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Library Asseciates
Timesheet Instructions & FAQs

- . 1y Associates m m @
Employee Nama: John D. Stevenson o | Emploves No: p—y 0315 o | Pay Perlod Ending: u1l31f2006
Pay Period / Day of the Month (" 4 '}
b Task & SuMfx | Pay | Descriptonof | 1| 2 | 3| 4| 5] 8] 7|8 8] 10] 12 (13 ] 14| 15 Total
Number Code Jab 16171819 | 20 | 21 22| 23|24 | 25| 26| 27| 28 [ 20 | 30 | 31 | Houss
Cs Y} 221600138 | R | Lib. Tech. 8 |8 |8 8 (45| 8 |8 |8 8. | ess( e)
o’ Ny
'l o___-000.00 | R |s&P:
0562.000-00 | R (Training
@ 0600-000-00 | R |Ovarhead
|| 0700-000-00 | R |GaA
| ©530-000-00 | R |Holiday 8. : 8.
0202-000-00 | R |Paii Time OFF 8. a5 : 115
0535-000-00 | R |Other Leave 8. 8.
|| 0199-000-00 | R |LsavewioPay '
@“\ DALY TOTALS 4 GRANDTOTALHOURS | &. [ 8. [ 8. | & |& ! . | . |8 ls |8 |8 |a|.]| .]ale]| % 1'0\
. : eSS 5 *::;;___.._,.“/
Signature: @ . Date: \ppH H @ Date;
Note: Approval ls ru:;;fmm sach job'e aupatvisac, All changes must be crosssd through, Inlﬁ!hm:-/xpﬁn.d. Usa sdditicnal aheats if necessary.

PLEASE NOTE:
Timesheets must be annotated daily. See below for further mstructfons and the next page for FAQs

1, 2 & 3 - Enter your Name, 4- dlglt Employee Number, and Pay Period Ending {in the format shown)

4 — The Pay Periods are the 5" and 20" (follow the Timesheet Schedule for submitting Timesheets).
Enter hours worked under the corresponding day. Hours MUST only be recorded in tenths, i.e. 4.5,
3.7, 5.3, etc.

5— HR or your supervisor will provide the Job Number. Pay Code is always R unless advised otherwise.
Description is self explanatory.

6 — Enter the total number of hours worked in the Pay Period for that Job Number (hours will be entered
automatically if using the Excel Timesheet).

7 - HR or your supervisor will advise whether these rows should be used.

8 - Holiday: Employees should follow the Holiday Schedule of their job site. Paid Time Off (PTO): Use
accrued PTO hours for vacation, sick or personal leave.
Other Leave: Use-only-for Bereavement or Jury Duty. e
Leave w/o Pay (LWOP): May be used in lieu of accrued PTO hours.

9 - The Daily Totals MUST be entered (totals will be entered automatically if using the Excel Timesheet).

10 — Enter the Grand Total. It should be equal to the Daily Totals row and Total Hours column (totals will
be entered automatically if using the Excel Timesheet).

11 = Sign and date the Timesheet at the end of each Pay Period.

12 — Your supervisor must sign/approve your Timesheet.
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What do | enter if | don’t have an Employee Number yet?
Enter “New Employee”. Your Supervisor or HR will provide your Employee Number when it is
assigned.

Can I turn inffax my Timesheet without my Supervisor's signature?

YES — But you must obtain your Supervisor's signature as soon as possible and re-fax your
Timesheet

If 'm out sick on the day Timesheets are due, can | turn it In when I get back to work?
NO - Your Timesheet should be annotated daily and accessible to your Supervisor so he/she can
submit it for you.

If 'm going on vacation, should | turn in my Timesheet early?
YES -~ You should submit your completed Timesheet BEFORE you go on vacation

How can | find out how much PTO | have?
Please call Karin, 323-302-9433 or Brad, 323-302-9435

If | make a mistake on my Timesheet or need to revise the hours, should | turn in a new Timesheet?
NO - You should alert HR that you will be submitting a Revised Timesheet. You should revise the
Joriginal Timesheet by following the instructions on the next page

1118/2007




Library Assoclates
REVISED Timesheet Instructions

3 ﬂ Library Aissociates TIME REPORT REVISED
Employes Name: John D. Stevenson Employes No: 0315 | Pay Period Ending: 1/31/2006
Pay Period / Day of the Manth
Job Task&SuMx | Pay | Descriptionef | 1 | 2 | 3 | 4 | 6 [ & | 7 [ 8] 9 |10 11|12]13]|14]15 Total
Numbsr Code|  Job 1617 (18|19 )20 2 |22 25 24| 25|26 |27 | 28] 20| 30 3 | Hows
221600138 | R | Llb. Tech. 8. |8 ]s. B. |8 s | 8. | ps
GYS 7051 s
9___-000-00 | R |paP;
0552-000-09 R [Training
0600-000-00 | R |Overhead
0700-000-00| R |G&A .
G530-000-00 | R |Holiday 8. 4 8.
0262-000-00 | R |Paid Time O 8. " ld%%)?
0535-000-00 | R |Other Leave Jf° 8. 8.
|1 6759-000-00| R |LeavawioPay Tl
DAILY TOTALS & GRAND TOTALHOURS | 8. | 8. | 8. | 8. | 8. . . |8 ]8]8/{8]8s. . .| 8|8 96.
Signatura: VQCIL—D KS-CJ—-— Date: I /3’! 06 Approval:, M Date: ’/3"]05-7
Nota: Approval Is raquired from each jab's assigned supervisor, All changes must be crossed through, Initialed and explained, Uss additional shoets If necessary.

INSTRUCTIONS:

=  Cross-out the hours to be revised.

*  Write the correct hours and initial ALL changes.

» Ensure that afl revised totais are correct.

» Write REVISED across the top of the original Timesheet and re-fax it.
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