Timecard Entry

Purpose: These instructions are to explain in detail how to enter time into the timecard

To enter time in your timecard you will go to the Time bookmark.
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Select the Timecard link.
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This timecard is the most complex timecard. This is in our example so that you can see the many
options available for the timecard. While many agencies are using the hours only timecard some have
choosen to log hours and minutes in and out. There are standard options which include the cut, paste,
week day, date, year, daily total, pay code, comment and delete options. Lawson Activity, cost center,
and task list are optional. The default view is weekly. You may use the dropdown to select other
options.

&5 Jennifer you are in data area UAT [logaut]
LAWS@N Timecard for Jennifer Middle Manager2 PEpp— @ (7)
[Pt view | subme | voldote | veser | INCR IR oove

MW&EKIY v' 10-Feb-2012 to 16-Feb-z012 &

Date HrIn MinIn Hr Out Min Dut Daily Total Pay Code * Comment Lawson Activityﬁ) Cost Center  Task List* De

EﬂFn 10Fzbziz (00 v|[o0 v |00 v o0 v] obomn | v | I ~|
Eﬂs.at 11Fzbz0iz (o0 v|[o0 ][00 ][00 w] ohvomin | vl vl Il |
Eﬂsun IZFEhZUIZ Ohr Omin | v | I ~]
EﬂMnn 13Fzbz012 (00 v|[00 ][00 ][00 ] ohvomin | vl vl Il |
(B +|Tue 14Febzotz (o0 v [00 ][00 %] [00 %] ohromin | vl G v I ]
EﬂWedISFEhZUIZ ohromn | v | I ~|
ﬁgjrhu 16 Feb 2012 [00 || [00 (w00 ][00 | ohronin | v v I ]

Total: Ohr 0 min
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This is the pay period timecard view. You can go forward or backward to different pay periods by using
the arrow buttons to the right and left sides of the date range. You will save time after daily entry by
clicking on the save button at the top of the menu.
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LAWS@N Timecard for Jennifer Middle Manager2

~
Clrera D@ woon o wrooe D 7
Date HrIn MinIn Hr Out Min Out Daily Total Pay Code * Comment Lawson Attivity,@ Cost Center  Task List *
EjFri 27 3an 2012 [ 00 ] [ 00 (| (00 ~| [00 % | otromin | v 2 ]| I |
BB +|sat z83an2012 ahr omin | v ] v I .
BB +|sun 233anz012 [00 v] (00 v [00 v [0 %] otomin | v | Il i
B +|mon 303an 2012 [00 %] (00 ][00 | [00 %] ok omin | v G | i |
B +|7ue 313202012 [00 v] (00 | [00 | [0 ] otvomin | v B |l i |
6 +|wed 1 Febomiz Ohromin | v B | I i
EjThu 2 Feb 2012 ohr omin | v 8] [ I |
BB +|r srebaniz ohromin | v B |l i |
BB +|sat 4rebzoi ohromin | v G ~l | I =
: Ejmn 5 Feb 7012 ohr omin | v P || I |
BB +|mon e rebzniz ohromin | ¥ P | I |
BB +| e 7rebz0iz Ohromin | v ]| I i
EjWedSFehZUIZ Ohr omin | v P > I .
Ejrhu aFeb 2012 3hr30min | ANMUAL LEAVE UISAGE v 2 > I |
Total: 3 hr 30 min

To create additional rows in the timecard you will click on the plus sign in the box to the left of the day.
You may need to do this if you are using the hours and minutes in and out timecard or you are tracking
the time spent by task. If you have the hours only timecard you could have as little as a single line with
7.5 entered depending upon your schedule.
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LAWS@N Timecard for Jennifer Middle Manager2 T ®- [7)

-~

view| Pay Period || M 27Jan-2012 to 09-Febzotz B [ G
Date HrIn Min In Hr Out Min Out Daily Total Pay Code * Comment Lawson Attivity,@ Cost Center  Task List *
@ 27 vtz [0 9 (909 (59 9] (@9 otvor | 5 o | = [a— 3
BB +|sat 283201z [00 v ohromin | v ] | I ]
B +|sin 2332012 [00 v ohromin | “ G v I v
BB +|mon 3030 2012 [0 obromin | v G2 > [ I v
BB +|7ue 31302002 [00 v] ohromin | v ] | I ]
R +|wed 1rebeniz ohromin | “ G v I v
BB +|thu zrebaniz ohromin | v P ] | I ]
0 +|Fi sFebomz ohromin | v ¥ [ I v
B +|sat 4rebeniz ohromin | “ G v I =
B sn otvom | g > | = — 3
6 +|mon 6Febzoiz [0 ohromin | v ¥ [ I v
B +|e 7rebeniz ohromin | v G2 v I v|
(B Jvedoraon otvom | g v | = — 3
0 +|The aFebomz 3hr30min | ANNUAL LEAVE USAGE v v | I ]
Total: 3 br 30 min
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Now that we have created the extra line we will start with the first line logging time for a regular day of

work (using an 8:00 a.m. to 4:30 p.m. schedule with one hour lunch).
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LAWS@N

Timecard for

Jennifer Middle Manager2

Al
view: Py Period v| @ 27-danz0iz to 09Fenzoiz B &) G
Date HrIn MinIn Hr Out Min Out Daily Total Pay Code * Comment Lawson Activity,@ Cost Center  Task List *
[EHE +|ri 273 e0iz (00 v o0 ] 00 v (00 ] ohvomn | v | I ~|
i | g 7 | [ —] 3
[0 +|sat 283anz012 (00 v] [00 | (00 v (00 %] ohromin | v | Il v]
BB +|sin 233enz012 [00 %] (00 v|[00 v|[00 %] okomin | v B | i v
[E B +|meon 30 3an 2012 [00 ] [00 ohromin | v | i ~]
[0 +|tue 31 3an 2012 (00 v] [00 | (00 v (00 %] ohromin | v G | I ~]
R +|wed 1rebeniz 00 %| ohromin | v G | i ~|
BB +|thu zrebaniz 00 v abromin | v G | I ~]
0 +|Fi sFebomz ohromin | v G | I 3=
IEjSat 4Febzmiz oheomn | v | I ~|
BB +|sun srebaniz 00 v abromin | v G | I ~]
BB +|mon e rebzoiz w v otramin | v | Il v]
EE e 7rebome oheomn | v | I ~|
BB +|wedsrebaniz ohromin | v G ~ | i ~]
B =t srebz0rz 30| 3hr30min [ANNUAL LEAVE USAGE vl | I v]
Total: 3 hr 30 min
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view Pay Period |v|  270an201z to 03Febzoiz B [ G
Date HrIn Min In Hr Out Min Out Daily Total Pay Code * Comment Lawson Activityﬁ Cost Center Task List*
B +|ri z73nzoiz[0e v] (00 v|[12 v| [0 %] ¢hromn [REGULSR PAY v ¥ I ]
| v | i |
00 + | 0hromin | V‘ @ ‘ "H || vl
9] owonn | g o | = [ ]
BB +|meon 303sn 2012 [00 v ohromin | “ G v I v
(BB +|7ue 31 3an 2002 [00 ] (00 | [00 | [0 %] otvomn | vl P v I v
R +|wed 1 Febaniz w v otramin | v P vl | I ¥
EjThu 2Febzm1z 00~ ohromin | v P ~ Il v
I atea | g > | = [— 71
IEjSat 4Feb 2012 ahromin | vl P v I v
[ +|5un sFebomz 0~ ahromin | ¥ >l [ I v
B +|mon srebeniz 00 %| obromin | “ G v I v
BB +|1e 7rebaniz ahromin | vl P v I v
T - ot | 5 o | [ ]
B +|thu arebenz 30 | 3he30min [ANNUAL LEAVE USAGE v vl | I v]
Total: 7 hr 30 min




If | were a Lawson Activity user to select an activity | would click on the eyeglass symbol next to the
heading Lawson Activity.
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LAWS@N Timecard for Jennifer Middle Manager2 Pvp—— Q) (7

~
Vlew: o 71z te oaFehezoiz e (1 BF
Date HrIn MinIn Hr Out Min Out Daily Total Pay Code * Comment Lawson Activit@ Cost Center Task List*
IR +|ri z7aenzoiz 08 v] (00 v|[12 v| (00 %] 4homn [REGULAR PAY v P v [ I ~
BB +|sa z83an2012 [00 v oheomin | ¥ P v I s
[ +|sun 293an 2002 [00 v ohromin | v ] | I .
B +|men 303an 2012 [00 v Ohr omin | v P v [ I ~
BB +| e 313an2012 [00 v oheomin | ¥ P v I s
[ +|wed 1 Febzniz ohromin | v ] | I .
BB +|thu zrebeniz Ohr omin | v v [ I s
B +|rm srebeoiz oheomin | ¥ P > I s
[ +|sat 4rebeniz ohromin | v ] | I 3/
i BB +|sun srebeniz Ohr omin | v v [ I s
BB +|mon s rebzoiz oheomin | v P > [ I s
BB +| e 7rebaniz ohromin | v G vl I 5
BB +|wedarebeniz Ohe omin | v <[ I 3
EIE +|hu areb otz 3he3nmin | ANNUAL LEAVE USAGE v G | I 5
Total: 7 hr 30 min

After clicking the eyeglass symbol the following window opens. Type the activity name in the Code box
then click Filter.

{= https:/itimedey. nhfirst.nh.gov/L AWTMDEVYServer/L AWTMDEY.D. ..

Select an Activity
Filter Criteria Filker |
Code ]
Manager All w
Search Results et 20
L Start D |
Activity Role Date End Date
p 01-Jul-
025P12EL - 025P1ZEL 005 30-Jun-2025
025P12TR - D2SP1ZTR OL-dub - 30.3un-2025
2005
03200014 - ADS DO MANIFEST L P
WITMESS DTARS 2003
. DZRRAL0A - AREA ARP 10 Grank gé—DJELIl- 30-Tun-2025
Pisting
~ DZRRELDA - ARRA EAP 10 Grant gé-DJSuI- 30-Tun-20125
Posting
DZRACEGEE - ARRA EECEG 10 01-Jul- i
— 2005 30-un-2025 v
Joan= o Trusted sites £y - *H100% v
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After you fill in the box next to code and click filter the activity you want is displayed in blue. Click on
the activity name appearing in blue and it will be added to your drop down and work list for selection.

/2 hitps:Htimedev.nhfirst.nh.gov/L AWTMDEVServer/LAWTMDEV.D... (= |[B](X]

Select an Activity
Filter Criteria Filter |

Code |025P12BL |
Descriptian | |
Manager | All w |

Search Results
Activity Role Start Date End Date

025P12EL - 023P126L | : b | 01-Jul-2005  30-Jun-2025

The activity now displays in your drop down list.

e lennifer you are in data area UAT llogaut]
LAWS@N Timecard for Jennifer Middle Manager2

~|

\-'iaw: o 2712012 to D9-Feb-zoiz P (1] GF
Date HrIn MinIn Hr Out Min Out Daily Total Pay Code # Comment Lawson Activityﬁ Cost Center  Task List *
B +|ri 27 3anzoiz [0 v [00 v][12 %] [0 ¥ 4hromin [REGULAR Pay v @ -
[P o] sat 20020z [00 v [00 %] [00 v] [00 v oromn | v % - R4 ARP 10 Grant Posting:
[BIE +|mon 303an 2012 [00 v [00 v [00 v [0 +] otvomin | vl vl | I v
[0 +| Tee 313an 2012 [00 v |[00 v ][00 v] [00%] obromin | v R v | I v
B +|wed 1rebzore Dhromin | I | ¥ i v
[BIE +|hu zrebaniz ohromn | vl vl | I v
B +|ri zrebaoiz [o0 ohromin | ¥ P v | I v
BB o5 o oo | g o | ~—] 1
1E§j5un SFeb20iz |00 ofromin | ~ | v i v
(B <fon s et owomn | g 9 | = — 5
Ejme 7Febz012 |00 OhrOmin | v > I v
PR e sreb oo owonn | g 9 | ~|—] 5
[BIE +|h arebaoiz Shr30min | ANNUAL LEAVE USAGE vl vl | I v
Totak: 7 hr 30 min
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The Cost Center field is available for recording alternate posting information for a transaction. These
transactions will go into suspense then a manual override can be made in GHRS. Managers can reject
lines that require cost center with a message to the employee to fill in the field or the manager can
proxy to the timecard and fill in the field.

lennifer you are in data area UAT llogout]

LAWS@N Timecard for Jennifer Middle Manager2

~
view:| Pay Period || M z7-an-z01z to 03-Fsbzoiz B (1] G2
Date HrIn MinIn Hr Out Min Out Daily Total Pay Code # Comment Lawson Activity@ Cost Centery Task List |
ERH 7 unzzey 4hromin | REGULAR PAY v G2 [0zFizBL-025P12BLT I v
E@ | 4 P L\ 4 )
B +|sat 253an 2002 [00 ohromin | I | v/ \ v
B +|s5un 293002012 [00 v ohromin | v vl | I v
EjMon 30 Janz01z [00 ¥ OhrOmin | I ¥ I v
EE +|1e s13nz02 00 v ofromin | v v i v
[ +|wed 1Feb a0tz ohromin | vl @ vl | I vl
Ejmu 2Febz012 OhrOmin | v A ¥ I v
P e sreban owonn | g v | ~|—] 5
B +|sat arsboniz ofrOmin | v vl | I v
[ E +|sun srebzmz OhrOmin | v A ¥ I v
[ +|mon srebzoiz ofromin | v v i v/
[BE +|1ee 7rebaoiz ohromin | vl @ vl | I v
0 +| wed Feb2mz OhrOmin | v A v | I v
B +| 1o arebzmz Shraomin | AMNUAL LEAVE USAGE v v | I v
Totak: 7 hr 30 min
Agencies or Divisions may elect to utilize a custom task list for tracking the amount of time spent on
certain work activities. The field can be mandatory as indicted by the red asterik or it may be optional.
lennifer you are in data area UAT [logout]

LAWS@N Timecard for Jennifer Middle Manager2

-~
view: Pay Period v| 8 27-Jan2diz to 09-Febzotz B [ G
Date HrIn MinIn Hr Out Min Out Daily Total Pay Code * Comment Lawson Attivityﬁ) Cost Eent@
\
EE +|r 273anzoi2[08 v [00 v|[12 %] [00 %] 4hromin [REGULAR Pay w| G [02SP1ZBL - 025P12BLT v 2300 v
B +|sat 283anz0i2[00 v 0 v ohromin | v vl Bl
(B s 29 0m 2012 [00 ) [0 %[00 9] [009] ohromin v 9 v st
B +|#on 30330 2012 [0 v| ohromin | vl A v \ ﬁ:;\?z'}ﬁrene
[BIE +|1ue 313302002 [00 v [00 v [00 v [0 +] ohomn | vl v | Halids
[0 +| wed 1 Febaniz Ohrmin | v ~l| ‘ =
R | 2rebant ovomn | g 9 | = [—] 5
[BIE +|rm srebaniz ohromn | v vl | I v
B o5t +reb20tz o omin | v 5% || I ]l
1ﬁ§j5un S Feb 2012 0 hr O min \ V| bl | "H H "‘
B +|ton srebzoiz [0 ohramin | v A v [ i v/
(BB 2 ree 7reba0tz ol Omin | v | I 3
I +| wed 8Feb2nt2 OhrDmin | o ~l| I o
B +[1h arebzme Shra0min | ANNUAL LEAVE USAGE vl v | I v
Totak: 7 hr 30 min
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Notice the daily total reflects your seven and a half hour work day (for those who work 37.5 hour
weeks).

i3 Jennifer you are in data area UAT lagaut]
LAWS@N Timecard for Jennifer Middle Manager2

~
View: o z7dnemz to 09-Febzorz e (4] GA
Date HrIn MinIn Hr Out Min Oyt Daily Total Pay Code Comment Lawson A(tivityﬁ) Cost Center Task List
m‘ 7 br 30 min IIKEGULAH Py v G2 [025P12BL-D25FTZEL" v [2340 | [Recovery &
REGULAR PAY v G2 [025P1zBL-025P1ZBLS v [2340 | [Recovery &
v v | i 3
ot | 9 9 o — .
oronin | 5 9 | = [ — .
oo | 5 9 | — .
ohr omin | v B | i &
ohromin | v ] ] [ I |
Ean 3Feb 2012 Ohr omin | v 8] >l [ I 8=
: BB +|sat 4rebzoiz oheomin | ¥ P v I s
[ +|sun srebaniz Ohromin | v G vl I 5
6 +|Mon sFeb2niz Ohromin | = <[ I B
B +| e 7rebzoiz oheomin | v P v I s
BB +|wedsrebaniz ohromin | v G vl I 5
BB +|mhu 9rebeoiz 3hr30min | ANNUAL LEAVE USAGE v G ] | I B
Total: 11 hr 0min

If you work the same schedule on Friday that you did on Monday there is a convenient copy paste
feature that you may use. Click on the symbol that looks like the two sheets of paper to copy. Click on
the symbol that looks like the clip board to paste. Remember, to add additional lines click on the plus
symbol.

i3 lennifer you are in data area UAT llagout]
LAWS@N Timecard for Jennifer Middle Manager2 Ep— @- (7]

-~
view Pay Period v | < 273an2012 to 03Febzoiz B [ GA
Date HrIn MinIn Hr Out Min Dut Daily Total Pay Code * Comment Lawson Activityﬁ Cost Center Task List*
an 27 aanzoiz [08 v |00 v] 12 ¥ 7h a0 min | REGULAR PAY v| 43 [025P12BL-025PIZEL” v|[z40 |[Recover
EEl=] v | REGULAR Py v G2 [028P1ZEL - 025P12BL v | [2340 | [Recovery &
BB +|sa 28 3an2012 [00 ] (00 v | [00 obromin | v v I ~
B +|sun 293anz012 [00 ][00 | (00« [00 ~| otromin | v P v | i ~
Mﬂn 30 Jan 2012 7he30min | REGLLAR PaY v G2 [ D25PIZEL-025P1ZEL v|[z340 | [Fecavey &
i} | REGULER Pey v G2 [023P1ZEL - QZ5P1ZEL" RIE | [Recoven  »
0 +|twe 31 2an 2012 (00 v] [00 | (00 v (00 %] oromin | v P v [ i s
IR +|wed 1rebeniz oheomin | ¥ P ¥ I o
[EE <[t zrebaniz ohvamn | v P | I
: BB +|ri srebzon ohromin | v 2 v I s
IR +|sat 4rebeniz oheomin | ¥ P ¥ I 5
BB +|sun srebaniz ohromin | v G ] | I N
BB +|Mon e rebzniz Ohromin | v ] | I 5
BEIE +| e 7rebeniz oheomin | v P ~[ 11 .
R +|wedsrebzoiz oheomin | ¥ P v I \
BB +|mhu 9rebaoiz 3hr30min | ANNUAL LEAVE USAGE v G ]| I s
Total: 18 hr 30 min
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In this example lets assume the 37.5 hour non-exempt employee works overtime. They would select the
overtime straight perm pay code for the first 2.5 hours of overtime worked and overtime 1.5 perm 40 hr
for the time beyond the 2.5 hours. If the employee was exempt the would select the overtime straight
perm pay code for all overtime hours worked unless they were worked on a holiday (holidays worked
are subject to time and one half).

i3 lennifer you are in data area UAT llagout]
LAWS@N Timecard for Jennifer Middle Manager2 Ep— @- (7]

-~
view Pay Period v | < 273an2012 to 03Febzoiz B [ GA
Date HrIn MinIn Hr Out Min Dut Daily Total Pay Code * Comment Lawson Activityﬁ) Cost Center Task List"
B +rmi z71nzz 7hr30min | REGULER PAY v P [2sPi28L-02sPizELs v [z40 | [Recevery
iz | REGULAR Pav ~| 57 [02SP12BL-025P12BL" v|[z340 | [FRecaven
BB +|sa 28 3an 202 [00 ] (00 | [00 | [0 ] ohromin | v P ]| I
6 +|5un 293an 2012 [00 v Ohe omin | v W > I
BB +|mon 303an 2012 7he30min | REGLLAR PaY v 57 [02SPIZBL-025P12BL" v [zz40 | [Fecovery
i} | REGULER Pey v| L [023P12EL - 025F12BL" E | [ Recoven
BB +|1ee 313an2012 h 3 min | REGULAR PAY v 3 [025P12BL - 025P128L " v|[z340 | [Recoven -
i=] | REGULAR FaY v 57 [02sPizeL - 025P12BLS v 2340 | [Fecavery
i} j wed 1 Feb 2012 7he30min | REGULAR Py v| L [023P12EL - 025F12BL" E | [ Recoven
: =] | REGULAR Pa v 57 [o2spizeL -n2sPizBLS v [2340 | [Recoven
B +|hu zrebzoiz 10 hr 30 min | REGULAR PAY v 57 [02sPizBL - n25PizELS ¥ [2340 | [Recaver
i | REGULER Pey ~| G [028P1ZEL - 025F12BL" RIEN | [ Recoven
e [ OVERTIME STRAIGHT PERM v v|[z220 | [Responss
EE [ OVERTIME 1.5 PERM 40 HR v|fy 2] v|[2320 | [Fespanse
B +|rm srebeoiz oheomin | v = v I
[ +|sat 4rebeniz ohromin | v [ v i
BB +|sun srebeniz oheomin | v = > I L
BB +|mon s rebzoiz oheomin | v = > [ 1
BB +| e 7rebaniz ohromin | v P ]| I
BB +|wedarebeniz Ohe omin | v W v I
B +|thu srebzoiz 3hranmin | ANNUAL LEAVE USAGE ~| [ > [ 1
Total: 44 hr 0 min

Certain pay codes invoke pop-ups that solicit additional information from the employee. Overtime
codes prompt the following additional information questions. The purple arrow indicates mandatory

information.

Additional Information Save | Cancel
&pproved? 3
By Whiom? | tark. the Director |
Is this Disaster related? ®no O ves
IF_ Yes - Please enter the | |
Disaster
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You may use the comment icon to send your boss an update on the work accomplished during the
overtime.

i3 lennifer you are in data area UAT llagout]
LAWS@N Timecard for Jennifer Middle Manager2 Ep— @- (7]

Ll
view:| Pay Period v | @ z7-danz0iz to 03-Febzoiz B (B G
Date HrIn MinIn HrOut Min Out Daily Total Pay Code * Comment Lawson Activityﬁ Cost Center  Task List-
B 4| z7inzoz 7h a0 min | REGULAR PAY v GF  [025P12BL - 025P12BL " v|[z:40 | [Recaver
i) | REGULAR Fay v 57 [02sP1ZBL - 025P12BL" v [2340 | [Fecaver
| v P S| —
| 9 P | —
| REGULAR Py v 57 [02sP1ZBL - 025P12BL v [2340 | [Fecavery
| REGULAR Pa v 57 [Do2spizeL -02sPizBLS v [2340 | [Recavery
7hr 30min | REGULAR PAY v 57 [o2sPizeL-n2sPizeLS v [2340 | [Recovery  —
| REGULAR Py v 57 [02sP1ZBL - 025P12BL v [2340 | [Fecavery
7hr 30min | REGULAR PAY v 5 [Dp2sPizeL -n2sPizBLS v [2340 | [Recovery
I B | REGULAR PaY v 57 [o2spizeL-n2sPizeLs v [2340 | [Recaver
& | 10 hr 30 min | REGULAR PAY v 57 [02sP1ZBL - 025P12BL v [2340 | [Fecavery
® | REGULAR Pa v 5 [Dp2sPizeL -n2sPizBLS v [2340 | [Recovery
B® [ OVERTIME STRAIGHT PERM Dk [ v [2320 | [Respanse
B | OVERTIME 1.5 FERM 40 HR vy [ v [2320 | [Fesponse
B i | v W o | I
B fse | ¥ v | ||
B s | v W | Il |
| v W o | I
B |1 7rebzme | ¥ v | ||
B +|wedsrebzoiz oheomin | ~| [ v [ I
BB +|thu 9rebaoiz 3hr30min | ANNUAL LEAVE USAGE v [ vl | I
Total: 44 hr 0 min

When you click on the comment icon the following Comments section will open. After you have typed
you comments click on the save button and then X out to close the comment box. Squiggly lines in the
comment box indicate there is a comment.

72 hitps:Jitimedev. nhfirst.nh.gov/l AWTMDEVServer/l AW TMDEV.DLL?FTYPE-DEINKEY -32fa%a24e4dcd5adcOce... [ |[B[X]

cored s e |
N

Waorked on Response paperwark ikems,
Completed & - M

Camments

]
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If you wish to delete lines from the timecard check the box under the heading delete to the far right.
Next click save. Please be sure to click on the SAVE button not the DELETE button as the delete button
deletes the entire timecard.

f lennifer you are in data area UAT logout]
LAWS@N Timecard for Jennifer Middle Manager2 /\ E— ®- (2]

Date HrIn MinIn Hr Out Min Out Daily Total Pay Code * Comment Lawson Activil yﬁ) Cost Center  Task List * Delete
Fri 27 Jan 2012 7hr3omin | REGULAR PAY ~| G2 |n2sPizeL - 02sP1ZEL" v|[z340 | [Recovey  ¥| O
| REGULAR Pav v LA [02sP12EL - n2sP1ZEL” EED | [Recoven »| O
ohvomn | 9 9 < I Sli=
ohvomn | g 9 | I ¥ O
7hraomn |REGULAR PAY v LA [D2P12BL - 025P12BL v | [2340 | [Recovey | O
| REGULAR Pay - 02 [02sP12EL - n2sP1ZELY REET | [Recovenr  »| O
7hr30min | REGULAR PAY v G [DesPizsL- p2sPizeLs v [2340 | [Recovey | O
| REGULAR PAY v LA [D25P12BL - D25P1ZBL" v|[2340 | [Recovey | O
Thr30min | REGULAR Ay v 02 [02sP12EL - n2sP1ZEL” EED | [Recoven  ~| O
| REGULAR PaY v G [D2sP1zBL- D2sP1ZBLS v [2340 | [Recovey  w| O 7
10hr 30 min | REGULAR PAY v G [D25P1ZBL - 025P1ZBL v [2340 | [Recovey | O
| REGULAR Pav v LA [02sP12EL - n2sP1ZEL” EED | [Recoven »| O
[ OVERTIME STRAIGHT PERM viy | w2320 | [Response | O
[ OVERTIME 1.5 PERM 40 HR vy [ v|[2320 | [Resprse @] O
Fri 4bromin | REGULAR PaY v LA [D25P12BL - 025P12BL v | [2340 | [Recovey | O
\ ~] Vo ~| || ¥ O
Sat 4Febz01z [00 v Dhramin | v (| ~| I ~ O
Sun 5 Feb 2012 ohromn | > [ > I v O
Mon & Feb 2012 Thr30min | REGULAR Ay v 02 [02sP12EL - n2sP1ZEL” EED | [Recoven  »| O 1
| REGULAR PaY v G [D2sP1zBL- D2sP1ZBLS v [2340 | [Recovey  w| O
7hraomin | REGULAR PAY v G [025P1zBL- 02sP1zeLY v [2340 | [Recovey | O
| REGULAR PaY v LA [D2P12BL - 025P12BL v | [2340 | [Recovey v O
7hr30min | REGULAR PAY v G [D2sPizBL- D2sP1zBLS v [2340 | [Recovery v
| REGULAR PaY ~| G [025P126L - 025P12BL" v|[z30 | [Recoven
Thra0min | ANNUAL LEAVE USAGE v (I v I ~|
| REGULAR Pay - 02 [02sP12EL - n2sP1ZELY REET | [Recovenr  »| O
Total: 74 br 30 min
|
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If you have your screen resolution set to a large view you may not see the save button. In order to
access the save button from this view you will click on the double arrow button to the far right and save
will be exposed.

lennifer you are in data area UAT [logout]
LAWS N Timecard for Jennifer Middle Manager2 pp——— & e

prnt iew | bt sbont ondCose | “beiete ] Vabdate ] copy Lt Py perod | et [T (|
.Y
View:| Pay Period | M 27-Jan-2012 to 03-Feb2niz BB o
Date HrIn Min In Hr Out Min Out Daily Total Pay Code * Comment
B +|Fi 272an2012 08 v|[00 v][12 v [00 % 7hr30min [REGULER PaY v| 7 [oesP1zBL-0 =
EA [13 v [ o0 [ 16 ~ ] [30 +] [REGULER Pay v| 7 [oesPizBL-0
[0 #|sat z8anzorz (00 v|[00 v][o0 v [00 | onromn | v 2o
[ +|sun 29201z [00 v [00 v][o0 v [00 | onromn | v e
Y [0 +|mon 303an 2012 [08 v [00 v|[12 ] [00 %] 7hr30min [REGULAR PAY v 2 [025FIZEL-D
TR [13 v |[o0 «][16 ] (30 | [ REGLILAR PAY v A [o2sF1zBL-0
[ +|1ue 313an2012 [08 | [00 v]|[12 ] [00 v| 7hr30min [REGULAR PAY v] G?  [ozsP1zBL-0
ER [13 v (o0 w][16 ] (30 | | REGLILAR PAY v G? [ozsP1zBL-0
[E P +|wed 1rebzorz [08 w|[00 v |[12 %] [00 v| 7hr30min |REGULAR PaY v G? [0zsP1zBL-0
ERA [13 »[[o0 v[[16 +] (30 | | REGLILAR PAY v (7 [oesPizBL-0
B0 +|thy 2Febzotz [08 w00 v][12 v [00 v 10t 30 min | REGULAR PaY v] (7 [oesPizBL-0
A [13 ~[[o0 «[[16 »] (230 | | REGULAR PaY v] 7 [oesPizBL-0
ER [16 ~|[ a0 [ 13 ~] [00 +] [ OVERTIME STRAIGHT PERM vy 8 [
EA [13 v ][00 [ 13 ] [30 +] [ OWERTIME 1.5 FERM 40 HR v |0y [
[0 +|Fi srebentz [02 v|[00 w][12 v|[00 | 4hromn [REGULER FaY v 2 [o2sFizEL-0
i i e — | S
1-1af1 iF3i o Trusted sites v H00% v

Updated: 9/7/2012 9:43 AM
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Because it is the end of the bi-weekly pay period you may click submit and close and then confirm. By

doing this you are saying | am done with my time entry and | believe it to be correct. The end of the bi-

weekly pay period is the only time employees should select submit and close.

Otherwise clicking submit is all a user needs to do; a hard close will happen on Tuesday night prior to

the interface into GHRS.

Delete

Fagecard for Jennifer Middle Manager2

¥Yalidate | Copy Last Pay Period m Prev Nexk m

View;| Pap Period [v| M 27-Janz0iz to 0o-Febzoiz B [ 6P

lennifer you are in data area UAT llogout]

Search..

@ 50

A

Date HrIn MinIn HrOut Min Out Daily Total Pay Code * Comment Lawson A(tivityﬁ Cost Center  Task List
B +|ri 2730201z 7hr 30min | REGULAR PAY v 5 [D2sPizeL -n2sPizBLS v [2340 | [Recavery
i) | REGULAR PaY v 57 [o2sPizeL-n2sPizeLS v [2340 | [Recaver
BB s ZSJanzmzm obromin | ~| [ v I
BB +|sun 293002012 [00 ] Ohr Omin | v = v | i
B +|mon 302an 2012 7hr30min | REGULER PAY v P [2sPi2eL-o2sPizELs v|[z240 | [Recovem
| REGULAR Py v 57 [02sP1ZBL - 025P12BL v [2340 | [Fecavery 7
7hr 30min | REGULAR PAY v 5 [Dp2sPizeL -n2sPizBLS v [2340 | [Recovery
| REGULAR PaY v 57 [o2sPizeL - n2sPizeLs v [2340 | [Recaver
7hr 30min | REGULAR PAY v 57 [D02sP1ZBL - 025P12BL" v [2340 | [Fecavery
: i | REGULER Pect ~| L [ 025P1ZEL - 025F12BLF REN | [ Recoven
BB +|tha zrebeniz (08 v] 10 hr 30 min | REGULAR PAY v 57 [o2sPizeL - n2sPizeLs v [2340 | [Recaver
i) | REGULAR Py v 57 [D02sP1ZBL - 025P12BL" v [2340 | [Fecavery
i | OVERTIME STRAIGHT PERM vy 2 = | [ Responze
ER | OVERTIME 1.5 PERAM 40 HR Dk I v [2320 | [Respanse  —
IR +|ri zrebeniz [08 v abrOmin | REGULAR PAY v 57 [02sPizeL - 025P12BLS v 2340 | [Fecavery
[EB +|sa 4rsbaniz [00 ] (00 v|[00 v [0 ] owomn | v [ vl | I
6 +|5un sFebomz mmm ohromin | v P vl [ I
. B +|mon srebzoiz 7hr a0 min | REGULAR PAY v 57 [02sPizBL - n25PizELS ¥ [2340 | [Recaver
| REGULER Pey v| L [023P12EL - 025F12BL" E | [ Recoven
7hr 30 min | REGULAR PaY v 57 [o2spizeL -n2sPizBLS v [2340 | [Recoven
| REGULAR PaY v 57 [02sPizBL - n25PizELS ¥ [2340 | [Recaver
B +|wedsrebzoiz Shromin | THIRD SHIFT DIFFERENTIAL ~| o v | | [ Recoven
i) [ | THIRD SHIFT DIFFERENTIAL v = v | | [Recavery
[EE]] (23 %] [REGULAR PaY v [ vl | | [Recover
i) ] | REGULAR Py v = v | [Fecavery
BB +|mhu 9rebaniz 30 | 13t 30 min [ ANNUAL LEAVE USAGE v P vl | | [Recoven  »
< i} | >
1-10f1 jFai] o Trusted sites fa - Hi00% v
Click Confirm.
4 lennifer you are in data area UAT logout]
LAWS@N Timecard Submit Confirmation Fy— ®- (7]

Submit Timecard for Jennifer Middle Manager2

The timecard will be closed.

Begin Date | End

Date ‘

Total Hours

g2.00

Ce=D

Click to Subrnit Timecard

| 27-Jan-2012 /'1-\ 09-Feb-2012

Eance

Click.to Cancel

Updated: 9/7/2012 9:43 AM
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As you can see the pay status shows as submitted now that you have confirmed.

e lennifer you are in data area UAT llogaut]
LAWS@N Timecard for Jennifer Middle Manager2

 Print view | vaidate | ITERNN IR
~

@ 27-lan-2012 to 09-Feb-zoiz B (1] GF
n MinIn Hr Qut Min Out Daily Total Pay Code ™ Comment Lawson Activity Cost Center  TaskList* JJ Pay StatusfProject Status

ao 12 ao Zhr30min | RHEGLLAR PAY Q 025F12BL - 025F12BL-" Recovery Submitted Submitted

oo 16 a0 REGULAR PAY =] 025P12BL - 025P12BL-" Recovery Submitted Submitted

i il i ohr 0min [}

0o il 0o 0 hr @ min ]

oo 12 oo Zhr3omin | REGLULAR PAY =] 025P12BL - 025P12BL-" Recovery Submitted Submitted

U] 16 an REGLILAR PAY [} 025P12BL - 0251281~ Recoverny Submitted Submitted ¥

ao 12 ao Zhr30min | RHEGLLAR PAY m 025F12BL - 025F12BL-" Recovery Submitted Submitted

ao 16 30 REGULAR PAY @ 025P12BL - 025P12BL-" Recavery Subritted Subritted

o0 12 o0 Fhraomin | REGLLAR PAY [ 025P12BL - 025F12BL-" Recovery Submitted Submitted
: oo 16 a0 REGULAR PAY m 025P12BL - 025P12BL-" Recovery Submitted Submitted

ao 12 ao 10 hr 30min | FEGLLAR PAY @ 025P12BL - 025P12BL-" Recavery Subritted Subritted

o0 16 a0 REGLLAR PAY [ 025P12BL - 025F12BL-" Recovery Submitted Submitted

30 14 oo OVERTIME STRAIGHT PERM by o2 Response Submitted H/A

oo 19 0 OVERTIME 1.5PERM 40HRA Ty Response Submitted /A B

o0 12 o0 4hrOmin | REGULAR PAY [ 025P12BL - 025F12BL-" Recovery Submitted Submitted

i [il] i ohr 0min [}

0o il 0o 0 hr @ min ]

o0 12 o0 Zhraomin  REGLLAR PAY =] 025P12BL - 025P12BL-" Recovery Submitted Submitted

oo 16 a0 REGULAR PAY @ 025P12BL - 025P12BL-" Recovery Submitted Submitted

ao 12 ao Fhr30min | REGLLAH PAY @ 025F12BL - 025F12BL-" Recovery Submitted Submitted

o0 16 a0 REGULAR PAY =] 025P12BL - 025P12BL-" Recovery Submitted Submitted

00~ |[23 ][00~ ohromin [THIRD SHIFT DIFFERENTIAL ] [ 1[Recoven Scbmitted HiA

30 v [24 %] [o0 THIRD SHIFT DIFFERENTIAL ] [ ][Recovey Submitted Hi

EEEN REGULARA PAY = [ ] [Fecaver Submitted HiA

30 v [24 [+ o0 REGLLAR PAY ] [ ][recovey Submitted Hja

00~ | [16 ] [30 %] 13 hr 30 min [ANNUAL LEAVE USAGE ] [ ][Recover Submitted Hp v
< i |
1-10f1 jFai] o Trusted sites fa - Hi00% v
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