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1. What isE-Time?

E-Timeis an automated time collection and approval process. Employees enter hours worked
each week via the web or telephone. Clients approve timesheets via the Internet on Mondays.

Our system provides you a friendly and fully automated way to both approve timesheets. We are
confident it will save you time and effort in addition to enabling us to provide you with 100%
accurate billing data.

The new system:

?? Groups al employee timesheets for a client (approving manager) into one, easy-to-
read online timeshest.

?? Allows clients to approve or reject timesheets.

?? Automatically totals the hours entered by the employee...there is no longer a need to
be sure the employee didn’t make a calculation error.

?? Eliminates the need to stay late on Friday evenings to approve paper timesheets.

?? Automatically imports timesheet and approval information into our billing system to
ensure 100% accurate billing!
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2. How Will I Know I’'ve Got Timesheetsto Approve?

Early on Monday mornings, clients responsible for approving timesheets will receive an email
containing a link to the online authorization website and a password for that week’ s authorization
period. Clients responsible for approving multiple employees timesheets will receive one
notification email — not one email for each employee.

= leeiheets o SApprove - Messge [Flam Test)]

[Rotoshy Bohmiriadl (W0Fomws @ ¥ MM X &-9-4 0.

Fram:  SitonsbedE skl astse et Sark: Hon TR 1:06 84
T Pl ) e

(= 1]

Sahpws Timeshesty to dpprove

*ood Borming'! Tou beve fim=ahes=t= to approve from "Tour Staffing Company™. Pleas= follow the directions below. If yom !'..-r-'-.;l
any guestions about this process,; plesse call out office at 3TI-6))-]544

srrvrErvETisaaARS vrereeeenennnns ClICK ON this link

o EEVieN L imes WES WRITing af PouE approval, pleakse lick on vhs link balaw or pRFt® 1T IEES POUL BOouEer .

werpe S/ Hagadofc. fnac ive . sat M Dsmol we e omt £ X/ Onl ins uch

Your password 1st 8T613)
The desdline for spbsitting Approwvals is 191:5Sps OST om 7/2/01.

AT TN EER R RN AT TCTTEIERAR DD

With an extensive dabtaiase of qualified applicants and an ongoimg focus oa direct crecruitimng, "Your Jtaffing Company™
staffing apecialists aie exparts &t developing customized sSolutioms fof clisnta liks you, Thaak #ou for Your busipess'

=
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3. Logging On
To review and approve timeshests, follow these steps:

?? Click on thelink contained in the email you received Monday morning. The
following login screen will appear. Note: Some Internet browsers, such as AOL require
that you cut and paste the link into the browser’ s address bar.

“T§ welcome to the FasTime Online Authorization systenm for demooustomern - Miorosoft Internet Explorer provided by TI2, Inc. Op... [ME] E3

| Fl= Edt View Favorftes  Tods  Help | bk = =5 = @0 [ 0| BiSearch [E)Pavorkes  ERHsory | [A- & ”“

Eﬂ-ﬂd’tﬁ iﬁ] hittpoffmsgasoft, Faskms, rekdemocustomerfonbresut hidsfsolt, sep d o0

=
Your Logo!
Online Authorization Login
To bogin, you must have
» four (saproval) Email ddrezs Your email addrass
& Yaour password
Each ol these ilerns is reguired Lo conlinue. /
Your Emall Address ['mllscot@id com
¥ our passvward b \
_
Your password frorm the email
Sancl s roy pas s
2] Derw | o) ke
Hseont||| Al sl Elle) o] HBOEREANS (S e 2w

You login by entering your email address and the password contained in your email. Then
click Login. Please be aware that your password changes each week. For security reasons, there
is no provision for “saving” your password for future logins.

3.1 What if | lose my password?
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If for some reason you did not receive an emalil or accidentally deleted your email and
password, you can click on the Send me my password link to request your password. An
email will be sent immediately to your email address containing the link to the online
authorization site and your password for that week’ s authorization period.
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4. Timesheet Approval Page

All timesheets entered will be displayed on the timesheet approval page. You must approve or
rg ect each timesheet before submitting this page.

£ Ed Mew Favoites  Toos I‘W I
o s A W <3 B & @ . =

xk Ean Step  Refresh Horm Salamh Faeocer Hiioy  Mal Pk Bk Do

mjgl e megaanh Faatve relDemeCul et e et dhorizsion 250 =] @60 [Li

Your Logo!

Cnline Authorization Form

‘Wedooms talscot@eE.oom, the fllowing trmssheats have been subemited for your sppeoval,

w [f a.,,plq..sbl. lirseshaet datails can be seen by chcking on the dats fald
+ PMissing Tinesheet Beport - & report of pecplke wha have nat subenitied 3 timeshest,
Step 1: Select Approve or Reject, Add Comments

[ ApprowedisFage | Submi |

Individuals: j
mﬂm Mama Diata *on Tue wed Thas Fri Gat Sun  To Approve Beject Comments
23750 Jozn Deaz L2001 R 8.23 TS E.OO 4.00 8.00 n.oo oo 44, = kg acd
27023 EradMeodicks  TAE00L TOT 400 OO0 000 00 000 000 00D 14 r o add
B 1400 ;o0 o0 00 0:a 000 oo 14
R Total milesge: 12 Total experses: £12.13
23045 Ben Wieslsr  FL200L TOT  8:00 [ H ] E:OD 3:00 0:0a 0:oo ocoo 16! 3 " &z
g 2:00 0:00 =241 0:00 0: 00 0:00 GO0 16:
Total mileage: 12 Total expenses: $12.12
23877 Johnwillsmeon Y2001 R 8.0 BO0  EBO0  §00 0.0 0gg - oo0d X - - acd _J
Page 1af 1

Fleass double check your enfries. When you are cerfain that the information & comrect, click "Submit” to
update the timesheats, Subime

Step 2. Press Submit

Once you have approved or rejected all timesheets, you must press Submit. Thereisa
submit button at the top and bottom right hand section of the page. Y ou must Submit the page
for your approvals/rejections to be processed.
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4.1. Click for Timesheet Details

When viewing the Timesheet Approva page, a hyperlinked entry in the date column
indicates that more timesheet details are available. Click on the hyperlinked date to show
mor e details for that employee’ s timesheet.

POES W Faveis Tode B 1
o ) B e | G B & =

i ;m e . |
m]ﬂIsl::\c’.frmg:ﬁﬂllhslrmmlﬂ.‘lmctmln‘m%ﬂlmhmhnuamw =] @6 [L

Your Logo!

Cnline Authorization Form

‘Wedoome talscoth@ikE.com, the fallowing tressheats have baen subemitied for your sppeoval,

w [F appleabls, timesheet datails can ba seen by chicdng on the date feld
» Migsing Tipesheot Report - & report of people who have nat sibaitied 3 timesheet,

[ ApprowedisPage | Submi |

Individuals
nss%m Mame Data on Tue wind Thu Fri Hat Sun  Total Approve Eeiject Comments
2560 JonDar 2001 R A2 775 BOD &00 AB01 000 000 4000 " ~ add
27603 EradMendicks  ZAIZ00L TOT 1400 D0 D00 Q00 000 D00 @OD 1400 ~ e add
R 140 @m0 000 00 OO0 OO0 0D 14
e Total milesge: 12 Total expenses: $13.13
23945 Ben Whesier | 7FLE001 @00 MO0 EO0 00 000 . 00 o005 " r~ acd
R 800 000 BOD 000 000 000 60D 16:00
Total milesgpe: 17 Total expenses: £12,12
23877 Jobn Willsmeon TI1/2001 A 4.m 8,00 EO0 5.00 0.m 0.on ooo = = " acd
Click hyperlinked date for details = rage1or:
Flessa gouble check your eniries, When vou are certain that the information & comrect, click “Submit” to
update the timesheats, Subiri
[T eiemet

The resulting screen is shown on the following page of this guide.
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The following screenshot reflects a pop-up box containing timesheet details. The details
pop-up box will display the start time, end time and time for lunch for any employee that
entered time in that manner.

Tewin - Teut b peoce the X to closp the timesheet details window

e :
ot

: . i =
Hw-'m 5 : :

Timesheet Details Display

IS Benwheslr  LGNOL £:00 (S 180
:?- &00 00 E OO0 L]

Page Laf L

Please double chedk your eniries, When you are certain that the information is correct, click “Submit” to
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4.2. Entering Comments

Whether approving or rejecting a timesheet, you have the opportunity to enter comments.

?? If you areregjecting a timesheet, a comments box will automatically display. You
may choose from one of 3 pre-defined rejection reasons and enter customized comments
about why you are rejecting this timesheet, or you may choose to just enter custom
comments about why you are rejecting this timesheet. Once the timesheet has been
rejected, Encadria Saffing Solutions will be notified immediately by email. Any
comments you enter will be reflected in the email.

ibmne re=f FLF il i nmeOl T nlinesfat MR

S T - P T —— H .'::' g
|| i [l s  Fgmien  Taam  Hal
|

=] oo e
E

E rejection reason (optional)

praften] for pour aprovsd

poments about why the timesheet is rejected.

ot submmed & teresheet.

ApprovethisFage | Ssbmit |

Step 3: Press j&hmit to close the Rejection Comments Box
= Ty Frl Sat @ Totd Aggwowve Reject Consments

r
ZATED Jowry Tha? 7ol B

RS 7.7 R0 BOO .00 GO0 000 4000 " r i
¥aEE Pradivendide ]
ety - U - O L
Tatad mileage: 13 Total cxpenses: §13.00
et Par whastst 7100 TOT 5] (= a} Ea ] =3y 60 Eeda £; 08 il " - il
E BOD OO0 B 00 :n:rl"l GO0 D00 1&00
Tkl o Total espenses: $12.07
a7 Johowlareon /U001 R m"%mmmmu.wm ~ " =
Page 1 af 1
Plaase double check your endries. When you sre cartain that, the infonmation ks comrect, clidk "Submit™ to
update the timesheats. Sutnit |
- ||
@] Dora [ [y e ]
E’j.mﬂiﬂlﬂﬂ || 8 Yweboome tat | iThinbos bian.. | i Tmestests 10| 8] Docummrnt - [ g trmeg | Tl | oma
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5. Confirmation Page

Once you have approved or rejected each timesheet, you must press Submit. There is a submit
button at the top and bottom right hand section of the page. Y ou must Submit the page for your
approvalg/rejections to be processed. An approval confirmation page will be displayed.

Print this confirmation page for your records.

T FasT ime gpelem Onding Suthmizstion corfemation page - Microeoll Inermed Explosm

[ R oo i Lo AL - | ]
e AN 'ﬁ|'ﬂ d o3 D= & B u
Back hEs Siop  Febesh  Home Sesich Favooles  Heloy el P Edd wcuzy
.M‘h‘lmlﬂ ity £ frecapolt Fadime nsl/ThemoCaiomes T nbrsfuths T onlmsion sap _:I @Bu | | Links ™
|

Your Logo!

Confirmation =
Maase write down this confirmation number for futere reference,

o nay ako print his page for & haed copy

I & our corfiemation member i 823370 I
PP This is your confirmation number. Keep it for your records.
Assigenert  Name  Date Mon  Tue  wed  Thu  Fn Bat  @n  Total Bratus
13Te0 Joan Dz TNrz00m B B.25 I.ra .00 B.0oo Rk} (=X n) 000 40.00 e
17X Brad ThED) TOT 1400 0.00 oo 0.00 0o il 000 14.00 Hejerted
Handrncis [ P T 1 fan .00 000 i gof 1400
Total milege13 Total . $1313
21045 Ban'Wheeles THI2001 TOT B.00 o.oo B.00 000 oon oo o.oo 1E.00 Bjigiidned
E gaon 0.00 .00 n.on ooo Qo0 .00 16.00
Tkl el 1.2 Total axp. §12.12
23877 John THEDDY R a.00 a.00 &00 000 0.0 il .00 Jrog Hpproved
Willamson
a2 back o logn pacs: . v
o Cud The confirmation page reflects the approval status of each timesheet.
—— =
2] Dore B Inbeinet

s | 8 1A @S P ) | [EFeren, | Elinbo- ki | B0 o | [Emcmson | sRmcied | & piine || 350 ) =1 2w

Once you have submitted your timesheet approvals and printed your confirmation page for
your records, you have completed the timesheet approval process. Please call Encadria
Staffing Solutions at 404-652-4012 if you have any questions regarding this process.
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6. Preserving a Hard Copy of the Confirmation Page

Y ou have two options for preserving a hard copy of the confirmation page.

6.1. Printing the Confirmation Page

Step 1. From your Internet Explorer browser tool bar, Select File and then select Print.
A print options box will appear on your screen.

ne sysbemm Online Authorization confinmation page - Microsoft Intermet Eaplnrerprﬂidd Iﬁl‘m :-I.I,- il i I_I
di Wew Fevres Tods Heb || eeack - = - ) (2] G} | Diseanch CFavertes dm'.‘e}# i -
me Step 1: Select Fi me‘,mhmmaﬁMm oo =] e

(e ke
(1 e ——— | G messanger (= Socmarkz G My Yohoo! = TR Yanoo! el Frace - » |
=l

i

JEYE CLrHE

e Re..,

Step 2: Select Print

athon number for future reference.

firmation page for your records.,

» our confirmation nurmber is: TE0B66

Individuals;
""‘“E"""’M Name  Date Mon  Tue Wed Thu Fri Sat  Sun  Total Status
TE0ES Shefa  SHMGT TOT 7.30 00F 000 OO0 000 000 000 730 Approvad
Grange E 530 000 000 000 000 000 000 530
0 200 0ok 030 000 000 o000 000 Zoo
Todal malege: 100 Tolal gxp, $100,00
i
Lﬂ]l:llt
=
Frirts bhis paos,

o B3 00| o o B e By || | MRS BRAGE "SI eem

Step 1
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Step 2: Pressthe print button at the bottom of the print options box to print a hard
copy of your confirmation page.

=4

§ Fas Tituiz systen Goline Authortzalion conflmation page - Mo ossl Tnternel Biplieds (s aviie o T |

: X @somch Girwotes P | By -
Lere]
e

Gensial | Dpties | Lapout | PaperDusity| Ee
iy Yahoo! = "SR Yahool .,('ﬂFl'm -

s & & B :

Audd Prinker Acrchat Epson Stybs Fat
POFWrier  COLOA A, .

Statur:  Ready

Localiore

Comimenk

Page Rarge -

= a0 Mureher of copms: |1 E

= Seleson A0 EaeestPage

T Pages E'I I Lol de., e
Enler eitwr 4 sile paoe rumbel of & singls _'IJ_*H_*Iﬂ

ez rakege. Fioo grample. 512

i Sat  Sun Total Status

F -
IITI Cancel J ) Il:u:l 000 000 73 Approved

oo o.00 00D 530
Hﬂﬂ oos 000 o0 000 000 Q@& 200

Press the Print Button  Yotal miege:100 Total e, $100,00

G0 back 10 logn pace

Lo Ot

=l
| [of Treernet
LI B o G oor (@ G| @] v |"HE§F3EKAMIE BT s

Step 2

Note: The steps are exactly the same in the Netscape browser.
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6.2. Emailing a Copy of the Confirmation Pageto Ancther Party
6.2.1. Internet Explorer Users

Step 1. From your Internet Explorer browser tool bar, Select File and then select Send.
Another menu will then be displayed. Select Page by Email. (Do not select Link by
Email.)

TE v cystem Online Authorization confirmation page - Microsoft Internet Explorer provided by, TE3, Inc peesti |2 =l
dt  Wew Favorkes  Took  Hep | aBmk -~ = - D[] 3 Pseerch [EfFawoites CHHmeey | The Sk »-

[ Step 1: Select Filg ceustamer sfonkneauthfConfirmation, sp _:j e
ff open. ChHO _ i
]t e EE“ (S~ Messenger (1] Bockmerks 8 My Yahacl « WP~ ¥ahoo! i Finence = B
G S i
Save At =
Page Sep,..
Prifk.. Chrk+P
Piirk Previen

10y

Step 3: Select Page by Email

Jutiire referance,

P2 Select Send  smnsto oo

“Wark Cffkne onfirmation page for your records.

= our comifirrmaton ruriker = Te0T22
Note: Do not select Link by Email - It will not work!

Indiwiduals:
ASHIIMENT  pame  Date Mon Tue Wed Thu Fi  Sat  Sun  Total Status
065 Shella  SM&D1 IOT 730 000 000 000 000 000 000 730 Approved
Grange # 530 000 @00 400 0080 000 000 530
0 200 000 000 000 000 000 000 200
Toal rhiilege: 100 Tital exp. $100.00
G0 bz bo logn page
Lo Cut
i |
Serds this page inthe body of an e-mai meszage.
stare ||| Gire., | wova,. | .| ooFr.. [[EFas.. BEBECORAG & *SinyY 2em
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Step 2. An email form will then be displayed on your screen. Enter the email addr ess of
the person in your company that needs a hard copy of the approved timesheet and
pressSend. (In most cases, thiswill be your accounting department.) This person can then
print the timesheet confirmation page or save it in their email folders for future reference.

‘i FasTwne system Onfine Aukhorization confinmabinn page - Microsolt InteriELEspl =181xl
| Fi= Edt es Fevorbes ook e | Eak v o @|_‘| at rﬁﬂam [ajFavorites  Phistoey _-é- = ’*-"-
o o, a5 ___j P |

kmarks G2 Wy ¥ahool = “WPrvahoo! i Finance = |

;l

Hﬂﬂdtmeymﬂ_misMhmm

Eh: nd:hzensenk i

m marybet.con Step 1: Enter the emgilaiiiessofyolr accounting rep
Step 2: Enter your email addfess to copy yourself on the email

Subject;  |FasTime system Orline futhorizaion confirmatian pag

@ =l

FasTime system

records.

Online suthoriz, .
=] Thu Fi Gat  Sun  Total Status
ZaURS Shella @G0T 1007 7.0 000 000 200 000 000 000 730 Approved
Grangs M 530 000 OO0 Q00 000 000 000 530
0 200 000 000 000 000 000 000 @200
Tidad rhilege: 100 Total exp. $100.00
G0 hack to lngn paga
Lo Ot
o =l
&] Dore [ [ trtemet

start]| 1. sov.| Gy eor | &1 | G B | OERPSORAQE *SIHD wom

With this option, you can send the page to anyone that requires a hard copy of the timesheet.
We recommend that you also copy yourself on the email.
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6.2.2. Netscape Users

If you are a Netscape user, you must follow different stepsin order to email a copy of the
confirmation page to other parties. Y ou will need to save the confirmation page onto
your computer as an html page. Then, you can attach it to an email and send it to another

party. The steps are as follows:

i FasTine system Online Authorization confirmation page - Netscape

Edk Wew Go  Communicabor  Help
mStep L Sele-:tFih.

Open Paga... Chri+C

’3.3.@:3

Hame Search  Melzcaps

@Iﬁ

Stog

== x]

|h!|p Himegasalt [astime net/democislomendonlineauth/Confimabon aip

=] & Whats Relsted

Send Page... Step 2:| Select Save As..

Edit P
Edl F—af:-. :0!
offine ;

Print Preview
Print... this confirmation number for futore reference.

Closa Chri

Eik Ctrg ry of this confirmation page for your records.
* Your confirmaten number 1. TE819
Individuals:
“”““m“m ™ Name Date Mon Tue Wed Thu
265474 Dawn 9160001 TOT €45 000 000 000
B E EO0 OO0 000 000
o D45 000 000 oon
0100 Jmlormg 960001 TOT 1000 000 000 040
B 0 000 o000 000
300 000 D00 000
DT 100 000 00D 000
Save a copy of the current page

Mistart| | sov| 11| Biv| S0 1| @J[FF. onal

Fri
0.00
{ifuin]
.00
00
000
000
040

Sat Sun Total
000 000 845
000 000 200
000 000 045
0o0 000 1100
000 000 7400
000 000 300
o0o0 000 140

£

Status

Rejected

Apgar o

=

BMEECSERALE ST smm
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Next, you will need to save the file as an html file.

. Fas Time system Online Autborization conlirmabion page - Neberags == =]

Fila ._d.i: Mgy GO Comrmniato: Hefp
s& 2 2 &4 o 7 S ﬂ @ &
Fansard  Rieboad Home Search  Melscaps  Pint Sfop
r “! Bockmarks ‘ﬁ Lwiktlp..!.ﬂmgasnltlnlma m‘mmmmrE|ﬂndmmfﬂmﬁlmn ap *Lj ﬁl'W! Falated
21 :
YU‘]I Savein | ] Deskiop = B E
—4 My Documants E(us’tu‘n&r Timasheats and h
= k= My Computer =Fax Messengsr
History (2 My Network Places Manager's Guide, doc
; (5 Norkan System'Works Mew User Guide
e Quicken 2001 Basic ‘Orfire Autharization - Mana
Please wt S0, Inc. VPN Revised Orlire Authorizatio
P =rizon Online DSL RSKCo,POF
Flease pr E]) vahoo! Ha B screanz.gif
% | ~gvised Grline Authorization - Manager's Overview.doc pﬁh:-rtcu: to WS _FTP9S, enoa
« Yo 28634540001, 1pg & ] test . hed
B9 iy sis of the Bmeshest brail, doc [ P
Individua
o Step 1: Change file extension to htmi  »]
I File: name: IthrmahmhtmI | Cave I
26474

Save a3 type: All Files ] - Cancel L clod

o 045 000 000 000 000 000 000 045

019  fmlomg 962001 TOT 1100 000 000 000 000 000 000 1100  Approwed

E 700 000 000 000 000 000 000 740
3 0W 000 00 00 00 080 300
DT 100 000 D000 000 000 000 ©00 1400 =

== Document: Done o WY AR G N2
Mstat| | wor| B | Bv] Gio] Bl @6 FF| ooalfse. | MBEBESORALE »[BSIHT smm

Once you have saved the file to your computer as an html file, you can send it to anyone

as an email attachment.
your computer.

Remember to make note of where you saved the html file on
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