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Timecard — Create a Timecard

1. Select the Me tab

2. Click on Time and Absences

Good afterncon,
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3. Click on Existing Timecards

Existing Time Cards Absence Balanoe

evx all of your ime cards, Ay c1imen plsn halanses gnd ghsences
Raken of requested

4. Click the Create (+) sign
¢ If you have already created a timecard for the week of interest, you cannot create a new card
for the same week.
¢ If you need to view or edit an existing timecard, click the link under the Timecard Period
column to open the corresponding timecard.

Note: Use the View Summary icon “ to view a timecard without risk of making a change that
will require re-submission.

Team Time Cards

4 Search Agvanced  Saved Search

From Dt - mmm-yyyy ® Tty
To Date  del-mmm-yyyy Y Favorie

Search  Reset  Save..

Search Results

Actions » View ¥ ¥ T = Detath
Time Card Pericd Favorite Status. Total Hours orded fibsence Sube Exception  View Summary  Delete
09-Febs-2020 - 15-Feb-2020 r & Approved 35 00 3600 000 16-Feb-2020 O
5. Select any day from the week for which you want to create a timecard and click OK.

Note: Timecards should only be created for the current workweek unless you are recording a
future dated scheduled absence.
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Create Time Card

fou can creale & fme card oaly
bedasn start datn 09-Feb. G0
end datn 15-Apr-Ho0, [HIT-
MGESONG)

£ March W A

6. Select the Project

¢ If you know your Project name, you can start to type the name and the project will display in
the drop down for you to select; you can also search for the project. If your project is not
listed, contact your Project Manager.

e Forleave (PTO, FTO, Vacation, Sick, etc.), leave Project field blank.

] T —
Overtime Day Start Time 12:00 AM y
Resubmission
Status New Reason

Resubmission St

Select Project

Time Entry  Time Totals

= |fyou know your project name, you can start to type the name and the project
Reported Ht display in the drop down for you to select - this is the easiest way to complete Scheduled Hours  60.000
this field. You can also search for the project. If your project is not listed, contact
your Project Manager.
* See the Task Names and Pay Types document (US only) for guidance if charging

Actions v View v Format w

indirect. For leave (PTO, FTO, etc.) you leave this field blank Days
+ |fthe project line is already completed for this time card, scroll down in this
* Projact 4 guide to the "Enter Daily Hours™ step and press play. ;?:i.:nag‘er 'I‘J\'::e%eﬂ?‘l- Bﬂgﬁ::} FD‘::::"IDQI' g::
I 12 13 14 15
Quantity Quantity Quantity Quantity [
1 A v v A4 v
2 v v v v v
3 A4 v v v v
4 v v \d v v
5 A4 v v A4 v
Daily Totals
1 >
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7. Select the Task Name
e Select the appropriate Task from the drop down list. If you know the Task name, start to type
the name and it will display in the drop down for you to select.
e Forleave (PTO, FTO, Vacation, Sick, etc.), leave Task field blank.

Time Card Period 02-Dec-2018 - 08-Dec-2018
Time Card Comments
Overtime Day Start Time 12:00 AM
Resubmission

Reason
Resubmission Select Task Name
Time Entry  Time Totals = i & ; .
Reported 5 000 Scheduled Hours  60.000
Actions v View v Format w i=" Detach
Days

= . : * GP Work “ Pay Type — Sunday, Monday, Tuesday, Wednesday, Thursday, Friday, Sat
| " Project Task Name Billable Flag Locaion Salaried Fully December December December December December December Dec
Benefited 02 03 04 05 06 o7 08

Quantity Quantity Quantity Quantity Quantity Quantity {

1 E2E3CGZ w v v v v
2 v v v v v
3 v v v v -
4 - L4 L4 v -
5 Ad v v v hd
Daily Totals

8. The Billable Flag will complete automatically

Time Card Period  02-Dec-2018 - 08-Dec-2018

Time Card Comments

Overtime Day Start Time 1200 AM
Resubmission
Status  New Reason
Resubmission $tatus
Time Entry  Time i "
The Billable Flag will complete
automatically
Absence Hours  0.000 Schdulied Hours 50,000
Actions w  View 'Below | ¥ r Detach
Days
- GP Work " Pay Type Sunday,  Monday,  Tuesday, Wednesday, Thursday,  Friday, Sal
° Project " Task Hame “ Billable Flag Location Salaried Fully December December December December December December Dec
Benefited 0z 03 04 05 [ o7 08
Quantity Quantity Quantity Quantity Quantity Quantity 1
1 E2EICGI w Prici w - - -
2 - - - - -
3 R4 b4 L4 L4 L4
4 - - - - -
] - - - - -

Daily Totals
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9. Select the GP Work Location
e If you know your Work Location (for example: USMD — United States — Maryland), you can
start to type it and the location will display in the drop down for you to select.
Note: It may be necessary for you to search for your location — click the drop down and then
Search (contact the HR Department for assistance, if necessary)

Time Card Period 02-Dec-2018 - 08-Dec-2018
Time Card Comments
Overtime Day Start Time 12:00 AM

Resubmission
Status  New Reason

Resubmission Status

Time Entry  Time Totals

Reported Hours  0.000 Absence Hours 0 OO0 Srhaduled Hoors — 60.000

Select GP Work Location

Actions w View w Format w B ¥ 7 # < AddRowBelow v &
* Project " Task Name * Billable Flag ;32[\::[){:“ ’ : 3 [ El‘;z:':s:r E:S:::lher SZ:
E 06 07 8
g Quantity Quantity t
1 E2E3CGZ w Fixed Pric w es v v
2 v v v v -
3 v v v v A
4 v A4 L4 v -
5 A4 v v v v
Daily Totals

10. Select Pay Type
¢ If you know your Pay Type (for example: Regular Hourly), you can start to type it and the pay
type will display in the drop down for you to select.
Note: See the Task Names and Pay Types document for guidance if charging indirect.

HEN
Reportea s 0.000 Aesence bixes 0.000 Scracued bours 60,000
aieny Veww Fomsiy @ X T 4 4 Acinowdeow|v [F ¢ Select Pay Type
. |“PayTyee- |5 ida St
* Project TaskName  ~DilsbleFlag oo™ | Salaried Fully |- scembar Dt
| Benefived ] 1 o
Quantity 1
1 v v A MO -U v v
H - - - - -
3 v v v v v
4 - - - - -
s v A A v v
Diaity Totals
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11.  Enter Daily Hours

e Best practice and US Time Policy is to track hours daily and save. Timecards are submitted on the last
workday of each week, and on the 15" and last working day of the month (if those dates are not also
Fridays).

5GP
Steatecies
Create Time Card: Report Time Mest  Save  SaweandClose  Cancel
4 Person Information
PS Name
Assigament Number  E184307
Position e
Location USAColunbxaMD
Time Card Detalls
Imparant Notes:
1 Absences: Yau must NOT choose Project, Task, Billable Fiag, Work Location with Absence Types, ofhrwise you wil eceive "Row 1, You must provide o value for the atribute Expentiture Type.” Error
2 Other Pay Tyis: You MUST choose Project, Task, Bilisbl Ftag and Work Location otherwisa ~Pay Type ist wll b4 emply.
Time Cart Period tor-2010
Time Card Comments
Resubmission Reason
Enter Daily Hours
Time Entry  Time Totais
Faporied Hours 0,000 s ) Scheculsd Hours §0.000
Actons v Veew v Fomat w i [
Days
~ Sunday,  Monday,  Tussday. Wednosday, Thursday, Friday,  Saturday. Tim Entry GP Wark ’ Timo Entry
Project ToskWeme  BilableFlag  Howl¥ul  March17 March 18 MarchiS March20  March2i March22 Marchzs ~ Commens Total Hours  Location MU of Mot Total Units
Quantity  Quantity  Quantity  Quantiy  Quantty  Quontty  Quastity
' . - - - ® -
2 - N . . B -
3 . v . - - v
1 - - - - B -
5 . v v - ® v
Daily Totals 0.000 0000

12. Click Add Row Below to add additional rows, as necessary. Be sure to complete the Project,
Task Name, GP Work Location, Pay Type and hours (Quantity) for every row.

lad] a

Time Card Period 02-Dec-2018 - 08-Dec-2018
Time Card Comments
Overtime Day Start Time 12.00 AM
Resubmission

Status  New Reason
Resubmission Status
Time Entry Time Totals

Add additional rows as necessary

Reported Hours  40.000 s GuideMe will p e to allow you to add as ma ‘eduled Hours  60.000

Actions w Vieww Fomatv [B X 7 4 [Add RowBelow .

Complete Project, Task Name able Flag (a a
GP Work Location, Pay Type and Quantity for eac
- " Pay Type - Sunday, Monday, | .
LECF';“V:?‘rk Salaried Fully December December [ Comments Tt;glerfonw Unit of b
x urs
Benefited 02 0. ]
Quantity  Quantity  Quantity  Quantity  Quantity — Quantity  Quantity
1 USMD-U » Regular H( = 8.000 8.000 8.000 5.000 §.000 =] 40.000 Hot
2 v v =]
3 v v =]
4 v - =]
5 - - =
Daily Totals Hours:8.000 Hours:8.000 Hours:8.000 Hours:8.000 Hours:8.000 40.000
4 » -
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13.

14.

Save Timecard

#,GP
T STRATEGIES

Create Time Card: Report Time Mext | Sawe  Saveand Close  Cameel

4 Person Infarmation

Time Card Details

Impoaant Note:

1. Absences: Yau must NOT choose Project, Task, Billable Flag, Work Location with Absence Types, otherwise you will receive "Row 1, You must provide a value far ihe aliribute Expenditure Type.~ Eqnt
2 Other Pay Types: You MUST che therwise “Pay Typa” list will be empty.

Time Entry

Actons v

2

3

]

5

Daily Totals

If you are currently reviewing your timecard as you follow this guide, click Cancel. Saving a
previously submitted timecard will restart the approval process.

At the end of each day (or if finished entering data, but not submitting at this time), click on
“Save and Close” to save your changes.

If you’ve previously submitted (you are editing a submitted timecard, or continuing a timecard
in a split work week), you will be prompted to identify the reason for your changes. You can
view the Create a Timecard for Split Pay Period Guide for more information.

Save Time Card

PS Name

Assignment Numaes £184307

position

Time Card Come

ResubmIssion Re

e
e s
R — Ao Hours 0000 F———
Vew v Fomat v g ¥ i1 Detach
Days
“ Pay Type - = =
: Sunday,  Monday,  Tussday,  Wednesday, Thursday, Friday, Saturday, Time Entry GP Work " . Tima Entry
Eropct ToskMame  BilableFlg  HowyPuly  LUEN UGN, NN Mt Mahd Macizz gy Commens ORI Dot UnkoiMesswe  TERTTY
Quantity  Quantity  Quantity  Quantity Quantty  Quantity  Quantity
- - v - L -
- A - L -
- B B e =
v v - L -
5 2 5 a =
0.000 o000

Click OK
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Click on "OK"

15.  Click Next to submit your timecard.
Note: Do NOT complete this step if you are not submitting your timecard for approval at the time.

Edit Time Card: Report Time -/~ ; i Save SaveandClose  Cancel
Click on "Next" to submit time
d Person Information card
Name Korn. Daniel M p Do no‘t cpmplete (‘hIS step if you are not
DK submitting your time card for approval at
Assignment Number E134535 this time.
Transformation
Location USAColumbiaMD
Time Card Details
Time Card Period 02-Dec-2018 - 08-Dec-2018
Time Card Comments
Overtime Day Start Time 12:00 AM
Resubmission
Status  Saved Reason
Resubmission Status
View Approval Comments &
Approval History &
Time Entry  Time Tolals
Reported Hours  40.000 Absence Hours  0.000 Scheduled Hours  60.000
Actions w Vieww Fomaty [B ¥ F # <+ AddRowBelow v = Freeze i} Detach Wrap i

16.  Click Submit
Note: Do NOT complete this step if you are not submitting your timecard for approval at the time.
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17.

18.

Edit Time Card: Review Time

o Parson Information

DK Mame Koem Darid M

= Assigrement Number  £135555

Location USACOUmGAMD

Time Card Details

Tieme Card Period 02-Dec-2018 - 08-Dec- 2018

Crvartene Day Start Time 1200 A
Stalus  Saves

Resutruison Slatus
Time Card Appiovel Comments &

Approval Histery B

Reporied Time  Time Tota's.

Fperied Hours 40,000

Person Number 184555
Job  Perormance Coreuta
Department  BTS-00-1108-Leamin

Manager EBgns, Haold R

Time Card Comments.

Hsubmession
Reason

Absarce mous  0.000

Sehesuied FHours

ock [uomat | goncel

£0.000

Click OK

& Confirmation

Your time card was submitted for approval.

x

Your time card has been
submitted for approval

s
3

End of procedure. Your timecard has now been submitted for approval.

Updated 3/25/2020
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