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CENTRE Time Sheet Management Script

Time sheet management is part of Contract and Project Management.

As a result of the way CENTRE manages Contracts, Projects, Tasks and Resources, and the way these records are intertwined, employees are not able to record

hours in their time sheets unless they are assigned as resources in active tasks with valid work schedule periods allocated to them. To set up active time sheets
for resources, the following steps must take place.

Step 1 - All ongoing or active Contracts must have a future “Expiration Date” as depicted below. This is important since all active projects must exist under
valid/active contracts.

Update the Contract
- : Expiration Date as
- ssee S [ required.

Step 2 - All active Projects must have their “Projected End Date” extended beyond the current date (i.e., a future date). The projected end date of a Project is
based on the projected end date of the last scheduled task of the project. Click the “Project & Financial Management” tab and then click on “Projects.” Using the
Project Search screen, locate the Project record in which you are interested and select it. Once you are in the Edit Project screen, ensure that the “Projected End
Date” is extended into a future date as depicted in the image below. Repeat this step for each of the active Projects.
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To extend the “Projected End Date” value of active Projects, ensure that at least one of its Tasks has a “Projected End Date” beyond today’s date. While in the
Edit Project screen, click the “Tasks” submenu selection and then click on “List All.” From the Select screen select one task at time and click “Continue.” While in

the Edit Task screen, ensure that the “Projected End Date” and the “Planned End Date” are extended into a future date as depicted in the image below. Repeat
this step for each of the active Tasks as needed.

Integration Technologies Group, Inc.
Author: George Hadjikyriakou DCS #1067 Version; 1.0 Date: 06/11/09 Page 2 of 13

This document contains sensitive, proprietary and privileged information which may not be disclosed, copied, distributed or used in any manner by other parties
without the expressed written consent of Integration Technologies Group, Inc.



INTEGRATION TECHNOLOGIES GROUP, INC.

CENTRE

IT Service

Lo Management

New Task Assign Resources

Initiste Workflow |

#Task Name

Task Description

Predecessor Task;

Ragion/Area]

Service Record!|

*Site

*Planned Start Date
*Planned End Date
Frojected Duration (Days)|
Actual Duration (Days)|

Total Task Estimated Hours:|
Total Resource Budgeted Hours:
Total Resource Actual Hours:
Actual Start Date:

Actusl End Date:

*Projected Start Date
*Projected End Date
Expected Percent Complete:

Actusl Peroent Complete: 77.15 % Sequence Number:
Travel Cost{q Travel Time:
Parts Cost]g Labor Cost: o
Miscellaneous Cost: Shipping Cost: o
[ Auto Assign Bequirement #:
Task Documents
Commerts Log;
Change Log;
= *Subtack Type *Subtack Start Date __|*Duration “Total Units Target | Actual | DOA_Replaced Schedule/Add, Delete
Select Type 2 ] = |

Integration Technologies Group, Inc.

Author: George Hadjikyriakou

Change &

IT Support

Mone

ITG HQ

11 |01 |zo06 [
{12 [31 [2015

3347.00
F08.13
12399.17
46444
9566.25

11 |01 V06 [

|

Z {01 |2006 [
12 [31 [2015 [

27.09 %

DCS #1067

Configuration
Management

Resource Hours

Supply Chain  Measurement &
Analysis

Management

12 |00
12 |oo

12 |oo
\
12 |oo
12 |oo [C®
Project Group:

Problem
Management

Work Estimate

ITC

[IE

Risk Manage

Task Status: o¢. red
Order Number:
Address:
CityrStatesZipCode:
FOC:
POC Phone:
Email Address:
Pager
Pager Address:
Subtask Order:
tem Delivery Date: | |
ttem Delivery Type: 54 |cct ShipMethod
Add Comments:

[ oack | oo |

Version: 1.0

Update the Task

| “Projected End Date”
and a “Planned End
S 1! Date” as required.

£k Manager: . djikyriakou, George ¥

v

Extension:

=

Hadjikyriakou, George
~u My Emnployee Profile  Change

ity Policy

Administrative Logout

ack To Project| Help

Date: 06/11/09

Page 3 of 13

This document contains sensitive, proprietary and privileged information which may not be disclosed, copied, distributed or used in any manner by other parties
without the expressed written consent of Integration Technologies Group, Inc.



SN
\\\\\\% INTEGRATION TECHNOLOGIES GROUP, INC.

—

Step 3 - For each of the active tasks in Step 2, ensure that the work schedule period specified for each of the assigned resources of each Task is updated
appropriately. As performed in Step 2, from within the Edit Task screen of each of the Tasks, click the Assign Resources submenu selection to view the resources
assigned to the Task to view the screen similar to the one below.

e 3 ¥ ur Projects
Back To Task Help
Nationwide Maintenance

Select Grou

seloct skill: ETEETR—| N

Available Members Assigned Members

Abrams, Doug E.(1) Cortner, Cornell R.
Acree, Marcus D.(6) Halladay, William R
Admin(0) Laramee. Debarah (n)
AFSCME(D) Mullan, Travis T.
Akmeemanage, Chandralal (Don)(5) Rexin, Judy (K)

Almonte, Carlos FL(B) Udasco, Roberta C. _rli
Aimore, Caos A (0PI6) e Double-click on
Angelakis, | J(E)

[angelakis, Miches! P.{1) the name of the
B . Rah:
= resource to see
Bail. Bryan (D) 2(1)

Bail, Bryan K. ()(0) the resource’s

Bart Thomas V()

Bart Thomas V. (D)(5) assigned work
schedule periods.

From the right side of the screen, double-click on the name of the resource to view the work schedule for that resource as illustrated below. It is critical that
accurate work schedule periods are defined for each of the assigned resources because these are the date values used to allow or restrict a user from entering
time on his or her time sheets.

Back To Task |Back to Main Menu

Aduar::fszzlm Update the “End Date” as
Eeaveil el e required and click SAVE. This

startDate is the date that controls whether

or not employees can record
hours on their time sheets.

Repeat Step 3 for all resources in each of the active Tasks.
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Once the above three steps have been completed, the Task’s assigned resources will now be able to record their actual work hours on their time sheets for the
current pay period.

There are three levels of accessing the time sheet records: 1) at the user/resource level, where users can create, view, and update their time sheets, 2) at the
Project level, where project managers can create, view, and update time sheets for Project assigned resources (users), and 3) at the resource administrator level,
where a resource administrator or supervisor can create, view, update, and approve resource (user) submitted time sheets.

Accessing, Viewing, and Editing Time Sheet as a Resource

To access your time sheet as the user, click on the “Project & Financial Management” tab and then select the “my Time Sheet” submenu option. This will bring up
the ‘Select Time Sheet Period” page where the current pay period can be selected before displaying the user’s time sheet. Pay periods are created once a year at
the beginning of the year by the system administrator.

Hadjikgriakou, George
View My Employee Profile  Change Passwor d

Accessibility Policy

Change &
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s
Management t Analysis Management

SELECT TIMESHEET

Periods

Select pay
period.

1140172008 o 11/15/2008

The user’s time sheet is displayed listing the Project Tasks vertically on the left and the pay period days horizontally at the top. This view is designed to be “read-
only,” forcing the user to either record hours under one specific Task for every day in the pay period or to record hours under one specific day of the pay period for
all assigned Project Tasks.
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In the “Edit Time Sheet by Task” screen, hours may be entered for each of the dates in the selected pay period, but only for the selected Task. Once the hours are
entered, clicking the Save button will update the timesheet and redirect the user back to viewing the entire time sheet for possible further processing.
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To select and edit the time sheet for a specific date and all tasks, click on one of the date hyperlinks provided at the top of the time sheet and the “Edit Time Sheet
by Day” screen will be displayed.

Hadjikyrishou
oy

Guor
o

EDIT TIME SHEET BY DAY FOR [ Hadjikyriakou, George - 0000 |
Period: 1/16/2009 to 1/31/2009 Record hours for date: Friday, January 16, 2009
Labor Task
(ode
Genral Labor for Contract
Statistical Models; Mestings
Best Practices MRE- Planning &
Mastinas
3 Create CENTRE Demo Sarver
CENTRE Software for Red River - 8070 atos and bl
ois 2

CENTRE Suppart - 4333-000 Softuara Daparmant Maatings

Publishing CENTRE Raluases

Traning Relatad
[rip k- the Mananion = Corperats Websits CENTREWARE site
t on the Comarite
Ganaral Ovarhend
Board Maatings
Laave Without Pay

jsmall Procurements - B111-000 small Proposals

In the “Edit Time Sheet by Day” screen, hours may be entered for each of the Tasks in the time sheet, but only for the selected date. Once the hours are entered,
clicking the Save button will update the time sheet and redirect the user back to viewing the entire time sheet for possible further processing.

Accessing, Viewing, and Editing Time Sheet as a Project Manager
From the selected Project screen, click the “Time Sheet” submenu option to display the “Search Time Sheet in Project” screen.
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The resource time sheet is displayed such that the project manager may view and/or edit hours for the selected Project only.
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Accessing, Viewing, and Editing Resource Time Sheet as Resource Administrator
Click the “Project & Financial Management” main menu tab and from the ensuing screen, click the “Administrative” submenu option to display the “Search Time

Sheet in Project” screen.
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From the ensuing screen select the “Search Time Sheet” submenu option to view the ‘Search Time Sheet” screen.
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Once a resource and a pay period is selected, the resource time sheet (if it has been created) is located and displayed such that the resource
supervisor/administrator may view and/or edit hours in all Tasks for the selected pay period only.
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Total Hours Worked:

Every time hours are edited and saved in any time sheet page, the system will update the total actual hour values of the affected Tasks. These are the actual
hours that are displayed both in the individual Task screens as well as the Project screen.

The resource supervisor/administrator also performs the task of approving resource time sheets once they have been completed and submitted for approval by
each resource/user.

To perform this task, click the “Project & Financial Management” tab and from the ensuing screen select the “Administrative” submenu option.
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From the ensuing screen select the “Approve Time Sheets” submenu option to display the “Select Time Sheet Period” screen.
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From this screen, click the “Approve” button to view all time sheets completed for the selected pay period and submitted for approval by each resource/user.
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Selecting the “Approve” button will display all submitted time sheets awaiting approval. The action required is for the supervisor to review and check the approval
checkbox available in each time sheet and to save the approval.
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Selecting the “View Approved” button will list all previously approved time sheets for the selected pay period.

Selecting the “Not Submitted” button will display all created time sheets for the selected pay period by resources who have not yet submitted their time sheets.

Integration Technologies Group, Inc.
Author: George Hadjikyriakou DCS #1067 Version: 1.0 Date: 06/11/09 Page 13 of 13

This document contains sensitive, proprietary and privileged information which may not be disclosed, copied, distributed or used in any manner by other parties
without the expressed written consent of Integration Technologies Group, Inc.



