LETS Frequently Asked Questions 
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How do I access LETS?
· LETS can be accessed at https://lets.lbl.gov

How do I reset my LETS password?
· Your LDAP password can be reset by visiting https://password.lbl.gov/#/ or by contacting the Help Desk at x4357.  

What should I do if LETS says there is an error when I try to login?
· There are two ways to correct this situation. The first is to ensure that you are not using a bookmark when trying to login to LETS. Entering https://lets.lbl.gov directly in your internet search bar will solve this. The second is to clear your internet history.   

What type of timecard should employees have in LETS?
· There are three types of timecards in LETS. Depending on the type of employee, this will determine the type of timecard that they should have. 
· Basis 2 timecards are for biweekly paid employees reporting time in hours with a minimum of ¼-hour (0.25) increments. 
· Basis 4 timecards are for full time monthly paid employees reporting their time in days, with a minimum of ½-day (0.50) increments. 
· Basis 5 timecards are for monthly paid employees who report their time in hours. Basis 5 timecards are either for part time employees or full time employees who are in the Engineering, EH&S, or Facilities Divisions. Hours worked may be posted in a minimum of ¼-hour (0.25) increments. For any leave taken, hours must be posted with a minimum of 4 hours (i.e. half day). Basis 5 timecards are also for employees on approved intermittent FMLA. For employees on approved intermittent FMLA, they may record FMLA in ¼ hour (0.25) increments. Please consult with your HR Division Partner for FMLA.  

Where can I go to get additional information regarding my union contract?
· Please visit the UC Bargaining Agreements by Union website for further information specific to your union or contact your union representative. 


Sweep 
What is a reporting period?
· For biweekly-paid employees who report their time weekly, there are 3 reporting periods possible: 
· Sunday through Saturday (a regular work week)
· Sunday through the last day of a month (first half of a "split week")
· First day of a month through Saturday (second half of a "split week")
· A split week occurs when a month ends on any weekday other than Saturday. When this takes place, two time records are created for weekly employees, one up through the last day of the month and the other from the 1st of the month to the next Saturday. Time has to be entered for each time record separately and may be swept at different times, depending on the sweep schedule.
· For monthly-paid employees who report time monthly, the reporting period is the first day of the month through the last day of the month.
What is the LETS sweep?
· The LETS sweep is the process, which closes a reporting period to time entry and approval. After a LETS sweep, time can no longer be entered nor approved for that reporting period. If you did not enter your time, or it was not entered correctly prior to the sweep, contact your Timekeeper for assistance. Your Timekeeper's name is displayed on the Time Entry screen.

When is the LETS sweep?
· Biweekly paid employees:
· The 1st business day of each week at 12:00PM, and 
· The 1st business day of the month at 12:00PM for the first half of the “split week”. Please refer to “What is a reporting period?” for the definition of a “split week”. 
· Monthly paid employees:
· The 4th business day prior to the last business day of the month at 12:00PM
· If any changes to the regular processing schedule take place, (holidays, fiscal year end, or annual Lab shutdown) the Sweep Dates link in LETS will be updated and an email will be sent out advising of the change.

I am going to be offsite during the LETS sweep. Can I still access LETS? 
· Yes, LETS is a web-based system that can be accessed anywhere the internet is available. Time can be entered, released and approved from offsite locations. 

I forgot to release or approve time prior to the LETS sweep and received a Signature Required Report. What should I do? 
· Employees and Approvers should provide their signed Signature Required Reports to their Timekeeper no later than the 10th of the following month. Timekeepers must acknowledge receipt of the signed Signature Required Reports in LETS no later than the 15th of the following month by 5:00PM. 


Employee 
What should I do if I have an issue with my paycheck?
· Please contact payroll at 510-486-6543 or email payroll@lbl.gov. 

I forgot to enter my time for the last reporting period. How do I enter this time and will I still be paid?
· Regardless of whether you are a biweekly or monthly paid employee, it is required that time must be entered accurately. Please contact your Timekeeper to have any missing time reported for the period missed.  
· Biweekly paid employees must enter time on their timecard to be paid. Any missing time must be posted on a late time entry by the Timekeeper and will be paid with the following pay period.   
· Monthly paid employees will be paid whether they have entered time on their timecard or not. Any leave without pay reported after the sweep will be deducted from the employees’ next available paycheck.   
My timecard says it is locked, what should I do?
· If your timecard is locked, this means that either your Timekeeper or Approver has modified it. If it is still prior to the sweep, you may reach out to whomever modified the timecard and have them process changes for you. When a timecard is locked, a Signature Required Report will be generated for the employee.   
Where can I find my leave balance information?
· Current leave balances can be found in the bottom left-hand corner of your Time Entry record in LETS. Leave time earned is posted in LETS the next business day following the end of the month. 
I am a biweekly employee and cannot enter my time for part of the week. What do I need to do?
· When a portion of the week is unavailable for time entry, this means that there is a split week. You must ensure that you are posting time on the correct portion of the split week for time to be processed correctly. 
I took a sick day after the timecard sweep, how do I change my time?
· Please contact your timekeeper who will assist in making a timecard correction. 

I used the wrong project/activity ID, how do I correct this? 
· Please contact your Division Resource Analyst who will assist in making this correction. 

I just came back from leave and I cannot access LETS. What do I do? 
· Please contact your HR Division Partner, who will ensure that you have been returned to an active status. 


Timekeeper and Backup Timekeeper 
Why are there two timecards for an employee this month?
· Due to status changes, there are times when an employee may have more than one timecard created for them during an open reporting period in LETS. This often happens when an employee moves from biweekly-paid to monthly-paid or vice versa. This is also possible if an employee moves from full-time monthly-paid to part-time monthly-paid or vice versa. The result of these changes is that two active timecards may be available simultaneously. If you are unsure of which timecard should be used to enter time, please send an email to letsteam@lbl.gov for assistance. 

Why are there no timecards for my contract worker?
· Time for contract workers is not entered in LETS. 

Can I assign a Backup Approver in LETS? 
· Yes, Timekeepers have the ability to assign and remove Backup Approvers through the Role Management tab in LETS. Backup Approvers must have either a supervisor or a manager role in HRIS to be eligible to be a Backup Approver. They must also be a Lab employee in an active and exempt status and cannot be assigned as a Backup Approver to their own Approver. Any individuals that are assigned a new role should be properly trained prior to implementation. These roles should be designated at the discretion of the Division Business Manager.

I have an employee who just came back from leave. What do I do so they can access their LETS timecard? 
· Please inform your HR Division Partner of their return. The HR Division Partner will process a return from leave personnel action, which will update LETS. 



I cannot locate an employee I previously had access to. What happened? 
· If you no longer have access to an employee, there are several different possibilities that may have occurred. Examples of this include adjustments to an Employee’s org code and leave status or changes to the Timekeepers assigned org codes to name a few. It is best to contact Payroll directly for assistance at letsteam@lbl.gov.  

I am going on vacation. How do I assign a backup timekeeper? 
· Division Business Managers or their designees are responsible for determining who has Timekeeper and Backup Timekeepers roles for their Division. They must provide approval before Payroll can assign a Backup Timekeeper.  

One of my employees has been reassigned to another supervisor. What do I do?
· Please inform your HR Division Partner of this change. They will make the supervisor correction, which will update LETS. 

An employee is terminating. Should they complete a timecard? 
· Yes, prior to the termination of an assigned employee, the timekeeper should work with both the Employee and Approver to ensure that the final timecard has been properly posted and certified. Payroll cannot process final payment for the Employee until the timecard reflects the correct number of days worked in the open reporting period and has been certified by both the Employee and Approver.

Where can I go for further Timekeeper information?
· Please refer to the LETS Timekeeper Responsibilities Handbook and the LETS Timekeeper Navigation Guide for additional information on the roles and responsibilities of the Timekeeper. 


Approver and Backup Approver 
Why isn’t there a timecard for my new employee in LETS? 
· LETS generates timecards for employees in an active status only. The status of an employee in LETS originates from the Human Resources Information System (HRIS).  Changes to employee information in HRIS, such as hires or terminations, will update to LETS the day after the change has been entered or on the effective date. If you cannot see a timecard for a new employee after their effective start date, please verify with your HR Division Partner that all information has been entered in HRIS. If this has already occurred, please email letsteam@lbl.gov and Payroll will confirm the new employees’ status. 

I went into LETS as an Approver or Backup Approver but do not see the employees’ timecards. Where can I locate them?   
· In LETS, using the role drop-down box at the top of the screen, you must ensure that you have selected the appropriate role you are intending. Depending on your status, you may have several roles including Employee, Approver, and Backup Approver. Once the proper status has been selected, you should be able to view the intended timecards. Please also note, when selecting the Backup Approver role another drop-down box will appear to the right listing the Approvers for whom you are backup. You must then select the applicable Approver and clear any filters from your selection, at which point LETS will present you with that Approver’s employees for the current time-period. If the expected timecards still do not appear, please contact letsteam@lbl.gov for assistance. 


How can I find out who my backup approvers are? 
· Backup approvers can be found using the Cognos Reporting & Self Service tool in the A to Z index. Simply click on this and then under the HR section click the LETS Roles – Approvers/Backups/Timekeepers/Inputters. This will bring you to the search tool, which will allow you to choose the role you would like to look up by Division. 

One of my monthly employees took a vacation day (or any other type of leave) after the monthly sweep processed. What should I do about this?
· If a monthly employee took a day of leave after the sweep, please notify the employee's Timekeeper who will need to submit a leave correction request to correctlets@lbl.gov.

Where can I find my employees timecards for a previous reporting period? 
· When selecting your Approver or Backup Approver role, LETS will present only the current timecards available for approval. To view prior reporting periods, you must edit the end dates in the "Search Criteria" section of the Time Summary screen and click on the search button.  

How can I tell if my employee released their time? 
· From the Time Summary screen under the “EM Release” column each timecard will have one of the following statues: 
· Blank - Employee has not released the current timecard
· Inputter - Employee's time was entered by an Inputter
· Released - Employee's time was released
· Unreleased - Employee's time was not released before sweep

My employee charged time worked to the wrong project/activity. How should I correct this? 
· Please contact your Division Resource Analyst who will assist in making this correction. 

My employee has given notice of resignation. What is the next step?
· If you have received a notice of resignation from an employee, please reach out to your HR Division Partner immediately. They will begin the termination process so that a final check can be issued to the employee.  

I have an employee who should be reporting to another supervisor. What do I do? 
· If an employee should be reporting to another supervisor, please inform your HR Division Partner of this change. They will make the supervisor correction, which will update LETS. 

I forgot to approve my employees’ timecards. How do I ensure they reported time correctly?
· If an employee’s timecard was not approved prior to the sweep, you can view timecards from prior reporting periods by editing the end dates in the "Search Criteria" section of the Time Summary screen and click on the search button.  


Communications with Payroll 
What number can I call to talk with someone directly?
· 510-486-6543


What is Payroll’s fax number?
· 510-486-4485

Where can I email for general LETS question?
· letsteam@lbl.gov

Where can I email for general Payroll questions?
· payroll@lbl.gov

Where can I email for timecard corrections? 
· Please reach out to your timekeeper who will be able to assist you with any timecard corrections. 

I am applying for a loan and the company I am working with needs a verbal employment verification. Whom should they call?
· Please have them call the Payroll helpline at 510-486-6543

I need an employment verification letter. Where can I get this? 
· Please email this request to payroll@lbl.gov. Make sure to include all information that is required in the letter. 

