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Open Internet Explorer and go to http://portal.bf.umich.edu/

Inserting a New Timecard:

1.
2.

Start Time Management »

Mouse over - -

i Timecard
Click
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External Links Release History | Release History >
Work Management 3
Welcome, bliem

Purchasing 3 version 12.18.2008
RC1

Vendors r
System Administration ¥
Cascade

Minimize All

Clickl i and a new window will open up.
B

Timecard

Click the Insert Timecard button located at the top left, right of

E Time Management . Timecard . Entry . Insert TC: 3355921

Regular Hours:

Work Date: Transaction:
Other Hours:
Employesa: Editor:
Leave Hours:
Edit Date:

Total Hours:

Timecard Line ltem

Line Time Type ! Leave Labor Class Work Order ; Phase Work Code Start Time Stop Time Hours

There are no time cards entered.

Enter necessary timecard header information:

a. Work Date — Type or select the date (calendar appears when you click in the cell)

b. Employee — Type or select 4-digit employee number, or name
E Time Management . Timecard . Entry . Insert TC: 3355921

Timecard | o) (7]

Work: Date:

Regular Hours:
Transaction: 3355921

Other Hours:

Employee:

[v] Editor: JESICIAK
Leave Hours:

Edit Date: 1127/2009 10:27 AM Satal Honrs:

Timecard Line tem | ]
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Inserting a New Timecard: (Continued)

f Timecard Line Item

6. Add a timecard line item by clicking B

B Time Management . Timecard . Entry . Insert TC: 3355902

located to the right o

Timecard [d 9 @

Regular Hours:
Work Date: 1202008 Transaction: 3355902

Other Hours:

Employee: |DSUU ; BEMJAMIN LIEM ; AZ100 [v] Editor: BLIEM

)

Leave Hours:

Edit Date: 112012009 5:25 PM Tt [t

)

Timecard Line Iterr(l

L

(

**Note** Time Type and Labor class will default to R and Gen

7. Type or select the Work Order number i.e. | NONBILL-2008 ; M1210 [l (your phase is
automatic based on your shop identification).

8. Type or select the Work Code i.e. [cLer [

9. Type the amount of hours for this work order %
10. Click green * or press enter button to insert the new line item on your time card.

E Time Management . Timecard . Entry . Insert TC: 3355920

Regular Hours: [1]
Work Date: 1126/2009 Transaction: 3355920
Other Hours: o
Employee: 6536 ; JESICIA KLEIN ; M1210 Editor: JESICIAK
Leave Hours: o
i £ . Balznc
Edit Date 112712009 10:07 AM RN e a— 0 Balance

Timecard Line Item )

1—
g R [v] |cEn [v] <uonsii-200s; w210 [~] CLER  [w]
E:

Line Time Type ! Leave Labor Class Work Order ; Phase Work Code Start Time Stop Time Hours

There are no time cards entered.

11. If your time card is complete click the save button I |, if you have additional line items
(overtime or leave time) proceed to next step (do not click save yet). The portal will indicate
the timecard has saved at the top right.

Timecard |] @ Time Card 3355911 s=ved
Regular Hours: 5
Work Date: 112012009 Transaction: 3355911
Other Hours: o
Employee: 0300 ; BENJAMIN LIEM ; A2100 Editor: BLIEM
Leave Hours: 5
Edit Date: 1/21/2009 9:01 AM Forell [Fapes 10 Balznce

Timecard Line Item
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Inserting a Timecard with Leave Time:

If time is not entered, repeat steps 1 through 10 above in Inserting a New Timecard steps.
If time is entered, proceed to step 1 below: Insert a New Leave Line Item

Insert a New Leave Line Item:

1. Type or select Leave Code i.e. oo |

**Note: Labor Class, Work Order, and Work Code Fields will disappear as they are not
required.

2. Type leave hours i.e. |*?

3. Click green * or press enter button to insert the new line item on your time card.

4. If your time card is complete click the save button I , if you have additional line items
(overtime or leave time) proceed to that step (do not click save yet).

E Time Management . Timecard . Entry . Insert TC: 3355920

Timecard [d 9 @
Regular Hours: 4
Work Date: 1/26/2009 Transaction: 3355920
Other Hours: o
Employee: 6536 ; JESICIA KLEIN ; M1210 Editor: JESICIAK
Leave Hours: 4
Edit Date: 112712009 10:07 AM - 8 Balance
Timecard Line Item ¥
=
id
—
X
Line Time Type/Leave Labor Class Work Order ; Phase Work Code Start Time Stop Time Hours
1 R GEN NONBILL-200% ; M1210 CLER 4

Inserting a Timecard with Overtime:

If time is not entered, repeat steps 1 through 10 above in Inserting a New Timecard steps.
If time is entered, proceed to step 1 below: Insert a New Line Item

Insert a New Line Item for overtime:
1. Type or select time type i.e. |? bl

2. Type or select the Work Order number i.e. |NONBIL2-200% /11210 ™ (your phase is
automatic based on your shop identification).

3. Type or select the Work Code i.e. |FLER ™

4. Type the start and end times for your overtime i.e. |*=¢ P =30 Pl (Note: he
system will automaticallyadculate your hours. Military time is no longer necessary;
however you must indicate am or pm where applicable. If you choose to use Military time, it
will convert to proper am/pm for you.)
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5. Click green + or press enter button to insert the new line item on your time card.

E Time Management . Timecard . Entry . Insert TC: 3355922 =8
Timecard [o 4 @
Regular Hours: 8
Work Date: 1121/2009 Transaction: 3355922
Other Hours: 2
Employee: 65836 ; JESICIA KLEIN ; M1210 Editor: JESICIAK
Leave Hours: 1]
Edit Date: 112712009 10:47 AM P T Balance
Timecard Line ltem )
|
EHE [v] GEN [v] NOMBIL2-2008 ; M1210 [v] CLER [v] 3:30 AM 5:30 AN 20
£
Line Time Type/Leave Labor Class Work Order ; Phase Work Code Start Time Stop Time Hours
1 R GEN NONBILL-2009 ; M1210 CLER 3
2 2 GEN NONBIL2-2009 ; M1210 CLER 3:30 AM 5:30 AM 2

6. If your time card is complete click the save button I |, if you have additional line items
(overtime or leave time) proceed to that step (do not click save yet).

**Misc Time Card Portal Notes**
Changes to time card information in the Portal can only be completed prior to saving the
record. Changes after the fact need to be made in FMAX.

To Update line item, click line item, make changes then click update line item icon ‘d
To Delete line item, click line item and click delete line item icon =

To Cancel Timecard click cancel icon |

To check leave balances, click E=lzns=

For detailed information about other icons and portal application click help icon @
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Minimizing and Cascading Multiple Windows

a.

b.

C.

To Minimize Windows click = located at the top right, to the left of the close icon
B. You can minimize multiple windows and refer to previous entries.

To Minimize All the windows , click 3™ _, ~ Minimize Al

EE II External Links

Work Management 3

Time Management >‘
Purchasing >}
Vendors »

|

System Administration »

Cascade
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Start External Links  Release History ‘ Start > Time Management > Timecard >

Search r Entry

Welcome, bliem
version 12.18.2008
RC1

B Time Management . Timecard . Entry . Insert TC: 3396211
B Time Management . Timecard . Entry . Insert TC: 3396212

BE§ Time Management . Timecard . Entry

To Cascade the open windows, click ~Start ., Cascade

Lic ey External Links |
Work Management P-
Time Management 3
Purchasing 3

Vendors 3

|
I
I
Bystem Administration M

Minimize All

=

Timecard Line tem

Line Time Type / Leave Labor Class Work Order ; Phase Wiork Code Start Time. Stop Time. Hours.

There are no time cards entered.
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