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NAVIGATION

LOGIN (via Services Account)
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Motifications
iMessaging 'Inbox')

GENERAL Tab
Upon login the ‘MESSAGING INBOX' screen will appear. This screen will contain any notifications relating to your timecard.
You can access your InBox at any time through the ‘GENERAL’ Tab

MY INFORMATION Tab

To access your timecard click on the ‘MY INFORMATION' tab located on the Banner and choose ‘My Timecard’ from the
pulldown.

TIME PERIOD

Your timecard will open to the ‘Current Time Period’ — Click on ‘Time Period’ pull down to choose a different time period

*MY TIMECARD
Hame & 1D [ ; |
Last Calculated: 19:54
Time Period |Current Pay Period L
Previous Pay Period
| Actions * Punch * Amount * Accruals * Comment * Apy Currert Pay Period
Mext Pay Period
Date Pay Code Amount Ir] =L ey D Lit I
T Today
a sun /25 M “esterday
B3| EA | mon 4rz6 v Week to Date
[ | Tue 4/27 < Last Wieek
B W] 4028 - 510172010, Specific Date
[ Thi /99 . 5401 .l‘2EI1!ZI- Si01 2010, Range -:uf'Dlates

If choosing a range of dates ... you should insert the Sun — Mon Timeperiod



ACTION BAR

Actions * Punch * Amount * Accruals * Comment * Approvals * Reports =

- Click the ‘Save’ button to save changes made to your timecard

Actions

Refrezh
Refresh Data
Calculate Totals
E-mail —=»

Print —=»

Print Screen —

Actions «
- ‘Refresh] will remove entries made after the last ‘Save’
- ‘Refresh Data’ will highlight the data field you are in so that you can overwrite the unsaved/unneutered data
- ‘Calculate Totals’ will calculate and populate the ‘TOTALS & SUMMARY' tab as well as the ‘Shift”, ‘Daily’
and ‘Cumulative columns. Ours system is set to auto calculate so you won't need to choose this option to
display changes
-‘Email -> allows you to send an email to another employee .. We are not configured to use this feature at this time.
-Print’ Print your timecard
- ‘Print Screen’ -Same as above

Punch
Punch * Eclit —=»

- Place your cursor in the Out time and click on ‘Edit ->" use this form to ‘Override’ and entry — In the case of a
NonExempt / Hourly employee this form would be used to override the 30 min meal break

BEAcdit Punch
Date 232010
Time (hh:mm) 1530
Rounded Time
Time Zone =Maone= -
Override Ot Punch -
Cancel Deduction | =Mone= -
Exception Punch has no exception
Comments Punch has no comment



Anmount

howve —=
Delete Maved —=»

Amount *

- This would be used to Effort/Transfer time or remove time transferred

Accruals

Accruals = | Wiew Accrual Profile &zsignments | - This will display your Profile

| B Accrual Profiles

| Mame =Start Date ! End Diate
FT MEM and Machinist Wieekly 1191992 Forever

Comnent

Add Comment —=»
Delete Comment —=»

Lelef Mote —
Comment v | DelEte Mote = - Add a Comment to a Pay Code, Work Rule etc ... or Delete a comment already made
- The ‘Note’ is not configured in our system
Approvals |
Aparove

Remaove Approval

S el - Approve your timecard, or remove your approval if changes are going to be made.




Reports *

TIME DETAIL

Titne Petiod: Previous Pay Period
Dates: 441972010 - 452502010

REPT|_‘
Time Detail - : i i
MePEtA = | . Runs the Time Detai Report’ for the timecard that is open on your screen

Printed: 5i01/2010

Matme: 222200 e e |51 Pary Rule: FT MEM
Primary Account(s): 41472010 - farever 2225 AWFES - OPERATIONSAE0-60.03.14.00 .00 LASKTA-
In gt AcErt Totaled Cum. Tat.
Date Apply To In Punch Exi: Ot Punch Exi: (54 mit A mount Amourt Amount Abhzence
Maon 4149 g:00 16:350 8.0 8.0
Tue 4720 g:00 20:00 ch 12.0 200
Wiz 4121 g:00 20:00 ch 12.0 320
Thu 4722 320
Fri 4723 20:00 0:00 4.0 36.0
Sat 4724 0:1 g:00 ch 8.0 44.0
Sun 425 0:00 &:00 cD g.0 520
Totalz 0.00 0.0 520 22.0
Accaurt Summary
Account Pay Code Money Hourz
05340MIFES - OPERATIONSE0-60.03.14 .01 01 -rSKTE--
Micirt Shift 4.0
Micnt Shift OT 12.0
Owvertitne 12.0
Regular - YWeekly 400
Shift Premium 4.0
Pay Code Summary
Pay Code Money Hours
Micirt Shift 4.0
Micnt Shift OT 12.0
Overtime 12.0
Regular - YWeekly 400
Shift Premium 4.0
Totals 0.00 720



TOTALS & SCHEDULES Tab

If you are an employee who ‘Effort Reports’ to either Project/Tasks or Activities other than your Home Code, you will complete your effort
reporting in this area.

The ‘TOTALS & SCHEDULE' tab can be equated to your paystub, The ‘Pay Code’ column display all of the calculations of your hours as
they associate to your pay. (Regular ..., Overtime, Shift Premiums, Holiday Pay, Absence taken, etc etc)

!|EII'I !!!!

Tue 4527
: Wied 4525

. HEEIED - TEER) m " Thu 4529
L

mmo-g0.05068 |
HELLEERG, DAMNIE

021 42MFES - SITE SERYICESE0-60.05 06/ /CLRS-

Hover over the data populataed under the Account column for the "Pay Code’ "Regular - Weekly' and you will see your
associated 'Labor Account’

The value important to you is your 'Home Project / Task' and your assigned 'Timecard Approver’

ACCRUALS Tab

Your Vacation and Floating Holiday balance will be displayed on this tab




AUDITS Tab

Actions taken on the timecard are tracked and available on the ‘AUDITS' tab

Choose the appropriate 'Type of Edit

IFTDTALS & SCHEDULE @ ACCRUALS | AFDITS

Type of Edit | Zelect atype b Data Sources = Al
B iline Type of I}Selem atype b
Zelect atype
Date &l
Punch (Adcd/EditDelete)

Pay Code (Add/EditDelete)
Hours Warked (AddEditDelete)
Duration (Add/Edit/Delete)
ApprovalsfSign-ofis

Data will populate

TOTALS & SCHEDULE = ACCRUALS  AUDITS

Type of Edit | 2l b Data Sources =3 Al
Dite Time Type Accourt Pay Code Amount Wik Rule Ovetride Caommert
412652010 F.00 Add Punch In Punch

412852010 700 Add Punch In Punch

Ediit Dte
4i30/2010
43052010

Edit Time

22:24 (GMT -05: .| Fermilak fermila...

2224 (GMT 05

User

Fermilakr fermila

Diata Source
Timecard Editor

Timecard Editor

=



ENTERING TIME

Acceptable formats for entering punches

ACCEPTABLE FORMAT EXAMPLE MORNING/EVENING TIME
CONVERSION
Morning/evening time 730, 510p 7:30 AM. ;5:10 P.M.
Universal time 0800 ; 1300 8:00 A.M. ; 1:.00 P.M.
Trailing zero's (optional) 9;4p 9:00A.M. ; 4:00P.M.
Colon (optional) 615 ;902p 6:15 AM. ; 9:02 P.M.
Leading zero’s (optional) 0100 ; 0830 1:.00 AM.; 8:30 AM.
SAVING YOUR TIMECARD
An ‘MY TIMECARD’ indicates that changes have been made since the last save (in this case the last save was @ 15:29)
*MY TIMECARD

Loaded: 15:2%

Actions * Punch * Amou
\ Click to save

APPROVING YOUR TIMECARD (formally known as ‘submit’)

Save your Timecard and click on the ‘Approve’ in the action bar ... and choose ‘Approve’

Actions * Punch * Amount * Accruals * Comment * Appmvals“' Reports ~

Approvals
—

Femove Appraval

UNAPPROVING YOUR TIMECARD

UnApprove your timecard if you are going to make changes — so that your Approver does not approve timecards prior to changes being
made.

Actons * Punch * Amount * Accruals * Comment ¥ Appmvalj‘" Reports *

Approvals

Approve

Femove LApprova




TIME ENTRY EXAMPLES

Remember your Time Period begins on ‘Monday’ AND ends on ‘Sunday’

DAY SHIFT
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ABSENCE / LEAVE (Sick Vacation etc ...)

= | 700

- | 15350

- -

| Actions * Punch * Amount ¥

Accruals * Comment ¥ Approvals ¥ Reports *

Vacation - Wieekly

[T | ]

Date Pay Code Aot (] Tranzfer
[ | Sun 4425 -
B bdor 4126 Yacation - Wieskly AL -
= ,
a Tue 4127 Wacation - Weekly vI
=
B Whied 4/28 Jury Dty - Weekly "
[ | Thu 4529 LWWOP - Yieekly Dizciplic
a Fri 4150 LWWOP - Weekly Excuse
- LWOP - Weekly Unexcu
B EA| sat s Military - Wisekly
B B sunsnz Sick - Wieekly
a A | Man S0 Trarel Diff - Wieekly }




ABSENCE / LEAVE (Partial day)

Enter your first set of In/Cut times {punches)

click on the "insert row' icon

| Actions * Punch * Amount * Accruals * Comment * [Approvals * Owvertime ¥ Reports *
Date Pay Code Arrount In Transfer Cut
[ x| Sun 4125 - -
[ | ? Mo 4126 v 7:00 ~ | 11:00 B

HIr'| this example a new line for 'Monday' has been created for me to create my absence

| k(:tirl:nnsv Punch * Amount ¥ Accruals ¥ Comment * Approvals * Overtimie ¥ Reports *

"'Daie

Pay Code

Anount

In

Transzfe

I

Ot

Sun 42

hon 4026
hon 4026
Tue 427

CEGE

A

.00

11:00

fyi:

Sun 4125
hon 4526
hlon 4126

EOG

Sick - Weekly

20

]

tabbing or clicking anywhere on the timecard screen will ‘resort’ yvour entries

11:00

Sun 4125
har 4126

Man 4426
ER 1om aT

click on the 'insert row icon to

Sick - Weekly

oo

11:00

continue entering your In/Cut times (punches)

i

| Actions * Punch * Amount ™

Accruals * Comment * Approvals * Overtime * Reports ¥

Date

Pay Code

Aot

I

Tranzfer

it

Sun 4025
hon 4726
hon 4726
Mon 4126
Tue 4527

CEESE

Sick - Wieekly

21

:0a

»  11:00

10



JURY DUTY

| Actions * Punch ¥ Amount ¥ Accruals ¥ Comment ¥ Approvals ¥ Overtime ¥ Reporits ¥
| Date | Pay Code | Amourt In Transter | ot |
BB zunaes [ - | |
B2 B mon dize | dury Duty - = |80 - |
n | Tue 427 | - Agldd Comment... - | |
[ | | Vi 408 | 2 Ediit &mourt... - |
right click on "Add Comment ...
Comments
5 i i = - : ; : : Death
or click en the "Comment’ pulldewn from the action bar and cheose 'Add Comment -» : ik
orernan Machinis
m i Actions * Punch * Amount ¥ Accruals * | Comment Approval queman Machinist OT
| Date Fay Cade Aman] LAdd Comment = ) |7 JHL:SME:E;l_MCD;EnN
B 8| sun 425 b DeRiCEOTTEn Ler:d Machinist
Mon 4728 R LR R G SN Lead Machinist OT
BB Tue a7 - Delste Mote —= Rejected
Choose Comments type Hote
and type your note .. in the case of Jury Duty - County you need to insert Lasalle Cournty

the County that you servad your Jury Duty in

click on "OK' —m m m
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PAY FOR HOURS SHOWN (formerly known as PH)

Save Actions * Amount ¥ Accruals * Comment~ Approvals ¥ Reports =
Date

|sunams

Ilon 4726

Tue 4527

| Wed 4025 -

— TN

Amaurt I In I Transfer I Ot ] Ini
+ 1530

- | 1530 A Comment...

Edlit Punch...

T-I-I-[]
IBEED

g
=
=
3
=]

Click on 'Edit Punch....'

or

Date 4126/2010

Click an the 'Punch’ pull dewn and choose 'Edit -=
the "Edit Punch' form will appear

Time (hh:mm) 15:30]

Rounded Time  4/26/2010 15:30 GMT-05:00

Time Zone [ (GMT -06:00) Certral Time (USA; Canada v e = : = ;
¢ ) < 1 ! Click in the field associated with 'Cancel Deduction’ and click on

Override [ out Punch - / 30 min Meal'
Cancel Deduction | =Mone= - =./

=hones=
30 min Meal @—""
Excepti Al b
Comments [Punch has no comment

Click on "OK' button

12



WORK RULES

WORK RULES are currently associated to the MEM’S and Firefighter bargaining Units) and to NonExempt employees that will be moving

their ‘Holiday’ to another day with a week of the holiday.

Work rules affect your pay rate and do not increase the number of hours you work; there for time allocated to work rules are not additionally
considered in overtime calculations.

| Actions * Punch * Amount ¥ Accruals * Comment ¥ Approvals ¥ Reports *

Date Pary Code Amount In Tranzfer Ot In Transtfer Ot Shift Diaily Cum
[ ] Sun 502 - - -
a Won Si03 - 500 - | 16:30 - g0 5.0 5.0
[ | Tue 5104 - 500 | - TEE - g0 5.0 16.0
a Wied S5 - 500 g Foreman MEW 16:30 - g0 5.0 240
[ ] Thu SI06 - 500 Search. % ats [ 1630 - g0 5.0 320
a Fri Si07 - 500 - | 16:30 - g0 5.0 40.0
[ ] Sat 505 - - - 40.0
a Sun 509 - - - 40.0
[ <] hon SH0 - - -
TOTALS & SCHEDULE | ACCRUALS | AUDITS
Drate Start Time End Time Pay Code Amount
All - Mon 5/03
Account Pay Code Amount . Tue 504
OMFES - OPERATIONS/E0-60.03.14.00 01 L /SKTi L | Regular - Weekly 40.0 T Wisd S0
Thu 5106
Fri 507
Sat 5108
Click on the pulldown in the Transfer' field
Click on "Search' to choose the appropriate Worl Rule
The last 15 codes historically used will appear
in this scroll

13



Select Transfer

1 Labor Account

Name or Description: Clear Account

Available Entries: Supervisor

Organization
{®) PA-Project Task
1 Activity
Job Functional Code
. Reserved?2

Reserved3

Work Rule
=Mane= | —
Loty MAEM =

JEMR: Call In MEM
Fareman MEM
Lead MEM

Pager MER
l Report In MEM 4“
L

—— Special Coverage ME

Chose the appropriate rI Work Rule

- Rule' and click on the

Faretman MEM hd
button

Selected Transfer

;Foreman MEM
Lo ] cancei | o

m Actions * Punch * Amount ¥ Accruals * Comment ¥ Approvals * Reporits *

Diate Pay Code Amount In Transfer Ot In Transfer Ot Shift Doy Cun

B Sun 502 - - -

[ <] hon 503 - 500 - | 1830 - 80 8.0 8.0
n ey | Tue S04 - .00 I ;Fareman MEM b | 1630 - g0 g0 16.0
[ ] Wi 505 - 2:00 - 1630 - 50 5.0 240
B B Thusos - 500 v | 16:30 - 5.0 5.0 320
a Fri 5107 - 300 - 1630 - 50 5.0 400
B & satsns - - - 400
a Sun 509 - - - 400
[ x| Mon SH0 - - -

TOTALS & SCHEDULE | ACCRUALS | AUDITS

Drate Start Time Enid Time Pay Code Armour
Al hd Mdn 503
Account ‘ Pay Code Amourt e Tug 504
JONFES - OPERATIONS/B0-60.03.14 01 01/-/SKTi-- | | Reqular - Weekly | 32.0 T W I
_ONFES - OPERATIONSE0-60.03.14.01 01/SKTC || Wiorking Foreman - .| 8.0 Thy 508
The " on the ay or the activity

and
It will apply the time for that entry in the 'TOTALS & SCHEDULES tab.

14



OVERTIME CALULATION / PREMIUM CALCULATION - EXAMPLE

Based on the time entry’s the timecard will automatically calculate ‘Overtime’ and ‘Shift Premiums’ and display the totals in the ‘TOTALS &

1
SCHEDULE' tab
| Actions * Punch * Amount * Accruals * Comment > Approvals * Reports =
Diate Pay Code Amourt In Tranzfer Ot In Tranzfer Ot Shift Diaily
[ ] Sun 502 - - -
[ ] hion 503 - 00 - | 1630 - &0 8.0 8.0
n Tue Si04 - &:00 ;Foreman MER - | 16:30 - g0 g0 160
[ ] Wed 515 - 300 - .00 - &0 8.0 240
[ ] Thu 5106 - 00 - | 1630 - &0 &0 320
[ ] Fri 507 - 200 - | 1E:30 - a0 8.0 400
A St 508 - £:00 - | 14:00 - 75 75 475
[ x| Sun 509 - 1500 - k300 - 30 5.0 555
[ x| Man 540 - - .
TOTALS & SCHEDULE | ACCRUALS | AUDITS
Drate Start Time End Time Pay Code
All hd Mo 503
Ancount ‘ Pay Coce Ammaurnt Tue 504
. OMJFES - OPERATIOMS/E0-60.03.14 01 01/-SKT-- | | Regular - Veekly 32.0 Wiied 5105
. ONFES - OPERATIOMSED-60.03.14.01 01 fSKTAE | | Working Foreman - ... | 8.0 » ThuSme
_ONFES - OPERATIOMS/B0-60.03.14 01 01/-/SKTi- | | Overtime 155 * Friso?
_ONFES - OPERATIOMS/E0-60 0314 01 01-SKT- | | Shift OT &0 Sat 508
Sun 509

15



EFFORT / TRANSFER TIME
All time entered in the workspace of the time card (Pay Code, In/Out Punch section of the timecard defaults to your Home Code.
Weekly employees will transfer their time associated to ‘Regular ....", and ‘Overtime’ pay codes only.

Time will be transferred in increments of 15min, summarized for the pay period.

Actons * Punch ‘l Anmount Ftcruals * Comment ¥ Approvals ¥ Reports v
Drate Move =5 @ oLt 7 Tranzfer

B Sun 4025 Delete Moved —»

L’ZIicL on the "Amount’ pull dewn and choose "Move'
or
Right Click / Double click on the 'Pay Code' line that yvou will be Efforting Against and choose "Move'

TOTALS & SCHEDULE | ACCRUALS | AUDITS

All = t
1
Account ‘ Pay Code Amovnt \
031 420FES - SITE SERNICESAN-60.05 . 06/-/CLR-/- Regular - Wisel
Move. .. 1
F
[+
The ‘Move Amount’ form will appear
Move Amount
From
Pay Code Regular - Wieekly The 'From' portion of this form represents the time you are going to 'Transfer' time from

Amount (HH.hh) 400

Transfer ;05142MFES - SITE SERVICES/AE0-60.05.06/-1CLR/-i-
To
Pay Code * Sick - Weekly -

The 'To' portion of this form represents how that time should be allocated and Transferred

Amount (HH.hh) *

Effective Date * S 2010 -

Transfer -

16



Choosing the appropriate ‘Pay Code’ to Transfer To

f Moye Amount
From
Pay Code Regular - VWeekly
Amount (HH.hh) 400
Transfer 05142MFES - SITE SERWICESE0-60.05 06/~ ICLRA:
To
Pay Code * Sick - Weekly - \
Amount (HH.hh) *
Effective Date * SM0172010 -
Transfer -

2 0

Effective Date * 2012010

The ‘Effective Date *

appears in the line that is highlighted in the workspace. You should make sure that the date is within the ‘Pay Period’ of the timecard that

you are working on.

Entering Hours and Choosing the appropriate Project Task / Activity to Transfer To......

B Move Amount
From
Pay Code Regular - Weekly

Amount (HH.hh) 400

Transfer ;05142M/FES - SITE SERVICES/E0-60.05.06/-/CLRIL-
To

Pay Code * Regular - Weekly -
[nmoum (HH.hh) * 10| ]

Effective Date * S0152010 -

Transfer

Apply the a
of time to be

n th

te amount

e pulldown for the
field

for the wee

£ Move Amounkt
From
Pay Code Reqgular - VWeekly
Amount {(HHhh) 400
Transfer ;051 42MFES - SITE SERYICESIS0-60.05 06/~ fCLRI-)-
To
Pay Code * Sick - Weekly -
R Sick - Weekly -
Amount (HH.BR) * | ey . vieekly j
- Wizsther Diff - Weekly
EffEchve]llatel Jury Duty - Weekly
Death Child - Weekly
Transfer Floating Hol - Weekly <
Wrkrs Comp - Yeekly
tRegular - Weekly j
Cox | corce | v |
field defaults to the day that the transfer is being done or the date that
A Move Amount
From
Pay Code Regular - Weekly
Amount (hh:mm)  |32:00
Transfer ,05142MFES - SITE SERVICES/A999-9939 9999/ CLR/--
To
Pay Code * Regular - Yeekly -
Amount (hh:mm) *  [10:00
o Effective Date * 510172010 -
Transfer | -
JHF20-20.30.3.300 7y (S
Jr20-20.00.02.11 0902408 T
425200200
r2100-1.0300 _
LHr20-20,00,02.11.09.03557
m m m;mu-zu.on.uzﬂ.ns.oamr
JIR20-2000.02.11 11 03507
SFA0-20.00.01 A0 id
Drate] -Search... AltS nd Tir

17




The ‘Select Transfer’ form will appear when you click on the ‘Search’ in the pull down

Select Transfer E
Job
*As of date | 5/01/2010 GoTo || -

Labor Account

Name or Description: Clear Account

Available Entries: - Supervisor
o = i} Organization Il A the 'PA _Proie el ar
D001 2N, SAZAMA, CYNTHIA :l O PR Prot T ."_\l'r'l,' - '_'.ﬂ.'_'. ,P*:_ o ) fr'_t__T'""l' o
00208M, MISEK, JOEL ( aallof Activity' radio button as
00315M,JENSEN, ROBERT appropriate for your Transfer
Q0322M KRAFCZYK, GEORGE . i) Job Functional Code
00326N DAVIDSON, GEORGE ) Reserved?
00362M HILLER, ROGER
) Reserved3

00565M LEGAN, ALBERT
00735MN BOURKLAND, KENMNETH
007E1 N EDWARDS, HELEM
00843M MAU, ROBERT

The following ‘warning’ will appear if you have access to more than 1,000 Project/Task’s or Activities.
Workforce Central |

Too many ertries in this level, please refine the search.

oK

Click on ‘OK’ to continue

18



SEARCHING FOR THE APPROPRIATE PROJECT / TASK

Search for the Project/Task by either the ‘Name’ or Description by clicking in the ‘Search'’ field and typing a partial entry of what your are
searching for and include the asterisk * ( * acts as a wildcard) before and after the entry you have made. Click on ‘Search’

Example *20.10.* - as displayed below.. anything that includes the value of 20.10 appears in the list of ‘Available Entries’

Labor Account

Hame or Description:

=20.40* Search

Available Entries:
20-20101216 CONFEREMNCE TRAVEL-E 5-H -
20-2010131 ES-H COMNTIMUING ACTIITIES
20-20101311,CRANE INMSPECTION, TEST AMD REFPAIR
20-20101313,00H
20-201013.14 ES-H TRAIMIMNG
20-20101315 EMNVIROMMEMNTAL
20-20101316 BEAMLIME BUILDING MAMNAGEMEMNT
20-20101317 EMERGERNCY RESPOMSE - RADIATION SAFETY - b
20-20101318 ERGOMNOMICS
20-201013.23 FADIOACTIVE WATER DISPOSAL - TRITIUM
20-201013.24 8INGLE LINE DRAWINGS
20-201013.3 ASBESTOS REMOVAL
20-201013.5FIRE PROTECTION j

+ | | ]

Example *BEAMLINE?* - returns all items available with that word in the task description

Labor Account

Hame or Description:

*BEAMLIMNE* Search

Awvailable Entries:
130-1.03.03.01, LBME-Beamline Measurements-Conceptual Desigr ~
130P-1.03.03.01.AD AD-LEME-Beamline Measuraments-Conceptu:
130P-1.03.03.01 APC APC-LEME-Beamline Measurements-Concet
130P-1.03.03.01.CD,CD-LEBME-Beamline Measurements-Canceptl.
130P-1.03.03.01.PFD,PFD-LEME-Bramline Measurements-Conce
130P-1.03.03.01.TD, TD-LEME-Beamline Measuraments-Conceptu:
1305-1.03.03.01 LEME-RA-Beamline Measurements-Conceptual D
1805-180.27 41112 4 ARRA_DIR_ILCTA_MML Test Beamline
18-1827.411121 AD_ILCTA_MML Test Beamline
18-182741112 2 TD_ILCTA_MNML Test Beamline
20-20000.02.11.05.01,Mubkl, BEAMLINE OPERATIOMNS
20-20000.02.11.08.01 MTA BEAMLIME, OPERATIOMNS
20-20000.02.11.08.02 MTA BEAMLIME, MAINTENAMCE j

| | ]
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SEARCH FOR THE APPROPRIATE ACTIVITY

If you are an employee that is assigned to Transfer time to ‘Activities’ the ‘Labor Account’ list will automatically populate with the Activities
that have been assigned to you. (Contact your Div/Sec Financial office personnel if your list is incomplete.)
Labor Account
Hame or Description:
| ==
Available Entries:
0,RESET :J
CD-1099 ADMIMN-0OTHER-TIME - LAE HOLIDAYS
CO-1101 ADMIN-OTHER-TIME - Leawve without pay
CD-1198 ASTROPHYSICS - JDEM - ROF
CD-129 ADMIMN-OTHER-TIME - OFPTQ -Sick, Jury Duty, et -
CD-130 ADMIMN-0OTHER-TIME - VACATION
C0-131 ADMIN-OTHER-TIME - FLOATIMG HOLIDAY
CO-132 DIVISION ADMIMISTRATION - Administrative Support - Do
CO-133,DIASI0MN ADMIMISTRATION - Administrative Support - Fore
CD-1533,GRID - CLOUD COMPUTIMNG - Grid Services - CEDPS
CD-1644 SERVERS FARMS - DISKS QPERATIONS - System Admin
CD-1646,GRID - CLOUD COMPUTIMNG - Open Science Grid j

+ | | ]

Selected Transfer

You can also search for ‘Activities’ as follows

Example *GRID* - All Activities that include the word GRID will populate in the ‘Available Entries’ list.

Labor Account

Hame or Description:

*GRID* Search

Available Entries:
CD-1833,GRID - CLOUD COMPUTIMG - Grid Services - CEDPS -
CD-1646 GRID - CLOUD COMPUTING - Open Science Grid
CD-1887 GRID - CLOUD COMPUTING - Grid Services - Accounting
CD-1673,GRID - CLOUD COMPUTIMG - FermicGrid
CD-2014 GRID - CLOUD COMPUTIMG - FermiGrid - Cloud Comput
CO-2016,GRID - CLOUD COMPUTIMG - FermiGrid - MPI
CD-20M19,GRID - CLOUD COMPUTIMNG - Grid Services - Security
CD-2020,GRID - CLOUD COMPLUTING - Open Science Grid - Secur
CD-2081 GRID - CLOUD COMPUTIMG - Grid Services - Authorizatio
CD-2439,CMS - LISCME Grid Services and Interfaces
CD-2453 GRID - CLOUD COMPUTIMNG - Open Science Grid - User !
CD-24584 GRID - CLOUD COMPUTING - Open Science Grid - Secur
CD-2455 GRID - CLOUD COMPUTIMNG - Open Science Grid - Cnnrdj

+ | | ]
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Choosing the appropriate Project/Task or Activity to Transfer time to ...

Labor Account

Hame or Description: Clear Account
"GRID* [ search |

Available Entries: i Supervisor
CD-1533 GRID - CLOUD COMPUTIMNG - Grid Services - CEDPS - ) Organization
CD-1646 GRID - CLOUD COMPUTIMNG - Open Science Grid
CD-1657 GRID - CLOUD COMPUTING - Grid Services - Accounting
CO-1673,GRID - CLOUD COMPUTIMG - FermiGrid () Activity Ch-2014 GRID - CLOUD CORMPUTIMNG - FermiGrid - Claud Com
CD-2014 GRID - CLOUD COMPUTIMNG - FermiGrid - Cloud Comput
CD-2016,GRID - CLOUD COMPUTIMNG - FermiGrid - MPI
CO-2019 GRID - CLOUD COMPUTIMNG - Grid Services - Security
CD-2020,GRID - CLOUD COMPUTING - Open Science Grid - Secur
CD-2091 GRID - CLOUD COMPUTIMNG - Grid Services - Authorizatio
CD-2439 CMS - USCMS Grid Services and Interfaces
CD-2453 GRID - CLOUD COMPUTIMNG - Open Science Grid - Llser !
CD-2454 GRID - CLOUD COMPUTING - Open Science Grid - Secur
CD-2455 GRID - CLOUD COMPUTIMNG - Open Science Grid - Cnurdj

) PA-Project Task

i) Job Functional Code

i) Reserved?
i) Reserved3

* | 2 |
Selected Transfer
;CD-2014011
m i |
Click on the Project/Task or Activity of choice and it will
Click on OK when you have chosen the populate in the colums to the right. Should vou choose to
appropriate Project/Task or Activity pick a different value .. click on the 'Clear Account’ button
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B Move Amount E

From
Pay Code Regular - Weekly

Amount (hhemm) (3200

Transfer ;051 42MNIFES - SITE SERYICES/9999-9959 3959/ /CLR -
To
Pay Code * Regular - Weekly hi

Amount (hh:mm) * 10:00

Effective Date * aMm172010 -

ve Amount Form

Transfer ( D20 i - ]__ The value will appear in the Transfer' field on the "M

m m m Click on "OK' button
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[ B

A new tab called "MOVED AMOUNTS will appear
[MR ToTALS & SCHEDULE ‘ ACCRUALS | AUDITS u MOVYED AMOUNTS Ji ; |
on your timecarc

All 7 _h
’ Account ‘ Pay Code Amount Wages . 1
| ..ES - SITE SERMICESAE999-3953 5999, iCLR/-/- | Regular - Weekly| 32:00 o
R
The details of the Transfer’ will appearin this tab
[FTDT.HLS # SCHEDULE | ACCRUALS | AUDITS ‘ MOVED AMOUNTS
Effective From To From Ta Amount
Date Account Account Pay Code Pay Code
5012010 ...5/9999-9999 9999, iCL -/ | JCD-201 4000 Fegular - Weekly Fegular - Weekly 10:00

You should continue to complete any additional transfers from the ‘TOTALS & SCHEDULES' tab ...

When you have finished your Transfers (Effort Reporting) for this timecards time period .. SAVE and APPROVE your timecard.
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