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Time Card Entry

To get to Time Card Entry in FMAX, choose Time Management from the
Module Menu.
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From the Time Management Menu, choose Time Card
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Here is the time card entry screen, click on NEW the icon that looks like a blank
sheet of paper.

imecard - Windows Internet Explorer
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Fill in the Employee ID and work date. If you need to look up the id, you can click on
the zoom icon to the right of the Employee ID field. You can use the calendar to

choose the date.
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Click on the small green plus icon on the right side of your screen to add a line item.
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Enter the number of hours, work order and phase. If you need anotherline,
click on the green and white plus at the top of the page or use SHIFT+ALT+N if
that is easier for you to get another detail line.
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After you have completed each of the lines for this time card, click on the green
done flag. Notice that your lines show up in the lower portion of the Time card.
Click on Save to save the time card.

ecard - Windows Internet Explorer
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Rapid Time Entry

To Get to Rapid time Entry, you will still go to Time Management but this
time you will click Rapid Time Card Entry on the Time Management menu

= Timecard - Windows Internet Explorer
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This is what the Rapid time card entry page will look like before you get
started.

{2 Rapid Timecard Entry - Windows Internet Explorer
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I’'m starting this by entering the work date and Shop Person. Click on the zoom on the
shop person to decode the name. The Time Type and Labor Class should default to
make it easier for you. Put in the Work Order and phase, now add the number of
hours and click on the green plus sign. If you have another line for this employee you
can just change the work order and number of hours and click the green plus.
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Now am adding another time card. All | am doing here is changing the user ID,
clicking the zoom to decode the name, changing the work order and the phase then
changing the number of hours. Click the green plus and you have a new time card.

Also notice that you have a reset and a minus button to the right. You can delete a
line if you haven’t saved it yet. To do that click on the box in front of the line and click
the red minus. The reset just cleans off the entry line.
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= Rapid Timecard Entry - Windows Internet Explorer
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As you can see, we now have two lines with two different shop employee names.
Click on Save.

You may see this error but it is ok to click on the Green Check mark in the top right
corner. This just means that the phase was not assigned to this specific employee.
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Notice that after you clicked on save, there are now 2 time card transaction numbers
on the left side of the screen. The system makes a transaction number per employee
per day. So if you have 5 entries for one employee it will still only be one time card.
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Time Card Approval

To Approve your time, choose Time Card Approval from the Time Management Menu

= Timecard Approval - Windows Internet Explorer
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Search for your time tickets to approve. We will search by the Shop in this example.
| have entered B-SHT.METAL SHP in the shop (you can zoom on this field to make it
easier) Click on the Execute Search icon in the upper right corner. (the magnifying glass)
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You should now see a list of Time cards that need to be approved.

/= Timecard Approval - Windows Internet Explorer mmm
2l-
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[ Shop Parson ARAHEOV Total Days 3
Hame ANDREW BARROW Total Hours 15,00
[ Snop Person BOFLYNN Total Days 1
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[~ Shop Person DLERENCH Total Days 1
Name DOMALD FRENCH Total Hours 800
™ Shop Person DRPOWELL Total Days 2
Name DARRYL POWELL Total Hours 10.00
[ Shop Person GASPAULD Total Days 1
Hame GREG SPAULDING Total Hours 300
[~ Shop Person GDHIGGIN Total Days 2
Name GARY HIGGING Total Hours 17.00
™ shopPerson JJABRAM Total Days 1
Hame JIMWY ABRAM Total Hours 3.00
[ [ 1475 Total Days 1 -
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Done: & Ireermet E100% =

You can click on More Detail to see the lines in each time card. You can approve all time cards

by checking the box beside Select all, or you can approve by shop person. Click on the box

beside the shop person id to do this. Now click on the paper with the green check mark to

approve.
= Timecard Approval - Windows Internet Explorer, EE'
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Name DONALD FRENGH rialpious gl
™ work Date Transaction Non-Leave Hours Leave Hours Total Hours
01082008 1941442 8.00 0.00 .00
I”  Shop Person DRPOWELL Total Days 2
Name DARRYL POWELL Total Hours 10.00 ~
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ecard Approval - Windows Iniernet Explorer
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You will see a box that says Approving. Then you will notice that the time cards you
approved have disappeared. If there is a problem with a time card, a small red flag will
show up beside the time card.

ecard Approval - Windows Iniernet Explorer
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HName DARRYL POWELL
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Done
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Time Card Adjustment

Now, lets make a time card adjustment. Choose Time card adjustment from the time
management menu at the top of the page.

/= Timecard Adjustment - Windows Internet Explorer
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Timecard Approval
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Timecard Generator

Leave Manager

Enter the transaction number of the time card you need to adjust.
If you do not know the exact number, you can search for it by any of the other fields.
(Work date, employee id, created by...)

ﬁ Timecard Transaction Search - Windows Internet Explorer
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Shop

Timecard
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Employee ID l:l - 3 |:| aQ

‘Work Date I:l - - l:l w l:l =

Created by I:l — - ‘ Q
Entry Date 1= ~ ] o

Edit Date i ~I ] .

Editor i 2 &
Timecard Line Item

Hne - + 1

Work Order - v

S S—

Actual Hours = v

R S S—

Horkcods = M [ s

Actien Taken - - l:l Q

Labor Class - S

Leave Code - v

Start Time = - :l

Stop Time - ~ 1

Adj Line - I:l

Eacal [ 2
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Done € Internet F100% -
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Here you will see the search results. Click on the time card transaction number.

mecard - Eligible Transactions - Windows Internet Explorer

L€

hktps:f fkest.mms. indiana . edu/fmax-stg/screen TIMECARD_ADI_BROWSE?transNo=21000028

N3 ES

File Edit ‘ew Favorites Tools  Help convert ~ [select

\_ ) >
¢ @ |53 [« | [ Timecard - Eligble Transa... IMELS - B g - [ Page v {0 Tools ~
FacilityMAX Hello, BRIDGET  Logout About Help
Module»  Time Management Setupy
Timecard - Eligible Transactions e ®
Transaction Shop Person Work Date Entry Date
21000028 ABARROVY Mar 12, 2002 Mar 10, 2009

Click on the number of the line item that needs to be adjusted.

= Timecard Adjustment - Windows Internet Explorer

@ o v [ heepsiftest.mins. indians. eduffmes-stafscreend TIMECARD_AD]_EDIT

N3 ES
File Edit ‘ew Favorites Tools  Help convert ~ [select
y, § >
¢ @ |53 |- | [ Timecard Adiustment IMELS - B g - [ Page v {0 Tools ~
FacilityMAX Hello, BRIDGET  Logout About Help
Modu Time Management o Setup
Timecard Adjustme
Transaction 21000028 Editer BLGENTRY Status Posted
Edit Date Mar 10, 2009 12115 PM

Description
Shop Person Total Hours Total Cost
Employee ID ABARROWY Non-Leave Hours 6.00 | | Original Cost $346.56

B Leave Hours 0.00] | Adjusted Cost $0.00
Work Date Mar 12, 2009 Total Hours 6.00 | | Total Cost $250.92
Line ltems ee
[" Line Time Type Labor Class Description Work Order Phase Leave Code Hours Line Total  Adj Line
-1 5T REG 1032444 001 4.00 5173.28
|2 sT REG 1021181 201 4.00 5173.28

(c)2008 MAXIMUS
Done € Internet F100% -
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= Timecard Adjustment - Windows Int
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FacilityMAX Hello, BRIDGET  Logout About Help
Moduley  Time Management
Timecard Adjustme w: I OO m
Line 1 Editor BLGENTRY Status Posted

Edit Date Mar 10, 2009 12115 PM
Description

Transaction 21000028

Shop Person

Labor Rate

Line Totals

Employee ID ABARROW Time Type ST Hours 4.00
BARRO || adiustHours
. - Labor Class
Work Date Mar 12, 2009 nE i Line Total §173.28
Labor Rate

Work Order

Leave

Timecard Totals

Waork Order 1032444 Leave Code Non-Leave Hours 6.00
Leave Hours 0.00
Phase
e Total Hours 6.00
Action Taken
(c)2008 MAXIMUS
Done € Internet F100% -

Here, | am entering -2 into the adjustment field and then | am going to click on the green
done flag. Below you will notice that a 3 line was added to the time card lines.

= Timecard Adjustment - Windows Int
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FacilityMAX Hello, BRIDGET  Logout About Help
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view: EEEE
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Transaction

21000028

Editer
Edit Date

BLGENTRY
Mar 10, 2009 12115 PM

Status

Posted

Description

Shop Person

Total Hours

Total Cost

Employee ID ABARROW Mon-Leave Hours 6.00 | | Original Cost $346.56
AMDREW BARRO Leave Hours 0.00] | Adjusted Cost $(86.64)
Work Date Mar 12, 2009 Total Hours 6.00 | | Total Cost $250.92

Line ltems

" Line Time Type Labor Class Description Work Order Phase Leave Code Hours  LineTotal  AdjLine
-1 =T REG 01 4.00
(2 sT REG 001 £.00 5173.28
sl sT REG 01 -2.00 1
(c)2008 MAXIMUS
Done € Internet F100% -



After you have your adjustments made, click on save. You will notice below that the
adjusted line, is now just below the original entry line.

You can also subtract a whole line by checking the box beside the line and clicking
on the red minus or you can add additional time by clicking on the green plus sign

and adding time.

/= Timecard Adjustment - Windows Internet Explorer

@ ;v | https: itest.mms.indiana. edu/Fmax-stg/screeni TIMECARD_ADI_VIEWtranshlo=21000028 v &[4[ x e
File Edit ‘ew Favorites Tools  Help convert ~ [select

e ) >
¢ @ |35+ | [ Timecard Adjustment M shee % - B deh - |rPage + £ Tools +

Logout About Help

FacilityMAX Hello, BRIDGET
Moduley  Time Management Setupw
B

Timecard Adjustment

BLGENTRY Status Posted
Mar 10, 2009 12115 PM

Editer
Edit Date

Transaction 21000028

Description

Shop Person Total Hours Total Cost

Employee ID ABARROW Mon-Leave Hours 6.00 | | Original Cost $346.56
DREW BARR Leave Hours 0.00] | Adjusted Cost $(86.64)
Work Date Mar 12, 2009 Total Hours 6.00 | | Total Cost $250.92
Line ltems
Line Time Type Labor Class Description Work Order Phase Leave Code Hours Line Total  Adj Line
1 5T REG 1032444 001 4.00 5173.28
3 5T REG 1032444 001 00 1
z 5T REG 1021121 001 00
(c)2008 MAXIMUS
€ mternet F100% -

Done
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