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Introduction

Time and Expense for Projects Overview

Time and Expense for Projects helps employees and managers capture, validate, track, review,

approve, and post labor and other expenses. These expenses update Project Management and
Accountingand, optionally, General Ledger, Accounts Payable, Payroll, and/or a separate payroll

system. Employees enter labor, expenses, requests for employee advances, and employee

repayments into an electronic document on the desktop with dime validation and agproval
processing. |In addition, the systematkadeapce tr ack at
balance. The system provides password security throughout the entire document entry and approval

cycle. Employees can enter documents at remote locationsing Microsoft Dynamics SL Web Apps

The product also includes the ability to inquire about historical documents.

The module provides reports to analyze costs and productivity. In addition, employees can print
timecards and expense reports directly frorthe entry screens for those sites that need hardcopy
documents for their files.

Timecard Entry

You can enter labor hours usingimecard Entry(TM.TCE.00) ofimecard with Rate/Amount Entry
(TM.TEA.00). Employees can enter hours by day and charge them tdtipie projects, tasks, and
subaccounts. Employees can enter a labor class, comment, account number, union work type,
certified payroll flag, and prevailing wage group. The system can also load default values in these
fields automatically. The system catrack and store straight time and two categories of overtime for
employees who qualify for these types of pay. An employee can enter one timecard for each reporting
period and then make an unlimited number of changes to it.

The module provides the optiona enter labor on a daily basis witfime Detail(TM.DLY.00). It is very
similar to Timecard EntrTM.TCE.00), with optional fields for start and end times. Utilization of
detailed timecards is controlled by flags ifime and Expense SetupTM.SET.00), inading the option
to create labor transactions on a dapy-day basis.

Approvals and Workflow

Companiescan use electronic signature of timecards and expense reports as security features by
passwordprotecting employee IDs sthat employees can enter or maintain only their own timecards

or expense reports. In these cases, the employee must make all initial entries and any corrections.
Security can also restrict approvers to those designated as the supervisor or manager of the
employee, although some companies might allow their employees to override the default approvers
and designate the approver of a specific report. Options you selecflime and Expense Setup
(TM.SET.00) determine whether employees can override the defaulpapver of their timecards and
expense reports. You can also choose to enforce limits on the monetary amounts that expense report
approvers can approve irmime and Expense Setup

When each timecard or expense report is complete, the employee passes it te #pprover by setting
its status to Completed, which serves as an electronic signature. The Communicator module
generates and sends an electronic message to notify the approver of a document awaiting review.

With Time Review & ApprovglTM.TRA.00)Time Review & Approval with Rates/Amount$§TM.TAA.00),

or Expense Report Review & Approvél M.ERA.00), approvers with the proper security can review
completed timecards or expense reports. Approval at
timestamp folloved immediately by the costing and posting of the labor or travel expenses. Approvers

who discover problems, questions, or issues with a document during review can attach a note to the

document and reject it, returning it to the originating employee forvisions. The employee receives a
Communicator notification of the need to revise the document.

If an employee needs to revise a posted timecard, he or she can uEieecard Correction
(TM.COR.00). This correction function reopens the timecard as a corrattigth controls to ensure
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that only one correction is in process for each original. The employee u3ésecard Entry(TM.TCE.00)
to make any additions or changes and submits the corrected timecard for another approval process.
Upon posting a correcting tiracard, the posting process reverses the distribution from the original
timecard line item that has changedand creates the new charges in the current periofdr those new
or changed line items

Managers, supervisory personnel, and accounting staff can rewi the overall status of timecard
submittals usingTimecard Status(TM.TCS.00). This screen identifies missing, incomplete or unposted
timecards, enabling followup action. The inquiry begins with the selection of a group of employees by
supervisor, manage, or organization. The inquiry displays the status of all timecards for all qualifying

empl oyees who were active during the period. Posted til

to highlight the exceptions. Missing, incomplete, and rejected timewss are clearly visible and require
action by the responsible employee. Compl eted
The program can notify the manager or, if the manager initiates the inquiry, a button gives direct
access toTime Review& Approval(TM.TRA.00).

Labor Costing and Posting

Costing of the time charges can use one of two supported methods: standard or true labor costing.
Standard costing uses a standard rate defined in one of two waysTiime and Expense Setup
(TM.SET.00). One is Take Highest Rate, which uses the highest of the rates found from the following
sources, some of which may not apply in every case: rate table, union, prevailing wage, employee, and
employeeproject (the employeeproject rate always t&es precedence over the employee default rate).
The other method is Use Rate Hierarchy F/U/P/E where F stands for flexible rate (from the rate
tables), U for union, P for employeproject, and E for employee. For this method, the rate is

determined from the following hierarchy:

1 Hexible Rate from Rate Table (PJRATE)
1 Union Table (PIWAGEUN)

1 EmployeeProject (PJEMPPJT)

1 Employee Default (PJEMPPJT)

If the program finds a rate in the rate table, this rate takes priority over all other rates. If the program
does ot find a rate in the rate table, the rate in the union table takes priority. True labor costing
spreads the actual amount paid to the employee over the labor time charged.

The Time and Expense for Projects module supports automated posting of labor ctst&eneral
Ledger.RunGL Labor PostindTM.GLP.00) periodically to select previously unposted transactions and
create a journal for these entries. Generally, each labor charge generates a debit to the charged
account and subaccount with an offset to a ciit account, usually a liability, and a responsible
organization. The process creates a balanced posting at the employee level.

Where labor is a significant portion of the expense budget of a project and accurate #wigkek project
financial positions are rejuired, Labor Commitment Load TM.LCL.00), which adds the amounts from
unposted timecards to the summary commitment amounts, is available.

For sites that use the Time and Expense for Projects module for initially capturing lalay Labor
Interface (TM.PILOO) is available to transfer timecard labor transactions to Payroll or to a file that can
be imported by an external payroll service.

Expense Reporting

Employees enter and maintain expense documents Travel & Expense Report EntiifTM.ENT.00).

The progam supports three different types of expense documents, Travel and Employee Expenses, a
Request for an Employee Advance, and an Employee Repayment of an Advance. Once an employee
enters report details, he or she can print a hard copy of the report.

On Trael and Expense reports, employees enter detailed charges that indicate the date and type of
expense (used to determine the account number to be charged), the method of payment, and who
paid for the expense (employee or company).

t

mecar d:
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Posting automaticallywrites the appropriate transactions to General Ledger. Optionally, posting can
produce Accounts Payable vouchers for each request for an advance, as well as for any expense
report that has employeepaid (and not reimbursed) expenses.

TheExpense Setupab of Time and Expense SetuTM.SET.00) allows you to set parameters and

defaults for some of the accounts and subaccounts used in creating the transactions in General
Ledger and Accounts Payable. You can activate the interface to Accounts Payable in théescas
well. TheExpense Type MaintenancéTM.ETM.00) function allows the user to:

1 Define expense type codes

1 Specify an account number to be charged for each code
1 Specify whether units are required

1 Define a default rate

Time and Expense for Projects Scree

The screens in the Time and Expense for Projects are:
Timecard EntrTM.TCE.00)

Time Review & ApprovdlTM.TRA.00)

Timecard with Rate/Amount Entryf{TM.TEA.0OQ)

Time Review & Approval with Rates/Amoun{§ M.TAA.00)
Time Detail(TM.DLY.00)

Project Timesheet EntryTM.PTE.00)

Project Timesheet with Rate/Amount EntrgTM.PTA.00)
Timecard CorrectiofTM.COR.00)

Timecard Status(TM.TCS.00)

Travel & Expense Report Entff M.ENT.00)

Expense Report Review & ApprovlM.ERA.00)
Company Expense Reconciliatioff M.CER.00)

GL Labor PostindTM.GLP.00)

Labor Commitment Load TM.LCL.00)

Pay Labor Interfacg TM.PLI.00)

Employee Position/Rate Maintenanc€TM.EPJ.00)
Expense Type MaintenancéTM.ETM.00)

Prevailing Wage Rate Matenance (TM.PRE.00)

Union Rate Maintenancg TM.URE.00)

Week Maintenance(TM.WEM.00)

Wor kersd Compens {iMiIWKM.O0Mai nt enance
Time and Expense SetuTM.SET.00)

=A =4 =4 =4 4 4 4 A -4 -4 -4 -4 -4 -4 A -4 -4 -4 -4 -4 -4

Time and Expense for Projects Reports

TheTime and Expense for Projects module provides a set of reports to present analyses and audit

trails for accounting and for managing labor collection and cost charging:
1 Time Card Repor{TM.010.00) (timecard print)

1 Labor Expense Posting Repo(TM.020.00)

91 Labor Distribution by Chg/Home Sul§TM.030.00)
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1 Employee Utilizatio(TM.040.00)

1 Employee Labor Dist by Chg/Home Su@M.050.00)

1 Certified Payroll Repor(TM.060.00)

1 Project Timesheet Repor(TM.080.00) (timesheet print)

T Workersd& Compe(fv02600)on Report

1 GL Labor Reconciliation RepoifTM.100.00)

1 Timecard Status Repor{TM.110.00) (accessed only from th&imecard Status(TM.TCS.00)
screen)

1 Travel and Expense Repo(fTM.410.00) (expense report print)



Introduction 5

User Guide Overview

This user guide provides administrators with tasiriented and reference information for the Time and
Expense for Projects module. Reviewing the user guide helps in making informed decisions regarding
the implementation of the Time andExpense for Projects module in your business.

What is Covered in the User Guide?

This user guide is organized into the following major sections:
T The o0l ntroductiondé describes the features of the

T The 0 Conc e pasailies tkeemajoricomaepts you need to know to fully take advantage of
the Time and Expense for Projects module.

T The O0Time and Expense for Projects Tasksd section
Time and Expense for Projects.

T The 0Ref etioredefmesall the data provided on Time and Expense for Projects screens
and reports.

The user guide also provides an index for easy reference.

Who Should Use the User Guide?

The user guide is designed for users and System Administrators who are nethtoTime and Expense
for Projects module. The guide provides the information necessary to set up and operate a successful
Time and Expense for Projects system.
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Using Password Protection

Take full advantage of the security offered by Microsoft Dynamics SL. Assign access rights to initially
protect entry into the Time and Expense for Projects module itself. Then, limit the screens users are
able to view and control the functions users cangsform to update, insert, and delete information in
those screens. With the Customization Manager module, you can also limit user access to individual
fields on each screen. Finally, assign passwords for all levels of your organization and have your
employees assign passwords for themselves by temporarily granting them acces$tssword
Maintenance (PA.PWD.00). Passwoiglotecting employee IDs helps assure that employees can
maintain only their own timecards and expense reports, and that supervisors and magers can

review timecards and expense reports only for their own employees. For more information, see
dSetting up Securitp o n 4 arg ®@assword Maintenancf PA. PWD. 00) 6 i n the Project
user guide or help.
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Concepts

This section explains the concepts underlying the functions of this module.

Labor Classes

Labor class is a descriptive category of the work performed and time charged to projects. This
classification can serve several purposes. For analysis, it can serve as a breakdown of the types of
work performed. For revenue calculationt can provide a basis for the determination of rates used in
allocations. For labor costing, labor class, which corresponds to the skill or trade of the worker, is used
in the lookup of Union and prevailing wage rates. It may also be used in setting aipok rates in the
Project Allocator module. Finally, it can be used in the billing of work performed, both in defining the
billing rates and for presenting (sorting and summarizing) labor on the invoice or its supporting detail.

The empl oy e e @rxlassis stored ia thedEmplayde Rate table (PJEMPPJT). The default
labor class entries are maintained iremployee Position/Rate Maintenanc€ TM.EPJ.00) with date
sensitive history retained. This provides the default entry féimecard Entr(TM.TCE.00) and the other
time entry screens using the timecard pericdnding date of the timecard to perform the lookup.

Labor Class Override

For select projects, an override labor clagsan be created by employeeThis projectspecific labor

class is datesensitive and can hold both past and future data. If an override labor class is established

for an employee on a project, it is used duringimecard Entry(TM.TCE.00) and the other time entry

screens whenever thaemployee charges the designated project. This feature permits employees to

fill different roles on different projects without having to specifically identify the labor class on their

timecard. This may be required on projects where the customer has iteei the labor types that may

be charged or billed for work performed and these t
classifications. It is also useful when some individuals fill a role outside their normal classification.

Labor Class and Time Eng

The labor class is stored with each time charge entry. The value is captured as part of the labor entry

process in the various time entry screens. Labor class can be handled as part of time entry in several

ways. The standard configuration provides thability to enter a value on each line item with a default

val ue provided. The default is the employeeds | abor
special class for the employee. If manual entry or override is not desired, Customization Manager c

be used to make this column nosmaintainable or invisible. If these options do not satisfy a specific

need, the Customization Manager can be used to add any special processing or a different table

lookup for this field.
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Labor Costing

There are two basic ways to cost labor in Project Management and Accounting. The first and most
complex is the true labor costingnethod, in which labor is costed based on how the employee is
actually paid. Thesecond is the Standard Cost methgdvhere all employees have their cost calculated
in the same manner based on a standard rate. The following is an explanation of both of these
methods.

Note: A flag inTime and Expense SetufTM.SET.00) specifies when labor is costed, on entry or when
approved, that applies only to hourly employees. If labor is costed on entry, the rate is determined
during data entry and stored in the Labor Detail table (PJLABDET). This rate is usédrbg Review &
Approval(TM.TRA.00) ofime Review & Approval with Rates/Amoun{§ M.TAA.00) to post the labor
charges. If labor is costed when approved, the rate is determined Byne Review & Approval
(TM.TRA.00) ofime Review & Approval with Rates/Amount{d M.TAA.00) when the labor charges are
posted. For salaried employees, labor is always costed during the approval process.

True Labor Costing

With true labor costing, when @imecard is posted, the method of costing labor hours depends on the

type of employee. There are three distinct calculation methods. The calculation used is determined by

the employeebds pay typeEmploydesPositionfRate Maintermoemai nt ai ned i n
(TM.EPJ.00) and stored by effective date in the Employee Rate table (PJEMPPJT). Note that the pay

type cannot be stored in this table with a specific project (as hourly rates can). When reading the rate

table for the true labor costing method, thepaytpe i s al ways retrieved from the e
record whereProjectis blank.

Below is a summary of the three pay types and their associated calculation methods.

Hourly (HR)

For the Hourly method, regular hours are multiplied by the hourly rate retrieved from one of the

following: Employee Rate table (PJEMPPJT), Union Rate table (PJWAGEUN), Prevailing Wage Rate table
(PJWAGEPR), or Flexible Rate table (PJRATE).atd@sed is determined by the rate lookup method,
specified in theLabor Rate Setugab of Time and Expense SetupTM.SET.00). The first option, Take
Highest Rate, uses the highest of the rates retrieved, although projegtecific rates take precedence

over the employee default rate. The other option is Use Rate Hierarchy F/U/P/E where F stands for

flexible ate, U for union, P for employeeroject, and E for employee default. For this method, the rate

is determined from the following hierarchy:

Rate Source Maintenance Screen Database Table
Flexible Rates Table Multi-level Rate Entry PJRATE
Union Table Union Rate Maintenance PJWAGEUN
Employee-Project Employee Position/Rate Maintenance PIJEMPPJT
Employee Default Employee Position/Rate Maintenance PIJEMPPJT

The first nonzero rate encountered in the hierarchy is compared to the prevailing wage rate (if one is
applicable) and the greater of the two is used.

1 Flexible Rate Lookug If the project has a laboRate Table I0On ProjectCo nt r ®rojéce r 6 s
Maintenance (PA.PRJ.00) and there is Rate Typefor labor inTime and Expense Setup
(TM.SET.00), the combination dRate Table IDand Rate Typeis used to look up the labor rate in
the flexible rates table (PJRATE). The rates are gptusingMultilevel Rate Entry(AL.RAT.00) in
the Project Allocator module in the same way they are defined for allocations. The rate key values
i n Pr oj e cKeyBdfifition¢Ald.KEY 100 must be based on the database source selections
from mastertables (PJPROJ, PJPENT, and PJEMPLOQY) or the transaction fields listed under
Timecard Data (for labor rates only), which read data stored in PJLABDET.
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1 Union Rate Looku@ The appropriate union code for the employee is retrieved fraime Employee
Project Rates table (PJEMPPJT) wusing Employee | D,
default record), and the most recent effective da
periodending date or, if processing daily timecard detailhe transaction date of the item. [fJnion
Codeis blank, union rates do not typically apply to this employee, but a union code and optional
work type may be entered in the appropriate time entry screen to accommodate those situations
in which an employe fulfills a role for a union on a on¢ime basis. Otherwise, the union code and
both the labor class and work type (optional) entered in the time entry screen and the timecard
periodending date (or transaction date of the item) are used to retrieve theion rate from the
Union Rates table (PJWAGEUN). If a union code for the employee is present but the union rate
cannot be found, an error appears on the screen.

1 Employee Rate Lookup Employee rates used are always for the mostgent effective date not
greater than t he t i-endingdatedrdibprotessingdaily tirtecam detail, thel
item's transaction date. The employee rate is initially looked up in the Employee Project Rates
table (PJEMPPJT), based on the ot being charged. If a rate cannot be found for the project,
the rate is | ooked up using a blank project (the

1 Prevailing Wage Rate Looku If the project on the line has a prevailing wage codessociated
with it (in the table PIPROJEX) a@ertified Payrolis set to Yes, the program retrieves a prevailing
wage rate from the Prevailing Wage Rate table (PJWAGEPR) using the prevailing wage code from
the project and both the labor class and optioraroup code. The effective date is not used in the
lookup of prevailing wage rates. If the prevailing wage rate is not found, an error message
appears. IfPrevailing Wages blank orCertified Payrolis set to No, prevailing wage rates are not
applied tothe timecard item.

When posting certified payroll timecard items, if there is a neerofringe rate associated with the

prevailing wage code, a second posting is created. Fringe rates are established ustngvailing Wage

Rate Maintenance (TM.PRE.00). This item has the same field values as the base item with the

following exceptions: the hours are set to zero, the amount is calculated as the total hours (regular

plus any overtime) multiplied by the fringe rate, and the earningye is retrieved fromFringe Pmtsin

the Payroll Interface Setugiab of Time and Expense SetupTM.SET.00). If the hourly wage paid

exceeds the prevailing wage (for example, the emplo
prevailing wage), the frige rate is reduced by the difference between the two.

Rates may be subject to an adjustment for the shift worked. Shift factors are only applicable to hourly
employees. A shift may be entered at th€imecard Entry(TM.TCE.00) line item level and at header

and line item levels inProject Timesheet EntryTM.PTE.00). Shift codes are stored in the code file
(code type SHFT). A shift code is used to add an incremental amount to labor rates (for example, 25¢
per hour) and/or to multiply a labor rate by a shififferential (for example, 10% more pay for working
the swing shift).

The system supports two types afvertime hours called Overtime 1 and Overtime 2. The costs for
overtime hours are calculated in the same manner as above except thhe final amount is multiplied
by an overtime factor, which is maintained in th©vertime Setuptab of Time and Expense Setup
(TM.SET.00) and stored in the control file. Each type of overtime has its own tessigned factor.

There are two options for th posting of overtime hours, defined by th8eparate Premium Portion of
Overtimein Time and Expense SetuTM.SET.00). If this check box is selected, the regular portion of
the overtime cost and the regular hours cost post to the account in the timecaimd item. The

premium portion of the overtime cost (that is, the amount paid that exceeded the base amount) is
posted to a premium account. The premium account is also specifiedTiime and Expense Setup
(TM.SET.00) but is optional. If a premium accountnst defined, the account from the timecard line

item is used. The premium amount always posts to General Ledger witln Labor Posting

(TM.GLP.00) runs, but posting to Project Management and Accounting is optional and is controlled by
Post Premium Amounts$o Projectin Time and Expense SetufTM.SET.00).

The second option for posting overtime, whei®eparate Premium Portion of Overtimie clear, allows
each type of overtime (OT1 and OT2) to post to its own account number and associated account
category. Ifthis option is selected, the OT1 hours and dollars (typically time and dmaf) are posted

as one ledger entry and one project transaction record to the overtime account specified as the
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Overtime 1 Account. The same types of entries are generated for @ibRrs and amounts, posting to
the account and account category established for the Overtime 2 Account.

Salariedd Exempt (S1)

For the Saariedd Ex e mpt met hod, each employeeds salary for the t
the time charged regardless of the number of hours worked. There is no overtime for an exempt

individual and any overtime hours are treated as regular hours. To comptite charge to each project

on the timecard, a rate is calculated by dividing the salary by the total number of hours on the

timecard. The cost is then calculated as the number of hours for each line item multiplied by the

derived rate. If, due to the entrpf negative hours, the total number of hours on the timecard is zero,

the hourly rate (if any) from the Employee Project Rates table (PJEMPPJT) is used.

Example Consider the situation where an employee makes $5200 a year. In June 1996, there are

four weeks with five working days each week. I f the us:
salary of $1,000 and has a factor of 1 for each week, |
$4000. However, since his employee is an S1 type, their monthly salary should be $4,333.33

($52,000 divided by 12).

To avoid this problem, set up the employeeds salary as
Then calculate a weekly factor by dividing the number of worl days in a week by the number of

working days in the month. In our example, the weekly factor works out to be .25 (5 working days per

week/20 working days per month). Note that partial weeks result in a different factor.

If a month has unequal weeks, ta salary factor for each weelending record should be calculated as
follows:

# working days per week / # working days per month

Therefore, the salary cannot be set to $1,000 ($52,000 + 52 weeks) with a salary factor of 1.000000
and provide true labor costig. During the year, this approach would result in labor costs being
calculated that did not correspond to the true pay received by the employee, although it would be a
close approximation.

Determination of the salary for the week can be quite varied based the pay cycle for the employees
and the base salary value stored for each employee. The base salary is obtained from the Employee
Project Rates table (PJEMPPJT) using the effective date as described above and cannot change by
project (a blank projects used for lookup). The salary usually represents the amount paid to the
employee for the pay period or some multiple of the pay period. The salary factor from the Timecard
Periods table (PJWEEK) is used to calculate the portion of this salary applicablthat week. In the

case of salaried employees paid weekly or biweekly, their weekly salary may be stored and the week
factor would be 1.0. If the annual salary was stored, the week factor would be 1/52.

If salaried employees are paid semnonthly (or monthly) but labor is collected weekly, the periods and
their associated factors become more involved. In this case, the salary factor must be adjusted based
on the number of working days in the week. In addtin, short weeks may be needed at the beginning
and end of most months (a week that is less than the normal work week due to a moetid cutoff).

The factor, which is associated with and maintained by week\eek Maintenance(TM.WEM.00), is
applied to the salary.

In the above example, factors are calculated for the month of December 1996. It is assumed that
regular working days are Monday through Friday and that Sunday is defined as the last day of the
week. There are 22 working days in the month. The mtbiy salary is $4,333.33. It may be necessary
to adjust the last digit of one of the factors in order for the sum of the factors for the month to add up
to 1.000000. In this example, the factor for 12/31/96 was calculated to be 0.090909, but 0.090908

is being used. There is no entry for 12/1/96 since the only day in that week is a nevorking day
(Sunday).
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Weekending Date  Factor Salary

12/08/96 5/22 =0.227273 $984.85
12/15/96 5/22 = 0.227273 $984.85
12/22/96 5/22 =0.227273 $984.85
12/29/96 5/22 = 0.227273  $984.85
12/31/96 2/22 = 0.090908  $393.93

1.000000  $4333.33

The important thing to remember when setting up factors is that the factor represents the portion of
the salary (whether it be oneuarter, onehalf, one, or 5/22 and 2/22 as in this example) that is
associated with a single timecard. In the above examplgince a monthly salary is entered in
Employee Position/Rate Maintenanc€TM.EPJ.00) and standard timecards are used, there must be
an entry inWeek Maintenance(TM.WEM.00) for each week in which time can be entered with the
factor set accordingly. If thissxample were changed to use monthly timecards, there would be one
entry in Week Maintenance(TM.WEM.00) for the month, 12/31/96, with a factor of 1.000000.

The following example illustrates the use of semonthly timecards. In one scenario, assuming an
annual salary of $52,000.00 and a semimonthly salary entered irEmployee Position/Rate
Maintenance (TM.EPJ.00) of $2,166.66 ($52,000 + 24 pay periods), the factors for December 1996
would be:

Weekending Date Factor Salary
12/15/96 10/22 = 0.454546 $ 984.85
12/31/96 12/22 = 0.545454  $1181.81

1.000000 $2166.66

The monthly salary irEmployee Position/Rate MaintenancéTM.EPJ.00) could also be used in which
case the factors would need to be halved.

Note: True Labor Costing costs labor correctly when hours are posted on working days. If there is a
partial week at the beginning or end of the month without any working days in it, time cannot be
entered for that week.

An alternative to the aboveistousedaiy t i mecard periods, with each
1/30 th (0.033333) or 1/31 st (0.032258) of the monthly salary amount.

Salariedd Nonexempt (S2)

The Salariedd Nonexempt method is similar to the Salaried Exempt method, except that only the
regular hours are used to calculate the salary rate. Overtime hours are costed separately using the
standard hourly rate from he Employee Rate table. The overtime cost is not multiplied by any
additional factor and no premium processing takes place. There is no distinction between Overtime 1
and 2 with this method. The hourly rate used to cost the overtime is the default for tbeployee and
may not be based on the project.

Standard Cost

With the Standard Cost methodihen a timecard is posted, all hours are multiplied by the hourly rate
retrieved from either the Employee Rate table (PJEMPPJT), Union Rate table (PJIWAGEUN), Prevailing
Wage Rate table (PJWAGEPR), or Flexible Rate table (PJRATE). The rates are retrieved in the manner
described in the Hourly section of True Labor Costing. Note thHatours are keyed into the overtime

fields, they are treated the same as regular hours. To implement standard costing, all employees must
be designated with aPay Typeof Hourly in the Employee Rate Master. In ti@vertime Setuptab of

Time and Expense Setp (TM.SET.00), both overtime factors should be set to 1.0.

per
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Subtask Rollup to Tasks

When using a subtaskTime Review and ApprovdlTM.TRA.00) andime Review and Approval with
Rates/Amounts (TM.TAA.00) use the following logic to roll up subtask entriesthe task level.

The following records are added to PJIPENTEM:

PROJECT PJT_ENTITY EMPLOYEE SUBTASK_NAME BUDGET_UNITS (Work)
101 10 Calloway 1-A 20

101 10 Shannon 1-B 50

101 10 Henry 1-B 50

101 10 Calloway 1-C-a 30

101 10 Calloway 1-C-b 20

101 20 Smith 100

101 20 Wood 100

The PJPENTEM records are created as described above. In this situation, if the user assigns a resource
at a summary task level, the association between resource name and summary task is treated as a
comment, not as a validassignment record.

After the project is activated, the eTmetaadEmre
(TM.TCE.00). After clicking thecheduled Tasksutton, the assignment information populates the
timecard from table PJIPENTEM and tleenployee enters the hours worked during the week:

0Call oway

PROJECT TASK Subtask Monday Tuesday Wednesday Thursday Friday

101 10 1-A 8 8 2

101 10 1-C-a 0 0 6 8 8
After the timecard is approvedmbdBReviewandlAgpwealy 6 s manager al
(TM. TRA. 00), the following records are created in PJTR,

PROJECT PJT_ENTITY EMPLOYEE TR_ID23 AMOUNT UNITS

101 10 Calloway 1-A 360 18

101 10 Calloway 1-C-a 480 24
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Posting Labor to General Ledger

Posting to General Ledger is optional, depending on an optionTime and Expense Setup

(TM.SET.00). To post the labor transactions to General Ledger, GinLabor Posting TM.GLP.00).

Labor costs are posted to the ledgeas expense debits. The offsets are credit postings to a liability

account specified inTime and Expense SetuTM.SET.00)Time and Expense SetufTM.SET.00) also

maintains the offset subaccount and allows the use of the wildcard substitution characeeto

substitute values from the employeeds home subaccou
created in the BATCH table each time the posting program runs. Transactions update the General

Ledger Transactions table (GLTRAN) as released but unpostBue timecard document number and

line number are stored in the GLTRAN fielRefNbrand ExtRefNbrrespectively.

Companies often want labor to post to a variety of general ledger organizations (subaccounts) based
on the empl oyeeds hpojeetordaskgawhichzime is changedo There aneea
number of ways to achieve this goal.

Labor can be charged to the ledger organization by entering the subaccount on the timecard line item.

This will book the labor expense to the charged subaccount. Wihe various Project Management and
Accounting time entry screens, the subaccount def au
stored in the Employee Master table, or the subaccount defined for the charged project. The desired

default is specifiedin Time and Expense SetufTM.SET.00).

Only the labor transactions for employees whose home company matches the login company are
processed. I f the employeeds home comp@mpanydoes not
postings are created.
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Timesheet Psting

Three types of postings can take place when the user clicRest Timesheein Project Timesheet Entry
(TM.PTE.O00) oProject Timesheet with Rate/Amount Entr§TM.PTA.00): labor posting, equipment
posting, and posting of units of production.

Labor Posting

For each line item in the main grid, if an employee ID has been entered, labor is posted. There are two
types of laborposting: direct and indirect. Direct posting bypasses the creation of timecard records,
posting transactions directly into the project transaction and summary tables as well as the Labor
Distribution table (PJLABDIS). Indirect posting creates timecard doeents, which may be maintained
and approved as if they were regular timecards.

Direct Posting

For direct posting, there are no timecards created, for example, no PJLABHDR or PILABD&@ge

Instead, the timesheet is posted directly to PJLABDIS, PJTRAN, and to the summary tables PJACTSUM,
PJACTROL, PJPTDSUM, and PJPTDROL. The records created are identical to those crdateel by
Review & Approva(TM.TRA.00) when a timecard is posted.

Indirect Posting

Indirect posting consists of either updating or creating a timecard. If a timecard header record with

this employee/timecard periodending date combination already xsts (in PJLABHDR), tHEotal Hours

field (le_id06) is updated and a PJILABDET record is either updated or added. In order to be updated,

the following fields must match: project, task, account number, subaccount, labor class, union, work

type, certifiedmyr ol | fl ag, group code, workersd compensation c
earnings type, rate source, home and charged company, usetland transaction date, if any. If any of

these fields do not match, a new PJLABDET record is insertedhéf detailed timecard option is

selected inTime and Expense SetupTM.SET.00), PJILABDLY records are also created, but there is no

attempt to match existing PJLABDLY records. The timecard status must be In Process or Timesheet for

this to occur; otherwisea message appears and the timesheet status is set to Rejected.

If a labor header record does not already exist, a new record is created witBtatus of Timesheet. If it
is a new timecard, a PJLABDET record is also inserted.

Equipment Posting

For each line item in the main grid for which an equipmefD has been entered, equipment charges

are posted. This consists of creating PJITRAN, PJTRANEX, PJPTDSUM, PJPTDROL, PJACTSUM, and
PJACTROL records for the equipmartarges. These same tables are updated with offset entries if so
indicated in the equipment master. For the offset, the charged project is found in the equipment

master and the task is blank. The account categories for both entries are entereddroject Controller
Setup (PA.SET.00).

The equipment master also has a flag to indicate whether to post equipment charges to General
Ledger. If so, BATCH and GLTRAN records are created. The account numbers are specikedj@tt
Controller Setup(PA.SET.00). Theubaccount of the charge is the subaccount of the timesheet detail
line and the subaccount of the offset is found in the equipment master. If the home company of the
equipment differs from the charged company, intexompany postings are created. After Genal

Ledger records have been created, udRelease GL Batche$01.400.00) to release the newlycreated
batch. If the period is closed in General Ledger, a warning message prompts to proceed or abort the
process.

Units of Production Posting

For each line item in the units of production grid, if the units entered are other than zero, they are
posted to only to the Project Management and Accounting tables. Units (quantities) are posted as zero
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to PJTRAN, PJTRANEX, PJPTDSUM, PJPTDROL, PJACTSUM, and PJACTROL. The account category is
entered in Project Controller SetugPA.SET.00).



16 Time and Expense for Projects

The Payroll Interface

Timecard information can transfer to PayrolAdvanced Payroll, or an external payroll system by
running Pay Labor Interfac TM. PLI . 00) . The payroll systemf6s screens
checks. You can also use Payroll screens for entering pay adjustments, retroactive pay, bonuses,

commissions, or other special pay items if these have not been entered into Time and Expense for

Projects as 0OimdcadwitpRate/Andount Enin(Ng. TEA.00).

Setting Up Pay Labor Interface

Empl oyees are est abl i EnpmykeandrResBurce Mantenanc€RAEMP.GD) | er 6 s
to create and maintain the Employee Master information and Employee Position/Rate Maintenance
(TM.EPJ.00) for projects. The additional projeetiated data for employees is stored in the Employee

Project table (PJEMPJT). If you are transferring data to Payroll, you must also set up employee

i nf or mat i oBEmployee NPamtgrnmamcd0R.258.00).

The pay group ID assigned to employees intRay Infot a b o f HmplogyeeMhihtehance
(02.250.00) must have a payfrequency of weekly or biweekly if weekly timecards are used, semi
monthly for semimonthly timecards, and monthly for monthly timecards. For hourly employees, the
hourly pay rate should be the same in both systems. For salaried employees, the salary eatered
depends on the pay frequency used.

For weekly or biweekly pay frequencies, the rate enterediEmployee Position/Rate Maintenance
(TM.EPJ.00) is 1/52 of the annual salary and the standard salary rate entered in fPay Infotab is
that number mutiplied by 52 (to accommodate rounding problems caused by the division). For a
monthly pay frequency, the rate entered iBmployee Position/Rate Maintenanc€TM.EPJ.00) is 1/12
of the annual salary and the standard salary rate entered in tHeay Infotab is that number multiplied
by 12. For a semimonthly pay frequency, the rate entered iEmployee Position/Rate Maintenance
(TM.EPJ.00) is 1/24 of the annual salary and the standard salary rate entered in fPay Infotab is
that number multiplied by 24.

Whenusing the true labor costing method andPay Labor Interfacg TM.PLI.00) processes salaried
employees, appropriate salary factors must be defined usivgeek Maintenance(TM.WEM.00). See
Week Maintenance( T M. WE M. Lab@rCosting @ n 8jporndgtails ondefining salary factors.

Earnings Types

An essential aspect oPay Labor Interfacg TM.PLI.00) is the classification of types of pay, termed
earnings types. Depending on the payroll system, the earnings type of a labor transaction may print on

theemployed s pay stub to inform the employee about the wage
type may also determine the transactionds taxability ai
subject.

If Payroll is installed, earnings types are established Earnings Type Maintenancg02.270.00).

Within Project Management and Accounting, the same earnings types used in Payroll must also be set
up in Code File MaintenancdPA.CFM.00) using code type EARN for labor transactions from Time and
Expense for Projects to ugate Payroll correctly. If Payroll is not installed, the earnings types set up in
the code file are for information only.

Default earnings types for salary, hourly, overtime 1, and overtime 2 wages are defined inPagroll
Interface Setuptab of Time andExpense SetugTM.SET.00) both for regular pay and for
certified/prevailing wage pay. If the earnings type for certain labor charges should be other than the
defaults from Time and Expense SetufTM.SET.00) (when, for example, earnings for the period
include adjustments, sick time, or vacation), an alternate earnings type can be established as a
default at the project or task level (e.g., RETRO, SICK, VACATION, etc.). These override earnings types
can be assigned to a specific project iAdditional Projectinformation (PA.PRJ.01) and/or to a specific
task in Task(PA.PRJ.02) dProject Maintenance(PA.PRJ.00). If the global default frofime and
Expense Setug TM.SET.00) or the override defaults frofroject Maintenance(PA.PRJ.00) do not
exist, you must etter the earnings type manually using a screen that displays and permits its entry,
such asTimecard with Rate/Amount EntrfTM.TEA.OO)Project Timesheet with Rate/Amount Entry
(TM.PTA.00), oPayrollTime and Dollar Entry02.020.00).
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If Pay Labor Interfae (TM.PLI.00) encounters a labor transaction with a blank earnings type for an

employee whose pay type is S1 or S2, it uses the salaried earnings type. It uses the hourly earnings

type i f the employeebds pay type payol h&progrenousest r ans act
the prevailing wage/certified earnings types ifime and Expense SetupTM.SET.00).

Work Locations

The work location of the labor transaction identifies the location the work was performed, which may
determine the taxes to whichthe wages are subject. City, county, and state taxes are typically levied
only on wages earned within a specific geographic boundary.

Work | ocations are est aCodleiFite MaidendancdPARGFM.POR usingc@e nt r ol | e
type WLOC. Work locatins can be assigned to a s pAdditofai c proj ect
Project Information(PA.PRJ.01) and/or to a specific task ifask(PA.PRJ.02). If you are exporting

timecard data to an external payroll system, both the task and the project wddcations are written to

the CSV file.

In order to process a timecard transaction in Payroll, it must have a work location associated with it. It

is therefore necessary to establish work locations for all types of pay that are to be transferred to

payrolli n P aWarkoLbchtiGrsMaintenancg 0 2. 280. 00) and iQCodeFFileoj ect Cont
Maintenance (PA.CFM.00). Releasing the batch might fail if the same work locations do not exist in

both screens. A work location is assigned to a payroll transactifirst using the work location of the

task (if any), then that of the project (if any), and lastly the employee default value. Default work

|l ocations are speci fi e dEmployee Maiatenancegd2120.00)y ee i n Payr ol

Employee Types

It is possilde to filter the timecard transactions processed biay Labor Interfacg TM.PLI.00) using
Employee Typén Employee and Resource MaintenancéPA.EMP.00). Employee types are defined in
the code file (code type EMPT). A data field is defined for this code type to indicate whether timecard
transactions for employees with the selected employee type are exempt from being exported.
Employee types dined as Exempt do not appear in the selection criteria dPay Labor Interface
(TM.PLI.00). IAllis selected inPay Labor Interfacg TM.PLI.00), timecard transactions are skipped for
employees with an employee type designated as exempt. If a specific doyee type is entered, only
timecard transactions for those employees with that employee type are processed.

Salary Factors

If labor is costedin Project Controller using the true labor costing method and there are salaried

employees, salary factors must be established usinfeek Maintenance( T M. WE M. OL@bpr. See 0
Costingg o n 8@ a gPesting Labor to General Ledgér o n 19 farglatails on defining salary

factors.

Running Pay Labor Interface

You may choose to rufPay Labor Interface(TM.PLI.00) with either Payroll or an external payroll
system.

Interfacing with Payroll

Pay Labor Interfacdf TM. PL1 . 00) creates payroll transTkEmeti ons i
and Dollar Entry(02.020.00) to review and rdease them. Once released, the transactions are then
processed using standard Payroll screens.

For hourly employees, the units and amounts calculated in the Time and Expense for Projects module

update PRTRAN. The Payroll module uses these values to cateugmoss and net pay. For exempt

salaried employees, the salary amount is stored in the tables maintained by the Payroll module and

the units are read from theStandard Units Per Pay Periogkstablished for the pay group ifPay Group

Maintenance (02.320.00). Therefore, employees whose pay type is S1 (salaried exempt) could be
assigned an exempt empl oyee t yEmployeemndRésousce and Expens
Maintenance (PA.EMP.00). If the hours entered into Time and Expense for Projects need to beestor

in the employeeds history, the employee must be ass
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Employee Maintenancg02.250.00). For an employee whose pay type is S2 (salaried nerempt),
the pay type must be BEngpleetMantdhancef0p.250.@dn i n Payrol |l &s

Interfacing with Advanced Payroll

If the Create Advanced Payroll Timesheet Entry Baidheck box is selected infime and Expense
Setup (TM.SET.00)Pay Labor Interfacecreates Advanced Timesheet Entr{58.010.00) batches.
Otherwise, selecting thePayrolloption createsTime and Dollar Entry02.020.00) batches.

Interfacing with an External System

Once a timecard is entered and approved, it becomes eligible for export to a CSVRisg. Labor

Interface (TM.PLI.00) creates a batch each time it is run. A timecard is eligible for transfer provided its
timecard periodending date is equal to or earlier than the timecard periegihding date entered on the
screen, the timecard is posted, and it has not alreadyeen transferred. In addition, if an employee
type has been def i nEndployemandResojreedlainteBancRAEMP.00kit 6 s
must match the one selected on the screen or, if All is chosen, the type must not be exempt from
processing by tle Pay Labor Interfacg TM.PLI.00). For corrected timecards, both the new timecard
records and the records that back out the original timecard are transferred.

S e dPayd.abor Interfac TM.PLI.OOY o n 1@ldog rmore information.
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Travel Advances and Expense Reports

Integration with the Finan@l Modules

Account and subaccount values are validated against the Account (ACCT) and Subatq®@UBACCT)
tables.

There is an optional interface with Accounts Payable. When the Accounts Payable interface is active,
employees must be associated with a valid vendor number usiggnployee and Resource

Maintenance (PA.EMP.00)Expense Report Review &pproval (TM.ERA.00) automatically creates a
released voucher batch for expense reports.

Expense Report Postings

There are three different types of reports: expense reports, employee advance reports, and employee
repayment reports. In addition to the Project Management and Accounting postings (to PJTRAN and
the summary and rollup tables)the following assumptions apply:

1 Expense Report GL Posting: General Ledger transactions are created in table GLTRAN. One record
is created for each detail line in the report, normally as a debit to the account and subaccount in
the detail line (the accountnumber originally comes from the Expense Type table, PJEXPTYP). The
credit offset to this entry is the employee clearing account and subaccount for employsed
expenses (payment _c¢cd = 6****3) or the company <cl e
pad expenses (payment_cd <> 6****g3) Advamcedddedi t i on,
amount, a credit to the advance account and subaccount takes place and the amount posted to
Employee Clearings reduced by this amount.

Note: Postings made to theaccount inEmployee Clearingire summarized for the entire report,
while postings to the account irCompany Clearingire made in detail so that the vendor ID may
be tagged to the company clearing records for reconciliation purposes.

1 Employee Advance GL Posting: Two GLTRAN records are written. One is a d&rigloyee
Advance the other a credit toEmployee Clearing

1 Employee Repayment GL Posting: Two GLTRAN records are written. One is a cré&irifitoyee
Advance the other a debitto Employee Clearing

1 GL Posting: One batch header record is created in the BATCH table each time a user diegin
Processing although the batch may contain multiple expense reports. The transactions of each
expense report are posted separately; thas,j no summarization of transactions within the batch
occurs. The batch number is obtained from PJDOCNUM.LastUsed_6.

1 AP Posting: If th&Expense Setupgab of Time and Expense SetufTM.SET.00) indicates that the
Accounts Payable interface is being used, ea@xpense report or advance that creditEmployee
Clearing(that is, the employee is owed money) creates an Accounts Payable document/voucher in
an Accounts Payable batch. One APTRAN record is produced for each APDOC record, posting a
debit to Employee Cle&ing. The Accounts Payable batch number is obtained from
APSETUP. Last Bat Nbr. The expense reportods document

I Tax Posting: When processing an employpaid detail line that has an expense type of taax
Flagis set to Yesin Expense Type MaintenancéTM.ETM.00)), the program retrieves the tax ID
assigned to the expense type and updates the Tax History table (SIsTaxHist) for the fiscal period
associated with the detail |l i neds updatestheact i on dat
Document Tax History table (HistDocSlIsTax).

1 The employee advance balance is maintained in field EM_ID07 of the Employee Master table.
Employee advances increment this field, while employee repayments and advances used
decrement it. The vendorD used for the Accounts Payable interface is obtained from the
EM_IDO01 field in the Employee Master table.
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The expense header record (table PJEXPHDR) is updated with the fiscal period and a status of P

for Posted. For audit trail purposes, the number of the batch in General Ledger is stored in
TE_IDO03 and the Accounts PayabBatch and RefNbrare stored in TE D02. This information can
be viewed inAdditional Infoof Travel & Expense Report EnttifTM.ENT.00).

The employee clearing, company clearing, and advance accounts and subaccounts are specified

on the Expense Setupab of Time and Expense SetupTM.SET.00and stored control parameter
TE SETUP. The Accounts Payable interface flag is also stored in this parameter.

The following reference data is written to the GLTRAN record:

0 GLTRAN.IB vendor number assigned to payment code (if applicable; used for compaaid
expenses)

GLTRAN.ExtRefN@rtrip/expense ID

GLTRAN.RefNHF document number

GLTRAN.TranDest freeform comment entered for line item
GLTRAN.Employeel®employee ID

GLTRAN.Q® units

GLTRAN.ProjectID project (set to spaces for Clearing and Advanemtries)
GLTRAN.Tasklb task (set to spaces for Clearing and Advance entries)

QX Ox Ox Ox Ox Ox Ox Ox O«

GLTRAN.PC_StatusSet to 2 if project and task are nofblank, otherwise 0
In addition, the Module and JrniTypeare set to TE.

The following reference data is written to the APTRAN record:

0 APTRAN.Employeel®employee number

0 APTRAN.TranDestexpense header description

The fiscal period for posting is specified by the approver for all ba&s (Project Management and
Accounting, General Ledger, and Accounts Payablepstto Periodis used for posting regardless
of the expense report date.

The batch number for the Accounts Payable batch is stored in APSETUP.LastBatNbr.
The reference numberdr the Accounts Payable document is stored in APSETUP.LastRefNbr.
The General Ledger batch number is stored in PIDOCNUM.LastUsed_6.

The Manager Time and Expense Review option
REVI EW. 6 When on, dicedtermmevieww counteriipiexphdnta wd@6) gaeater

than 0 cannot be approved and posted. When the project manager accepts each line item that
requires review using theManager Line Iltem Revievwpage, the counter is reduced to zero and the

GLTRAN.PC FlagP J EXPDET. St atus field (06 oBilable)tem

S

S

Bill at

turned

documentappearsas 6 Compl et edd and can be approved/ posted by

Accounting Entries

Handling travel and employee expenses can produce a number of ledger postings based on the variety
of items on the expense reports and the accounting methods and procedures used by each site. The

Travel and Expense screens create balanced distributions as an independent system, creating
journals to the ledger based on their entries. However, to complete the aooting understanding, this

presentation includes the processes that may be used in Accounts Payable, Accounts Receivable, and

General Ledger to show the associated flow and postings.

Advances

Advances are issued before most expenses are incurred. The amount advanced is generally used to
establish an employee receivable for the advance. When the advance is used or repaid, the balance is

reduced.
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Advance requestsare entered as a type of expense report and are processed through the approval
process. If approved, the request updates Accounts Payable for disbursement of the funds. For an

advance of X1 dollars, the ledger postings created Bxpense Report Reiew & ApprovalTM.ERA.00)
are:

Emp Receivables Emp Clearing

X1 X1

This disbursement is paid in Accounts Payable by the creation of a voucher with the ledger entries:

Emp Clearing Emp Payables

X1 X1

When the check is issued, the disbursemerntries from Accounts Payable are:

Emp Payables Cash

X1 X1

Expense Reports

In the simplest case, an employee incurs owtf-pocket expenses and submits an expense report with
several different expenses (X1 and X2) to be reimbursed. The ledger postings generateBxXpense
Report Review & Approva[TM.ERA.OO) are:

Expense 1 Expenz 2 Emp Clearing

X1 X2 X1+X2

Whether through manual entry into Accounts Payable or the automated creation of the reimbursement
in Accounts Payable, this liability is recorded by the entry with ledger entries such as:

Emp Clearing Emp Payables

X1+X2 X1+X2
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When the employee is paid, the disbursement entries are:

Emp Payables Cash

X1+X2 X1+X2

If you have issued an advance of X3 to the employee to cover a portion of the travel or expense, the
expense report shows this amount as eeduction to the reimbursement amount due the employee. A

place on the expense report is reserved for entry of the advance used.

If the advance amount is less than the sum of expenses incurred by the employee, the balance should
be paid to the employee elter by a voucher entered into Accounts Payable or an expense
reimbursement on the next paycheck. With the automated Accounts Payable interface, any balance
due the employee (expenses X1+X2 less the advance used X3) establishes the need to generate a

vouchee or an expense payment. The expense reportds | edge
Expense 1 Expense 2 Emp Receivables Emp Clearing
X1 X2 X3 X1+X2

-X3

If the employee receives an advance for more than the expenses incurred, there is no payment due. In
this instance, the amount of the advance used on the report is limited to the sum of the expenses paid
by the employee. The account balance feamployee Reeivablesis reduced by the amount used and

is available either for use on other expense reports or repayment by the employee. The postings that

result for this type of expense report are:

Expense 1 Expense 2 Emp Receivables

X1 X2 X1+X2

A typicalexpense report has expenses paid by the employee as well as expenses paid by or charged to
the company. This scenario poses a slightly more involved set of accounting entries. The employee
entries are the same but a similar set of company entries are proced for expenses charged to the

company as shown below:

Emp Expense 1 Emp Expense 2 Emp Receivables Emp Clearing

X2 X3 X1+X2

X1
-X3
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Co. Expense 2 Co. Expense 3 Co. Expense 4 Co. Clearing
X5 X5
X6 X6
X7 X7

In this case, theexpense postings create two sets of balanced entries, one for the employee and a
second for the company. The company clearing entries should be posted in detail to facilitate
reconciling the vendords invoices.

The expense accounts are created usingtheexms e type entered on each | ine
report with a lookup in the Expense Type table. The advance account and the two clearing accounts
are defined in the setup function of the module.

The subaccounts for the expense accounts are entered on tegpense report, but a default

subaccount is obtained using a hierarchy of | ookups
subaccount, foll owed by the projectds subaccount fo
not projectrelated,t he empl oyeeds subaccount is used. Finally,

must enter one. The subaccounts for the asset accoumployee Receivableand the two liability
clearing accounts are stored in the setup data.

Advance Repayment

If the employee receives an advance for more than the expenses incurred, the employee owes the
company money. The use of advances on expense repor
ledger accour for Employee ReceivablesThe balance is available either for repayment by the

employee or for use on other expense reports.

If the employee repays any excess amount (X4) by submitting an Advance Repayment Expense Report,
the postings from this documentre:

Cash Emp Clearing
X4 X4
The employeebds check (or cash) is submitted to the
Repayment Expense Report. The repayment is then dep

accounts and entered into theaccounting system as miscellaneous cash, either in Accounts
Receivable or as a ledger journal entry. The postings accompanying this transaction are:

Emp Clearing Emp Receivables

X4 X4
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Time and Expense for Projects Tasks

This section contains procedures explaining how to use the Time and Expense for Projects module.
Following is a quick reference task list for the procedures contained in this section.

Quick Reference Task List

This list contains tasks that are commonly p&armed with Time and Expense for Projects. Each task is
crossteferenced to a specific topic in this section.

How Do | Set Upé?

i Ti)me and Expense for Proj ecSetting@ytab@CGapised f on pager c
27

1 Project Flex Time fowWeb Appq s eSetting up Project Flex Time foWeb App® o n 3p¢)a g e

T Time and Expense for Projects scretingspTraget t r avel
and Expense Report§ o n 3p)ag e

T Empl oy e eetting up Eraplogeed o n 4p)ag e

T Ti mecar d p 8attingoud BimeCasdePeriods o n 44¢)a g e

91  Security for entry and approval funt i o n Settihgup Secwritp o n 4@)a g e

How Do | Enter é?

T Standard t i Edetirg Stdnsrd (isexad®o on 4@)ag e

1T Detail ed t iEnteringDethited Tinkeeasels 6o n 5p)ag e

T Daily or week]| Fnteting Mraesheeatée t sn {pacgee 0

T Adjustment or f | Entering AdustmetsmuFiat Pay Amsuate ®n 58)a g e

T Travel and exp&Enagirg Tawl@odEtpense(Reppds @n 6@)a g e

How Do | Releaseé?

T Ti mecar Raeaqing Bimecaddd on 6p)age

T Ti mes he eRelgasifgsTeneshegt8 o n 64¢)age

1T Expense r eReleasihgExpénseeRepods o n 6H)age

How Do | Createé?

T Labor postings i nRe®GrlingdabarlExpkneed io Eanerdl ledger adn 6P)a g e

T Labor entr i e sTransferrirgaapar Bnitries to(Payeok oon 6®)a g e

1 Labor commitments to projects forunpogt d t i me c &Lreatisg P(ojsect @ommitments for
Unposted Timeards6 o n 7@)ag e

T Vouchers for expense reports a6GeheraingEmensees i n Acco
Report Vouchers in Accounts Payaliie on 7p)a g e

1T Expense report post i nResordihghChdgesfem Bxpende Repgteto ( see 0
GeneralLedged o n 74¢)age

T Certifi ed payGepodating GesriffeddRayral Rdpate eo 0 7H)a g e
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7

How Do | é&7?

T View missing or i ncldentiyingeMissingtand @éner Bnpasted Timea@mls 0
on page79)

T Correct post e dCortectingea PastediTimedadl e@n 8p)a g e

T Reconcile expense report c HRacorgikng Expeose Repartsitor st at ement s
Vendor Statement® o n 8p)age

T Correct a OProcess Al rr eaCdyr rienc tHrnogg rae sosP& occoensdsi tAil orne a(dsye
Erro®d on 84)age
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Setting up LaborCapture

To set up the time entry functions in the Time and Expense for Projects module:
1. OpenTime and Expense SetupTM.SET.00) and select th&eneral Informationtab.

_ A Time and Expense Setup (TM.SET.00) - Contose, Ltd:Demo - |0 E
u H 2 [& Contoso, Lid:Demo 2]
General Information |0verhme Setup ] Labor Rate Setup I Payroll Interface Setup | Expense Setup | Approval Setup ‘ Project Flex Time |
Last Timecard Document 2000010138 Last GL Labor Post Batch 070001
First Day of Weekin Sunday it Default Company and Subaccount for Time Card Entry
Timecard Entry
™ From Employee % From Project
Post Timesheets directly r
Disable Days not in Timecard Period I~ Require GL Labor Posting to Close r
Enable Approver Message for Time I~ Post Labor to GL in full detail r
Time reporting periods > 7 days ¥
Labor Transactions and Invoice Comments: Glbogios afeliavl bojluls i it
@ Daily " Weskly oo 2330
Time Detail (TM.DLY.00) options Accrued Wages
Reguire use of Time Detail r Subaccount ee-000-00-00-00-0
Start/End Times
Certified Fringe Account 4080 Time and Expense
Detail audit trail Activated r

BAS | INS | 0060 | SYSADMIN | 01/11/11

Figurel: Time and Expense Setup (TM.SET.00), Gendrdbrmation tab

2. Select the day of the week on which timecard periods begin from tRiest Day of Week in
Timecard Entryist.

Example If timecard periods end on Sunday, select Monday from tikérst Day of Week in
Timecard Entryist.

3. To allow the informaibn recorded on timesheets to post directly to the project transaction,
summary, and rollup tables when the employee completes the timesheet, select Pest
Timesheets Directlycheck box

However, if you want to require that timesheets create timecardssfi in order to subject them to
the review and approval process or to create project commitments, clear this check box.

4. |If partial timecard periods are used to break around fiscal perigghd, select theDisable Days not
in Timecard Periodtheck box to preent employees from entering hours for a day that falls in
another pay period.

Note for sites that desire semimonthly or monthly timecardsAlthough the Time and Expense for
Projects module was designed to capture labor weekly on a dayday basis, it ispossible to enter
time worked during a period longer or shorter than a week.

5. To post the hours worked and invoice comments on each day separately using the actual date
worked, selectDay Totalsunder Labor Transactions and Invoice Commentsiowever, if you want
to have hours and invoice comments for the timecard period recapped by project and task using
the timecard periodending date, selectWeek Totalsnstead.

6. If starting and ending times must be captured for internal or reporting purpes, employees must
submit their hours using timesheets or detailed timecards. To require the use of detailed
timecards, select theRequire use of Time Detail screenheck box To require the entry of starting
and ending times, select Required from th8tart/End Timeslist.
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Note: If you select theRequire use of Time Detail screenheck box, employees can enter
timecards only usinglTime Detail(TM.DLY.00).

If it is not necessary to capture starting and ending times, selédfeek Totalsunder Labor
Transactions and Invoice Commentsnd clear theRequire use of Time Detail screecheck box

7. If employees are eligible to receive pay in lieu of fringe benefits on prevailing wage jobs, enter (or
select from possible values) the account number to which tHenge pay amounts will post in
Certified Fringe Account

8. If the default company ID and subaccount for project and general ledger labor postings should be
the home company and subaccount of the employee who performed the work, selemdm
Employeein the Default Company and Subaccount for Timecard Entry area.

To default the | abor entriesé& company | D and subaccol
From Project

9. If labor charges from Time and Expense for Projects must post to General Ledger befoee t
period closes, select theRequire GL Labor Posting to Closdeck box

If labor charges are recorded to General Ledger from another source, clear this check box.

10. To create a transaction in General Ledger for each labor transaction when you GlnLabor
Posting(TM.GLP.00), select th&ost Labor to GL in Full Detaiheck box

To summarize the postings for each charged compaagcountsubaccount combination, clear
this check box.

11. If labor charges from the Time and Expense for Projects module will be relearin General
Ledger, enter (or select from possible values) the defaliccountand Subaccountunder GL Labor
Posting and Pay Labor Interface Offset. An accrued wages account is often established for this
purpose. You can designate a specific subaccoufur these postings or the system can determine
the subaccount based on the empl oye Subficcobnb me subaccour
contains the wildcard charactee, error messages about subaccounts that are not valid, which
were created by substitting wildcards with actual values, appear in the event log.

Note: An override to the default offset account can be established by employee typeCiode File
Maintenance( PA. CFM. 00) wusi ng Setingep Emplgyeed EdMP ZhfardSee e 0O
more information.

12. To require employees to record eeason for adding, changing, or deleting a timecard line item or
for correcting or deleting an entire timecard, select thBetail Audit Trail Activatedheck box. For
more information about the options available when using this feature, see the description for
dDetail Audit Trail Activated (check baX) o n 1®la g e
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13. If employees are eligible to receive overtime pay, select tvertime Setuptab in Time and
Expense Setug TM.SET.00).

4 Time and Expense Setup (TM.SET.00) - Contoso, Ltd:Demo = B

u = E| __} Contoso, Ltd:Demo (7]

i Labor Rate Setup | Payroll Interface Setup | Expense Setup | Approval Setup | Project Flex Time

General Information

Separate Premium Portion of Overtime
Post Premium Amounts to Project
Premium Account 4051

Premium Labor

Qvertime 1 Account

Owvertime 2 Account

Overtime 1 Multiplier 1.50
Overtime 2 Multiplier 2.00

BAS |INS | 0060 | SYSADMIN | 7/2/2014
Figure2: Time and Expense Setup (TM.SET.00), Overtime Setup tab

14. If the overtime premium should post to an account number that differs from the base wages,
select the Separate Premium Portion of Overtimeheck box Enter, or select from possible values,
the account numberto which the overtime premium should post when you ruaL Labor Posting
(TM.GLP.00). If the overtime premium should also post to the charged project, selectPost
Premium Amounts to Projectheck box

If, however, the overtime premium should post to the same account number as the base wage
portion, clear theSeparate Premium Portion of Overtimeheck box and enter, or select from
possible values, the account numbers to which wages entered fOvertime 1and Overtime 2
hours, respectively, will post.

15. Assign values for théOvertime 1and 2 Multipliers. Hours entered for overtime 1 and 2 have their
rate multiplied by these values when calculating gross pay. Typical values for these fields are 1.5
for the Owertime 1 Multiplier (time and a half) and 2.0 for theOvertime 2 Multiplier(double time).
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16. To select the options for retrieving rates when costing labor, select thabor Rate Setugab in
Time and Expense SetupTM.SET.00).

4 Time and Expense Setup (TM.SET.00) - Contoso, Ltd:Demo = B

- BEY E

D Payroll Interface Setup | Expense Setup | Approval Setup | Project Flex Time

Contoso, Ltd:Demo (7]

General Information | Overtime Setup

Rate Lookup Method
Take Highest Rate w

Rate Type for Labor

Cost Labor on Entry or Approval
(@ Entry () Approval

BAS |INS | 0060 | SYSADMIN | 7/2/2014
Figure3: Time and Expense Setup (TM.SET.00), Labor Rate Setup tab

17. Select the method for looking up hourly rates when hours are costed. If labor should be costed
using a lookup hierarchy oFexible Rate,Union Rate,Project-specific rate, andEmployee default
rate, select Use Rate Hierarchy F/U/P/E from thRate Lookup Methodist; otherwise, select Take
Highest Rate.

Note: If you select Use Rate Hierarchy F/U/P/E, projespecific rates always take precedence

over the empl oyee6s defaultateis higher than the mrojeetmatewh en t he de
because once the program finds a rate to apply, it stops looking for additional rates further down

in the hierarchy.

18. If flexible rates from the rate tables are used to cost hours, enter, or select from possible values,

the rate type that, in combinat i ohaborRateliTableiDe r at e t abl
in Project Maintenance(PA.PRJ.00), can be used tetrieve the appropriate rate irRate Type for
Labor.

Note: Since time and expense entry functions only post in the base currency of the database (as
defined in GL Setup(01.950.00)), only those rate types that are associated with base currency
can be selected. Rate types are set up usirigate Type Definitio(PA.RTM.00).

19. Select whether to cost labor when hours are entered or approved. If you seEntryunder Cost
Laboron Entry or Approvalthe applicable rate is retrieved by the entry screen and the extended
amounts (hours x rate) are stored in the Labor Detail table (PJLABDET). The rates and extended
amounts may also be visible during data entry if the entry screenTisnecard with Rate/Amount
Entry (TM.TEA.00)Project Timesheet with Rate/Amount EntrgTM.PTA.00), ofime Detail
(TM.DLY.00) when accessed froffimecard with Rate/Amount EntrfTM.TEA.QO).
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20.

21.

22.

Note: This option cannot be used in conjunction witthe Timecardin Microsoft Dynamics SL Web
Apps If you selectApprovalunder Cost Labor on Entry or Approvahe amounts are not extended
until the document is approved. Select this option if employees submit timecards and expense
reports usingthe Timecardin Microsoft Dynamics SL Web Apps

To specify the default values used in the transactions created in the Payroll or Advanced Payroll
module (or in a flat file for importing into an external payroll system) when you Ray Labor
Interface (TM.PLI.00), select thdayroll Interface Setuptab in Time and Expense Setup
(TM.SET.00).

4 Time and Expense Setup (TM.SET.00) - Contoso, Ltd:Demo = B

u = E| [ Contoso, Ltd:Demo (7]

General Information | Overtime Setup | Labor Rate SEU.IDE

p Expense Setup | Approval Setup | Project Flex Time

Create Advanced Payroll Timesheet Entry batch [

Regular Earnings Types
Salaried

Hourly

Cwertime 1

Overtime 2

Prevailing Wage /Certified Earnings Types
Hourly

Qvertime 1

Overtime 2

Fringe Pmts

BAS |INS | 0060 | SYSADMINM | 7/2/2014

Figure4: Time and Expense Setup (TM.SET.00), Payroll Interface Setup tab

First, define earnings types ifCode File MaintenancéPA.CFM.00) in the Project Controller
module using code type EARN. Earnings types are established as follows:

1 If you use the Payroll module for generating paychecks, you must set up earnings types in
Earnings Type Maintenanc€02.270.00). Within Project Management and Accounting, set up
the same earnings types irCode File MaintenancgPA.CFM.00) in order for labor
transactions from Time and Expense for Projects to update Payroll correctly.

1 If Payroll is not installed, us€Code File Maintenanc€PA.CFM.00)o set up earnings types
that reflect the types of pay that employees might receive.

Note: Depending on the payroll system used, the earnings type of a labor transaction may print on

the employeebds pay stub to i nf orbengpdideThe mpl oy ee
earnings type can also determine the transactd.i

wages are subject.

Enter, or select from possible values, the default earnings types that will be assigned to labor
transactions for both regula and certified/prevailing wages. If the earnings type should be other
than the defaults fromTime and Expense SetufTM.SET.00) for certain labor charges (for

ab
no
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example, when earnings for the period include adjustments, sick time, or vacation), an override
earnings type can be established as a default at the project or task level (e.g., RETRO, SICK,
VACATION, etc.). Assign an override earnings type to a specific proje®dditional Project
Information (PA.PRJ.01) and/or to a specific task ifask(PA.PRJ.D).

23. Define work locations inCode File Maintenanc€PA.CFM.00) using code type WLOC. Work
locations are established as follows:

1 If you use the Payroll module for generating paychecks, you must set up work locations in
Work Location Maintenancg02.280.00). Within Project Management and Accounting, set up
the same work locations inrCode File Maintenanc€PA.CFM.00) in order for labor transactions
from Time and Expense for Projects to update Payroll correctly. Default work locations are
specified foreachemp oy e e i rEmptogee Mairtehaicg02.250.00).

1 If Payroll is not installed, usé€Code File MaintenancéPA.CFM.00) to set up work locations
that reflect the places where employees might work.

1 If the work location of certain labor charges should be aththan the default fromEmployee
Maintenance (02.250.00) or if Payroll is not installed, a work location can be established as a
default at the project or task level. Assign a work location to a specific projectddditional
Project Information(PA.PRJ.0) and/or to a specific task inTask(PA.PRJ.02).

Note: Work locations identify the physical place the work was performed. Depending on the payroll
system used, the work location of a labor transaction may determine the taxes to which the wages
are subject City, county, and state taxes are typically levied only on wages earned within a specific
geographic boundary.
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24.By default, the primary approver of timecards i s
approver is the empl oy mgdyee asupervisay anda mafagesisi gn each
Employee and Resource MaintenancéPA.EMP.00) in the Project Controller module.) To set up a
more flexible approval hierarchy, select thApproval Setupab in Time and Expense Setup
(TM.SET.00).

m Time and Expense Setup (TM.SET.00) - Contoso, Ltd:Demo - O

- Y 5

Contoso, Ltd:Demo 2

i| Project Flex Time

Default Timecard Approver Default Expense Report Approver

Supervisor w Supervisor W

Enable manual selection of Timecard Approver Enable manual selection of Expense Approver
Enable approval limit cheddng O

Line Item Review

Enable Project Manager Review of O

Time and Expense Line Items

BAS | INS | 0060 | SYSADMIM | 7/2/2014
Figure5: Time and Expense Setup (TM.SET.00), Approval Setup tab

25. If you do not need both approvers and want to assign only managers to employees, you can
specify that the manager is the default approver ifiime and Expense SetupTM.SET.0) by
selecting Manager from theDefault Timecard Approvelist. You can also select a single employee
to be the default appr ov elimeé&ndExpende SetulSEToOP)e e sd t i m
by selecting Other from théefault Timecard Approveistand ent ering the approve
ID in the field next to the list.

26. To allow employees to override the default approver for individual timecards, select Emable
manual selection of Timecard Approvertheck box inTime and Expense SetufTM.SET.00).
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Setting up Project Flex Time folWeb Apps

Options on theProject Flex Timeab of Time and Expense SetufTM.SET.00) activate and define the
default page and field layout for thelimecardin Microsoft Dynamics SWeb Apps On this tab, you
can

1 Indicate whether your time reporting periods are longer than a week

1 Designate the customer, project, and task identification numbers or descriptions that will appear
in Microsoft Dynamics SIWeb AppsTimecard

1 Specify other fields that will appeain the web application forTimecardConfiguredecimal
precision

To set upTimecard Web Apjproject flex time settings in the Time and Expense for Projects module:
1. OpenTime and Expense SetupTM.SET.00) and select thProject Flex Timeab.

| Time and Expense Setup (TM.SET.00) - Contoso, Ltd:Demo - O

i BET 5

General Information | Overtime Setup | Labor Rate Setup | Payroll Interface Setup | Expense Setup | Approval Setup

Configuration Options for Project Flex Time (PFT)
Setup Options

WebEnabled [ ] Hide the Task Total Column O
Disallow entry to future days ] Allow Correcting Timecards |
Resource Schedule Source Standard w

Default Screen Configuration
Description Display Options

Allow Mon-Billable: Show W
Display Grid Cell Tooltip: O
Allow Overtime: Show ~ |  Cpny, Labor, Acct, Sub
Show Weekends: Show = Code Characters of Desar
Customer: i}
Show Hours to Complete: Show W
Project: 0
Show Company: Show ]
Y Task: 0
Show Labar Class: Show v
Show GL Account: Show W
Show GL Subaccount: Show ~ | Show Certified PR: | Mot Used - Hide v
Show Union Code: MotUsed -Hide ¥ | Show Group Code: |MotUsed -Hide v | Dedmals - Hours: 1
Show Work Type: Mot Used - Hide ™ | Show Worker Comp: | Not Used - Hide v
Show Shift: Mot Used - Hide ]
Show Mgr Review: | Show Disabled W

BAS | INS | 0060 | SYSADMIN | 7/2/2014
Figure6: Timeand Expense Setup (TM.SET.00), Project Flex Time tab

2. Select theProject Flex Time Activatedheck box to indicate the entry of timecards will be done
using Project Flex Time.

Note: A time reporting period that includes the currdrbusiness date must be defined inWVeek
Maintenance (TM.WEM.00) prior to users entering timecards Microsoft Dynamics SL Web Apps
Timecard

3. Select theTime reporting periods > 7 daysheck box to indicate payroll periods are longer than
seven days. For example, payroll periods are 14 days when payroll checks are processed every 2
weeks.
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

Note: If you select this check box, be sure to let your employees know that they will see only a
single column for storing all of the hours on a row.

Select theDisallow entry to future daysheck box to prohibit the entry of time for days past the
current date.

Select Standard from theResource Schedule Sourcei st t o have an employee®s

appear. Task assignments are defined oResource Assignmen{PA.RAS.00). Otherwise, select
None to require the manual entry of projects and tasks.

Select theHide the Task Total Columnheck box to conceal théTask Totalcolumn.

Select theAllow Correctig Timecardcheck box toenable an employee to enter correcting
timecards.

Select Show from theAllow NonBillable list to display theNonbillable field. If you do not want the
field to appear, select Show Disabled to make it unavailable or Not UsgdHide to conceal it.

Select Show from theAllow Overtimdist to display theOTland OT2fields. If you do not want the
overtime fields to appear, select Show Disabled to make them unavailable or Not Uéddide to
conceal them.

Select Show from theShow Weekads list to display Saturdays and Sundays. If you do not want
the days to appear, select Show Disabled to make them unavailable or Not Ugddide to
conceal them

Select Show from theShow Hours to Completést to display theHours to Completdield. If you do
not want the field to appear, select Dondt

Select Show from theShow Companyist to display the company identification number. If you do

not want the identification number to appear, select Show Disabled to make it unavailable or Not

Usedo Hide to conceal it.

Select Show from theShow Labor Claséist to display the labor class identification number. If you
do not want the identification number to appear, select Show Disabled to make it unavailable or
Not Usedd Hide to conceal it.

Select Showfrom the Show GL Accounlist to display the account number. If you do not want the
number to appear, select Show Disabled to make it unavailable or Not Use#lide to conceal it.

Select Show from theShow GL Subaccounitst to display the subaccount numer. If you do not
want the number to appear, select Show Disabled to make it unavailable or Not UgeHide to
conceal it.

Select Show from theShow Union Coddst to display theunion code If you do not want thecode
to appear, select Show Disabled to make it unavailable or Not Us&dHide to conceal it.

Select Show from theShow Work Typést to display thework type If you do not want thetypeto
appear, select Show Disabled to make it unavailable or Not UsédHide to conceal it.

Selectthe Display Grid Cell Tooltip: Cpny, Labor, Acct, Sileck boxinformation in a tooltip when
the user hovers over a cell in the gridf you do not wanthe tooltip to appear, select Show
Disabled to make it unavailable or Not Usedl Hide to conceal it.

Select theCustomer CodeProject Code or TaskCodecheck boxes to display the customer,
project, or task identification numbers. If you want to display custer names, project
descriptions, or task descriptions instead of the identification numbers, clear these check boxes.

Show.

Instead, specify the maximum number of characters of the customer name, project description, or

task description to display irCustomer Chracters of DescrProject Characters of Descror Task

Characters of DescrFor example, if you want to display the first 15 characters of customer name,

clear the Customer Codecheck box and enter 15 inCustomer Characters of Descr

Select Show from theShow Certified PRist to display theCertified Payrolfield. If you do not want
the field to appear, select Show Disabled to make it unavailable or Not Us&dHide to conceal it.

Select Show from theShow Group Codéist to display theGroup Codelf you do not want thecode
to appear, select Show Disabled to make it unavailable or Not Us&dHide to conceal it.

Select Show from theShow Worker Compiist to display theWorker Comgfield. If you do not want
the field to appear, select Show Disabledbtmake it unavailable or Not Useé Hide to conceal it.
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23. Select Show from theShowShift list to display theShift field. If you do not want thefield to
appear, select Show Disabled to make it unavailable or Not UsédHide to conceal it.

24. Select Show fronthe ShowMgr Reviewlist to display theMgr Reviewfield. If you do not want the
field to appear, select Show Disabled to make it unavailable or Not Us&dHide to conceal it.

25. Specify the number of decimal places for hours reported Decimals- Hours



Time and Expense for Projects Tasks

37

Setting up Travel and Expense Reports

To set up the expense entry functions in the Time and Expense for Projects module:
1. OpenTime and Expense SetufTM.SET.00) and select thExpense Setupab.

4 Time and Expense Setup (TM.SET.00) - Contoso, Ltd:Demo = B

“u BTE E

General Information | Overtime Setup | Labor Rate Setup | Payroll Interface Setup |; E

Contoso, Ltd:Demo (7]

i| Approval Setup | Project Flex Time

Default Company and Subaccount for Travel & Expense Entry Advances
(® From Employee (_) From Project Account 1140
Last Document Mumber: Subaccount 00-000-00-00-00-0

0000200027

Empl Cleari
Interfaced to Accounts Payable S HHESEEE L

Account 2080
Enable Approver Message for Expense
Subaccount 00-000-00-00-00-0
Company Clearing

Account 2010

Subaccount 00-000-00-00-00-0

BAS |INS | 0060 | SYSADMIN | 7/2/2014
Figure7: Timeand Expense Setuf TM.SET.00), Expense Setup tab

If Accounts Payable is installed, select thaterfaced to Accounts Payableheck box so that
approved requests for employee advances and expense report reimbursements automatically
create released AP vouchers.

If the defaultcompany ID for expense report charges posted to the project and general ledger
should be the home company of the employee who submitted the report, selécom Employeen
the Default Company and Subaccount for Travel and Expense Entry area.

To default canpany ID of the expense entries from the charged project, seldaiom Project

Enter, or select from possible values, the account and subaccount to be used when posting
employee advances, employee clearing (for employpaid expenses), and company clearingor
companypaid expenses).
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By default, the primary approver of expense
employee a supervisor ifEmployee and Resource Maintenanc@PA.EMP.00) in the Project
Controller module.) To set up a more flexiblpproval hierarchy, select thépproval Setupab in
Time and Expense SetupTM.SET.00).

m Time and Expense Setup (TM.SET.00) - Contoso, Ltd:Demo - O

“u BTE e

General Information | Overtime Setup | Labor Rate Setup | Payroll Interface Setup | Expense Setup

Contoso, Ltd:Demo 2

Project Flex Time

Default Timecard Approver Default Expense Report Approver

Supervisor w Supervisor W

Enable manual selection of Timecard Approver Enable manual selection of Expense Approver
Enable approval limit checking O

Line Item Review

Enable Project Manager Review of ™
Time and Expense Line Items

BAS |INS | 0060 | SYSADMIN | 7/2/2014
Figure8: Time and Expense Setup (TM.SET.00), Approval Setup tab

If you want to assign only managers to employees, you can specify that th@nager is the default
approver inTime and Expense SetuTM.SET.00) by selecting Manager from tiiefault Expense
Report Approveltist. You can also select a single employee to be the default approver for all

empl oyeesd ex gimamanckExpesesetup(Thl.SETH0) by selecting Other from the

Default Expense Report Approvéeri st and entering the approverads

the list.

To allow employees to override the default approver for individual expense reports, select the
Enable manual selection of Expense Approveneck box inTime and Expense SetupTM.SET.00).

To set limits on the monetary amounts that various approvers can approve, select Erable
approval limit checkingcheck box.

Note: If you choose to enforce approval limits, carefully consider allowing employees to override
the default approver by selecting th&nable manual selection of Expense Approvehneck box.
The check for the approver ds axpensexepartlinTravel i t
Expense Report EntryTM.ENT.00) and again during processing iixpense Report Review &
Approval(TM.ERA.00). If you check approval limits and prevent employees from overriding their
default approver, employees might not be abl® enter expense reports until you raise the default

reports

occur s

approverds approval l'imit. Otherwise, employees wil
of each

separate reports in order to keep the amount

approval limt.

empl o

du
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9.

10.

OpenExpense Type MaintenancéTM.ETM.00) to set up the various types of expenses that may
be recorded on expense reports. If a compasmide rate should be applied to all charges to an
expense type, select Yes diinits Requiredand assign the rate inDefault Rate.

Expense Type Maintenance (TM.ETM.00) - Contoso, Ltd:Demo = B

i ITTETHRIE I T oo 00 1

Expense Type * Description * I UUnits Reqd I Default Rate I Tax Flag I GL A-:cc-uni‘
R irfare Mo 0.0000 Mo 7000
CAR Car Rental Mo 0.0000 Mo 7000
ENTR Reimbursable Entertainment Mo 0.0000 No 6530
GRMD Ground Transportation Mo 0.0000 Mo 7000
HOTL Hotel Expenses Domestic ‘fes 0.0000 Mo 7005
MEAL Meals Mo 0.0000 Mo 7005
MILE Milzage fes 0.3100 No 7000
MNEEM Mon-Billable Entertainment Mo 0.0000 Mo 65395
PARK Parking Mo 0.0000 Mo 7000
FD Per Diem Living Expenses fes 175.0000 No 7001
SEMR Seminars Mo 0.0000 Mo 7300
SUP Miscellaneous Supplies Mo 0.0000 Mo 4110
TIPS Tips Mo 0.0000 No Fo0oo

" e

CN ]

BAS | INS | 0060 | SYSADMIN | 7/2/2014

Figure9: Expense Type Maintenance (TM.ETM.00)

Note: Expense Type MaintenancéTM.ETM.00) requires the entry of chart of account numbers,
not account categories, for the postings created when expense reports are esled. If you enter
an account number that is not associated with an account category, no project postings will be
created from charges to that expense type.

Define payment methods for expenses paid directly by the companydade File Maintenance
(PA.CFM.0) using code type TEPM. Payment methods represent the various means by which
companyincurred expenses may be paid. While the employpaid method is preloaded, any
companypaid methods must be defined in the code file.

You can associate avendorwithth pay ment met hod by eViendornriD ng
The vendor ID appears with the transaction ikccount History Detai(01.300.01).

t

he
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11. OpenEmployee and Resource MaintenancéPA.EMP.00) and associate each project employee
who is eligible to submit expense reports with an active vendor ID. If tmterfaced to Accounts
Payablecheck box is selected infime and Expense SetuTM.SET.00), employees will be unable
to prepare expase reports until their project employee ID is associated with a vendor ID.

-

i Employee and Resource Maintenance (PA.EMP.00) - Contoso, Ltd:Demo

=] B |

L= I

i BEER

ER ™

Emp Type SAL Subcontractor  [7]
Hire Date 1/ 31872
Company ID 0os0 Contoso, Ltd:Demo

GL Subaccount EN-230-00-00-00-0

Supervisor ED1259 Tim O'Brien-Mgr

Manager E01233 Chris Cannon-CEQ

User ID

Hours per day 0 Hours per week
Termination Date I » ExpReport Approval Limit

Calc Method Default to Project

Vendor ID E01181
duc Level

Email User Name

ID# E01181 £  Name/Description | Kim @Abercombie-Supervsr

Project Executive |:|

Engineering, Engineers

Microsoft Project Server Integration
Integrated Resource

Mame in Project Server

Resource can Logon to Project Server Project Manager

Position/Rates. ..
Assignment Inguiry...
Labor Revenue Acct Cat Goal Hours/Rev...
Resource Attributes
Location
0
Skill 1
0 Skill 2
Level
License /Cert
Advance Balance 0.00

BAS |INS | 006D | SYSADMIN | 2/4/2014

Figure10: Employee and Resource Maintenance (PA.EMP.00)

S e dlravel Advances and Expense Repofits o n 19 fargnere information on the postings

generated from expense reports.
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Setting up Employees

To setup employees:

1. Inthe Project Controller module, define employee types@ode File MaintenancgPA.CFM.00)
using code type EMPT. An optional data fieExclude PR Xfethas been defined for this code type
to specify whether the labor transactions of empl@es assigned the selected employee type are
exempt from being transferred to Payroll or to an export file wh&ay Labor Interfacg TM.PLI.00)
is run for the period. If an employee type should be exempt from export, enter Eztlude PR
Xfer.

Another optonal data field inCode File MaintenancdPA.CFM.00)Qffset GL Acctprovides the
ability to override the account number specified as the default GL Labor Posting and Pay Labor
Interface Offset inTime and Expense SetuTM.SET.00). If an override offseiccount is assigned

to an employee type, employees assigned this employee type have their labor charges offset by
the override account byGL Labor PostingTM.GLP.00). The override account also becomes the
account for labor charges in the Time and Doll&atch created whenPay Labor Interface
(TM.PLI.O0) transfers wage details to Payroll. If the wage expense for employees with a particular
employee type should be offset by a different account number than that specifiedTiime and
Expense Setud TM.SET.0Q)enter, or select from possible values, the override account number at
Offset GL Acct

2. Inthe Project Controller module, define labor classes @ode File Maintenanc€PA.CFM.00) using
code type LABC. An optional data fieldabor GL Accounthas been deined for the code type that
overrides the taskds or projectds | abor account n
If labor charged to a particular labor class should use a different account number than that
specified for the charged task or mject, enter (or select from possible values) the override
account number atLabor GL Account

Labor classserves as a breakdown of the types of work performed and may determine tlate at
which labor is costed. It may also form the basis for the application of labor rate markups by
allocations. In addition, the labor class of a transaction may determine the account number to
which the transaction will post in General Ledger whe&?l Labor Posting TM.GLP.00) is run for

the period. If the Flexible Billings module is installed, labor class can be used in the billing of work
performed, both in defining the billing rates and for presenting (sorting and summarizing) labor on
theinvoiceor it s s uppo rLaborlgssed e o a i 7lfoangoBeanéormation on using
labor classes.

Note: If an override (projecspecific) labor class is established for an employee on a project, it is
automatically applied to a transaction imimecard Entry(TM.TCE.00) and the other time entry
screens whenever the employee charges the designated project.

3. 1 f you use the Payroll mo dul e HEmployeegMaintenangae¢ i ng payc
(02.250.00). When all payrolrelated information has been enteed and saved, clickProject Info
to open Employee and Resource Maintenanc@PA.EMP.00), where you can specEmployee
Type home Company IDSupervisorand Manager, Vendor ID email options, and the balance
forward amount of any outstanding employee advane s . E®pmogee and Resource
Maintenance( PA. EMP. 00) 6 i n the Project Controller wuser
about the fields on this screen.

Note: AlthoughVendor IDis not required before saving a new employee ID, an active vendor ID

must be assigned to the employee before requests for advances and expense reimbursements
can be entered intoTravel & Expense Report Entff M.ENT.00) ifnterfaced to Accounts Payable
is selected inTime and Expense SetupTM.SET.00).
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If you do not use lhe Payroll module, opefemployee and Resource MaintenancéPA.EMP.00)
from the Project Controller menu and manually assign an employee ID.

_ 4 Employee and Resource Maintenance (PA.EMP.00) - Contoso, Ltd:Demo l =R X
u = NE| B K4 » M [E] ™ Contoso, Ltd:Demo 7
ID# E01181 #] Name/Description | Kim @Abercombie-Supervsr
Person/Resource Person—v Generic [ Microsoft Project Server Integration
Integrated Resource
Status Active -
Mame in Project Server

Emp Type SAL Subcontractor D Project Executive D

§ Resource can Logon to Project Server Project Manager
Hire Date 1/ 315972 «
Company 1D 0060 Contoso, Ltd:Demo
GL Subaccount EN-230-00-00-00-0 Engineering, Engineers Position/Rates. ..
Supervisor ED1259 Tim O'Brien-Mar Assignment Inquiry...
Manager E01233 Chris Cannon-CEQ Labor Revenue Acct Cat W
User ID Resource Attributes
Hours per day a Hours per week 0 =t

Skill 1
Termination Date I »  ExpReport Approval Limit 0 <kl 2
Revenue Budget - -
Calc Method Default to Project =
License/Cert

Employee IDs

Vendor ID E01181 Send Email To Communicator -

Educ Level Advance Balance 0.00

Email User Name

BAS |INS | 0060 | SYSADMIM | 2/4/2014

Figure1l: Employee and Resource Maintenance (PA.EMP.00)

AtName, ent er t hramesamipshoulg appeérsn inquiries and reports. Preface the last
name with @ to indicate the name that will be used for sorting.

I f the employee wild/l be eligible to approve other emg
limits on the monetaryamont s t hat various approvers cah approve, €
approval limit inExp Report Approval LimitVhether approval limits are enforced depends on the

setting of the Enable approval limit checkingheck box inTime and Expense SetupTM.SET.00).

In addition to the fields mentioned in step 3, a hom&L Subaccouninust be assigned to the

empl oyee. The Time and Expense for Projects modul e us:¢
extensively for inquiry and reporting purposes. In addition, the home subaccourdyrdetermine

the default subaccount for postings to General Ledger and Project Management and Accounting if

so designated inTime and Expense SetuTM.SET.00).

Note: S e Emmloyee and Resource Maintenance PA. EMP. 00) 6 in the Project Cont
guide or online help for more information about the fields on this screen.
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8. When the fields that are applicable to employee processing within Project Management and
Accounting have been entered, clicRosition/Ratesto open Employee Position/Rate
Maintenance (TMEPJ.00). Enter default and projeetpecific information such as pay rates, labor
classes, union | D, and woEmpleyeePdsition/RatepMaintesnance on cod e
(TM.EPJ.0O®) o n 8®fargnere information about the fields on this screen.

P Employee Position/Rate Maintenance (TM.EPJ.00) - Contoso, Ltd:Demo = B

u OB X@ K 4 » M 5 & Contoso, Ltd:Demo 2]
Employee E01181 1A Name  Kim Abercombie-Superysr
Froject MA-
Effective Date
Labor Class SUPR
Emp Pay Type 51
Hourly Rate 15,7000
Salary 788.00
Union
Work Type

Prev Wage Group

Workers Comp Cd

&
BAS |INS | 006D | SYSADMIN | 7/2/2014

Figure12: Employee Position/Rate Maintenance (TM.EPJ.00)

Note: If you selected Take Highest Rate from tHRate Lookup Methodist in Time and Expense
Setup, projectspecific rates always take precedence over employee default rates, even when the
default rate is higher than the projectspecific rate.

9. |If labor is performed by union workers, define union codes and rateslmion Rate Maintenance
(TM.URE.00). Union rates are associated with_.abor Classand an optionalWork Typewhich
may serve to further break dowtypes or grades of work performed by union employees.

Example Union code IATSE 116 may include rates for labor classes STG (stagehand) and WARD
(wardrobe). Within labor class STG, different rates may apply to apprentice, journeyman, and

master stagehands Freeform work types AP, JM, and MS could be used to assign different rates

based on the employeeds | evel of expertise. A def
assigned to each union employee thE&lnionand Work Typsfields in Employee Position/Rate

Maintenance (TM.EPJ.00).

10. If labor is performed on prevailing wage jobs, define prevailing wage codes and rateRiiavailing
Wage Rate Maintenancd TM.PRE.00). Prevailing wage rates are associated withabor Class
and an optionalGroup which may serveo further break down types or grades of work performed
on prevailing wage jobs.

Example Prevailing wage code CA00 may include rates for labor classes ASPH (asphalt worker)
and FLAG (flagman). Within group code ASPH, different rates may apply to daytiigaitime, and
weekend work. Freeform group codes DT, NT, and WE could be used to assign different rates
based on the time of day worked. A default group code can then be assigned to each employee
who charges time to prevailing wage jobs in tHerev Wage @up field in Employee Position/Rate
Maintenance (TM.EPJ.00).

Note: Projects are designated as prevailing wage jobs by entering a prevailing wage code in
Additional Project Information(PA.PRJ.01).
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Setting up Timecard Periods

The Time and Expense for Projects module accommodates daily, weekly, biweekly,-samnihly, and
monthly periods.

Note: Weekly timecard periods are recommended if the company is required to submit certified payroll
reports.

To set up timecard periods:
1. Open Week Maintenance(TM.WEM.00).

. 41 Week Maintenance (TM.WEM.00) - Centose, Ltd:Demo -|d ﬁ
RO E2 xa K 4w EX| @ .
|‘.‘-J‘EE|'. Ending Date * | Labor Period * | Timecard Period * I Fiscal Period * | Salary Factor |j
0%/18/00 2000-09 18 09-2000 0.033333

03/19/00 2000-0% 19 09-2000 0.033333

03/20,/00 2000-08 0 09-2000 0.033333

09/21/00 2000-09 21 09-2000 0.033333

03/22/00 2000-09 22 09-2000 0.033333

03/23/00 2000-0% 23 09-2000 0.033333

09/24/00 2000-09 24 09-2000 0.033333

0%/25/00 2000-09 25 09-2000 0.033333

03/26/00 2000-0% 25 09-2000 0.033333

039/27/00 2000-08 27 09-2000 0.033333

09/28/00 2000-09 28 09-2000 0.033333

0%/29/00 2000-09 29 09-2000 0.033333 J
03/30/00 2000-0% 30 09-2000 0.033333

-
4 J_‘
BAS | OVR | 0060 | SYSADMIN | 1/11/2011

Figure13: Week Maintenance (TM.WEM.00)

2. AtWeek Ending Dateenter the date of the last day of the timecard period.

3. Assign alLabor Periodto the timecard period. A labor period groups timecard periods into a time
reporting period, which does not have to be the same as the financial fiscal period or calendar
month. Timecard Status(TM.TCS.00) uses the labor period to group timecard periods flisplay
purposes.

4. Assign aTimecard Periochumber to the timecard periodTimecard Status(TM.TCS.00¥isplays
timecards that are missing (or that have the selected status) by timecard period number within
the specified labor period. Thdimecard Status(TM.TCS.00) grid displays up to 35 timecard
periods for each fiscal period.

5. Enter theFiscal Periodo which labor charges for the timecard period should post in General
Ledger and Project Management and Accounting transaction tables.

6. Enter theSalary Fator for the timecard period. For more information about salary factors, see
Ofrue Labor Costing on 8page
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7. OpenTime and Expense SetufTM.SET.00) and select the day of the week on which each
timecard period begins from therirst Day of Week in Timecard Enthgt.

Time and Expense Setup (TM.SET.00) - Contoso, Ltd:Demo - |0 E

- BECEE 5

General Information |0verhme Setup] Labor Rate Setup I Payroll Interface Setup | Expense Setup | Approval Setup ‘ Froject Flex Time |

Last Timecard Document ’—UUDUD 10138 Last GL Labor Post Batch 070001

First Day of Weekin Sunday it Default Company and Subaccount for Time Card Entry
Timecard Entry

™ From Employee % From Project
Post Timesheets directly r
Disable Days not in Timecard Period I~ Require GL Labor Posting to Close r
Enable Approver Message for Time I~ Post Labor to GL in full detail r
Time reporting periods > 7 days ¥

Labor Transactions and Invoice Comments: GibogEosx cfeliavl bojluls i it

@ Daily " Weskly Account 2330
Time Detail (TM.DLY.00) options Accrued Wages
Reguire use of Time Detail r Subaccount ee-000-00-00-00-0
Start/End Times Optional
puonal Site ID

Certified Fringe Account 4080 Time and Expense
Detail audit trail Activated r

Payroll Benefits

BAS | INS | 0060 | SYSADMIN | 01/11/11

Figure14: Time and Expense Setup (TM.SET.00)
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Setting up Security

In addition to the screedevel security provided byAccess RightdMaintenance (95.270.00), Project
Management and Accounting provides employéevel security for many entry scens using
passwords, ensuring that employees can enter Time and Expense for Projects documents only for
themselves. The entry screens that may use employee password security are:

1 Timecard Entry(TM.TCE.QO0)

Timecard with Rate/Amount Entrf(TM.TEA.00)

Projed Timesheet Entry(TM.PTE.OOfPrepareronly)

Project Timesheet with Rate/Amount EntrgTM.PTA.OO)Rrepareronly)
Timecard CorrectiofTM.COR.00)

Travel & Expense Report Entiiff M.ENT.00)

=A =4 =4 -4 -4

To set up employedevel security:

1. OpenPassword MaintenancgPA.PVID.00) in the Project Controller module.
2. Type EMP ilPassword Type

3. Type the employee ID iKey Value

4. Type the employee's password iRassword

Several inquiry and processing screens can use organizational security in addition to employee
security.Organizational security uses passwords for subaccounts and portions thereof when selecting
documents for inquiry or processing. Since the entry of partial values is supported, use of
organizational security entails careful planning.

Example To institute aganizational security for subaccount 0800-00-00-00-0, passwords would
need to be established for all of the following key values:

0

00

00-0

00-00

00-000

00-000-0

00-000-00

00-000-00-0

00-000-00-00

00-000-00-00-0

00-000-00-00-00

00-000-00-00-00-0

Thescreens that may use organizational security in addition to employee security are:
1 Time Review & ApprovdlTM.TRA.00)

1 Time Review & Approval with Rates/Amoun{d M.TAA.00)

1 Timecard Status(TM.TCS.00)

1 Expense Report Review & Approv@lM.ERA.00)

=A =4 =4 =4 4 4 A4 -4 -4 -4 -4 -4
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To set up @ganizational security:

1. OpenPassword MaintenancgPA.PWD.00) in the Project Controller module.

2. Type ORG iPassword Type

3. Type the subaccount or beginning portion of the subaccountkey Value

4., Type the organi Zasswomdnds password in
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Entering Standird Timecards

To enter standard timecards:

1. If Cost Labor on Entry or Approval set to Approval iriTime and Expense SetuTM.SET.00), open
Timecard Entry(TM.TCE.00).

| Timecard Entry (TM.TCE.00) - Contoso, Ltd:Demo = &
EEocaaxawrn.sa D
Employee E01185 i Gary W. Yukish-Labr 7110/1999
Doc Number 0000010143 Type Regular Timecard Status | 1n process v
Site o000
Approver E01253 Reed Koch-Supervsr Additional Info...
o1 [Joff2 payRange | 0 Scheduled Tasks Duplicate Last Timecard Invoice Comments. .. Total Hours 4,00
{F4 - Form/Grid View)
Description Meeting time Acct 4050 Cert PR No
Project EN-123002 Company 0080 Grp
Task PM-00402-
Sub EN-000-00-00-00-0 WorkComp |:|
Subtask
Union Shift
WkType Billable Yes A
Labor Class LABR
Sunday Monday Tuesday Wednesday  Thursday Friday Saturday
Reg 0.00 2.00 0.00 0.00 2.00 0.00 0.00 Total Hrs 4.00
Estimate to Complete Task 0.00
L3 N
l ProjectDesc  Bridge Design TaskDesc  on Site Meetings
Sun Mon Tue Wed Thu Fri Sat
Comments... Daily Totals 0,00 2,00 0.00 0.00 2.00 0.00 0.00

BAS |INS | 0060 | SYSADMIN | 7/2/2014

Figure15: Timecard Entry (TM.TCE.00)
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If the labor costing option is set td&Entry, openTimecard Entry(TM.TCE.00) ofimecard with
Rate/Amount Entry(TM.TEA.00).
Timecard with Rate/Amount Entry (TM.TEA.0Q) - Contoso, Ltd:Demo = =

]
A PEERY

4 b M i'ETH' L‘I_] Contoso, Ltd:Demo (2]
Employee E01185 <’_ Gary W. Yukish-Labr 7110/1999
Doc Number 0000010143 Type Regular Timecard Status | 1n process v
Site 0000

Approver E01253

Reed Koch-Supervsr

Additional Info...

[Jomr1 [Jof2 payRange | 0 Scheduled Tasks Duplicate Last Timecard Invoice Comments... Total Hours 4.00
{F4 - Form/Grid View)
Description Meeting time Acct 4050 Cert PR No
Project EN-123002 Compary 0060 Grp
Task PM-00402-
Sub EN-000-00-00-00-0 WarkComp
Subtask
Union Shift
WkType Billable Yes v
Labor Class LABR
Earn Type
Sunday Monday Tuesday Wednesday  Thursday Friday Saturday
Reg 0.00 2.00 0.00 0.00 2.00 0.00 0.00  TotalHrs 4,00
Estimate to Complete Task 0.00
Source Employee Flat Amt 0.00
Rate 34,5800 Ext Amt 133.32
- .
A ProjectDEsC  Bridge Design TaskDesc  on Site Meetings
Sun Mon Tue Wed Thu Fri Sat
Comments... Daily Totals 0,00 2,00 0.00 0.00 2.00 0.00 0.00

BAS |INS | 0060 | SYSADMIN | 7/2/2014

Figure16: Timecard with Rate/Amount Entry (TM.TEA.00)

To create a new timecard, enter or select from possible values the employee I[Employee.lf an
employee password is required, enter the password and cli€K

In Week Ending enter a date within the timecard period for which you are entering hours.

To enter or charge overtime, select one or both of th®/T 1 or O/T 2 check boxes to enable the
columns for overtime before beginning to enter a new timecard or retrieving an existing timecard.

Note: Overtime hours are not automatically calculated.

To automatcally copy all projects, tasks, and descriptions from the previous timecard into the
current timecard period, clickbuplicate Last Timecard

In the grid, enter a freeform description of the work performed. This description will follow the
transaction through the system and appear when drilling down to the transaction Tmansaction
Detail Inquiry(PA.TRD.00).

AtProject,enter, or select from possible values, the project ID to which the labor charge will post.
The possible values window displays active peajs.

At Task,enter, or select from possible values, the task ID to which the labor charge will post. The
possible values window displays the active tasks for the selected project.

AtSubtask enter a subtask ID to which the labor charges will post. Thelfl can be optional or
required, depending on the setting of th®esource Assignment Required to Charge Taskseck

box for the current project. If the check box is selected and the assignment records for the project,
task, and employee all have a subtask, then this entry is required. If an assignment record has a
blank subtask, this field can be blankSubtaskis optional if theResource Assignment Required to
Charge Tasksheck box for the project is cleared.

TheBillable flag controls whether the project transaction record generated by the release process
is eligible to create a billing record in the Flexibleilings module.
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11.

12.

13.

14.

15.

16.

Enter the time worked in hours (to the hundredth of an hour, if necessary) for the correct day. The
timecard totals appear by row, by day, and for the entire timecard.

Note: Under certain circumstances, you will see only a single column $boring all of the hours on
a row. This occurs when th&ime reporting periods > 7 daysheck box is selected imfime and
Expense Setug TM.SET.00).

Each site defines the days of the month that belong in each timecard period. If you select the
Disable Day not in Timecard Periodheck box inTime and Expense SetufTM.SET.00) and there

is a short timecard period, such as at the beginning or end of a fiscal period, employees can enter
their time only for the days within that timecard period.

If the FlexibleBillings module is installed, comments may be entered for each charged project
task by clickinglnvoice Comments These comments are available for presentation on selected
invoice formats.

Enter notes about the timecard by clicking thNotes/Attachmentsbutton.

T
The timecard can be printed from within the entry screen by cIickiﬁ’gint on the application
toolbar.

When all data for the timecard period has been entered, change the status of the timecard from
In Process to Completed and clicBave This subnits the timecard for the review and approval
process.

The supervisor or manager may reject a timecard by changing its status to Rejected. If the
Communicator module is installed, a rejection message is automatically sent back to the
employee. To correct aejected timecard, open the rejected document by clickinGimecardfrom
wi t hi n Co m¥iewMessagegC®.6MD.00). If Communicator is not installed, open the
appropriate entry screen from the menu and enter, or select from possible values, the docurne
number of the rejected timecard aDoc Number Make the proper corrections, change the status
of the timecard from Rejected to Completed, and clickave This change resubmits the timecard
for another review.
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Entering Detailed Timecards

To enterdetailed timecards:

1. If Cost Labor on Entry or Approval is set Approvalin Time and Expense SetuTM.SET.00), open

Timecard Entry(TM.TCE.00).

| Timecard Entry (TM.TCE.00) - Contoso, Ltd:Demo = &
Employee E01185 i Gary W. Yukish-Labr 710
DocNumber 10000010143 Type Regular Timecard Status | In process v
Site 0000
Approver E01253 Reed Koch-Supervsr Additional Info...
[Oori [Joff2 payRange 0 Invoice Comments. .. Total Hours 21.50
{F4 - Form/Grid View)
Description Acct 4050 CertPR No
Project EN-123003 Company 0080 Grp
Task - ;
DO-00103 Sub EN-000-00-00-00-0 WorkComp
Subtask
Union Shift
WkType Billable Yes
Labor Class LABR.
Monday Tuesday Wednesday  Thursday Saturday Sunday
Reg 8.00 8.00 5.50 0.00 0.00 0.00 0.00 Total Hrs 21.50
Estimate to Complete Task 0.00

ProjectDesc  Earthquake Retrofit Bldg 500

Time Detail...

Comments... Daffy Totals 2.00 3.00 5,50

Figure17: Timecard Entry (TM.TCE.00)

Mon Tue Wed Thu

Task Desc Drawings

Fri Sat Sun
0.00 0.00 0.00

BAS |INS | 0060 | SYSADMIN | 7/2/2014
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If the labor costing option is set td&Entry, openTimecard Entry(TM.TCE.00) ofimecard with
Rate/Amount Entry(TM.TEA.00).

m Timecard with Rate/Amount Entry (TM.TEA.00) - Contoso, Ltd:Demo = B
Employee E01185 i Gary W. Yukish-Labr 7110/1999
Doc Number 0000010143 Type Regular Timecard Status | 1n process v
Site 0000
Approver E01253 Reed Koch-Supervsr Additional Info...
[Oori [Joff2 payRange 0 Invoice Comments. .. Total Hours 21.50
{F4 - Form/Grid View)
Description Acct 4050 CertPR No
Project EN-123003 Company Grp
Task -00103-
DO-00103 Sub EN-000-00-00-00-0 WorkComp
Subtask
Union Shift
WkType Billable Yes
Labor Class LABR.
Earn Type
Monday Tuesday Wednesday  Thursday Friday Saturday Sunday
Reg 8.00 8.00 5.50 0.00 0.00 0.00 0.00 Total Hrs 21.50
Estimate to Complete Task 0.00
Source Errias Flat Amt 0.00
Rate 34,5300 Ext Amt 743.47
ProjectDesc  Earthquake Retrofit Bldg 500 Task Desc Drawings
Aime Drtal... Mon Tue Wed Thu Fri Sat Sun
Daily Totals 3.00 3.00 5.50 0.00 0.00 0.00 0.00

BAS |INS | 0060 | SYSADMIN | 7/2/2014

Figure18: Timecard with Rate/Amount Entry (TM.TEA.00)

2. To create a new timecard, enter or select from possible values the employee |[Eiployee If an
employee password is required, enter the password and cli€K

3. InWeek Endingenter a date within the timecard period for which hours are being entered.

4. To enter or charge overtime, select one or both of tf@/T 1 or O/T 2 check boxes to enable th
columns for overtime before beginning to enter a new timecard or retrieving an existing timecard.

Note: Overtime hours are not automatically calculated.
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5. ClickSavefollowed byTime Detailto open Time Detail(TM.DLY.00).

Time Detail (TM.DLY.00) - Contoso, Ltd:Demo = =

4]
- PEEEL WRENIEPS T

Doc Mbr | Site ID

10143 0000 Timecard Status In Process

Week Start / End 710
Employee ED1185 Gary W. Yukish-Labr
Comments... Invoice Comments... Total Hours 21.50

Description Drawing Cert PR Flag Mo

Day Wednesday 7/7 v| Date 7/ 71855 Group Cd

Start Time : End Time : Work Comp Cd

Project EM-123003 Shift

Task DO-00103- Billable Yes w

Account 4050

Sub Account EN-000-00-00-00-0

Labor Class LABR Earn Type

Elapsed Time 05:30 Rate Source Employee

Reg Hours 5.50 HRS fMIN Rate 34,5800

Union Flat Amt 0.00

Wark Type Ext Amt 190.19
-
- Project Desc  Earthguake Retrofit Bldg 500 Task Desc  Drawings

BAS |IN5 | D080 | SYSADMIN | 7/2/2014

Figure19: Time Detail (TM.DLY.00) from Timecard with Rate/Amount Entry (TM.TEA.00)

6. Inthe grid, enter a freeform description of the work performed. This description will follow the
transaction through the system and appear when drilling down to the transactionTransaction
Detail Inquiry(PA.TRD.00).

7. Select the day the work was performed from thBaylist.

8. Start and end times may be required, optional, or not appear at all. Enter the beginning and
ending times for this activity if desired. If not required, tyemay be blank and the elapsed time
entered instead.

9. AtProject,enter, or select from possible values, the project ID to which the labor charge will post.
The possible values window displays active projects.

10. AtTask,enter, or select from possible valueshe task ID to which the labor charge will post. The
possible values window displays the active tasks for the selected project.

11. If start and end times are not required, enter the elapsed time worked in hours (to the hundredth
of an hour, if necessary). Tétotal hours for the entire timecard appear.

12. Billable controls whether the project transaction record generated by the release process is
eligible to create a bhilling record in the Flexible Billings module.

13. If the Flexible Billings module is installed, ecoments may be entered for each charged project
task by clickinglnvoice Comments These comments are available for presentation on selected
invoice formats.

ik
14. The timecard can be printed from within the entry screen by cIickiﬁ’gint on the application
toolbar.

15. When all data for the timecard period has been entered, cli@avefollowed byCloseto return to
the original screen Timecard Entr TM.TCE.00) oTimecard with Rate/Amount Entry
(TM.TEA.00)).
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16. Change the document status iTimecard Entry(TM.TCE.00) ofimecard with Rate/Amount Entry
(TM.TEA.00) from In Process to Completed and cl8&ve This submits the timecard for the
review and approval process.
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Entering Timesheets

To enter a daily or weekly timesheet:

1. If Cost Labor on Btry or Approval is set té\pprovalin Time and Expense SetuTM.SET.00), open
Project Timesheet EntryTM.PTE.Q0).

L
- BEERTI

&

Project Timesheet Entry (TM.PTE.Q0) - Contoso, Ltd:Demo
4 » M

Preparer

Document #

Crew

Description

Project

Task

Date

Project

Task

Employee

Labor Class

Account

Company ID

Subacct

#
al

Project
Task
Employee

Equipment

oooooi0144 (B v

Impact study
EN-123004
EN-00301-

7212000 W
EN-123004
EN-00301-

E01192

EMNGR.

4050

0060
EN-000-00-00-00-0

Environmental Impact Study

Research

Adam Barr-Engr

Comments...

Research

Angela Barbariol-Supervar

w | Shift

Environmental Impact Study

Shift
Billable Labor |yag ¥
Start Time

End Time

Elapsed

Reg Hours 8.00

OT1 Hours 1.00

OT2 Hours 0.00
Production. ..

Figure20: Project Timesheet Entry (TM.PTE.00)

Unian

Work Type
Cert PR
Group

WkCmp

Manager

Y

Jo Berry-PM

Date 71 22000 W

Start Time End Time
Status In Process L
Invoice Comments. ..
Mo EQID
uom

Usage

Units

Bill EQ
Total Reg Hours
Total OT1Hours
Total OT2 Hours
Total Equip Units

Time in Use Rate v
9.00
‘fes W
16.00
3.00
0.00
19.00

BAS |INS [ 0060 | SYSADMIM | 7/2/2014

If the labor costing option is set tdentry, openProject Timesheet Entry( TM.PTE.00) oProject
Timesheet with Rate/Amount Entr{TM.PTA.00).
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10.

4 Project Timesheet with Rate/Amount Entry (TM.PTA.00) - Contoso, Ltd:Demo = =
u O HA XK 4 ¢ M - ) Contoso, Ltd:Demo 7]
Preparer E01190 Angela Barbariol-Supervsr Manager Jo BerryPM
Document # oooooi0144 (B v Date 77 22000 w
Crew v | Shift Start Time : End Time
Description Impact study Status T w
Project EM-123004 Environmental Impact Study
Invoice Comments. ..
Task EN-00301- Research
Date 7212000 Shift Union Flat Amt 0.00
Project EM-123004 Billable Labor |yag "] Work Type
Task EM-00301- Start Time : Cert PR No EQID
Employee E01192 End Time : Group uoMm
Labor Class EMGR. Elapsed : WkCmp
Account 4050 Reg Hours 3.00 EarnTyp Usage | TimeinlUseRate W
Company ID 0080 OT1 Hours 2.00 Units 10.00
Subacct EN-000-00-00-00-0 OT2 Hours 0.00 BIEQ |Yes v
&
- Project Environmental Impact Study Total Reg Hours 16,00
Task Research Total OT1Hours 3.00
Employes Adam Barr-Enar Total OT2 Hours 0.00
Equipment Total Equip Units 19.00
Comments... Production. ..

BAS |INS [ 0060 | SYSADMIM | 7/2/2014

Figure21: Project Timesheet with Rate/Amount Entry (TM.PTA.00)

Enter, or select from possible values, the employee ID of the document preparePreparer. If an
employee password is required, enter the password and cliek

Enter, or select from possible values, th8hift, Project Task Date, Start Time and End Timethat
become the initial default values for the corresponding fields in theid.

If Timesheet for Multiple Employees selected, enter, or select from possible values, the
employee ID inEmployee If Timesheet for Multiple Employees clear, the preparer ID in the
header becomes the employee ID for all grid entries aritmployeeis hidden.

TheBillable flag controls whether the project transaction record generated by the release process
is eligible to create a billing record in the Flexible Billings module.

Enter the number of hours worked intdotal Reg HoursTotal OT1 Hoursand Total OT2 Hours

Note: The number of hours worked does not have to equBlapsed Timewhich is calculated as
the number of hours betweerStart Timeand End Time

If equipment usage information needs to be tracked, enter the equipment ID. When equipment
charges are entered on the same line in the grid as hours worked by an employee, the sum of
regular and overtime hours for the line becomes the default number ©btal Equip Units If
Employeeis blank, the equipment hours must be manually entered.

If units of production need to be tracked, cliclProductionafter entering employee or equipment
hours.

Note: The task must have &roduction Unit of Measuressigned to itin Task(PA.PRJ.02) in order
to use this feature.

If the Flexible Billings module is installed, comments may be entered for each charged project
task by clickinginvoice Comments These comments are available for presentation on selected
invoice formats.

Ch
The timesheet can be printed from within the entry screen by cIickiﬁgint on the
application toolbar.
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11. When data entry is complete, change the status of the timesheet from In Process to Completed,
click Save and click Post Timesheet
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Entering Adjustmets or Flat Pay Amounts

To enter flat amounts of pay:

1. OpenTimecard with Rate/Amount Entrf{TM.TEA.00) oProject Timesheet with Rate/Amount
Entry (TM.PTA.00).

m Timecard with Rate/Amount Entry (TM.TEA.00) - Contoso, Ltd:Demo
- PEERY IR & @
Employee E01185 i Gary W. Yukish-Labr 7110/1999
Doc Number 0000010143 Type Regular Timecard Status | 1n process v
Site o000
Approver E01253 Reed Koch-Supervsr Additional Info...
o1 [Joff2 payRange | 0 Scheduled Tasks Duplicate Last Timecard Invoice Comments... Total Hours 21.50
{F4 - Form/Grid View)
Description Acct 4050 Cert PR No
Project EN-123003 Company 0080 Grp
Task DO-00103-
Sub EN-000-00-00-00-0 WarkComp
Subtask
Union Shift
WkType Billable Yes A
Labor Class LABR
Earn Type
Monday Tuesday Wednesday  Thursday Friday Saturday Sunday
Reg 8.00 8.00 5.50 0.00 0.00 0.00 0.00 Total Hrs 21.50
Estimate to Complete Task 0.00
Source Ermas Flat Amt 500.00
Rate 34,5300 Ext Amt 1243.47
L .
l ProjectDesc  Earthquake Retrofit Bldg 500 Task Desc Drawings
Mon Tue Wed Thu Fri Sat Sun
Comments... Daily Totals 8.00 8.00 5,50 0.00 0.00 0.00 0.00

BAS |INS | 0060 | SYSADMIN | 7/2/2014

Figure22: Timecard with Rate/Amount Entry (TM.TEA.00)
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Figure23: Project Timesheet with Rate/Amount Entry (TM.PTA.00)

2. Enter the flat amount of pay, which may be a retroactive adjustment, bonus, or negotiated
compensation amount, intoFlat Amount

Note: You can enter flat amounts in conjunabn with hours worked or as a separate transaction.









































































































































































































































































































































































































































































































