‘ a CA PPM PPM r13.2 — Adjust Timesheets

i Quick Reference Guide for Partners

Overview

Adjustment timesheets provide the ability to correct previously processed time. An adjustment timesheet is a
replacement for the most recent fully processed timesheet.

Adjustment timesheets require you to provide an adjustment
reason for each row that has changed content—even where the Adjustment Reason
change is not apparent because time was deleted.

To ensure the adjusted timesheet passes validation, you MUST: Change Charge Code (Bill vs. nonBill)
L . Change PO
=  Make a selection in the Adjustment Reason dropdown Change Role
=  Provide a Time Entry (line item) Note explanation Hours Adjusted - decreased

Hours Adjusted - Increazed

. . . Hours Adjusted - redistributed
Adjusted timesheets are routed for approvals based on the time Other — Reference Mote

entry lines that were updated. OverHead Adiustment

Time &dded — Corrected Project
Time &dded — Corrected Tazk
Time &dded — Corrected Week
Time Reversed — Incorrect Project
adjusting a timesheet, click [Defta Wigw] . Time Reversed — Incorrect Task
Time Reversed — Incorrect Week

Adjustment timesheets have a feature that enables you to
compare the changes made against the prior timesheet. When

To retrieve a timesheet that must be adjusted, you can—
= Click the appropriate time period in the Time Period dropdown present on a Timesheet page
=  (Click the Timesheets link accessible under Home—this enables you to view a list of timesheets and filter
to retrieve a timesheet
In this example, the filter applied stipulated a custom date range and all possible timesheet statuses.
Notice that the list returned includes a Posted timesheet (the original) and an Adjustment timesheet for
the same time period. When the Adjustment timesheet is approved, the status is Adjusted.

Timesheets
[--Select--] |
Dates ( By Time All Open Time Periods ;I Timesheet Status
Period
@ Custom  From: 01/10/20155;
Range
To: 31102015
Filter Show All Clear
r Period Starta Timesheet Status Adjusted Adjustment Total
- @ mnoAs Submitted 200
€ 07H0M3 Posted 29.00
| @ 141013 Submitted v 40.00
@ 1441013 Posted 40.00
@ 211013 Posted 40.00
™ @ 2810M3 Returned 3200
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To adjust timesheets:

Step Action
1. Locate and open the timesheet to be adjusted.
The timesheet has a Posted status.
Timesheet
Time Perioct 1411043 - 201043 = Ej
Resource hame <] Approved by Process Administrstor EEE
Timesheet Statuz Posted ]
I TreTIt Purchase Adjustment Mon Tue Wed Thu Fri  Sat  Sun
([1] Investment Description Order Reason 1440 1540 1610 1740 1810 1910 20410 Total ETC
B Tasks
|jr S00000015847  Project Task Exarmple 1 §.00 500 425 150 8500 2975 7275
Name
[# S00000015847 Project Task Example 2 375 EB50 1025 2725
Name
Total §.00 §00 500 S00 8§00 000 000 4000
Adjust Cancel [Printakle “ersion]
2. Click Adjust.

Note: The page indicates this is an adjusted—or replacement—timesheet. The status confirms this
replacement timesheet is open for adjustments.
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Timesheet
Time Perioc: 144003 - 204013 [Adjusted Timesheet]
Resource Mame ] Modified by B
Timesheet Status | Open Last Modified 244003 16:53
(A djustment)
Investment Mon Tue Wed Thu Fri
r D Investment Description Purchase Order Adjustment Reason 1410 1510 16710 1710 1810
B Tasks
[~ [ 500000015847 Project Task T N—— | =l =m g00 425 150 200
Name Example 1
™ [ S00000015847 Project Task I N | al 375 550
Mame Example 2
Total 800 500 8.00 800 800
Add Task Add Other Time & Split « Delete
Save Submit for Approval Populate Cancel
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Step Action

3. Make changes as required. When making changes you must—
= Add notes
= Select a value in the Adjustment Reason field

= |f necessary, change the PO number in the Purchase Order field—this is a required field
unless you have been instructed otherwise

For example—
Investment Mon
1] Investment Desecription Purchase Order Adjustment Reason 1410
= Tacks
@’ E00000015847 Project Task T S —— ;l Haours Adjusted - decreased LI
MName Example 1
@’ EO00000M 5847 Project Tazk e — ;I Hours &djusted - Increased ;I a.00
HName Example 2
Total .00

Note:Adjusted timesheets can include a reversal of hours that result in 0 hours logged against a task.

4. To check the adjustments made, click Delta View. For example—
Purchase Adjustment Mon Tue Wed Thu Fri Sat | Sun
Description Order Reason 1410 1510 1610 1740 1840 1310 2010 Total ETC
Task Example 1 Hours 00 425 150 800 2175 8075
Adjusted -
decreazed
L Task Example 1 §.00 500 425 1.50 500 2975

Task Example 2 Hours 5.00 375 BA0 1825 1925
Adjusted -
Increased
L Tazk Example 2 375 6s0 1025
Tatal §.00 500 500 500 500 000 000 4000
[Edlit “igww] I
N——
The indented rows present the The rows that are not indented present
original time entries. the adjustment time entries.

To return to the timesheet, click Edit View.

5. When changes are made and notes are added, click Submit for Approval.

Adjustment timesheets are subject to the same validation rules, see Timesheet Validation
accessible at:

http://www.ca.com/us/collateral/service-partners/na/ca-service-partner-program-tools.aspx

Adjustment timesheets have additional validations—
= Missing a value in the Adjustment Reason dropdown
= Missing a Time Entry Note
= No change was made to the timesheet
=  Aline of previously processed time was deleted
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