Contractor T&E Quick Guide

AEROTEK TIMECEXPENSE

How to Enter Hours
Project Tracking

How to Enter Hours:

You may enter time daily and save your changes or at the end of the week. The time
must be entered in hours and minutes.

TIMESEXPENSE

Harme

Tirne Cards

Enter Expenses
Status Summary

All Time Cards

Name: Seinfeld,Jerry

Week Ending Date: | 06/27)2009 »
Employee ID: 02757491

Customer: Laockheed Martin Air Traffic

Contact Managernent

Managers: Puddy David

Infarmation Office: 00501 Minneapolis,  Status: Inactive

Job Req#: 0003390425 Company: ONS
all Expense

Reports Worksite Location: Me&Ss 5t Paul, MM

Setup Options Time Sunday Monday Tuesday Wednesday | Thursday Friday Saturday Total
Change Password (6:21/2009) | (6:22/2009) | (6232009} | (G:24/2009) | (6:25/2009) | (6/26/2009) | (G/27/2009)

Lser Guide regularPay [0 Jw [0 Jm 0 Jw @ Jm{o]uo]m o ]vo]uo]uoJu i ]uo]m@lufo]n o Ho m
Training Overtime Pay EH EM IE‘H EM IE‘H Iﬂm ElH EM EH EM EH EM EH E‘M 0 HO M
Simulati

UfmuTamns Holiday Pay EH EM EHEM EHEM ElH EM EHEM EHEM EH E‘M 0 HO M
Iew Terms

Logsut vacationPay [0 Jw [0 Jm [0 w0 Jm {0 ]w @m0 ]v@]u 0w w0 ]u0]m@juo]n o Ho m
Help Total Hours OH 0OM OH OM OH OM OH OM OH OM OH 0OM OH O0M OH OM

Save | | SubmitFor Approval

After clicking the Submit for Approval button, you will be presented with a confirmation
screen (see below). You may either click Change to go back to the timecard and correct
your hours or Submit to submit them to your manager.
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TIMESEXPENSE

Harme
Time Cards
Enter Expenses M. . R
ame: Seinfeld,Jerry _
! Week Ending 6/27/2009
Status Summary Employee Il 02757491

All Tirme Cards You are submitting vour Time Card for approval,

Contact Regular Pay (1¥) : 40 Hours 0 Minutes
Infarmation Cwertime Pay (2X) @ 0 Hours 0 Minutes
all Expense Huhda.y Pay (HOX) : O Hours O M!nutes
Reports “acation Pay {(WAX) : 0 Hours 0 Minutes
Total 40 Hours 0 Minutes

Setup Options

Press the "Submit" button below to complete the transaction.
Zhange Password

User Guide Change | Subrnit |

Training
Sirnulations

Wiew Terms

Lanant

Once you click Submit, you will be presented with the screen below letting you know
your timecard was submitted properly to your manager.

TIMESEXPENSE

Harme
Tirne Cards
Enter Expenses

Status Summmary Submitted!

All Time Cards ‘Yaur time card has been submitted.
Contact . " . . .
Informatian This page will automatically redirect to the Time Card in 10 seconds.

If this does not work for any reason, use the link below,
all Expense
Reports

Setup Options

Return to Time Card

Change Password
User Guide

Training
Simulations

Wiew Terms
Logout

Help

Expenses
To enter expenses, click the Enter Expense link.
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TIMESEXPENSE

Home
Tirne Cards
Enter Expenses seinfeld,Jerry
Status Summary Emplovesil: 02757491
All Tirne Cards %
Date Incurred (970172008
Contact (mmiddiyyyy)
Information o -
Requisition 0003390425 - LOCKHEED MARTIN AR TRAFFIC MANAGEMEMNT - Puddy,David f
All Expense ~ -
Reparts Expense Code | EX¥- Expenses Billahle v
Setup Options Amount 100.00
Change Password o Dinner
Description
User Guide
Training Attach Receipt || H Browse...
Simulations
Save Expense
Wiew Terms Mote: If the Date Incumred you entered is comect and there is no Requisition awilable or no Expense Code available, please comtact your CSA

Logout

Help

After you have filled out the expense screen (date, expense code, amount, description,
and attach any necessary receipts), you should click the Save Expense button. Your
expense will then populate on the bottom of your screen (see below).

TIMESEXPENSE

Home
Tirne Cards
Enter Expenses Name: seinfeld,Jerry
Status Summary Employee ID: 02757491
all Tirne Cards o
PR
Contsct (mmiddiyyyy)
Information o
Requisition 0003390425 - LOCKHEED MARTIN AIR TRAFFIC MAMAGEMEMT - Puddy,David § +
all Expense .
Reparts Expense Code |Please select--- v

hange Password

Description

User Guide
Training Attach Receipt | H Browse...
Simulations
Save Expense
Wiew Terms Mote: If the Date Incumed you enterad is comect and there s no Requisition available or no Expense Code avallable, please contact your C5A
Logout
Help Tracking #: 19 Job Requisition #: 0003390425 - Lockheed Martin Air Traffic Management  Status: Working Draft
Expense Code Amount |Unit/Rate |Subtotal |Date Status Description  |Receipt Change / Remove
Expenses Billable 100 1 $100.00 07/01/2009%  |working Draft Dinner ,V @ 2@ Change | Remave

Add A CUmment| Transaction Histur\;| Printahle Yersion \ Print Expenses Receipt Page | Submit FUr!—\ppruvaI|
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Verify that all information was entered correctly. If not, click the Change button to the
right of the expense line to correct any errors. Once you have ensured the correct
information was entered, click Submit for Approval button.

You will then be presented with the confirmation screen below. You may either click
Change to go back to the expense and correct any errors or Submit to submit the expense
to your manager.

TIMESEXPENSE

Home
Time Cards

Enter Expenses

HName: Seinfeld,] i
Status Summary " einfeld,lerry Tracking #: 19
Employee Il: 02757491
All Tirne Cards {06/27/2009-07/04/2009)
Contact Custemer: LOCKHEED MARTIM AIR TRAFFIC MANAGEMEMNT Managers: Fuddy,David -
Infarmatian Job Reqg#: 00033904724  Company: Aerotek Office: 00501 - Minneapalis, MM
all Expense Worksite Location: NE&SS ST. PALL, MK
Reports
Setup Options You have requested to submit vour expenses for approval

Total amount: $100.00

Press the "Submit" button belove to complete the transaction.

Change Password

User Guide
Change | Submit

Training
Simulations

Wiew Terms

Logout

Help

You will be presented with another confirmation screen letting you know that your
expense was submitted successfully.

TIMESEXPENSE

Harme

Tirne Cards
Enter Expenses

Status Summmary Submitted!
All Tirne Cards

Your expense report has been submitted.

Contact
Information

all Expense
Reports

Setup Options

Change Password
User Guide

Training
Simulations

Wiew Terms
Logout

Help
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Project Tracking:

1% enter day

Micrasoft Internet Explorer
Fle Edt iew Favartes Tooks Help i

Qi - Q HRAG Poe e @ - 23 UYEDHE B
Search the Web Dsearch ~  Address | ] http:fftime andexpensedemo, alegisgroup. com/webtime, TimeCardHome aspx v| B e

TIMESEXPENSE

Home
Tirne Cards
Enter Expenses

Name: Stone,Pet N
one,peter Week Ending Date: | 0711172009+

nployee ID: 03200301

Status Summary

All Time Cards

Customer: Allegis Group Managers: Rose Carter - Renee Stroman

e on Job Req#: 0004201701 Company: TEK Office: 00001 Baltimore, MD Status: Inactive
Worksite Location: 7312 Parkway Drive Hanover, MD

ng:::nse Date Earnings Code Hours Worked

-select v [Jxows ana[0_Jntinutes  [Add This Entry

COST CENTER BURKE COUNTY

Setup Options
PROJECTID

Change Password Sunday, July 05, 2003

Monday, July 06, 2008 Hours Worked User-Defined Fields
User Guide Tuesday, July 07, 2009
Training Wednesday, July 08, 2008

Thursday, July 09, 2009 Total Hours "
simulations Friday, July 10, 2009 Worked 00:00
View Terms Saturday, July 11, 2008

Subrmit For Approval

Logout
Help

&] Done @ Trusted sites

File Edit ‘View Favorites Tools  Help

A B e 3 3 abs I"
Qo - @ KRG Lot fyreens @ @-5 = Y HE S
Search the Wb Psearch ~  address | @] http:fftimeandespensedemo, legisgroup. com/webtime, TimeCardHome, sspx v| B e

TIMESEXPENSE

Home
Time Cards
Enter Expenses e
mployee

Stone,Peter
03200301

Week Ending Dat

2 0771172000

Status Summary

All Tirme Cards

Customer: Allegis Group Managers: Rose Carter - Renee Stroman

et en Job Req#: 0004201701 Company: TEK Office: 00001 Baltimore, MD Status: Inactive
Worksite Location: 7312 Parkway Drive Hanover, MD

Q!f:,::nse Date Earnings Code Hours Worked

I:‘HO"IS and EM utes Add This Entry

-Select v

Monday, July 06,2008 v

User-Defined Fiells:  po

Earn Type Overtime Pay
Vacation Pay

Setup Options

COST CENTER BURKE COUNTY

Changs Passward

User-Defined Fields

User Guide

Training

Sirmulations Total Howrs

Worked 00:00

View Terms

Subimit For Approval

Logout

Help

& @ Trusted sites

prem— - -
75 start i B 7 6 Internet Ex... + | frd) Lser List -NCTE... | i qal
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Enter Hours and Minutes:

oft Internet Explorer

Fle Edt Yew Favortes Tooks Help

A =) < y R ab P
Gﬁa:k - Q \ﬂ @ )| ) search ¢ Favortes 2) @ & 4} 7 E ﬁ 2 | (G| @
Search the Web Psearch v iddress @1http:fﬂt\meandexpensedemu‘al\eg\sgruup‘wm/webt\me/T\meCardHume‘aspx = Gﬂ

TIMESEXPENSE

Horme
Time Cards

Enter Expenses

feek Ending Date: | 07/11/2009 |+

Status Summary

All Time Cards

Customer: Allegis Graup Managers: Rose Carter - Renee Stroman

&iz&fﬂitim Job Req# 0004201701 Company: TEK Office: 00001 Baltimare, WD Status: Inactive
Worksite Location: 7312 Parkway Drive Hanover, MD

ngjﬁf”“ Date Eamings Code Hours Worked

utes Add This Entry

QST CENTER BURKE COUNTY

Monday, July 05,2008 | | RegularPay v |
Setup Options ‘ f,July 0, ‘ ‘ o i ‘ .Houls and

User-Defined Fields:  po PROJECT ID

Change Passward

User Guide Earn Type Hours Workes User-Defined Fiel

Training

Sirnulations Total Howrs .
Worked 00:00

View Terms

Submit For Approval
Logout
Help

[ 24 of 24 - Cliphoard
& @ ltem collected.

Select Project Tracking Selection (In this case it is PO and Project ID)

oft Internet Explorer.

Fle Edt Wew Favortes Took Hep

Al @ i Sy R abs .
Gﬁatk -Q \ﬂ Ig | ) st e Favortss €2) - 3 _J E i3 ¢ hE 2
Search the fieb Psearch = adddress | ] bt itimsandespensedsmo, slsgsgroup. comfwsttime T CardHons, sspx v| B e

TIMESEXPENSE

Home
Time Cards
Enter Expenses

Week Ending Date: | 07/11/2009 &

Status Summary

All Time Cards =
Customer: Allegis Group Managers: Rose Carter - Renee Stroman

&szt:nitim Job Req#: 0004201701 Company: TEK Office: 00001 Baltimore, MD Status: Inactive
Worksite Location: 7312 Parkway Drive Hanover, MD

Bl uense Date Earmings Code Hours Worked

tes Add Thig Entry

Select v | COST CENTER BURKE COUNTY

Setup Options Monday, Juy 05,2008 v ReguiarPay v [0 |Hows ana

User-Defined Fields:  po PROJECT ID

Earn Type Hours Worke User Defined Fields

Change Password

User Guide

Training
Sirnulations Total Howrs .
Worked o000

View Terms

Submit For Approval

Logout

Help

&l @ Trusted stes

Click on “Add this Entry”
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icrosoft Internet Explorer

Fle Edt Vew Favortes Toos Help L
B M 3 ab P

Oaack - Q \ﬂ @ | f 5. ¢ Favertes 42) N _J 5 E il 28 ¢ k& @

Search the fieb Dsearch + adddress ] bkt itimsandespensedsmo, slsgsgroup. comfwsttime, TimsCardHons, sspx v| B e

TIMESEXPENSE

Home

Tirne Cards
Enter Expenses

Week Ending Date: | 07/11/2009 |+

Status Summary

All Time Cards
Customer: Allegis Group Managers: Rose Carter- Renee Stroman

e o Job Req#: 0004201701 Company: TEK Office: 00001 Baltimore, MD Status: Inactive
Worksite Location: 7312 Parkway Drive Hanaver, MD

ngjﬁf nee Date Eamnings Code Hours Worked

Minutes Add This Entry

OST CENTER BURKE COUNTY

[Monday, July 06,3008 v|  [RegularPay v [7_|Hours ana

Setup Options

User-Defined Fields:  po PROJECT ID

Change Passward

User Guide D Earn Type Hours Worked User-Defined Fiels
Training
Sirnulations Total Howrs .
Worked o000
View Terms
Subrnit For Appraval
Logout,
Help

[ 24 of 24 - Cliphoard
& @) tem collected.

What was selected will now be on the timecard:

Nicrosoft Internet Explorer:

fle Edt Yiew Favortes Tools Help
. Y A ) e 3 abc a

eﬁa:k ) ﬂ @ ) | ) search 7 Favores 62) NE] _I E ﬁ 3 LN a

Search the Web Dsearch ~| address ] hiep demo, allegisgroup. comfwebtine, TimeCardHorme. aspx v| B e

TIMESEXPENSE

Home

~

Time Cards

Enter Expenses

Stone,Pet
one,Peter Week Ending Date: | 07/11/2009 |
eelD: 03200301

Status Summary Employ
all Time Cards -
Customer: Allegis Group Managers: Roze Carter- Renee Stroman
E_\ngtﬂa_n‘::tim Job Req#: 0004201701  Company: TEK Office: 00001 Baltimare, MD' Status: Working Draft
Worksite Location: 7312 Parkway Drive Hanover, MD
Q!;‘f‘;"“ Date Eamings Code Hours Waorked
‘-Se\eﬂ- v‘ |-59Ieut— v‘ DHOVIH‘. mnlmmimnes Add This Entry

Setup Options

User-Defined Fields: COST CENTER BURKE COUNTY

PROJECT ID

Change Password

User Guide e Type Hours Worked User-Defined Fields
Training 07/06/2003 Regular Pay 07 : 30 PO 111 PROJECTID ATL-6 COST CENTER BURKE COUNTY
Simulations H
View Terms Totals

H Eam Type Hours
Logaut | Regular Pay 07:30
Help Total Hours Worked  07:30

Add A Comment| [Transaction History| | Printable Version Remove All| | Submit For Appraoval

[ 24 0f 24
@ Item collected.

&] javascript:_doPostBack{rep! ardsgctinguc]

Continue until you have selected the entire work week:

Overtime Earn code (or any others) must be entered as another entry:
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s - Microsoft Internet Explorer

fle Edt View Favortes Tooks Help

eaack - Q \ﬂ @ o /._] search ¢ Favortes 2) (- & B J by E ﬁ 3 S
Searchthe Wb Dsarch + diress | @] hitpsftimeandexpensedemo, dlegisgroup.comfwebtine TmeCardHome asps RICE

H Y
Horne: : 5
Tirne Cards :
Enter Expansss
Week Ending Date: | 07/11/2009 &
Status Summary
Al Tirme Cards :
. Customer: Allegis Group Managers: Rose Carter - Renee Stroman
;:nnfgtr:n’:;tiun ! | Job Req#: 0004201701 Company: TEK Office: 00001 Baltimare, WD Status: Working Draft
. Worksite Location: 7312 Parkway Drive Hanaver, MD
:!:;ft:"se Date Earnings Code Hours Worked
H - t - t a i Add This Ent
Setup Gptians : ‘ Select V‘ ‘ Select V‘ DHOIIIS ]IIII['MIII"IGS ny
Changs Fassward | |USerDefined Fiekds: PROJECTID OST CENTER BURKE COUNTY
User Guids Date Earn Type Hours Worked User-Defined Fields
. . 07/06/200% RegularPay 07 :30 PO 111 PROJECTID ATL-6 COSTCENTER BURKE COUNTY
raining :
gimulations i |07/07/2009 RegularPay  08:00 PO 113 PROJECTID RDI-2 COST CENTER BURKE COUNTY
View Terms i |07/08/2009 RegularPay  08:00 PO 111 PROJECTID RDI1 COSTCENTER BURKE COUNTY
Logout i |07/08/2009 Overtime Pay  01:00 PO 112 PROJECTID RDI-1 COSTCENTER BURKE COUNTY
i
Help i |07/09/2009 ReguisrPay  08:00 PO 111 PROJECTID ATL-5 COST CENTER BURKE COUNTY
07/10/200% Regular Pay  02:00 PO 111 PROJECTID ATL-6 COST CENTER BURKE COUNTY
Totals
Earn Type Hours
Regular Pay 39:30
Overtime Pay 01:00
Total Hours Worked  40:30 1
Add & Comment| | Transaction Histary| | Printable Version Remave All| | Submit For Approval %2, 24 of 24 - Clipboard
Ttem nok Collected: Delete
items to increase avalable
& @spacs

Once complete, it should look similar to this (Total hours will be on bottom of timecard)

From here you can either save the timecard or click “Submit for approval”

crosoft Internet Explorer:

fle Edt View Favortes Tooks Help

eaack - Q \ﬂ @ ,h /._] Search \;”\L(Fawntes o R :4 = J by E ﬁ B¢ & @
Search the Web Dsearch - address | &] Http:ftmeandexpensedemo. slegsaroup. comfwebtime| TmeCardHome, aspx v Be

~
Hame z
Time Cards

Enter Expenses

Week Ending Date: | 07/11/2009 |v.

Status Summary

All Time Cards
Customer: Allegis Group Managers: Rose Carter- Renee Stroman
&”fgﬁla_nitm Job Req#: 0004201701 Company: TEK Office: 00001 Baltimore, WD Status: Working Draft
Worksite Location: 7312 Parkway Drive Hanover, MD
Reports Date Ear Hours Worked
- C - " a i Add This Ent
sesup Optans [-gelect [‘seler [tours ana [ Jinutes y
User-Defined Fields: PO PROJECT ID OST CENTER BURKE GOUNTY

i

All Expense :
Change Password
i

User Guids Date Earn Type Hours Worke: ds
. 07/06/200% Regular Pay 07 :30 PO 111 PROJECTID ATL-6 COST CENTER BURKE COUNTY
raining
gimulations 07/07/200% Regular Pay  02:00 PO 113 PROJECTID RDI-2 COST CENTER BURKE COUNTY
View Terms 07/08/200% Regular Pay  02:00 PO 111 PROJECTID RDI-1 COSTCENTER BURKE COUNTY
Logout 07/08/200% Overtime Pay  01:00 PO 112 PROJECTID RDI-1 COST CENTER BURKE COUNTY
Help 07/09/200% Regular Pay  02:00 PO 111 PROJECTID ATL-5 COST CENTER BURKE COUNTY
07/10/200% Regular Pay  02:00 PO 111 PROJECTID ATL-6 COST CENTER BURKE COUNTY
Totals
Earn Type Hours
Regular Pay 39:30
Overtime Pay 01:00
Total Hours 40:30 0
Add A Camment| | Transaction Histary | | Printable Version Rermowe All | | Subirnit For Approval 24 - Clipboard
em nok Collected: Delete
items to increase avallble
& @ space

Confirmation will pop up: (click submit)
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2 Confirm Time Card icrosoft Internet Explorer;

Ble Edit ‘iew Favortes Took Help 5
Qe - @ [¥] [B] @0 Pseah Goreeies €@ -2 F P EHE S omrg 8
Search the web Psearch +  address | &] httpfjtimeandexpensedemo. alegisgraup comfwebtimeSubmitTimeConfirm.aspix? ieSawaxce8xaDka=ksat: ¥ | [ o

TIMESEXPENSE

Home
Time Cards
Enter Expenses Name: Stone,Peter
) ! Week Ending 7/11/2009
Status Surnmmary Employee ID: 03200301 9

All Time Cards You are submitting your Time Card for appraval.

Contact Regular Pay (1X): 39 Hours 30 Minutes

Information Overtime Pay (2%) ¢ 1 Hours 0 Minutes

All Expense Vacation Pay (WAX) : 0 Hours O Minutes

Reparts Total 40 Hours 30 Minutes

Setup Gptions Press the "Submit" button below to complete the transaction

Change Password Change Submit

User Guide

Training

sirmulations

View Terms

Logaut

Help
|8 24 of 24 - clipboard
Ttem nok Collecked: Delete
items to increase available

&] Done @ space

This message will come up:

oft Internet Explorer
Fle Edt Yew Favortes Took Help 5

A P < abg a5 P
oﬁa[k - Q \ﬂ @ )| ) search 5 7 Favartes 2 -dg H QJ E il 33 ¢ rE a
Search the Web Psearch + Addiess | E] hitp: ftimeandexpensedemo, allegisgraup. com/webtime/SubmitTimeConfirm. aspx7iic5 2w3X 68X SDk=ksEht: ¥ Go

TIMESEXPENSE

Home

Time Cards

Enter Expenses

Status summary Submitted!
All Time Cards Your time card has been submitted.
Contact This page will automatically redirect to the Time Card in 10 seconds.

Information

If this does not work for any reason, use the link below.
All Expense
Reparts

Setup Options Return to Time Card

Change Password

User Guide

Training

sirmulations

View Terms

Logout

Help
|8 24 of 24 - clipboard
Ttem not Colected: Delete:
iems to increase available

&] Dane @ space

Click Timecards on the left hand side of your screen. It will take you back to your
timecard where you will see the status as “Submitted”
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osoft Internet Explorer

File Edit View Favorites Tools  Help

Qe - () \ﬂ @ ﬂ /._‘J Search ﬁi‘\'(FavuntEs & - ; =R El i3

b E 8
Search the Web Psearch «  addhess | &] hitpjtimeandexpsnsedsmo. allegisgroup.com/webtimey TimeCardHome, aspx v| e
~

TIMESEXPENSE

Hame
Time Cards

Enter Expenses

Week Ending Date: | 07/11/2008 +

Status Surnmary

All Tirme Cards
Customer: Allegis Group Managers: Rose Carter- Renee Straman
JobReq#: 0004201701 Company: TEK Office: 00001 Baltimare, MO Statu
Worksite Location: 7312 Parkway Drive Hanawer, MD

Contact
Infarmatian

All Expense
Reports

Date Earn Type  Hours Worked User-Defined Fields

Setup Options 07/06/2009 Regular Pay 0720 PO 111 PROJECTID ATL-6 COST CENTER BURKE COUNTY

Change Passward 07/07/2009 Regular Pay 0= 00 PO 113 PROJECTID RDI-2 COST CENTER BURKE COUNTY

07/08/2009 Regular Pay 0200 PO 111 PROJECTID RDI-1 COST CENTER BURKE COUNTY

User Guide

Training 07/08/2009 OQuertime Pay 01:00 PO 112 PROJECTID RDI-1 COST CENTER BURKE COUNTY

Simulstions 07/09/2003 Reqular Pay 02100 PO 111 PROJECT ID ATL-5 COST CENTER BURKE COUNTY

View Terms 07/10/2003 RegularPay 0800 PO 111 PROJECTID ATL-G COST CENTER BURKE COUNTY

Logout

Help Totals
Earn Type Howrs
Re: 1 Pay 39:30 B
Overtime Pay 01:00
Total Howrs .
Worked 4030

[ Transaction Historv| [ Printable version | [UnSubmit| b/
& & Trusted sites
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