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Gregory, Tom
_lj 002

Search: Information Technology

[ Show Detail Load Template |
[ H Save ] [ *® Cancel]

Audit Log

TimeWorked Reqular

Project A Consulting
Project B Design
Project C Regular
Time Off PTO
Daily Total (Hrs): 0 1200 12.00

View Timesheet |

|02719/2011 »| |4 - 02/06/2011 - 0219/2011 =] Timesheet Cnmplete|

A Employees can enter total hours Daily or Weekly basis
A Allocate time to Projects
A Enter Exception hours (e.g. Vacation)




Time In and Out

L

. MNeed Help?

Timesheet

Altman, Jeff
1006
JALTMAN
Marketing

Audit Log | Save || X Cancel

Boston TimeWork Reqular Marketing E] |[];[]{] |A[-,,.-]ﬂ |[];{][] |A[-,..f|j |[] Mins

Edit i Boston TimeWorked Regular Marketing E] 7-00 AM

102/19/2011 =] |4 - 02/06/2011 - 0219/2011 | View Timesheet |

Timesheet Complete |

Employees can enter In and Out time on a daily or weekly basis
Time can be allocated to multiple charge categories

Notes & Units can also be entered

Empl oyees can fiSigno timesheets
Employees can view timesheet history

4:00 PM 60 Mins
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Punch In and Out Timesheet

Bank, Alan

i_’ 36

Search:
Marketing

Audit Log

140020 Reqular Marketing E] 315 PM .

Edit T MY 140020 Regular Marketing E] 8:00 AM 3:00 PM

102/19/2011 »| |4 - 02/06/2011 - 02/19/2011 =| View Timesheet |

Timesheet Complete |

EmployeescanAiPunch | n asmgthesydtem,server as atimestamp
Punch In form can be assigned to specific employees

IP Address security can be used to prevent entry from unauthorized PCs
Rounding rules can be applied to punches




Timesheet Report

Gregory, Tom
Employee Number: 002
Department: IT
Date: 2118712011

™ Show Adjustments ¥ Show OT Breakout [ Show Notes

Project C  Regular Monday — 2/14/2011  REGULAR 8.00 TGREGORY
Project A Consulting Monday 2114/2011 REGULAR 4.00 TGREGORY
Project C  Regular Tuesday  2/15/2011 REGULAR 6.00 TGREGORY
Project B Design Tuesday  2/15/2011 REGULAR 6.00 TGREGORY
Project C  Regular Wednesday 2/16/2011 REGULAR 12.00 TGREGORY
Time Off  PTO Thursday ~ 2/17/2011 PAID TIME OFF  8.00 TGREGORY
Time Of  PTO Friday 2/18/2011 PAID TIME OFF  8.00 TGREGORY
Project A Consulting Saturday  2/19/2011 REGULAR 6.00 TGREGORY

PAID TIME OFF:  16.00 Hrs.
REGULAR:  42.00 Hrs.

Project C Regular 21472011 REGULAR
Project A Consulting 2M4/2011 REGULAR
Project C Regular 2/15/2011 REGULAR
Project B Design 2/15/2011 REGULAR
Project C Regular 2M16/2011 REGULAR
Time Off PTO 217/2011 REGULAR
Time Off PTO 2/18/2011 REGULAR
Project A Consulting 2/19/2011 REGULAR
Project A Consulting 2M19/2011 OVERTIME

OVERTIME: 2.00 Hrs.
REGULAR:  56.00 Hrs.

Employees can view this report to see:
A Timesheet entries for the period

A Overtime calculations

A Noted entered

A Timesheet approval status




<l Timekeeper (Group) Entry

73

Walters, Julie
8475
JWALTERS
OPER

Add New Row

NC Aging Regular Marketing
NC Amex Regular Marketing
NC Disney Regular Marketing
NetBase  Owerhead Regular OPER
Daily Total (Hrs):

Timekeepers can be designated to enter time for a group of employees.
Hours and Charge Codes can be defaulted with preferences

Managers can enter time from the field for employees without web access
Eliminates re-keying of time for easier processing of payroll

Timekeepers can also record Notes and Units
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e select a Period:

se select Approval Role:
= Department - Internal Department =

ease select aln) Department to approve from the list below:

1099 - 1099

Audit - Audit

‘Communications - Communications

Finance - Finance

HR - Human R

[T - Information 0

Marketing - Marketing

Public Affairs - Public

Troutman and Sanders - Troutman and Sanders

I Include deactivated employees K =J Continue |

Managers can select the Period, Role and Department for Approval

A
A Managers can be designated as backup Managers for other Departments
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Internal Managers receive real
time updates on key events in the
system (e.g. Missing Timesheets,
Leave Requests, etc.)



Marketing - Marketing

i)
L < Need Help?
Department - Internal Department
B

Please click the Approve All link to approve all rows in the grid(s) below: Approve All - Return to Approval Selection Refresh

Altman, Jeff

Bank, Alan

Approve All

Anderson, Cora
Anthony, Michael
Chambers Joanne

Cne, Megative

Approval form allows Managers to:
View summary hours for all active employees for the period.

View Exceptions such as Incomplete Timesheets, Overtime & Missing Punches
Perform one click approval

View detailed timesheets and perform Edits, based on menu security

Email function to remind employees of missing items




Project Manager Approval

Directy - Directy

i 1)
No ¢ Meed Help?
Project - Project Manager
Please click the Approve All link to approve all rows in the grid(s) below: Approve All - Return to Approval Selection Refresh

Bolen, Katherine

Chan, Lisa

Project Managers can be assigned to approve hours for their projects
Automatic workflow of hours to Project Managers
Internal Manager can perform final approval of the Employee Timesheet

v >y >



Customer Manager Approval

Acct - Accounting

" 1)
- <¢ Need Help?
Customer - Customer Department

Please click the Approve All link to approve all rows in the grid(s) below: Approve All  Return to Approval Selection Refresh
Bolen, Katherine

EA
EA

Chan, Lisa

Customers can be set up for approval

Customer Managers can view/approve time for contractors.
Customers receive email notification when timesheet is completed
Accelerates billing process with real time approvals

> >y > >



Return to My Requests

Select i 02/07/2011  02/10/2011 NY

A Employees use a
simple input form to
request time off

Submitting the
request notifies the
Manager by email

49

% Need Help?

From Employee: IKatherine Bolen To Manager: IDa\-'e Bernstein

CC Manager List:

Subject: [PTO
Created Date: 2MTI2011 4:44:51 PM Approval Status: Pending

Request Details

Time Off Communications

Start Date:  [27/2011 |

Location Activity
¥ | | Time Off

Pending

End Date: [21072011 |

Pay Type Department

% | | Communications

Employee's Note:

Unit Type: |HDUFSj I8 per day

Approval status: Pending
Manager notes:

Posted: MNo

Total Hours:

32

Total Days:4

[ I Save ] [ ® Cancel




From: 01/01/2011 Te: 12/31/2011

C he h\,pvrImF or: Detail View

FLOATING HOLIDAY Hours 20.00 20.00
HOLIDAY BANKED Hours 264.00

PAID TIME OFF Hours

SICK PAY Hours

PAID TIME OFF
Current

Current M3/42 Chicago i ) T Communicatior

Current 2M7/2 8. Y ime O TO Communications

A Employees can view Leave Balances in real time
A Hyperlinks lead to details with dates of leave hours taken



€)(2) Februar
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* - Request(s) pending manager approval

Leave Request Calendar

Year to view IE':]11 =

¥ Include Pending Requests

Sunday

Monday

uesday

Wednesday

Thursday

Friday

Saturday

7

8

9

10

*Katherine Bolen - 8Hrz

*Katherine Bolen - 8Hrz

*Katherine Bolen - 8Hrz

*Katherine Bolen - 8Hrz

17

Katherine Bolen - 8Hrs
*Tom Gregory - 8Hrs

21

22

23

Katherine Bolen - 4Hrs

Katherine Bolen - 4Hrs

Katherine Bolen - 4Hrs

A Managers can view approved and pending requests
A View current, past and future years




Overtime Rules Engine

i)
--4" Meed Help?

[ [ Add A Delete | I Save | ¥ Cancel | Back to Profiles Listing
Code: |CA Rule
Description: | Over 40 Hours Rule for California
Deactivate: [ ]
Allow OT Task Override

Week Day: | CADailyQT : Saturday: | CADailyOT

Sunday: | CADailyOT Day Off:
Day 7: | CA Tth Consecutive Day Weekly: | Over40Week

Holiday: | Holiday Rule

A Clients can customize and add their own Overtime rules
A Create OT profiles for single Employees or Groups
A Group Mapping tools to assign employees to OT profiles






