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LETS System Overview 

The Lab Employee Time System (LETS) is the web-based time and attendance system for Lawrence Berkeley National Laboratory (LBNL). It allows for employee time entry, as well as, supervisor review, modification and electronic approval of time. 

LETS stores employee time records charged to appropriate projects and activities or work orders that processes through the Payroll (HRIS), Labor Distribution (LDRS), and, Project Costing (PC) and General Ledger (FMS) systems.

LETS is the system of record for all timekeeping related functions for LBNL. It is the responsibility of both the employee and the supervisor to ensure that timecards are completed timely and accurately for each reporting period. 


























LETS Roles 

	ROLE
	Responsibility / Data Access

	EMPLOYEE
	Employees are responsible for entry of their own time. They can view and enter data only for themselves. They must release and certify their hours at the end of every reporting period prior to the sweep.

	TIMEKEEPER (or BACKUP TIMEKEEPER)
	Timekeepers are responsible for ensuring that all time is entered and approved for their assigned employees prior to the sweep for each reporting period. They can view and enter data only for employees in the org codes in which they are assigned. The Timekeeper role is assigned by Payroll in LETS with the approval of the Division Business Manager or designee. 

	APPROVER

	Approvers are responsible for approving the time entry data for their assigned employees prior to the sweep. They can view and enter data only for their assigned employees. An Approver role is automatically granted in LETS when a supervisor or work lead role is assigned to them in HRIS.

	BACKUP APPROVER
	Assigned Backup Approvers can approve employees’ time for other Approvers who have delegated the task in their absence. Backup Approvers can only be added in LETS if they have a supervisor or manager status in HRIS. In addition, Backup Approvers must either be a peer or at a higher level than the Approver. The Backup Approvers role can be assigned directly by the Timekeeper in LETS. 

	PAYROLL
	Payroll is responsible for assisting Timekeepers with any timekeeping issues that arise. Additionally, Payroll is responsible for assigning Timekeepers and Backup Timekeepers to valid org codes with the approval of the Division Business Manager or designee.  

	WORK LEAD
	Work Leads are responsible for approving time entry data for their assigned employees prior to the sweep. They can view and enter data only for their assigned employees. Work Leads must be set up in HRIS with a supervisor, manager, or work lead status.  

	INPUTTER (or Backup Inputter)
	Inputters are responsible for entering time data for their assigned employees prior to the sweep. They can view and enter data only for their assigned employees. (Note: This role is reviewed periodically by Payroll to ensure that inputters are assigned appropriately.)

	DIVISION BUSINESS MANAGER OR AUTHORIZED DESIGNEE
	Division Business Managers or designees are responsible for assigning Timekeeper, Backup Timekeepers, and org code access for their division. 


Timekeeper Responsibilities

· Ensure employee time entry and supervisor approval for assigned employees are completed prior to the sweep.
· Train and assist employees, approvers/backup approvers, inputters and backup timekeepers with their LETS usage and any other timekeeping related matters.
· Assist employees and approvers with timecard inquiries.  
· Act as a liaison between assigned employees and Payroll.
· Ensure that any leave usage for assigned monthly employees is entered in LETS, at least, three (3) days prior to the sweep.
· Ensure overtime is entered accurately in accordance with union contract rules.
· Submit leave and earnings code corrections for assigned employees to Payroll.
· Submit work project/activity to work project/activity corrections to the Division Resource Analyst.
· Enter any necessary Late Time Entries for assigned weekly employees.
· Create and monitor project and activity prefills for eligible employees. 
· Assign and remove backup approvers when necessary.
· Collect signed Employee and Approver Signature Required Reports; and, record and file the signed reports per Division policy.
· Confirm terminating employees have their final timecards entered and approved prior to their termination date to provide Payroll time to process their final pay. 


Ensure employee time entry and supervisor approval for assigned employees are completed prior to the sweep.

The LETS sweep is the process that closes an open reporting period and locks the timecards from editing. It is also the process that collects the hours for payment for biweekly-paid employees; and for labor distribution and project costing for all employees. The sweep for biweekly, non-exempt Basis 2 employees is typically on the 1st business day of each week as well as the 1st business day of the month at noon. The sweep for monthly, exempt Basis 4 and 5 employees is generally on the 4th business day prior to the last business day of the month at noon. Accelerated sweep schedules are done for bank holidays that affect the payroll schedule, fiscal year-end and the Lab holiday shutdown. 

The Timekeeper is responsible for ensuring that both employee time entry and supervisor approval of time are completed prior to the LETS sweep for each assigned employee. 

Train and assist employees, approvers/backup approvers, inputters and backup timekeepers with their LETS usage and any other timekeeping related matters.

As new Lab employees are hired, it is critical that they understand the importance of reporting their time accurately and timely in LETS and approving their employees’ time if in a supervisory role. Online LETS training is available for new hires. Timekeepers are expected to provide on-going support to assigned employees for any questions related to LETS. The initial training of these new team members should take place soon after they are hired to ensure that no payment issues occur. 

Assist employees and approvers with timecard inquiries. 

Situations may arise when it is necessary for a timekeeper to post time for an assigned employee during an open reporting period. Although this is rare, there are several scenarios when this may take place. These include:
· The employee is on leave and does not have the ability to enter their own time;
· There is a pending termination and the employee is no longer at the Lab; or, 
· The employee posted time in error and does not have the ability to correct it prior to the sweep. 

Although these are not the only circumstances, they are the most common. The timekeeper should consult with the approver prior to making any adjustments to ensure that time is properly posted and payment is made correctly.  

Note: When a timekeeper revises an employee timecard, the timecard is now locked from any input from the employee. An Employee Signature Required report will be generated that the employee has to sign for certification of time reported.  
Act as a liaison between assigned employees and Payroll.

The timekeeper is considered the subject matter expert in LETS for each Division. As the subject matter expert, they will have broader knowledge of the system than most employees. Likewise, the timekeepers will also have knowledge of the Division’s scheduling and time entry practices that Payroll will not have. Because of this, it is imperative that the timekeeper acts as a liaison between their assigned employees and Payroll to ensure that any timekeeping related issues are resolved timely and without disruption of pay for the employee.     

Ensure that any leave usage for assigned monthly employees is entered in LETS, at least, three days (3) prior to the sweep.

Unlike biweekly paid employees, where the LETS sweep occurs weekly, the sweep for monthly paid employees takes place prior to the end of the month. The sweep for monthly paid employees is typically the 4th business day prior to the last business day of the month. Payroll completes and closes the paycheck processing for employees one business day prior to the sweep. Because of this, it is imperative that timekeepers ensure that any leave usage, especially leave without pay, for assigned employees are entered on the LETS timecard at least three business days prior to the sweep. Payroll captures this information and ensures that paychecks are calculated to reflect any unpaid leave taken.  

Ensure overtime is being entered accurately in accordance with union contract rules. 

LBNL currently has collective bargaining agreements in place with 8 unions. These unions are CX, EX, KB, NX, PX, RX, SX, and TX. Each contract has unique language as it relates to overtime and holiday payments. It is critical that timekeepers are aware of the union contract language specific to employees assigned to them. Timekeepers should be familiar with both the number and type of hours that qualify an employee for overtime payment. Below is a link to the UC Bargaining Unit agreement web site for reference. 

Bargaining Agreements by Union





Submit leave and earnings code corrections for assigned employees to Payroll.

As mentioned earlier, the LETS sweep is the process that closes an open reporting period and locks the timecards from editing. After the timecards have been locked, there are typically three types of timecard corrections that can arise. The first are leave corrections, which are changes of time from regular or overtime to leave or vice versa. The second are earnings code corrections, which are changes of time from regular time to overtime or vice versa. The third are work project/activity to work project/activity corrections, which are changes in work hours moving from one project/activity to another project/activity. Any corrections that are discovered after the sweep, except work project/activity to work project/activity corrections, should be emailed by the timekeeper to correctlets@lbl.gov. This email must state what days need correction and the type of correction that needs to be processed. If there are multiple corrections needed, each should be clearly noted when sent to Payroll. Please note that Payroll can only process leave and earnings code corrections. Work project/activity to work project/activity corrections have a separate process, which we will go over next.   

Submit work project/activity to work project/activity corrections to the Division Resource Analyst.

Payroll cannot process work project/activity to work project/activity corrections in LETS. Corrections to an employee’s time that involves moving hours worked from one project/activity to a separate project/activity should be sent directly to the Division Resource Analyst. The Resource Analyst will make the necessary labor resource adjustments in LDRS moving the cost appropriately. The Division should have proper procedures in place to ensure this is accomplished.

Enter any necessary Late Time Entries for assigned weekly employees.

If a biweekly employee fails to enter time for a particular day in LETS after an open reporting period has closed, a late time entry is necessary. This action must be completed by the timekeeper via the Late Time Entry tab in LETS. This entry should only be processed for missing time. The timekeeper should enter any unposted hours in LETS as soon as possible. Once the posting has been entered, the timekeeper must ensure that the employee and the approver each certify the late timecard. Payment for late time entered will be included in the employee’s next available check. 






Create and monitor project and activity prefills for eligible employees. 

A prefill is an option in LETS under the Employee Information tab, which allows the timekeeper to enter project and activity ID that automatically pre-populates each timecard for employees. Timekeepers and backup timekeepers are the only roles in LETS that have the ability to set up a prefill. A LETS prefill should generally only be set up for employees who charge all or most of their time worked to a single project and activity ID. An employee can only have one project and activity ID prefill at a time. If an open reporting period already exists, the prefill will not populate until the next open reporting period is created.

Caution must be exercised when setting prefills for employees whose schedule may change, or for those employees that do not always work their assigned schedule, due to the risk of overpayment. Because time automatically pre-populates to the timecard, the employee would be paid, regardless of whether they actually worked or not. The timekeeper should determine whether their assigned employees meet these criteria before creating a prefill. If a timekeeper has become aware of a change in standard hours or a leave situation, prefills must be deleted from the employee’s record to avoid overpayments. 

Assign and remove backup approvers when necessary.

Timekeepers have the ability to assign and remove backup approvers through the Role Management tab in LETS. Backup approvers must either have a supervisor or manager status in HRIS to be eligible for this role. They must also be a Lab employee in an active and exempt status, and cannot be assigned as a backup approver to their own supervisor. Any individuals that are assigned a new role should be properly trained prior to implementation. This role should be designated at the discretion of the Division Business Manager.

Collect signed Employee and Approver Signature Required Reports; and, record and file the signed reports per Division policy.
LBNL and contractual policy require that all employees enter work and leave time into LETS and approvers review these entries in a timely fashion. All time entered must be certified by both the employee and by the approver. (See RPM-Time and Labor Reporting)

LETS allows for electronic certification of current, corrected, and late timecards by both the employee and the approver. A timecard that has been electronically certified by both employee and approver needs no further action.  

In the absence of an electronic employee certification, an employee must sign an Employee Signature Required Report. The employee’s Division must retain this signed document indefinitely and the timekeeper must ensure that LETS has been marked that the completed form has been received. 

In the absence of an electronic supervisor approval, an employee’s approver must sign an Approver Signature Required Report. The employee’s Division must retain this signed document indefinitely and the timekeeper must ensure that LETS has been marked that the completed form has been received.

All Employee and Approver Signature Required Reports must be marked in LETS via the Checklist screens in the Reports tab prior to the 15th of the following month. If the forms are not received, this will have a negative impact on the Divisions LETS statistics, which must be above 90% employee certification and supervisor approval each month.

Confirm terminating employees have their final timecards entered and approved prior to their termination date to provide Payroll time to process their final pay. 
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. If there are any questions or concerns by either the employee or approver, the timekeeper should help to resolve these issues prior to the termination date so that final payment is not delayed.  













Conclusion

This manual has described the LETS timekeeping system for Lawrence Berkeley National Laboratory. The objective of this manual is to define the different roles in LETS and the primary responsibilities of the employee, approver and timekeeper. It is imperative that the timekeeper, approver, and Division all work hand in hand to ensure that projects are charged correctly and accurate payment is made to all assigned employees. 

 




































Acknowledgment 

I acknowledge that I have read and understand the content, requirements, and expectations of the LETS Timekeeper Manual at Lawrence Berkeley National Laboratory. 

I understand that if I have questions regarding the LETS Timekeeper Manual, I will reach out to the Payroll department for guidance.  

Please read the LETS Timekeeper Manual carefully to ensure that you understand the policy before signing this document.
Employee Printed Name: ____________________________________
Employee Signature: _______________________________________
Date: ____________________________________________________
*Please return the completed form to Payroll MS 971-PR.
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