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Time Entry

The LETS system creates a virtual “timecard” for you for each reporting period, with holidays pre-filled when applicable.  Reporting periods are weekly for biweekly-paid employees, and monthly for monthly-paid employees.

You enter time for your work projects, for leaves and for vacation.  When you have completed time entry for the current reporting period, you must “release” the time – this release constitutes your legal signature, affirming that the time you entered is correct.

Navigation:

Open a Web browser on your workstation (Firefox, Chrome, Safari recommended) and type lets.lbl.gov  in the address field to start the application.

Sign on to LETS using your LDAP login name and the password, which is the same as your LBNL email and Calendar account(s).

If you do not have an LDAP account, you may request one by calling the Help Desk at x4357, or by filling out the form at LBL Account Requests

Your default page will be the Employee Time Entry screen. The time entry lines (the lower half of the screen) will be different depending on your reporting basis.


Monthly Time Entry in Days – Basis 4:
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When entering regular time, enter the project ID and number of days worked, and click the Add button to save your entry.  When entering leave time, select the earnings type, the start date of the leave and the number of leave days taken, and click the Add button to save your entry.
When you have entered all time for the month, click the Release button to release your time.


Monthly Time Entry in Hours – Basis 5:
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When entering regular time, enter the project ID and number of hours worked, and click the Add button to save your entry.  When entering leave time, select the earnings type, the date of the leave and the number of leave hours taken on that date, and click the Add button to save your entry.
When you have entered all time for the month, click the Release button to release your time.





Weekly Time Entry in Hours – Basis 2: 
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When entering regular time, enter the project ID and the number of hours worked per day and click the Add button to save your entry.
When entering leave time, select the leave earnings type from the drop-down list, enter the number of leave hours on the day(s) taken and click the Add button to save your entry.
When you have entered all time for the week, click the Release button to release your time.

Time Entry questions should be addressed to your Timekeeper or letsteam@lbl.gov
For more information, go to the LETS Help website: LETS Home

Timely, accurate reporting of effort is a Laboratory requirement used to:
· Monitor actual performance against budget goals
· Ensure labor costs are property reported by DOE Budget and Reporting classification
· Guarantee Employees are paid correctly, and their leave accumulations are accurate

Employees are responsible for accurate reporting of their effort on a timely basis (see RPM Time and Labor Reporting).

Approvers are responsible for certifying accurate reporting of time entered by their employees on a timely basis.

Each Approver must approve all of his or her employees' time, either electronically in LETS, or on a Signature Required Report (emailed to Employee or Approver from LETS after the reporting period is closed).
In the absence of the Approver, only another designated supervisor or manager may approve time.

Time certification by the Employee or the Approver may be electronic with the use of a personal password accessing LETS or, when not possible electronically, by actual signature on a Time Sheet (provided by the Division Timekeeper during the reporting period) or Signature Required Report (emailed to Employee or Approver from LETS after the reporting period is closed).

Employees and Approvers must both concur with changes and corrections to their certified time, whether accomplished through LETS or through Labor Resource Adjustments. Documented employee certification and supervisory approval is required for all time and effort corrections.

Special Note: In the event that exempt Employees work more than the normal number of hours or days, they must distribute their effort proportionally to each project worked on, based on the total time worked.
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