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Approved
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Robin Taber

Effective: 4/20/15

Purpose and General Instructions:

1. This procedure establishes the preparation and submission of Timesheets by Gemini
Technologies, Inc. employees.

2. This procedure applies to all Gemini Technologies, Inc. employees. The procedure provides

guidance for time-keeping of labor and if applicable other paid time off hours.

Employees are responsible for their own personal time record.

4. The employee certifies the accuracy and completeness of this time record when their signature
is electronically affixed to the timesheet.

w

Definitions

None

Procedure:
The following procedures apply to the distribution and completion of Timesheets:
Distribution of Time Sheets:
a) Human Resources will notify the Accounting Department to set up newly hired employees in the
Electronic Timesheet system. The Accounting Department will send the new hire instructions

on how to access & log on to their Electronic Timesheet.

b) Employees will be able to access their Electronic Timesheets from any computer with internet
access. They will be required to update their passwords on a regular basis.

¢) The Accounting Department will make sure each weekly period’s Electronic Timesheets are

available & accessible to employees in a manner that will ensure that each employee’s work data
is recorded and available for submission/inspection on a timely basis.
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Completion of Timesheets:

a)

b)

d)

1)

a)

h)

I

An employee should charge the appropriate charge numbers according to the work they
performed. Your supervisor will give you an Authorization to Charge Summary with your
appropriate charge number(s) for the work to be performed.

The Electronic Timesheet system is updated weekly by the Accounting Department to ensure the
appropriate charge numbers are available for each employee to charge their time correctly.

For detailed instructions on how to fill out your Electronic Timesheet see below for Appendix 1:
How to Complete an Electronic Timesheet

Employees will enter their time at the end of each working day (but no later than the morning of
the next work day) to show all hours worked and the distribution of hours worked as either direct
labor, indirect labor, or other categories as applicable. Non-exempt, hourly employees who work
part-time can leave the days they do not work blank (i.e., they do not have to enter “zeroes” on
the days they do not work at all); however, they must record any hours on days they DO work at
the end of that day (or no later than the morning of the next work day).

All time will be recorded in hours and half-hour increments (nearest half-hour); for example, 6.5,
4.0, 5.5, etc. Occasional interruptions of less than half-hour are considered to be a “non event”.

Employees are not authorized to enter time for a date in the future except in the following two
instances:
i. Anemployee may charge paid time off for a date in the future if the employee has accrued
the necessary paid leave hours to be taken.
ii. An employee may charge a company-approved holiday for a date in the future.

If an employee does not work for the entire week he/she will need to enter zeros for every day
not worked and then sign their timesheet.

Employees, after completing their timesheets, will sign their timesheet electronically, certifying
that they have actually worked the indicated number of hours on the charge numbers recorded.

An employee should enter the hours he/she worked for the day. For example, if an employee
worked 10 hours on Monday and 6 hours on Tuesday, the employee’s timesheet should show 10
hours on Monday and 6 hours on Tuesday as opposed to 8 hours for Monday and 8 hours for
Tuesday.

Any changes that may occur after submission must be made in accordance the Timesheet
Revision Section of this document.
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Entering Timesheets for Absent Employees

e If an employee, due to extenuating circumstances (sickness, travel, etc.) is unable to complete
their timesheet, then the supervisor will complete and sign the timesheet for the employee. The
supervisor should coordinate with the employee to ensure that the hours actually worked are
reflected accurately and the proper charge numbers are charged.

e When the employee returns to normal duty the employee must logon to their electronic
timesheet and review the timesheet completed by your supervisor to make sure that:

e the hours actually worked are reflected accurately
e They are charged to the proper charge number(s)

e Then sign the timesheet in the Employee signature box. It will overwrite your supervisor
signature (which appears in red). Make revisions if necessary and ask supervisor to
approve your revisions, if applicable.

Approval of Timesheets:

a) Upon receipt of a timesheet, which has been completed and signed by an employee in their area
of responsibility, the immediate supervisor will:
a. Audit the timesheet for completeness, accuracy, and distribution of hours worked.
b. Coordinate any changes with the employee who completed the time sheet and both will
sign any changes. (See “Timesheet Revisions” below.)

b) Indicate their approval and certification by signing the timesheet in the supervisor space on the
time sheet after verifying the accuracy and authenticity of the completed timesheet. (See
Appendix 2: Instructions on How to Approve an Electronic Timesheet below.)

¢) In the absence of an employee’s immediate supervisor, the backup supervisor should approve
the employee’s timesheet.

d) The supervisor must review and approve any corrections to an employee’s timesheet.

Certification of Timesheets
Certification of the timesheets by the employee and the supervisor indicates an honor bound
commitment as to the accuracy of hours worked. To knowingly falsify such data is a serious matter

subject to disciplinary action.

Timesheet revisions:
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1. Timesheet Revisions: Employees may revise timesheets before or after the supervisor approves.
For detailed instructions on how you make a timesheet revision see below for Appendix 3: How
to Complete a Timesheet Revision.

Compliance

a) All employees must be thoroughly familiar with the responsibilities and obligations concerning
timesheet reporting.

b) The review and working knowledge of this procedure will assure Gemini’s successful compliance
with the legal constraints imposed upon defense contractors by the Federal Government.

¢) Each employee is responsible for the accuracy and completeness of personal time records. This
accuracy is certified by the employee’s signature.

d) Thistime record becomes the legal document by which the Accounting Department is authorized
to make salary and wage disbursements and is also the basis for contract customer billings.

e) Upon hire and once per year all current employees will receive a Timesheet Review and
Timesheet Revision presentation from the Accounting Department. All employees will be
required to sign & return Form 1006.1 Timesheet Review Acknowledgement, certifying that they
have reviewed & understand the Timesheet Review and Timesheet Revision presentation.

1) Timesheet & DCAA Floor Check training sessions: Once per year and every month for new
hires, the Accounting Department will conduct a training session which will go over the
Timesheet Review & Timesheet Revision presentation (see (e) above) & DCAA Floor Checks.
This training program will be offered either in person or over the telephone. The training
session will last approximately 15 minutes.

2) The training will cover proper timekeeping procedures (per this procedure #1006), the
penalties for knowingly mischarging time, and awareness of periodic unannounced internal
and government audits (DCAA Floor Check) of Gemini’s timekeeping procedures.

3) Employees are required to attend these Training sessions within 30 days of hire and after
that annually. The annual training session will be announced at least a week in advance,
and several times and locations will be held to make the sessions reasonably accessible to
all employees. Attendance will be logged and kept on file.

Audit Functions

a) Arandom sample of employee timesheets will be verified with respective employee and
authorized supervisor to confirm labor controls.

b) Random floor checks will be conducted to validate adherence to Gemini timekeeping
policies and procedures.
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¢) Random timesheets will be pulled to verify the accuracy of data being inputted /
imported into the accounting system.

Employees should be aware that their supervisor and the accounting department can access their
electronic timesheet at any time to perform these random floor checks.

APPENDICES:
Appendix 1 — Time & Expense — How to complete an Electronic Timesheet
Appendix 2 — Time & Expense — How to Approve an Electronic Timesheet
Appendix 3 — Time & Expense — How to Complete a Timesheet Revision

ATTACHMENTS:
Form # 1006.1 — Timesheet Review Acknowledgment
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Appendix 1: TIME & EXPENSE
Instructions on How Complete an Electronic Timesheet

Open Internet browser and enter in URL address: https://tcg3.hostedaccess.com/DeltekTC/welcome.msv

€ P @ htips//tco3 hostedaccess,com/Deltek 1C/welcome | (B st Plee &+ al=

Deltek Time & Expense Deltek e

-

Login ID [005137
Password

EorgoiResel Password
Domain |GEMITEK.COM
dstates ||

Change Password After Login

Language |Englisn

Login 2011 Deitek, Inc. All rights reserved Legal Statement

Login: Your Employee ID: 0051xx (where xx is your employee number)

Password Date of Birth: YYYYMMDD after your initial login it will prompt you to create a new password
Domain: GEMITEK.COM

Click Enter or Login

PwnNPE
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5. The first screen to appear will be you “My Desktop”.
[ [T = @& " = o+

| | | ) |

[ sttt ] [ ===

a.
6. Next click on TIME/Record Time/Timesheet
TR © s e+ B

(2] @ ma R - (] L Q L

Deltek kwumore

a.
7. The screen to appear will be your timesheet.

a. take note of the timesheet Date (red circle)
b. To move the timesheet weeks ahead or back use the arrows next to the date (orange arrow)

8. To select a Contract Charge number click in the Contract WBS column - the magnify glass (red arrow). If you
are charging Indirect/Holiday or PTO skip down to Step#14
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(' @ https//teg? hostedaccess.com/ Deltek TC/TimeC

ction.msv ¢

PlhBE ¥ & | =
005137 @ GEMITEK.COM Deltek

&% Tme Administration F ? (0]
© Timesheet
2 L - T i [FE T oy 1
FFql:rpen 5 Save Q Search M Print P Audit ﬂE\ Leave oy Reverse Timesheet i Off-Line Timesheet MNotes
Class[Exempt Employee. | | 4] =
ae Descriptio D b Dep 0 4
I ¥ Q
ol 2
O] 3 ¥
]
] 2
]
] —i
]
]
Regular
Overtime
Total
il il ] 3
- Holiday
Signature | =) Leave Approval |
Non-Work Day|
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9. Click on the + box to select the contract you are charging. (red arrow)
€ 8 hups/itcgd hostedaccess.com/Deltek TC/ TimeCollection msy ¢ | |B - Googie Pl B + & =

&% Tme Administration }' ? (V]

Charge Lookup

| Select a charge from the list of available charges. To make a different selection, dnll back up to a higher level

) Charge Trees
| | =3 Contract

| cnarge®ranch | charge Branch Code | Contract WBS | Acct| Labor Category| Dept
P+ |ssTR00TOZE c1526 | TR |

~ Add o Timeshest <Previous || Next>
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10. The 2" screen that will list the available contracts the employee is approved to work on.

a. The “Charge/Branch Description” column contains the Contract Name
b. The “Charge Branch Code” column will contain a number (for example, C1526). The fields of this
number are:
i. “C” means the charge number is for a contract
ii. “15” is the Gemini contract number
iii. “26” is the Task Order number of the contract

11. Click on + sign to select the next level of charging on this contract. (red arrow)

(" & hitps//tegd hostedaccess.com/Deitek T/ TimeCollection.msv ¢ || B - Goxgie PlhB & & =

& Tme  Administration F ? [0)

Select a charge from the list of available charges. To make a different selection, dnll back up to a higher level

O Charge Trees
=) Contract

|| cnargemranch | cn Code | Contract WBS | Acct| Labor Category | Dept
"B+ |ssT900 TO26 o]

Add to Timesheet <Previous || Next>

Gemini Proprietary Information Page | 10




gem ini Gemini Procedure

ji—————]
technologies
12. The 3™ screen that will appear is the Task level details.

a. Charge/Branch Description = Task Order Name

b. Charge Branch Code: C=Contract 15=contract number 26=task order

c. Contract WBS: 1015.026.A01.001 = Contract 15 Task order 26 Task Order 1

d. Account: 1526-011 = Contract 15 Task Order 26 Task Order 1

e. Labor Category: 01 = Labor Category number associated with Labor Category Description
13. Click on box to place a checkbox to select charge from the list of available charges. (red arrow)

14. Click on Add to Timesheet

“_ & hitps//teg3 hostedaccess.com/ DettekTC/ TimeCollection.msv e | |B- Googte P B +$ & =

& Time Administration s ? (V]

Select a charge from the list of avaslable charges. To make a different selection, dnll back up to a higher level.

CJcharge Trees
£ Gontragt
523 98T900 TO26

|| ChargeBranch Descr | Charge Branch Code| Contract WBS | Acct | Labor Category| Dept
| CLiN 001 Task A Analysis Spt | C1526 |1015.026.401.001 | 1526-011 |01
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15. Once you click on add to timesheet it will take you back to your timesheet screen. Enter your hours on a
daily basis for each day of the workweek (Monday — Sunday).

€ a https://tcg3.hostedaccess.com/DeltekTC/ TimeCollection.msy c E" Google L * E 4+ # =
005137 @ GEMITEK. COM Deltek
&% Tme Adminisiration F ? (0]
@ Timesheet
i = - o L iz . 535 [J—— 0
TIOpen 5 Save Q Search _m_.F’rmt v.ﬂ\udn %Leaue K’Rev'erse Timesheet e Off-Line Timesheet MNotes
Employee Status Revision
Class [Exempt Employee Waekly Period Ending[Dec 7, 2014 EEE]
ge Descriptio onir B A bo Dep 0 e ed
Eil] 1 |CLIN 001 Task A Analysis Spt 1015.026.A01.001] Q [1526-011 |1 B

i 2

]

) 4

I 5

& 6

7] Iy

7] 8

= 9
Regular,
Overtime

Total

« | i ] "
Holiday
Signature [ ]| Leave Approval [
Non-Work Day|
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16. If you have multiple contract charge numbers you can go to Line 2 and click on the magnify glass under

Contract WBS to get you back to the lookup window for more contract charge numbers.

€ a https://tcg3.hostedaccess.com/DeltekTC/ TimeCollection.msy c EI' Google L * E 4+ # =
005137 @ GEMITEK. COM Deltek
&% Tme Adminisiration F ? (0]
@ Timesheet
o - i | M ¥
) A i H Rey = off
Fr:{,t]pen E Save q Search _m,Frmt FL \wudit .% Leave I i_,’Ftev'erse Timesheet e Off-Line Timesheet MNotes
Class [Exempt Employee | Waekly Period Ending[Dec 7, 2014 ESE]
ge Descriptio o B A bo Dep

[ INCE M 00 Tosk A Analysit Spt 1015.026.A01.007] Q15601 [ B
L=
]
I 4
]
& 3
I i
I 8
[CHE
Regular|
Overtime
Total

<[ M ] B
- Holiday
Signaturs [ [I[=T] Leave Approval |
Non-Work Day,
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17. If your hours are to be charged to Indirect/Holiday/PTO - Click on Account column and click on the
magnify glass. Note: If you click on the Contract WBS for Indirect/Holiday/PTO you will not see the charge
numbers available. You HAVE to be under ACCOUNT to select the charge number.

€ @ httpsy/tcg3 hostedaccess.com/DeltekTC/TimeCollection.ms | B - Google PAhBE ¥ =
& Tme Administration F 2 V)
@ Timesheet
EOpen ESaue qgsamn dRPrint T Audit %Leave i‘gRsverseTlmas “ItrLine Timeshest | | Notes

Class [Exempt Employes | Weekly Period Ending|Dec 7, 2014 ERE]

Charge Description Contract WBS Acct Dept Man Tue Wed Thu

Sun Charge
"] Categor 1201 1272 1273 1244 y 1277 Totals
] 1 [CLIN 001 Task A Analysis Spt [1015.028.A01.001 o1 B [
rje [ ql}) |
=l E [
] [ '
] s |
G i
&l [ |
[ |
[l 9
Regular
Overtime
Total
a«f m »
Holiday
Signature | =] Leave

Aol EE|

Non-Work Day|
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18. For this example we selected PTO.
19. Follow same instructions for Contracts to select PTO and add your timesheet.

(-_-ﬂ hittps://tcg3. hostedaccess.com/DeltekTC/TimeCollectionmsv - | [B- coogic AlhkE & A =

Deltek
Time Administration
| & | |

| Charge Lookup

| Select a charge from the list of available charges. To make a different selection, drill back up to a higher level.

(1 charge Trees
& 1 Paid Time Off
E-4=] PAID TIME OFF

0] e yescription_| Ch h Code | Contract WBS| Acct | Labor Category] Dept
[#] | Paid Time of |0280-000 | 0280-000 01 |00

P em—

N
@[ Close | | <Previous || Next>

Gemini Proprietary Information Page | 15




gemini

technologies

20.
21.

Add hours to appropriate day

Gemini Procedure

After you complete your timesheet for the day — Click on Save. (red arrow)

| € @ hitps//icg3.hostedaccess.com/DeltekTC/TimeCollection.msv

|| B- cogte

D) GEMITEK COM
Time Administration
I & I I I | # e O |
@ Timesheet
@Dpsn g Save Q Search hF‘rml _uAud\I %Leave _%Rsverse Timesheet @Oﬁ-une Timesheet K
I g — o
Clad [ Exempt Employee Weekly Period Ending| Dec 7, 2014 E=E
-
E 1 |CLIN 001 Task A Analysis Spt 1015.026.A01.001 [1s28-011 |01 B 4.
)| Z[padTmeorr lbzso000 1 oo 5 4
~F =]
i S
=i
]
[l
]
B e
i Ay A |
< . J »
Holiday
Signature [ ] Leave Approval [ [EE
Non-Work Day|

After you have completed your timesheet for the week Click on Save

& hitps/teg3.hostedaccess.com/DeltekTC/TimeCollection.msv

7 ||B - Google

2k Time & Expense
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23. Click on Sign your timesheet pencil box next to Signature box. (red arrow)
o2 hostedaccess.com/DeltekTC/ TimeCol c PluBE ¥ & | =
K.COM Deltek
&  Tme Administration F 7 V)
il I I I
@ Timesheet
L : 3 x R ” - L]
@Open gsave QSearch R Print o Audit g Leave Reverse Timesheet \Tig Oft-Line Timesheet Notes
Class | Exempt Employse | Weekly Period Ending[ Nov 23, 2014 \_g:|_-ﬂ
Charge Description Contract WAS Acct Mon  Tue  Wed  Thu Fri sat Charge
o WAT 1A 19 TR0 hRY e Totals
] 1 Jeun 00t Task A Analysis Spt [1015.026.A01.001 [1526-011 3 4 4 41 120
[ 2 [o8A - Indirect Labor TIETT TR -] [ z EX D B0
[I| 3 [os#1 - ndirect Labor CTIETIIN TR ]
| @ [o5#2 - ndirect Labor pevis0z i 2 210 20 B0
|| 5 [Ps#1 - mdirect Labor TIETII TR ]
] G qQ
[
]
(1]
Regular EE| EX x| 240
Overtime
Total EE| EX (Xl 240
Al [ | i
Holiday
Signature | Leave Approval
Non-Work Day
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24. Enter your password to Sign your timesheet

25. Click Okay

| € @ hiips/teg? hostedaccess.com/DeltekTC TimeCollection mav = | |- Google AluE + &=

By signing this timesheet you are cerlifying that hours were
incurred on the charge and day specified in accordance with
company policies and procedures

Enter Password™ |
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26. After you sign your timesheet you can log out of the system.
27. Click on the logout icon at the top right hand side of your timesheet.

€ @ hiips//tcgd hostedaccess.com/ Delick TC/TimeCellection.r

4 Tme  Administration

© Timesheet

Employee:
c |

Charge Descrpion Contracl WBS

P oven [ save @ searen gpimt 7, auot 3 Leave T Reverse Tmesneat

1 [CLN 001 Task A Analysis Spt [1015.026.401.001 is26-011 o1

i OTLine Timesheet Notes

4 |05#2 - ndrect Labor [p401-5i

5§ [PS#1 - Indwect Labor psot.201 1

[
[ 2 [G&A - Indrect Labar ps0t-T00 ot
)| 3 }o5#1 - ndrect Labor IETI ]
i
[
[

][] ) ]

(]
B

B

\
ﬁ_ls

ty Peri 23,2014 g«[ﬂ

Wed  Th i Sat Swn Charge
1ne 11e 120 N nzz2 123 Tatals

4 40 40 4 [ 220

2 29 2d 1 70|

1 L o 1.0|
1 EX:| 20 3 a0l

Signature [Hyde_ Nina (005137} |

Holiday
Leave
Non-Yvork Day|

B —
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Appendix 2: TIME & EXPENSE
Instructions on How to Approve an Electronic Timesheet

Open Internet browser and enter in URL address: https://tcg3.hostedaccess.com/DeltekTC/welcome.msv

€ P anmy 3 hostedaccess.com/Deltek TC/welcome.rr ¢ | |8~ |soogie PlérEe & & | E

Deltek Time & Expense Deltek gz

LoginID [005137
Password

EorgouReset Password

Domain |GEMITEK.CO!
Language |EnglishiUnited States [ w]

Change Password After Login

Login 2011 Deltek, Inc: All rights reserved Legal Statemes

Login: Your Employee ID: 0051xx

Password Date of Birth: YYYYMMDD after your initial login it will prompt you to create a new password
Domain: GEMITEK.COM

Click Enter or Login

PwnNPE
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5. The 1%t screen to appear will be your timesheet. To approve employees timesheet click on SEARCH at

top left of timesheet toolbar (under the word Timesheet).

€ @ hitps/tcg3 hostedaccess.com/DeltekTC/TimeCollection.ms c | |B- Google PAhBE ¥ =
005137 @ GEMITEK.COM Deltek
& Tme Administration F 2 V)
@ Timesheet
' i b i I iz P .
EOpen 555\:9 QSsamh Man “Auml _“}é;\Leave uszverseTlmasheel .\*Eoﬁ Line Timesheet Notes
Employe Status Revision
Class [frempt EmBigyee | Weekly Period Ending|Dec 7, 2014 ERE]
o
= Q |
rje |
o s |
|| |
o s [
T |
il |
(T |
[l 9
Regular
Overtime
Total
< m ] B
Holiday —
Signature | =] Leave Approval | | [E]E
Non-Work Day|
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6. After you click on Search the Timesheet Search box below will appear.

& @ hitps//teg? hostedaccess.com/ DekekTC/TimeCollsction.mev

e |[B- soogte

T
“ |meI

EMITEK.COM

Administration ‘

Timesheet Search E3

Please enter search criteria below. Depending on what is selected in the search criteria, timeshests will be
displayed in the results table below.
Criteria

Schadule
e e

Period
Nov23, 2014 -

Status Counts
[¥] Missing
[¥] Open |
[¥] Signed
[¥] Approved |
Rejected |
= [¥] Processed
LastName

Sort By Employee -

Function Select

Execute

Results

7.
8.

The Period will be the last day of the week you are approving — automatic default.
Next Click on Function drop down and select Primary Supervisor (or Backup Supervisor if you are

approving as back-up to another supervisor when they are not available to sign timesheets.)

9.

10.
11.

Your name will then appear.
Click on your name.
Click on Execute.

€ @ hitps/tcgdhostedaccess.com/DektekTC/TimeCollection.msv

- &|[B- Googte

Please enter search criteria below. Depending on what is selected in the search criteria, timesheets will be
displayed in the results table below.
Criteria

Period
Now 23,2014 ~

Year
2014 ~

nction  Primary Administrator -
Aletich-Harvey, Kimberly

Group

Missing

[7] Open

[¥] Signed

Approved |—
Rejected |
Frocessed ,7

Last Name

Sort By Employee -
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12. After you click on Execute the employee’s timesheets that you are responsible for approving will be
listed below.

€ | @ hitps//tcg3.hostedaccess.com/Deltek TC/ TimeCollection.msv - |[B- cooge AlAhkBE + /| =

Deltek

| A |

Timesheet Search

Please enter search criteria below. Depending on what is selected in the search criteria, timesheets will be
| displayed in the results table below.
Criteria

Year Period
2014 ~  Nov23,2014 - Status  Counts

— Missi |

Function Primary Administrator - ikt a
Aletich-Harvey, Kimberly Opsn 3

[¥] Signed 0

Approved 0

Rejected o

Processed i}

LastName

Sort By Employee -

R——

e

Employee

‘| | Bauer, Jeannine A (005160)
Hyde, Nina (005137)
Keith, Sherrill L. (005139)

Note: The status of the timesheets should be SIGNED — this means the employee has signed his/her timesheet
and the timesheet is ready for review and approval. If the status of the timesheet is OPEN or MISSING — the

timesheet cannot be approved. The employee must first sign his/her timesheet before it can be reviewed and
approved.
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13. To select all of your employees at one time Click on the small box next to word Employee
14. Click on Okay — the 1°t employee’s timesheet will appear for approval.
‘(- @ hitps://tcg3 hostedaccess.com/DeltekTC/TimeCallection.msv o v e \vEmgfe N f-‘\ * B8 ¥+ & =

@ GEMITEK.COM

U
“I Time | Administration ‘ .i. ? | O |

Timesheet Search | x|

Weekly - 2014 v Nov23,2014 ~ Stalus  Counts
Functon Prmay Adminisator ~ missing [ 0]
Aletich-Harvey, Kimberly Open ’73

Signed ’—D
Approved ’70
Refected [ 0
3 Prucessed’_()!

LastName
TR

)
[¥| | Bauer, Jeannine A. (005160)

Hyde, Nina (005137)

¥] | Keith, Sherrill L. (005138)

|::>

15. Verify that all of the employee’s charge #'s and hours charged are correct, and then you are ready to
approve the timesheet.

16. At the bottom right hand corner you will click on the small blue check box next to the Approval line to
approve the timesheet.

17. If you do not approve of the hours or charges, you can click on the red (X) box (see below) next to the
Approval line to REJECT the timesheet - then you should notify the employee of the correction that needs to be
made before you will approve their timesheet.
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€ P @ hips//ieol hostedaccess.com/DettekTC/TimeCollection,ms e || B - coogie PAhB 4+ & =
008117 @ GEMITEK COM Deltek
| Tme 20
© Timesheet Record: 1 of 1
"ﬂ_,:ouen Sﬂhe QSea(cn R Print T Auan %Leﬂve Taey-eraa Timesheet ;mime Timesheet " | Notes
ervee: [ g — RevsonZ__]
Class| Exempt Employee | Weekly Period Ending[Mov 23, 2014 ] &= =4
Charge Descrpton Acst  Labo : Mon  Tue  Wed Thu ] Sat  Sun
HB 1119 21 W22 123
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18. After you click on the checkbox your name will appear in the approval box, signifying that you have
approved the hours & charges on the timesheet.
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19. Once you approve one timesheet it will automatically go to the next one.
20. When you are finished approving all timesheets, logout of the system by clicking on logout icon at the

top right side of the timesheet. (Red Arrow)

NOTE: if you have rejected any timesheets, once the employee notifies you that they have made the required
changes, you will need to repeat this procedure to approve only the previously rejected timesheets — after Step
12 (above), all your employees should show “Approved” except for the one(s) previously rejected — you can click
only on the box beside that employee’s name to approve only that timesheet this time.
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Appendix 3: Time & Expense
Instructions on How Complete a Timesheet Revision

How to revise Timesheet Before or After Supervisor Approval
1. Before or After you save &/or sign your timesheet or your supervisor has approved you have the
capability to revise your timesheet by following the Steps listed below:
a. Step 1: Log into your timesheet and scroll to the week that you need to revise a charge code or
hours.
b. Step 2: If you forgot to enter hours on a day(s)
i. Click on the day(s) that needs to be revised and enter the appropriate number of
hour(s).
ii. Save timesheet
iii. Complete Revision Explanation
iv. Sign Timesheet
c. Alternative Step 2: If you made a wrong entry (e.g., charged 8 hours to Code X but you realize
later you should have charged Code Y based on the work performed) therefore you need to
revise the hours that are charged to one or more charges :
i. If the appropriate charge code does not exist yet, add the appropriate charge code to
the next available line
ii. Enter appropriate hours in appropriate charge code
iii. Adjust the incorrect hours in the wrong charge code
iv. Save Timesheet
v. Complete Revision Explanation
vi. Sign Timesheet

How to revise a Timesheet After Timesheet has been Processed
2. If you need to make changes after your timesheet has been Processed (status box located in top right
hand corner of screen) you need to notify your supervisor who will notify the Finance & Administrative
Department to have your timesheet reopened. After you have been notified that your timesheet is now
open you have the capability to revise your timesheet by following the Steps listed below:

a. Step 1: Log into your timesheet and scroll to the week that you need to revise a charge code or
hours.
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b. Step 2: In the next available line click on the Contract/WBS or Account box (whichever is
applicable) and select the appropriate charge number that needs to be revised. Or if an entire
line needs to be revised you may click on the box to the left of the line to highlight it. You will
then click the Reverse line button.
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c. Step 3: Enter negative hours to correct the erroneously entered hours.
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Step 4: In the next available line click on the Contract/WBS or Account box (whichever is
applicable) and select the appropriate charge number that needs to be added.
Step 5: Enter the appropriate hours using a positive number.
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Step 6: When you have completed the revision save the timesheet, complete the revision
explanation and then re-sign the timesheet.
Step 7: Please notify your supervisor that your timesheet is ready for approval.
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Appendix 4: Form #1006.1 — Timesheet Review Acknowledgement

geminj
technologies

Form #1006.1 - Timesheet Review Acknowledgment

l, , have read, understood, and agree with the contents of this power point
presentation of the Timesheet Review & Timesheet Revision Review. | understand that:
e Violations of Gemini standards as explained in this Timesheet presentation may cause disciplinary
action.
e This Presentation is the exclusive property of Gemini Technologies, Inc. and that it is not to be altered,
copied, or reproduced in any manner.

Employee Signature Date
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