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Approving a Time Card

All timecards awaiting approval can be accessed by clicking on the Home link.

TIMESEXPENSE

fFinal Man:

Home

Status Sumrary

Name {Last.Firsty
All Time Cards Please type all or part of the name without llany special characters(™.[%).

All Expense Week Ending All ~ Find
Report: . )

sports Pending Approval Time Cards
Setup Options

Page 1 of 1 1
fenerts R 1 (0] Ti Oth Total
Reqular OverTime er ota ) .
Change Password Date Employee Mame Employee Id Job Reg Number Status Hours Hours Hours  Hours Approve Details
User Guide 07/04/2009 Seinfeld Jerry 02757491 0003390425 Subrnitted 40: 00 0: 00 0:00  40: 00 ~
Training . Select all Approve

Simulations

Pending Approval Expense Reports

Wiew Terms

Logout Mo Expense Reportis) to approve at this time.

Help

There are 2 ways you can approve. You can either approve here by clicking on the
approve box (by green arrow) and then clicking on the approve link (by red arrow)
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TIMESEXPENSE

Final Manager

Home

Status Summary

. Name {Last.Firsty

All Time Cards Please type all or part of the name without llany sp characters(*[L 28],
All Expense Week Ending Al ~4 Fird

Reports

Pending Approval Time Cards
Setup Options

Page 1 of 1 i
Feports Reqular OverTime Other Total
1 I b - i
chanae Password Date vyee MName yee Id Job Reg Status Hours Hours Hours Hours Approve Details
User Guide 07/04/2009 Seinfeld,Jerry 02757491 0003390425 Submitted 40: 00 o: oo o: oo 40; 00 —~
Training . Select all Approwv

simulations

Pending Approval Expense Reports

Wiew Terms

Logout Mo Expense Reportis) to approve at this time.

Help

OR You can click on the magnifying glass to see the details of the timecard and approve
in there (click on approve button by red arrow):

Status Summary

Mame: seinfeld,Jerry
Employee ID: 02757491

all Tirme Cards Week Ending Date: 7/4/2009

All Expense
Reports

Setup Options
Customer: Lockheed Martin Air Traffic

Reports Management Managers: Puddy David
Ch 3 d 9 i i atus: i
ange Passwor Job Req#: 0003390425 Company: ONS (n:fSce. 00501 Minneapolis, Status: Submitted

User Guide . .
Worksite Location: MNe&Ss St Paul, MM

Training

simulations — Sunday Monday Tuesday Wednesday | Thursday Friday Saturday S

. N {6/28/2009) {629/2009) 16302009} {7i1:2009) {7/2:2009) {7/3/2009) {7/4:2009) :

View Terms
Regular Pay 0OwH om 8 H 0w 8 H 0om 8 H 0 g8 H 0 m 8 H 0m 0+ 0 m 40H O0OM

Logout

Help Overtime Pay 0oH 0m 0H 0w 0oH 0om 0H 0 0H 0 m 0oH 0m 0+ 0 m OH 0OM

0oH 0m 0H 0w 0oH 0om 0H 0 0H 0 m 0oH 0m 0+ 0 m OH 0OM

Vacation Pay 0OwH om 0w 0w 0oH 0om 0H 0 0H 0 m 0oH 0m 0+ 0 m OH 0OM
Total Hours OH OM 8H OM 8H O0OM 8BH O0OM 8H O0M SH 0OM OH OM| 40H OM

Transaction Histary| |Printable Version| [Approve | [Reject|

Reason For
Rejection

***|f you reject the timecard, you must provide a reason for rejection in the box above.

If you approve correctly, you will see “Timecard Approved” in red above the timecard.
The history below the timecard will also show that the timecard is now in a Final
Manager Approved status.
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al Manager

Home

Status Summary
Hame:

Seinfeld,Jerry
Employee Ilx 02757491

all Tirme Cards

All Expense
Reports

Setup Options Timecard Approved
Reports Customer: Lockheed Martin Air Traffic Managers: Puddy David

iZhange Password Management

Job Req#: 0003380425  Company: Office: 00501 Status: Final Manager Approved
User Guide QNS Winneapaolis, MK
Training Worksite Location: Ne&5s St. Paul, b
Simulations

Time Sunday Monday Tuesday Wednesday Thursday Friday Saturday Total

Wiew Terms {6/28/2000) | (6:292009) | {6/30/2009) {7/1:2009) (T/2/2009) {7/3/2009) {7/4/2009) ‘
Logout Regular Pay 0OH 0m 8H 0m S8 H Om 8H 0m 8 H 0m 8H 0r 0H 0m 40H OM

Help OvertimePay | O0H 0Om OH Om OH 0Om OH 0OmM OH 0Om OH 0OmM OH 0Om OH 0M

Heliday Pay OH om 0OH 0m OH Om 0OH om OH 0Om OH 0w OH 0 m OH 0M
WVacation Pay 0OH am 0H 0m OH om 0OH 0w OH 0Om OH 0w 0OH 0w OH 0M
Total Hours OH 0OM BH oM 8H 0mMm ZH 0OM 8H oM ZH 0OM OH OM| 40H OM

Transaction Hislnrﬂ Printahle Yersion |

Approving an Expense Report
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All expense reports awaiting approval can be accessed by clicking on the Home
link.

acnorsc | "MEVEXPENSE

Manager Home

Client Status
Summary

Al Time Cards Name (LastFirst) : [ |

All Mgr Expense

Reports : Weekending Date Al ~ [ Fnd |
Manager User Guide i
Reports Pending Approval Time Cards
Setup Options No time cards to approve at this time.
Help : )
Stop Representing Pending Approval Expense Reports [%
Usel Fage1of 1
Tracking Job Req
Number  Date Employee Name Employee Id Number Status Total Amount Approve Details
207418 2/18/2012 BabinskiJudy 04656580 0004520305 Submitted UsD 248,75 ,;-

& 5

Comments or Suggestions, Click here

Copyright ® 2012 Allegis Group, Inc.

There are 2 ways you can approve. You can either approve here by clicking on the
approve box (by green arrow) and then clicking on the approve link (by red arrow)

(2 Approve Time or, Expenses - Windows Internet Explorer provided by Allegis Group, Inc.

. -~
Q\ SLan teksystems.timeandexpensedemo alegisgroup.com (4[] [2 (2]~

Fle Edt wiew Favorites Tools Help

¢ Favorites ks ) People soft » () Sharepaint * | ATRE & | CA Service Desk Manager - .. € | ATE Account Change Req... & | Active Expense Reparts £ | User Status

(& ipprove Time o Expenses

TIMESEXPENSE

B8 S deh v Page- Safety - Taok - @- 3 G

Final Manager

Home

Status Summary

A e Cards Hame (Last/First]

All Time Cards { ! Blzzzz type all or part of the nzme without llzny spacial characrars(%[,3),
| Week Ending | All v
Pending Approval Time Cards

Setup Options !
| Mo time cards to approve at this time.

Reports :

Chan, i Pending Approval Expense Reports

User Guide | Page 10of1 % 1

Training :  Tracking Number Date Employee Name EmployeeId JobReqNumber Status Total Amount Approve Details

simulations | ¢
L] 09/12/2008 Seinfeld,Jerry 02757491 0003390425 Submitted $100.00 ~

wiew Terms |
H Select All Expenses Approve Expense- _

Logout ; .
; f

Help

Comments or Suggestions, Click here.
Copyright ©2012 Allegis Group, Inc.

< 3
Done: ,‘ Trusted sites - + 105%  ~
BT

5 start ree @ £5 4 Intemet Ex... = | @)|iTunes

&)C'SCEED 2:21PM

OR You can click on the magnlfymg glass to see the detalls of the expense report and
approve in there (click on approve button by red arrow):
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From here you want to check to make sure the correct receipts are attached, the amount is
correct and the expense is entered under the correct code. Once all of these are correct
click on the approve button. (If you need to reject the expense you will click on reject, a
rejection reason is always required when an expense is rejected)

& Approve Expense - Windows Internet Explorer provided by Allegis Group, Inc.

@\ )~ [E beksystems. timeandzxpensedemo, allegisaroup, com ¥ [%][x] [P [[2]-

Fle Edt Wiew Favortes Tools Help
i Favorites S () People Soft = () Sharepoint ~ & ATSE & | CA Service Desk Manager - ... € | ATBE Account Change Req... @ | Active Expense Reports € | User Status

(€ ipprove Expense - B = dmh - Pager Safety - Tooks v @ W

TIMESEXPENSE

Final Manager
Home

Status Summary

The work on this expense report has been done.
All Time Cards |

All Expense ¢ [Name: Seinfeld,Jerry
Reports i

| |Employee ID: 02757491
Setup Options :
Reports

- - . | Tracking £: 19 Job Requisition #: 0003380425 - Lockheed Martin Air Traffic Management ~ Status: Final Manager Approved in Entirety
nange Password B

[ | |Expense Code |Amount Unit/Rate Subtotal Date Status Description [Receipt Approve / Reject
ser Guide ; —
! |[Expenses Gillable | 100 1 5100.00 |09/09/2009 Final Manager Approved |/~ @
Training ;
Simulations :
Logout -
| History
Help
Action taken Taken by Date Comment
Submitted Seinfeld Jerry 02/22/2012 02:20 PM
Werking Draft Seinfeld Jerry 02/22/2012 02:20 PM
A
< |

Done J Trusted sites G- H10s%

/23 tntemet Ex... | (@)iTunes [ @) Freeman, Ashiey
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How to Retrieve Past Timecards

Click on “All Time Cards” on the left hand side. 3rd selection down

2} All Time Cards - Microsoft Internet Explorer
File Edit  View vorikes  Tools  Help L

B ~ - . . abg ag =
Q) pack D - X [B] @h O searen Slpraotes £2) -is B3 EE 3 ompz @
Search the Web =l Address | @] hitp:j/timeandexpensedema. allegisgroup. com/webtime/AlManagsr Timec ards. aspx v | B =

TIMES EXPENSE

Status | Al ~ | Name {Last First)
Fleaze type a1l or part of the name without Ilany special characters(*,[ %),

Week Ending Al b Find

Time Cards

Please enter search criteria above to find the time cards

Change Passwors d

(5, 24 of 24 - Clipboard

&] httpfitime andespensedema. allegisaroup. comfwebtimefalManager TimeCards aspx & space

This is what it looks like. From here you can search by:
e Status of timecards
e Contractor Name
e Week ending date of timecards

To search for a contractor, search by last name and the week ending should say “all”.
(You can also chose a date if you want just one timecard)
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23 All Time Cards - Microsoft Internet Explorer

File Edit View Favorites Tools Help

A ) < ] . abc Qg
Qek - @ - [x] [B] @ O ssach Jipravartss £2) - = L) E £ 3 ompg 5
Search the Web Psearch ~  Address | @] http i timesndexpensedemo. allegisgroup. comwebtime) AlMansgerTimeC ards. sspx v| B =0

TIMESEXPENSE

Final Manager

Home

Status Summary

all Tirme Cards Status Name {Last First [Stone

Plzase type all or part afthe name without llany special characrers(®,[,%).

All Expense ‘Week Ending Find

Reports .
Time Cards
Setup Options

Mo time cards at this time

Reparts
Change Password
User Guide

Training
Simulations

Wiew Terms

Logout
Help
[, 24 of 24 - Clipboard
Item not Collected: Delete
items ko increase available:
£l & space

Click Find. (Please note it may take a couple minutes to load)

A All Time Cards rosoft Internet Explorer,

Fle Edt YView Favorites Tools Help

A - T abe a
(€ LR \ﬂ IELI 8| JO search g Favoritss 2 ks = o E “u ) 3 = 2
search the Web Psearch ~  Address | &] https[imeandexpensedema. allegisaroup, comwebtime AlMansgsr TimeC ards. aspx =

TIMESEXPENSE

Final Manager

Home

Status Surnmary

all Time Cards Status Narme {Last First} [Stone

Flesss type all or part ol the name without llany specisl charactars(*,[%),

all Expense ‘Week Ending All... v Find

Reports .
Time Cards
Setup Options
Reports XI
Change Password Page 1 of 1 1
User Guids Reqular OverTime Other Total .
Date Employee Name Employee Id Job Req Mumber Status a
) Date Employee Name EmployeeId Job Reg Mumber Status Hours Hours Hours Hours Details
Training - = - -
Sirnulations 07/18/2009 Stone,Peter 03200301 0004201701 Final Manager Approved 40: 00 0: 00 oo 4000
wiew Terms 01/06/2007 Stone,Peter 03200301 0004201701 Final Manager Approved 40: 00 0: 00 000 4000
Logout Page 1 of 1 1
Help

(8 24 of 24 - Clipboard
Item not Collected: Delete
items ko increase available

& & space

From here you can:

 Export the info to excel by clicking on the excel icon lt_

7
=

e Click the printer icon to print it |
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e Click on thermagnifying glass on the right hand side to see the detail of the
timecard, <~

How to Retrieve Past Expense Reports

Click on “All Expense Reports”

- Messages - Microsoft Internet Explorer

File Edit Yiew Favorites Tooks Help =

Qe - © - [¥] [B] @h | O seach g Favortes £3) - = J % EH & 3 o=k @

Search the web |

Psearch - address |&] hitps:, rnjwebtime [Repressntlissr, aspx ~ | B so

AEROTEK ‘ TIMESEXPENSE

Final Manager

Horme

Status Summary

All Tirne Cards

All Expenss ¥ou are now representing SANDY BRADY
Reports

Setup Options

Reports

“hange Passwor d

User Guide

Training
Sirulations

Wiew Terms
Logout
Help

Sto
Representing
User

[ 24 of 24 - Clipboard
Ttem not Collected: Delete
items to increase available

& 5 @spae

You can search different ways. Please keep in mind they system is very case sensitive.

e Enter the contractor’s last name if you would like to search for one particular
contractor. Then click search.
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e Enter the week ending date you are looking for, or you can leave it on “all” if you
need all the past reports.

) All Expense Reports - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help .’,’
. = = iy ; . abe : &

@ Back ~ () \i‘] |EL| _l\l . ) search ?_/'\'./ Favarites {t T @ E _J El e & = b EF i

Search the Web | Pzearch ~  Address @ https: | timeandexpense. asrotek. comjwebtime, Al wpenseReports, aspx e Go

v | TMESEXPENSE

Final Manager

Harme

Status Sumrary

All Time Cards Status | All. | Name (LastFIrst) oo oot name without |
(*.[%).

%,
all Expense - L%
Reports Week Ending | All .. b Find |

Setup Options

Flease enter search criteria above to find expense report,

Reports
Change Password
User Guide

Training
Sirnulations

View Terms

Logout

Help

Stop

Representing

User
[, 24 of 24 - Clipboard
Item not Collected: Delete
items to increase available

@ 2 @ space

It may take a couple minutes to come up.

Project Tracking
Your homepage will look like this when a timecard is submitted for your approval.
You can either approve here:

e Dby clicking the box on the left hand side of your screen and then clicking

“approve”

e or you can click the “magnifying glass” to see the details:
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3 Approve Time or Expenses - Microsoft Internet Explorer

File Edit  Wiew Favorites Tooks  Help 1)
Y A @) < 3 . abe a4 .

@ Back ~ () \ﬂ |EL| (n) | p-) search ¢ Favorites {‘) - &8 = _J EI il -,:i @ = G <]

Search the Weh | Psearch ~  Address @ http:/ftimeandexpensedema. allegisgroup.comjwebtime [ManagerHome . aspx A Go

TIMESEXPENSE

Final Manager

Home

Status Summary

Name (Last,First)
Please type all or part of the name without llany special charactersi™®,[,%),

all Expense Week Ending | All .. - Find |

all Tirme Cards

Report: . .
FRATE Pending Approval Time Cards

Setup Options

Page 1 of 1 1
feports Reqular OverTime Other Total

Date J0D0 Keq Number Status P —— I ail
Changs Password Date Employee Name Employee Id Job Req Number Status Hours Hours Hours  Hours Approve Details
User Guide 07/18/2009 Stone,Peter 03200301 0004201701 Subrnitted 40: 00 0: 00 0:; 00 40: 00 . M
Training . Select All Approve

Simulations

Pending Approval Expense Reports

Wiew Terms

Logout Mo Expense Repaort(s) to approve at this time.

Help

|28 24 of 24 - Clipboard
&] & Item collected,

After clicking on the magnifying glass, the timecard will open and look similar to this:

3 Approve Time Card - Microsoft Internet Explorer
File Edit View Favorites Tools  Help h

@ook - ) (%] ] (0 D searh lp raverkes £2) - B L)Y EDE S omeg o)
Search the Wweb | PSearch v Address | ] http:fftimeandexpensedema allegisaroup .comfwebtime/ ApproveTimecard. aspxTiveSawsrcssxaDke=kweddl v | [Ed Go
TIMEREXPENSE

Status Summary

Name: st Pet )

&ll Time Cards one,Peter Week Ending Date: 7/18/2009
Employee ID: 03200301

All Expenss

Fsports

Setup Options

Reports Customer: Allegis Group Managers: Rose Carler- Renee Stroman
Job Req#: 0004201701 Company: TEK Office: 00001 Baltimore, MO Status: Submitted
Chanage Password B :
Worksite Location: 7312 Parkway Drive Hanower, MD
User Guide Date Earn Type Hours Worked User-Defined Fields
Training 0F/13/2009 Regular Pay o8 ¢ 00 PO 111 PROJECT ID ATL-5 COST CENTER BURKE COUNTY | Edit UDFs

Simulations
07/14/200% Regular Pay as ;oo PO 112 PROJECT ID ATL-6 COST CENTER BURKE COUNTY | Edit UDFs

0F/15/200% Regular Pay as ;oo PO 113 PROJECTID RDI-Z COST CENTER BURKE COUNTY | Edit UDFs

Wiew Terms

Logout
Help 07/16/2002 Regular Pay 08 oo PO 1132 PROJECTID RO COST CENTER BURKE COUNTY | Edit UDFs
07/17/200% Regular Pay 08 oo PO 112 PROJECTID ATL-5 COST CENTER BURKE COUNTY | Edit UDFs
Totals
Earn Type Hours
Regular Pay 40:00
Total Howr's .
Worked 40:00
Transaction History Frintable Yersion Approve | Reject |28 24 of 24 - Clipboard
I ] Item not Collected: Delete
items to increase available
&] @ space

If for whatever reason, the contractor entered the wrong Project Tracking Information,
you can edit the timecard and correct it here.
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e C(Click on Edit UDFs and then “Save Changes”

<3 Approve Time Card - rosoft Internet Explorer
File Edit View Favorites Tools  Help

eBa(k -9 =] & jj /,_‘l Search ‘?;"‘\'(Favnntes £ 3 - j_; e 4] b2 El e W 8 [ | &
Search the web | DSearch ~  Address |4 httpifftimeandesxpensedems allegisaroup .comfwsbtime/ ApproveTimecard. aspxrivesawarcssxanka—kwaddl + | [Ed Go
3

TIMESEXPENSE

fFinal
Harne

Status Surmmary

Stone,Peter

All Time Cards Week Ending Date: 71182008

03200301

all Expenss
Reports

Setup Options

Reports Customer: Allegis Group Managers: Rose Carter- Renee Stroman
Job Req#: 0004201701 Company: TEK Office: 00001 Baltimore, MD Status: Subrmitted
Change Password } :
H ‘Worksite Location: 7312 Parlkway Drive Hanower, MD
User Guide H
pate 1gs Code ,L"":s . User-Defined Fields
Training lorked
Simulations 711362008 1% 08 : a0 ATL-S
: PO . PROJECT ID COST CENTER BURKE COURTY

Wiew Terms

Lemout Hours Worked 5 User-Defined Fields
et 03/13/200%  Regular Pay 0% 1 00 PO 111 PH1E L-5 COST CENTER BURKE COUNTY
07/14/2002  Regular Pay 03 : 00 PO 112 PR114 L-& COST CENTER BURKE COUNTY
07/15/2009  Regular Pay 08 1 00 PO 113 PROJECTID ROI-Z COST CENTER BURKE COUNTY
07/16/200%  Ragular Pay 08 : 0o PO 113 PROJECT ID RDI-1 COST CENTER BURKE COUNTY
07/17/2009  Regular Pay 08 1 00 PO 112 PROJECTID ATL-5 COST CENTER BURKE COUNTY
Totals
Earn Type Hours 2
] Done & Trusted sites

S start . Fy

You can scroll down and view the Timecard History as well (This will also state that
you changed the Project Tracking Info):

<3 Approve Time Card - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

@ Back ~ () \ﬂ @ ;j /,_“ Search "\L( Favorites  {f) 3~ j_; e ] b= El ’iﬂ 33 (| =@
Search the web [ Dsearch ~  Address [ httpsftimeandexpensedemo. allegisgroup. comfwebtime/ Approve Timecard, aspi V5 2w3Ke 68 30kE=kwaddLi ¥ | Go
i [~
Setup Options =
Reports Customer: Allegis Group Managers: Rose Carter - Renee Stroman
o - 4 Job Req#: 0004201701 Company: TEK Office: 00001 Baltimore, kD Status: Submitted
angs Passwor Worksite Location: 7312 Parkway Drive Hanower, MD
User Guide Date Earn Type Hours Worked User-Defined Fields
;T:—:D:ganns 07/13/200% Regular Pay 08 : oo PO 112 PROJECTID ATL-5 COST CENTER BURKE COUNTY | Edit UDFs
\iew Terms : 07/14/200% Regular Pay 08 : oo PO 112 PROJECT ID ATL-6 COST CENTER BURKE COUNTY | Edit UDFs
L N : 07/15/200% Regular Pay 08 : oo PO 113 PROJECTID RDI-2 COST CENTER BURKE COUNTY | Edit UDFs
ogous :
Hel | 07/16/200% Regular Pay 08 : 0O PO 113 PROJECTID ROI-1 COST CENTER BURKE COUNTY | Edit UDFs
elp i
. 0F{17/200% Regular Pay 08 : 00 PO 112 PROJECT ID ATL-5 COST CENTER BURKE COUNTY | Edit UDFs
Totals
Earn Type Hours
Regular Pay 40:00
Total Howr's .
Waorked +0:00
[ Transaction History | | Printable Yersion | [Approve | [Reject|
Reason for Rejection
History
Action taken Taken by Date Comment 0
Subrnitted ROSE CARTER 07/15/2009 04:42 PM CHAMGE PO FROM 111 TO 112
Subrnitted Stone, Peter 07/15/2009 04:09 PM Subrnitted by pestone@rmail com at 7/15/2009 3:28:07 PM
working Draft  Stone,Peter 07/15/2009 04:09 PM Time card updated by Stone,Peter
working Draft Stone,Peter 07/15/2009 04:07 PM Time card created by Stone,Peter [ 24 of 24 - Clipboard
&] pone @ Item collected.

From here, you can approve or reject the timecard. If you reject YOU MUST ADD A
REASON FOR REJECTION.

If you approve the next screen will look like this:
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Approve Time Card osoft Internet Explorer %]
File Edit Wiew Favortes Tools Help o

- — n N
Qe - ) *] |2] Ta JOseach 57 Favartes &2) - iz = L) 2 E i 3 (S| @
Search the Weh | Psearch v Address @] hitp:jfimeandexpensedema. allegisaroup.comfwebtime [Approve Timecard. aspx7ivcsawarceaxaka=kwaldl v | [E9 6o

TIMESEXPENSE

Final Manager

Horme

Status Summary
Name: Stone,Peter
Employee ID: 03200301

all Time Cards 1g Date: 7018/2009

all Expense

Reports

Setup Options

Customer: Allegis Group Managers: Rose Carer- Renee Stroman

Job Req# 0004201701  Company: TEK Office: 00001 Baltimare, MD Status:
Worksite Location: 7312 Parkway Drive Hanower, MD

Reports

Change Passward

User Guide

Date Earn Type Hours Worked User-Defined Fields
Training 07f13/200% Regular Pay 0 : 00 PO 112 PROJECTID ATL-5 COST CENTER BURKE COUNTY
Simulations
0741472009  Regular Pay g : oo PO 112 PROJECT IO ATL-6 COST CENTER BURKE COUMNTY
Wiew Terms
N . 07f15/200% Regular Pay 0 : 00 PO 113 PROJECTID RDI-2 COST CENTER BURKE COUNTY
agou
Help 0741672009  Regular Pay g : oo PO 113 PROJECT IO RDI-1 COST CENTER BURKE COURNTY
07f17/200% Regular Pay 0 : 00 PO 112 PROJECTID ATL-5 COST CENTER BURKE COUNTY
Totals
Earn Type Hours
Regular Pay 40:00

Total Hours Worked  40:00

Transaction Hlsmr\;| Printable Yersion |

|28 24 of 24 - Clipboard
&] Done & Item collected.

The Timecard is approved when the Status says “Final Manager Approved”

Reporting

Managers have the capability to pull reports, in order to do this click on “Reports” on the
left hand side.

actec | MESEXPENSE

Manager Home

My Direct Reports

Client Status Week Ending Date Operating Company
Summary

10202012 v [AlL. v
All Time Cards
All Mgr Expenss Invoice Tracking EXCEL HTML

Reports

Project Tracking EXCEL HTML
Manager User

Guide

Setup

Help

Stop Representing
User

egis Group, Inc.
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You then have the option to choose the week ending date you would like to pull the
report for and whether or not you would like invoice tracking or project tracking
e Project Tracking is pulled when the contractors tied to the manager has project
tracking setup on their timecard.

e Invoice Tracking is pulled when the contractors tied to the manager does not have
project tracking.

Both reports will be similar; project tracking will have UDF fields in columns O-AOQ, and
look something like this.

Dq i J @& =+ InvoiceTracking[1].xls - Microsoft Excel - = X

) =
| Home | nsert Page Layout  Formulas Data Review  View @ - o x

=|| 8| | SiwWrapText General - E:gé _jd 7‘-4‘ jm :i“ I::_I‘ z;]-utasum' %? }3 I@

= A Verdana s -|A AT
53
Paste ¥ B I U~ &.A.

Fill =
E Merge & Center - || § = % o ||%8 5%| Conditional Format Cell Insert Delete Format ) sort& Find & Call
Formatting ~ as Table = Styles ~ - - - Clear - Filter = Select~
Clipboard Font e} Alignment ) Number . Styles Cells Editing Click To Call

A B c D E

1
2 Invoice Tracking for Operating Company - All ...

3 Weekending Date : 10/13/2012 Report Run Date - 10/23/2012

4 Customer Name Consultant Name sultant ID
5 4

6

7

W«

AEROTEK (@ AEROTEK L: 4300 N RT. 1 & RIDGE RO Agarwal Smita 046 1
AEROTEK @ AEROTEK h: 4300 N. RT. 1 & RIDGE RO ch nala,Swapna 04707205 0004
AEROTEK @ AEROTEK LI 4300 N. RT. 1 & RIDGE RO LCostiniano \irginia 10

AEROTEK @ AEROTEK LI 4300 N. RT. 1 & RIDGE RO Idalhotra,Wohit 512080 0004

14 v M| InvoiceTracking 1 %3 N m ol
Ready |[EBIENmlao0ssa(=) 0} )

Setup Options

To change your email address or setup options you will want to click on the Setup
Options link on the left. (Please note when you change your email address this will
change your username as well)
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Manager Email Options

e You have the option to receive an email when a timecard is submitted or when a
threshold has been met, when an expense report is submitted, and when the
alternate approving manager approves the timecard.

e The threshold option will send you an email when your threshold is met. This
means when the percentage of timecards you have chosen is met. For instance, if
you choose 50 you will receive an email when half of your contractors have
submitted their timecard.
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