
Enter Expenses
. . Managers: Diane Mair - Kevin

Setup Options Customer: Allegis Group By

Stap Job Req#: 0004321407 Company: TEK Office; 00001 Baltimore, MD Status: Working Draft

Representing Worksite Location: 7312 Patkway Drive

User Hanover, MD

e Sunday Meonday Tuesday Wednesday Thursday Friday Saturday Total
i {12282008) |{12/29/2008) |(12/30:2008) |(12/31/2008) | (1/1/2009) {1:2/2009) {1/3:2009)

Regular Pay EHEM HM EHEM EHEM EHEM EHEM EHEM 8 H30m
Overtime Pay EH Elm EH EM EH EM EH EM EH Elm EH [lm EH Elm 0 HO M
Total Hours Worked OH 0OM GH 30 M OH 0OM OH OM OH OM OH O0OM OH 0OM GH 30 M

AddACDmment| TransactionHisturﬂ PrintabIeVersion| Save RemoveAII| SubmitForApprovaI|

N

up, Inc.

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.

TIMEEXPENSE

Help

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

Enter Time Cards

Enter Expenses -
Comment:

Setup Options

Stop
Representing

Cancel

User .
History

Action taker
wiorking Draft

] Taken by
jlargent

04/15/2009 03:39 PM

Comment

Time card created by Stroman,Jeane R,

Comment page

3. Do any of the following:

Option Description

Comment field

To enter a comment to attach to the time card
or expense report.

You can add multiple 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 section

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

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 manager approves your
time card or expense report. If your manager
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
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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.

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.

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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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 for the previous week-ending date display. You
can also use this page to view the Missing Time Card page.

1. View the Status information that displays.

TIMESEXPENSE

Home

Time Cards Status Summary
Name: Berhanu,Anketse M

Enter Expenses Employee ID: 04098924

Status Summary

Auditor Approved in Entirety

Auditor Rejected in Entirety

Auditor Partial Approval

Auditor Adjusted and Partial Approval
Submitted for Paymennt

Time Cards Expense Reports
All Time Cards Week Ending Week Ending
Status Status
Contact 0471172009 04/11/200%
Informmation
Working Draft 0 Working Draft 1
All Expense Submitted 1 Submitted [1}
Reports
Unsubmitted [1} Unsubmitted [1}
Setup Options Primary Manager Approved 0 Primary Manager Approved in Entirety 0
Change Passward Primary Manager Rejected [1} Primary Manager Rejected in Entirety [1}
. Final Manager Approved 0 Primary Manager Partial Approval 0
User Guide ) N N .
Final Manager Rejected [1} Pending Primary Manager Approval [1}
Training CSA 'Workflow Rejected 0 Final Manager Approved in Entirety 0
Simulations o . - N B -
Missing Time Card(s}) Final Manager Rejected in Entirety a
Wiew Terms Final Manager Partial Approval 0
Logout Pending Final Manager Approval 0
Receipts Verified 0
Help 0
0
1}
1}
0

< B ) >
Status Summary page

2. From the left menu, click the Status Summary link to display the Status Summary page.

Status Description

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

expense report for approval.

Un-submitted The User un-submitted his or her time card or
expense report.

Primary Manager Approved The consultant’s primary manager approved
the time card. This manager level is optional.
Depending on the customer for which the
consultant 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 consultant. Time cards only.
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Status Description

Primary Manager Rejected

The User’s primary manager rejected the time
card. The consultant can resubmit his or her
time card to receive compensation. Time cards
only.

This manager level is optional. Depending on
the customer for which the consultant 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 Manager Approved

The User’s final manager approved the time
card. This final manager level must approve a
consultant’s time card for the consultant to
receive compensation. Time cards only.

Final Manager Rejected

The User’s final manager rejected the time
card. This final manager level must 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 Rejected

The Customer Support Associate (CSA or
field support representative) or Time Central
application rejected the time card. The Time
Central application validates that your time
card passes all of the business rules. The
User must resubmit the time card for
compensation. Time cards only.

Primary Manager Approved in
Entirety

The user’s primary manager approved the
entire expense report. 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
expense report the final manager must
approve the expense report to reimburse the
user. Expense reports only.
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Status Description

Primary Manager Rejected in
Entirety

The User’s primary manager rejected the entire
expense report. 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
expense report the final manager must
approve the expense report to reimburse the
User. A User can resubmit a rejected expense
report. Expense reports only.

Primary Manager Partial Approval

The primary manager approved a portion of the
expense report. 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 reviews the expense
report the final manager must review the
expense report to reimburse the User. Both
manager levels must approve the same portion
of an expense report for the User to receive any
reimbursement. A User can resubmit the
rejected portion of an expense report. Expense
reports only.

Pending Primary Manager
Approval

The primary manager needs to validate the
expense report. 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 reviews the expense
report the final manager must review

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

Final Manager Approved in
Entirety

The user’s final manager approved the entire
expense report. This final manager level must
approve a consultant’s expense reports for the
consultant to receive reimbursement. Expense
reports only.
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Status Description

Final Manager Rejected in Entirety

The user’s final manager rejected the entire
expense report. This final manager level must
approve a user’s expense reports for the user to
receive reimbursement. The user can resubmit
the expense report. Expense reports only.

Final Manager Partial Approval

The final manager approved a portion of the
expense report. This final manager level must
approve a user’s expense reports for the user to
receive reimbursement. If a final manager gives
partial approval then the user only receives
partial reimbursement. The user can resubmit
the rejected expenses to receive
reimbursement. Expense reports only.

Pending Final Manager Approval

The manager needs to validate the expense
report. This manager level must approve a
user’s expense reports for the user to receive
reimbursement. Expense reports only.

Receipts Verified

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

Auditor Approved in Entirety

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

Auditor Rejected in Entirety

The expense auditor rejected the entire expense
report. The consultant will not receive
reimbursement. The consultant can resubmit
his or her expense report to receive
reimbursement. Expense reports only.

Auditor Partial Approval

The expense auditor approved a portion of the
expense report to receive partial
reimbursement. A consultant can resubmit the
rejected portion of the expense report to receive
full reimbursement. Expense reports only.

Auditor Adjusted and Partial
Approval

The expense auditor approved a portion of the
expense report and reduced the amount of an
expense submitted by the consultant. A
consultant can resubmit the rejected portion of
an expense report. Expense reports only.
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Status Description

Submitted for Payment

Payroll System processed the expense report
successfully. Expense reports only.

Pending Auditor Approval

The expense auditor needs to validate the
expense report. The expense auditor must
approve a consultant’s expense reports for the
user to receive reimbursement. Expense
Reports only.

3. In the Week Ending column, view the number of time cards or expense reports that were calculated for

the previous week-ending date. Click the numeral links to display the Time Cards or Expense Reports

page.

4. Click the Missing Time Card(s) link to display the Missing Time Card page. Refer View the Missing

Time Card Page to for further details.
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View All Time Cards

Use Time & Expense to view a list of all of your time cards.

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
System Administrator
Home

Status Summary
All Tirme Cards

all Expense
Reports

Represent User
Reset Password

Earnings Code
Maintenance

Reports
Terms and

Conditions
Management

Search Time Cards

Mame (LastFirst) l:ll?usmnm (1] l:l Status | Al ... v
Proguetipn[ ] JobReqE[___|wWeekEnding All.. v
Search

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

Customer Name

Type the name of the customer for the
information you need to view.

Status

Select the status for the time card.

Week Ending

Select the week-ending date of the week when
you submitted your time card.

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.
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TIMESEXPENSE

Horme

Time Cards Search Time Cards

Enter Expenses Customer Name l:| Status |Working Drat ~

Status Summary Week Ending | 04/11/2008

All Tirme Cards Search

Contact

Infarrnation Page 1 of 1 1
&l Expense (& = |

Reports é’ =£

Setup Options Date Job Req Number Customer Name Status Total Hours Details

Change Password 04/11/2009 0003803742 Eds Commercial working Draft 4: 00 ,‘*"

User Guids Page 1 of 1 1

Training
Simulations

Wiew Terms

Logout

Halp

4. View the information that displays.

Column Description

Date The weekending date of the time card you
submitted for the hours you worked during the
week.

Job Req Number The job requisition number for the requisition
that you worked for the weekending date that
displays.

Customer Name The name of the customer for whom you
worked.

Status The status of the time card.

If your time card has not yet been approved or
rejected, you can access your time card and
click the UnSubmit button to un-submit your
time card. Refer to Access and Update Your
Time Card for further details.

Total Hours The number of hours you submitted for the
weekending date that displays.

Details The magnifying glass displays. Click the icon
to display the details of the time card. Refer to
Access and Update Your Time Card for further
details.




5. If you need to see additional time cards, 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:

Button Description

E”

To display a print friendly version of the Time
Card Report. Print this 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 Contact Information

Access the Contact Information page to view your CSA'’s (field support representative’s) and account
manager’s contact information for each job requisition.

1. Click the Contact Information link to view your CSA’s (field support representative’s) and account
manager’s information.

TIMESEXPENSE

Home

Tirme Cards Mame: Rowe,Richard Allen 041872008 w

Employee ID: 03542377
Enter Expenses

CSA Information Account Manager Information
Status Summary Job ReqE Name Email Phone Name Email Phone
Al Tirme Cards 0003803742| Davila,Jennifer jdavila@teksysterns.com| 213/271-2014| Short,Kimi C.| keonnors@teksystems.corm| 952/886-4819

Contact
Inforrmation

All Expense
Reports

Setup Options
Change Password
User Guide

Training
Sirnulations

View Terms
Logout

Help

Contact Information page

2. In the week-ending date field, select the date for the contact information you need to view. The contact
information correlates to the job requisition for which you work.

3. View the information that displays.

Field Description

Job Reg# The job requisition number for which you
work.
Name The name of the CSA (field support

representative’s) or account manager.

Email
The CSA'’s (field support representative’s) or
account manager’s e-mail address.
Phone The CSA'’s (field support representative’s) or
account manager’s phone number.
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View All Expense Reports

Use Time & Expense to view a list of all of your expense reports.

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

TIMESEXPENSE

Haome

Tirne Cards Search Expense Reports

Enter Expenses Customer Name[|status[all.. v
Status Summary Week Ending | All ... hd
All Time Cards Search

Contact
Information

All Expense
Repaorts

Setup Options

Change Password
User Guide

Training
Simulations

Wiew Terms
Logout

Help

All Expenses 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

Customer Name Type the name of the customer for the
information you need to view.

Status Select the status for the expense report.

Week Ending Select the week-ending date of the week when
you submitted your expense report.

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.
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TIMESEXPENSE

Home

Time Cards Search Expense Reports

Enter Expenses Customer Name l:lsmtus Al .. v
Status Summary Week Ending | Al ... w
all Time Cards Search

Contact
Information

All Expense
Reports

Setup Ophions

Zhange Password
User Guide

Training
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Wiew Terms
Logout

Help

Search Expense Reports page

4. View the information that displays.

Column Description

Date The weekending date of the expense you
submitted for the hours that you worked during
the week.

Job Req Number The job requisition number for the requisition
that you worked for the weekending date that
displays.

Customer Name The name of the customer for whom you
worked.

Status The status of the expense. If your expense has
not yet been approved, you can access your
expense and click the UnSubmit button to un-
submit your expense. Refer to Access and
Update an Expense Report for further details.

Total Expenses The amount of the expense that you submitted
for the weekending date that displays.

Details The magnifying glass displays. Click the Icon
to display the details of the expense. Refer to
Access and Update an Expense Report for
further details.




5. If you need to see additional expense reports, 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:

Button Description

s To display a print friendly version of the Time
& Card Report. Print this list of time cards to the
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.




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.

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

TEK | ™&eens:

systems.

Home

All Tirme Cards

all Expense Appraver
Reports
User Guide » Approver Account Setupfapprove Time and Expenses
« Approver Account Setupfépprove Time and Expenses-California
Training
Sirnulations
User
Logout
[System Administrator e User Account Setup/Submit Time
Hamne ® User Account Setup/Submit Time-Project Tracking
® User Account Setup/Submit Time-California
Status Summary e User Enter and Submit Expenses (if applicable)
all Time Cards
Support
all Expense
Reports s Operations Support Group Role
Represent User + Customer Viewer Role

Reset Password

Earnings Code
Maintenance

Reports
Terms and

Conditions
Management

L

Simulations page

3. Click the link of the training simulation you want to view. A separate window displays with the
training simulation.



