‘ a CA PPM r13.2 — Time Entry

Sl Quick Reference Guide for Partners

CA Services Timesheets — Points to Note
=  Time must be entered to the correct project and task using the PM-directed PO number
=  Timesheets are based on:
o A work week starting on Sunday and ending on Saturday
o Acalendar month
= Timesheets must be submitted weekly—typically, on a Friday (unless weekend work has been approved),
and at month end
= Timesheets are required for each time period work has been performed
=  Time periods can be viewed under the Time Period dropdown existing on the Timesheet page; for example—
Timesheet

Time Period: 2681013 - 311013 «
251113301113 a
HOM IS
T1H1A3-17TH1A3
041113 -10M1A13
- 031113

Purchase Adjustment Mon Tue Wed Thu
Description Order Reason 2810 2910 3010 3110 Total ETC

000 000 000 000 000

= Timesheets can be accessed by:
o Clicking the Timesheet icon present on the toolbar—which takes you to your current timesheet

< - c & © O

o  Clicking the appropriate time period in the Time Period dropdown present on a Timet page

Timesheet

Time Period: 28H0A3 - 31A0H3 =
-30M1A13 &
- 241113

4444444444

-101113
Invest WLl L] Purchase Adjustment Mon Tue Wed Thu
i 3= 3 Deseription Order Reason 2810 2910 30/10 3110 Total ETC
21M0A3 - 2THOAS
141013 - 201013 000 000 000 000 000

Add Taslo; ons . osnons  [0e |

o Clicking the Timesheets link accessible under Home—this enables you to view a list of timesheets
and filter to retrieve a timesheet

Personal Timesheets
General
Qrganizer Dates & By &)l Open Time Periods |« | Timesheet Status  KEEN
Time Submittec
Period Ak v
Posted
Timesheets  Cuystom  From:
Range Tor —
Repartz and Johs o
Accourt Settings f Fiter ) Show All Clear
I Period Start+ Timesheet Status Adjusted Adjustment Total
@& 11443 Open 0.00
& 113 Open 0.00
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To enter time:

Step Action
1. Access PPM.
2. Click the Current Timesheet icon.
Clarity PPM

a

technologies

2 snn McCarron Logout — Help | About

c A9 D

General Resource Schedule

The Timesheet page for the current week opens.

For example—
Timesheet
Time Period: 14/1013 - 201013 = o
Reszource Mame (<] Modified by B
Timesheet Status Open Last Modified 1810131815
Investment Purchase Adjustment Mon Tue Wed Thu Fri  Sat  Sun
1] Investment Description Order Reason 1440 1510 1610 1710 1310 1910 2010 Total ETC
Total 0oo Qoo 000 000 000 000 000 000
Add Task
Submit for Approval Populate Cancel [Prirtakle YVersion]

Wiork Effort = Hours

3. Click the appropriate button.
If you want to ...

- View a full list of tasks you are assigned to from which specific
tasks can be selected and added to the timesheet

- Autopopulates the timesheet with all tasks assigned to you for
the current time period

- Duplicates the selected time entry rows to allow different line
settings; e.g., if you need to use two different POs for the same
task on the timesheet

- Delete tasks present on the timesheet that will have no time
entered against them

- Save entries made to the timesheet
- Saves and submits a completed timesheet for approval

- Leave the timesheet page
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Click ...

Add Task

Populate

@ Split

+ Delete

Save

Submit for Approval

Cancel
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Step Action
4. If you click Add Task, select the appropriate task or tasks in the list returned and click Add.
Resource: | Time Period: 21/10/13 - 27/10/13 - Select Tasks
Task Mame Task Status ~ Open ;I
Task ID Investment Mame
Showy Tasks  Assigned ;I Investment 1D
Filter Show All Clear

Investment Task Task Task
I~ Investment [1] Task 1] Start | Finish Status
¥ Project Name SO0000015847 Task Example 1 14H0M3 201113 Started

Project Name 00000015847 Task Example 2 1EMOME 201113 Started
Return
5. If you need to delete a task or task from the timesheet, select the task or tasks and click Delete.
e strmend '
I [ 1] Inwe staneert Description Purchase Opder Adjpustient Reason
= Tasks
[ 500000015847 Project Tagk T E— = =]
Hama Exampds 1

=] EO0000I 5547 Project Task BT :I ;l

Mg Exampls 2

Totsl
Add Task = Split  Delete
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Step Action

6. When applicable tasks are present on the timesheet—
=  Select the correct PO number in the Purchase Order field—this value is required unless you
are instructed otherwise
=  Enter time worked—partial hours worked must be entered in 15-minute increments using
the decimal format of .25, .50, or .75.

Timesheet

Tise Periot 211003 . 27non3 =

Resource Name ) Modted by -
Tmesheet Status  Open Last Modfled 237013 20:00
Mrvestient Mon Tue Wed T o Sat
r 0 D Adpastiment Reason 2110 nne 3 410 EEa L) w0
o Teus
[ S00000015847 project Tack = s 450 228 o
tame Exampte 1
[~ [ S00000015347 projct Tazk =] a0 350 b
1o e Coarele
Toted 800 800 800 800 000 000
Add Task & Spin < Delote
Save Sulnit for Appe oval Popubate Cancel
Notes:

= The Adjustment Reason field supplies values added when a timesheet is adjusted.

=  Atime-entry note is added by clicking the icon at the row level (E’). In the dialogue that
opens, type information in the Note field, click Add and then click Return. When you refresh
the page, which can be done by clicking Save, the icon changes to indicate notes have been
added. ()

7. If the timesheet is ready for submission, click Submit for Approval.
When a timesheet is successfully submitted, it is locked. No changes can be made.

Error Messages/Notifications

When the Submit for Approval button is clicked, the timesheet is subject to Real time validation (RTV). If the
timesheet fails any of the validation rules, an error message appears immediately. The error message displayed
should provide a summary of the error and, if applicable, who to contact for assistance

When the timesheet has been successfully submitted, it is subject to review by an approver. An approver can
return a timesheet. You receive an email notification if the timesheet is returned.

When a timesheet has been approved, further validations are performed. You receive an email notification if the
timesheet fails any of these validations.

For additional information on timesheet-related errors, see Timesheet Validation accessible at:
http://www.ca.com/us/collateral/service-partners/na/ca-service-partner-program-tools.aspx
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Timesheets Returned by Approver
To edit a returned timesheet:

Step Action

1. Open the timesheet to be edited. The timesheet can be accessed by—

=  Selecting the appropriate time period in the Time Period dropdown present on the
Timesheet page

= (Clicking the Timesheets link present under Home and setting filters to retrieve the
timesheet—use Open as the status filter value applicable to returned timesheets

=l

Dates By Time &1 Open Time Periods ;I Timesheet Status
Period

Approved
& Custom From: o1/ 020 Posted

Range
Ta: 3020

Filter Show All Clear
u Period Starta Timesheet Status Adjusted Adjustment Total
[~ & 281043 Returned I2.00
2. Make changes as necessary.

If a change results in 0 hours logged against a task, delete the task.
When changes are made, click Submit for Approval.
Note: The status of the timesheet updates to Submitted.

Adjusted Timesheets

You can be requested to adjust timesheets which have a Posted status.

For information on how to adjust timesheets, see Adjust Timesheets accessible at:
http://www.ca.com/us/collateral/service-partners/na/ca-service-partner-program-tools.aspx
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