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Quick Reference Card: Project View Employee

Enterprise eTIME. HTML Workspace
Action Where How
Opening Browser: Internet Explorer or Netscape 1. Open your Web browser.
Enterprise eTIME Navigator 2. Enter the URL to access Enterprise eTIME.
§=Back -~ = - ) at | i search
Address I httpff <your webserver =fwicflogon
The Enterprise eTIME Logon page is displayed.
Logging On Enterprise eTIME Logon page 1. Enter your User Name and Password (case
Enterprise eTIME Professional Se.ns't've)'
HTML Client 2. Click Log On.
Version 43 Enterprise eTIME opens your Timecard
User Name: IR workspace (where you enter/edit your durations
Password: [N and amounts, log off, change passwords, view
reports, or launch the on-line Help system).
Enterprise eTIME Timeout page If your workstation is inactive for a period of time,
Enterprise eTIME will automatically log you off. You
Your session is about to time will be prompted to reenter your password if you
out. Please verify your want to continue.
password, jadams 1. Enter your Password (case sensitive).
Passuord 2. Click Log On.
Logging Off Navigation links 1. Click Log Off.
Log Off | Change Password 2. Click Close in the upper-right corner of the
Help browser window.
Timecard | Reports Note: If you do not Log Off before you close your
browser, your connection to Enterprise
Ackerson, Clark eTIME may remain open and others may
Home Account be able to view your information.
Changing Change Password page 1. Click Change Password.
Password 2. Enter old password.
User Name: pgeorge 3. Enter new password.
e . —— 4. Enter new password again in the Verify Password
) text box.
New Password: 5. Click Change Password Now.
Verify Password: l—
‘ Change Password Now I Cancel |
Using Online Enterprise eTIME Help 1. Click Help.
Help The Enterprise eTIME Help is displayed.

Hourly Timecards
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Quick Reference Card: Project View Employee

Enterprise eTIME.

HTML Workspace

Action Where

How

Entering/Editing Worked Time (Durations)

Timecard workspace

LogOff | Change Password B}

) elp
Timecard Timecard | Reports

Time Period: [Cunent Pay Pariod =] srzsznos - 7mz000
Save || Barash | Apprave

PayCote Transfer

add Mon T m
Row 623 624 625 626 627 628 620

N oy B m— VY e g m m— ——1
o

Mon T ot

o | B [hed | i | B [ 5 [
I oo Y —-V) el el e . —_—

000 o0 000 000 000 @00 000 0:00

Pay Coe Transfer

Top
View Totals Summary for selactad time period.

Save | Refresh | _Approve

Timecard | Reports

Note: You may also transfer amounts. See
Transferring Labor Account and
Transferring Work Rule.

To enter durations in a home labor account:

1. If the Timecard workspace is not already open,
click Timecard.

2. Select Hours Worked from the Pay Code drop-
down list.

3. Press the TAB key and move to the appropriate
date cell.

4. Enter an amount (in hours and minutes).

5. Press the TAB key to move to another cell, if
desired and repeat step 4.

6. Click Save.

To edit durations in a home labor account:

1. If the Timecard workspace is not already open,
click Timecard.

2. Click in the cell that you want to edit.

3. Enter the new amount (in hours and minutes).
The new duration replaces the previous duration.

4. Press the TAB key to move to another cell, if
desired and repeat step 3.

5. Click Save.

Entering/Editing Nonworked Hours or Money
Timecard workspace: Pay Code column

Timecard

Sulivan, G
Time Period: [CurrentPay Period ] sis003 - 7082003 ioms Adcount

Save | _Refresh | _Approve

Pay Code Transfer

Help
Timecard | Reports

View Totals Summary for selected time period.

Mon | Tue Wed Thu Fi  Sat  Sun
623 624 625 626 627 628 629

[Rowsworea =] [ Qe [

st
Crerra A — VY el el el el e e

Total

10:00

Lty |-

i 10:00 0:00 000 0:00 0:00 0:00 0:00  10:00
Top

Wed  Thu sun o

Hon  Tue Fi o sat
630 701 702 703 7o 705 706
Qo r o oo

000 0:00 0:00 0:00 0:00 0:00 0:00 0:00

Transter

Top
View Totals Summary for selected time period.

Save | | Refiesh | Approve

Timecard | Reports

Note: You may also transfer amounts. See
Transferring Labor Account and
Transferring Work Rule.

Nonworked time, such as sick, vacation, or personal

time, must be entered on a separate row. Use a new

row for each type of nonworked time.

1. Click the Add Row button to insert a new row.

2. Select the appropriate pay code from the drop
down list.

3. Press the TAB key to move to the date cell.

4. Enter the number of hours.

Note: If you enter a partial hour, separate the
hours and minutes with either a decimal
point or a colon. For example, enter 8 and
a half hours as either 8.5 or 8:30.

5. Click Save.
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Quick Reference Card: Project View Employee/

\. Enterprise eTIME. HTML Workspage
ction Where How /
Transfe ing Transfer Select button If your rights permit, you can transfer each duration

Labor Account

Add
Row

h] |Huurs wiorked | |
Transfer Selection window

Pay Code Transfer

3 Enterprise eTIME(R) Professional - HTML Client 4.3 - Microsoft Intern

Transfer Selection

George, Pat
Home Account.

Transferring
Work Rule

to a different labor account.

1. In the Timecard workspace, click he Transfer
Select button associated with th€ punch or
amount that you want to trangfer.

The Transfer Selection window is displayed.

2. Using one or more of the Labor Level list boxes,

select the entries that best describe the Labor
Account to which time ghould be billed.
For example, specify entries in all the list boxes,
or just one or twg/such as Division and Cost
Center).

3. Click OK to rgfurn to the Timecard work space.

4. Click Save

ok | _cancel

-]
Eione [N [ wsaliianet 7

If your right§ permit, you can transfer each duration
to a different work rule.

1. In $he Timecard workspace, click the Transfer
lect button associated with the punch or
amount that you want to transfer.

The Transfer Selection window is displayed.

. Select the desired rule from the Work Rule list box.

2
3. Click OK to return to the Timecard work space.
4. Click Save.

Approving
Timecard

Timecard workspace: Approve but}/n \

Timecard

Time Period: | Current Pay Period

Save | Refresh

62302003 - 71062003

Apfrone

1. Select the desired pay period from the Time
Period drop-down list.

Click Approve.

e Timecard is disabled preventing further
changes and an Approvals message is displayed.

Approvals:
Appr?\&y Emplovee {gsullivan) at 11:43AM an 62372003

Saving and
Refreshing

Yellow flag

/

Time Period: |CW tFayPeriod 7| seamoos - 7msnos

| Savel efresh | Approve |

Red %
Ti Sat
627 628

Sun

=
G129 [ Total

When you edit dyrations or amounts, the Enterprise
eTIME displays a yellow flag adjacent to the Save
button and a red flag\adjacent to the Total column to
indicate that the timecahlq needs to be saved. Saving
the timecard recalculates
1. To save a timecard after
The yellow and red flags ar
2. Click Refresh after saving to eqsure that your
page reflects the most recent database changes.
Note: To cancel edits, click Refresh before you
click Save. Any edits that youxgade but
did not save are cancelled.

iting, click Save.
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Quick Reference Card: Project View Employee

Enterprise eTIME HTML Workspace
®
Action Where How
Viewing Totals Summary 1. Click the Totals Summary link.
Totals Summary page Help
Timecard | Reports
Totals Summary Help Hu?:;’ﬁ?o‘:z‘t //
Time Period: Current Pay Period (6/23/2003 - 6/29/2003) G:::::,;Zum \iew Totals Summary for selected time uerind.
is di
e The Totals Summary page is displayed. It
[MEEIE e . contains Account, Pay Code, and Combined Pay
w i Code Summaries.
Pay Code Money Hours. ‘Wages
Jury 8:00
Pay Code Money Hours. ‘Wages
NO DATA AVAILABLE
Totals 0.00 0:.00 0.00
oK s

Printing Reports
Reports page

Log Off | Change Password  E3

Q/ Reports

Awailable Reports:

Schedule Range:
| Time Detail
I Start Date:

End Date:

Time Period:

As Of:

Help
Time Stamp | Reports

Adams, Julie
Home Account

Speciic Date -

Time Stamn_|_Renarts |

. Click the Reports navigation link to display the

Reports page.

. Select the name of the report you want to run.
. Using the available controls, describe the time

period for which you want the report to run.
For example, click the As of Calendar icon to
specify a time period for the Accrual report.

. Click View Report to run the report.
. Click the Printer icon from your Browser toolbar to

print a hard copy of the report.
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