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Overview of the LETS System

LETS is a computer system for Berkeley Lab employees to enter their hours and the projects they charge, transferring data to the Payroll and Labor Distribution systems.  The LETS System also allows the employee's supervisor (the Approver) to review the employee's time, to make changes to it, and/or to approve it electronically.
LETS provides information such as leave balances and active projects.  All time entered into LETS should be checked for validity by an employee’s Approver (the employee’s Supervisor) or Backup Approver.  The time records, once transmitted to Payroll, effect the Payroll System, the Labor Distribution System (LDRS) and the Financial Management System (FMS).

The LETS system provides for electronic signatures for employees and for Approvers, called "Employee Release" and "Supervisor Approval" respectively, which do away with the necessity of keeping paper records of the time entered.

LETS does not calculate Overtime.  It is the responsibility of Employees to enter Overtime accurately, and it is the responsibility of Approvers to validate Overtime.  
LETS Data Flow
The source for LETS employee data is the Human Resources Information System (HRIS).  New hires and personnel changes are entered into HRIS.  An overnight batch process sends the new data and changes to LETS, and updates the LETS database with the changes.  

If you do not see expected changes showing up in LETS, such as the time record for a new hire, it is likely that HRIS has not yet been updated, and you should contact your HR Division Partner.

Time entered into LETS is collected at the end of each reporting period and the reporting period is closed to time entry.  When the reporting period is closed, the time data is "swept" to the Payroll system and to the Labor Distribution Reporting System.  For biweekly paid employees, reporting periods are weekly (Sun-Sat) for a full week, Sunday through month-end (first half of a “split week”) and first day of a month through first Saturday of a month (second half of a “split week”).

For monthly paid employees, reporting periods are monthly (1st through month-end.
For bi-weekly paid employees, the Payroll system processes the entered time and produces paychecks at the end of each 2-week pay period.  If time is not entered into LETS for bi-weekly employees (Basis 2), they will not be paid.  If time is entered by the employee but not approved by the supervisor the hours will still be processed by the payroll system and the employee will be paid for the hours entered into LETS.

Paychecks created for monthly-paid employees (Basis 4 & 5) before all time for the month has been entered and swept.  Because processing of LETS time for monthly-paid employees lags behind paycheck creation, it is important for Timekeepers to notify the Payroll Department if they know of UNPAID leave time taken during the month by one of their monthly employees by emailing that information to payroll@lbl.gov.  Timely notification of unpaid leaves enables the Payroll Department to pay employees accurately.
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Accessing LETS

All active employees are automatically given access to LETS, unless they are assigned to an Inputter.

Access to LETS requires a Lab LDAP account.   LDAP accounts are usually assigned to new employees within a day of their start date
To request an LDAP account for an employee: Contact the Help Desk at x4357

Logging into LETS

1. Start your Web browser (Firefox, Chrome or Safari), and type in the web address for LETS:  lets.lbl.gov
2. The Berkeley Lab central authentication screen will appear.  Enter your LDAP username and password and click [image: image2.jpg]Login



 to sign on to LETS:
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LETS Roles and Responsibilities
Timely, accurate reporting of effort is a Laboratory requirement used to:

· Monitor actual performance against budget goals

· Ensure labor costs are properly reported by DOE Budget and Reporting classification

· Guarantee employees are paid correctly, and their leave accumulations are accurate

Time and Labor Reporting Policy can be found in the Requirements and Policies Manual:  Time and Labor Reporting
LETS allows a user to access its functions and view time data based on the LETS Role(s) granted to the user. To use LETS, a user selects from his/her roles, and while using the selected role, can only access data and functionality available to that role.

When you log into LETS your default role will always be “Employee”.  To change your Role to “Timekeeper” use the Roles drop-down list:
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	Role
	Responsibility / Data Access

	Employee
	"Self-Input" - Responsible for own time entry.  Can view and/or enter data only for self.  Must Release (Certify) hours at the end of every reporting period.

	INPUTTER
(or Backup Inputter)
	Responsible for entering time data for a defined group of employees. Can view and/or enter data only for their group.  Assigned and/or removed by Timekeepers in LETS.  

	APPROVER

	Responsible for approving/certifying time data for direct-report employees.  Can view and/or enter data only for direct report employees.  A LETS Approver role is automatically granted to Supervisors who have employees assigned to them in HRIS.  

	BAckup approver
	Can approve time for the Approver(s) they back up.  Assigned and/or removed by Timekeepers in LETS.  An Employee can only be a Backup Approver if coded as a Supervisor or Manager in HRIS (HEERA Status Code of 2 or 3), exempt, and has Active status

	Work Lead
	Responsible for approving time data for a defined group of employees.  Can view and/or enter data only for their group.  Work Leads must be set up in HRIS (HEERA Status Code of 2, 3 or 4)

	TIMEKEEPER

(or Backup Timekeeper)
	Responsible for ensuring that all time is entered for their defined group for each reporting period. Resolving time entry problems for their group, and submitting corrections as necessary.  Assigning Inputters, Backup Inputters, and Backup Approvers.  Can view and/or enter data only for employees in their assigned Org Codes.  Assigned and/or removed by Payroll in LETS.  

Note: IT and Payroll personnel who provide technical support to Timekeepers may be set up as Backup Timekeepers.

	Payroll
	Responsible for assigning Timekeepers and Backup Timekeepers, and assigning Org Codes to Timekeepers at the direction of the Division Timekeeper Authorizer or Designee.  Assist Timekeepers with troubleshooting, and processing Leave and/or Earning Code corrections.  Process Additional Time for monthly employees.

	division Business Manager & Authorized Designee
	Responsible for deciding the Timekeeper and Backup Timekeepers for their division and the assignment of division org codes to Timekeepers.  Must notify Payroll by emailing correctlets@lbl.gov

	LETS Team
	Responsible for troubleshooting technical problems.  Can be contacted by emailing letsteam@lbl.gov


Timekeeper Responsibilities

· Set up LETS-related employee information for assigned group of employees

· Prefill info (Project/Activity IDs)

· Assign inputter for employees who are not able to enter their own time due to inability or business need
· General info (Basis Override, Default Shift, Max Daily Hours as necessary)

· Oversee time entry and approval for assigned group of employees

· Enter Late Time for assigned group of weekly employees

· Modify time after Employee Release (prior to Sweep) if necessary

· Submit leave corrections to Payroll

· Submit earning code corrections to Payroll (e.g., Overtime to Regular)

· Submit work project to work project corrections to Divisional Resource Analyst

· Designate/Remove LETS Backup Approvers

· Designate/Remove LETS Inputters and Backup Inputters

· Collect signed Employee Signature Required Reports and file the signed reports per division policy

· Collect signed Approver Signature Required Reports and file the signed reports per division policy

· Train employees, inputters, approvers and backups in timekeeping procedures and use of LETS

· Assist employees, inputters, approvers and backups with timekeeping issues
· Liaison between employees/approvers and Payroll and the LETS Team to resolve timekeeping issues
· Ensure Overtime is being entered accurately by following union contract rules:  Bargaining Agreements by Union
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LETS Roles/Task Grid
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LETS Sweep Process
The LETS “Sweep” process closes a LETS reporting period, sends that period’s LETS time data to the Payroll system and the Labor Distribution System, and locks the timecards for editing.  Any changes needed for a Swept timecard must be done as late time in LETS  for weekly reporting employees, as a leave correction in LETS or as a project correction/cost transfer in LDRS. 
Weekly (Basis 2) timecards are swept at noon on the first workday of every week, and on the first workday of every month (for the split week at month-end) 

Basis 2 = Hourly (Non-Exempt) employees reporting in Hours

Monthly (Basis 4 and 5) timecards are swept at noon three to four business days before the last business day of the month.  

Basis 4 = Monthly (Exempt) employees reporting in Days


Basis 5 = Monthly (Exempt) employee reporting in Hours
The sweep dates for open reporting periods are posted in the Sweep Dates link at the top of each LETS page.
If the Sweep date changes due to a holiday employees will be notified via email from the LETS Team that there is an early deadline.
If you try to access LETS during the Sweep process, you will get the following message:
[image: image6.png]LETS is currently unavailable due to maintenance.




Note:  See page 14 on how to view Sweep Dates in LETS.
Fixing time for Closed timecards
1. Leave and Earnings Type Corrections are changes that need to be made to closed timecards which involve shifting entered time from a leave to a work project, from a work project to a leave, or from Regular Time to Overtime or vice versa.  Corrections should be emailed to correctlets@lbl.gov with a copy of the closed timecard being corrected and clear instructions on pay codes, hours and dates being adjusted, along with corresponding Project and Activity ID’s.  Note that Leave/Earnings Type Corrections must net to zero
NOTE:  Remember to provide Drop Out account info. for Monthly employees when appropriate (e.g., hours not entered in LETS for period being corrected)
2. Project to Project Corrections must be submitted to your division’s Resource Analyst.  Payroll cannot process Project to Project corrections.
3. Late Time only applies to weekly reporting employees, and must be entered by the division’s Timekeeper or Backup Timekeeper using the “Late Time Entry” function.  See page 31 for how to enter Late Time.
LETS Navigation
Navigation Options
Upon Logging In, if you have the “Employee self-input” role, LETS will present the default screen – Time Entry - showing your current timecard.  The following screen shot shows the navigation options available in LETS:

[image: image7.png]Wekome Shamnon . Canf  ¥Roes

) LETISite

ERNEST ORLANDD LAWRENCE BERKELEY NATIONAL L

Drop Down Role

Clickto access next screen

nterTie Emploge Womaton
Funciion Tab Funciion Tab

Clickto access next screen

(Time Eatry

Caryl, Shannon M.

Time for Period ending 0613112015
0 VorkDysinlg 240 | Tt elssed

Eamigs e St
PrftRequar 1
Holdsy 1
Leave Balance (n Hours)

Vacatin Sick
an 800

WM Vo Pt T 0% Yoo i s Q. Yol et Yo TeesentionCaine
 fat | e
o gD LR iy s
[ |
gD K L Wy s
101983 CF_Conkolers Ofice 004 Pyl Ofce 2 Mm
100002 Holday 004 Holdey 5 R Mody
Tine Record Sunmary
FanySekTen EnisTpe s
w Hoiday n
Regleine an
Tod A0

Clickto access Sweep Calendar

Clickfor LETS Team Contactinfo. [~

Clickto Logout

Clickto

ViewTme sty

accessLETS
Help

MaitinFavres

Function Tab
Clickto access next screen

Function Tab
Clickto access next screen





If you access LETS when more than one timecard is open or within the last 3-4 days of a month (after the sweep for Monthly time), the Time History screen will display showing a summary line for each open timecard and/or each timecard with an end date within the last 3-4 days of the month.  Click the Update button to enter time on the appropriate open timecard, or click the Review button to review the closed timecard(s).
Navigation Links

· The Sweep Dates link allows you to access a calendar showing the sweep dates for open reporting periods:
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Click on the Sweep Dates link to bring up the Sweep Dates calendar in a separate window:
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· Click on Contact Us for the email address of the LETS Team:
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· The Help link allows you to access the LETS Home Page for information and user manuals:
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Click on the Help link to bring up the LETS Home Page:
[image: image12.png]Most Visited { | Getting Started

ommons lblgov/isplay/itbsets/LETS+ -+Lab+ Employee+ Time+ System <]

5. DEPARTMENT OF

ENERGY

=~ A
«««|f| |INFORMATION TECHNOLOGY

BERKELEY LAB  LAWRENCE BERKELEY NATIONAL LABORATORY

ITHome | ITServices | ITNews | TITStaff | Help

Dashboard

LETS - Lab Employee Time System

About LETS:

LETS is the time entry system for Lab employees (excluding GSRAS). The system was developed and implemented at Berkeley Lab in the mid-1990's, and was
the first ORACLE-based business application to be deployed lab-wide.

LETS allows employees to enter their own time, and allows supervisors to review and approve time for their employees. LETS provides information such as
current leave balances, active projects and pay policies. Al time entered into the system is checked for validity.

LETS provides the capability to submit, approve and transmit employee time and project data to other Berkeley Lab systems, including the Payroll and Labor
Distribution systems.

LETS can be accessed via the Intemet from within the Lab or remotely, by Employees, Approvers, backup Approvers, Timekeepers, backup Timekeepers,
Inputters, backup Inputters and Work Leads.

Access
to LETS s via https /lets Ibl gov
LDAP user name and password, as well as a LETS role are required
To request an LDAP username and password go to Computer Accounts (New) and click in the Google Apps checkbox

LETS roles are assigned automatically to employees who enter their own time in LETS, and to Approvers, backup Approvers, Timekeepers, backup
Timekeepers, Inputters, backup Inputters and LETS Work Leads.

Problem Reporting:
For problems using LETS, contact letsteam@bl.gov.

For LDAP password problems, contact the Central Help Desk at x4357.

Deadlines for Time Certification Reports Checkist Entries




· The Logout link will log you out of LETS:
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Function Tabs
The Function Tabs allow you to access other LETS screens available to the LETS role you have chosen.  

Employee Role Function Tabs

1. Enter Time function tab:
Navigates to the Time Entry screen, which allows you to enter your current time:
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2. Employee Information Function Tab:
Navigates to the Employee Information screen, which shows the basic information LETS has about you as an employee.

Click on the Employee Information function tab to return to the Employee Information screen after navigating elsewhere.
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3. View Time History function tab:
Navigates to the View Time History screen, which allows you to access all of your LETS time records, past and present.

Click on the View Time History function tab to return to the View Time History screen after navigating elsewhere.
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4. Maintain Favorites Function Tab:
Navigates to the Maintain Favorites screen, which allows you to set up favorite projects to speed up your data entry.  Note that only open project/activity combinations can be set up as Favorites.

Click on the Maintain Favorites function tab to return to the View Time History screen after navigating elsewhere[image: image18.png]D LIE|T|S[Lite
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Timekeeper Role Function Tabs 
1. Time Entry function tab:

Navigates to the Time Entry screen, which allows you to select timecards for employees assigned to you, in order to enter or modify their time.   A summary line for each timecard in the selected Date Range will be displayed. 

Time can only be entered or modified for open periods by clicking on the “Update” button.  Timecards for closed periods can only be reviewed by clicking on the “Review” button.  
Use the “Late Time Entry” tab to enter Late Time for biweekly paid employees (time not previously entered for a closed reporting period).

A. The Search Criteria drop-down lists allow you to specify which employee timecards to retrieve, and/or to narrow or expand your selection.
i. The Freq (“frequency”) drop-down list allows you to select employee timecards by reporting type or basis (All, Monthly, Weekly, Basis 2, Basis 4, Basis 5)

ii. The End Date Range drop-down lists allow you to selected the desired begin and end dates for your search


iii. The Employee No. entry box allows you to enter a single employee id for your search.  Click on the small search icon next to the entry box to get a list of your employees.


iv. The Employee Name entry box allows you to enter an employee’s last name (or partial last name).
Note: Enter either employee number or Employee Name, do not enter both

v. The Filter By drop-down list allows you to select timecards for the following.  This is useful for reviewing timecards that may need attention before a sweep:

(1) Persons with Released Timecards

(2) Persons with Unreleased Timecards

(3) Persons with Unapproved Timecards

(4) Persons with Project ID Errors

vi. After specifying your search criteria, click the “Search” button.
vii. Select the timecard you wish to Update or Review by clicking the Update or Review button.
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B. Monthly Time Entry (Basis 4 or 5):

Monthly Time is entered in full or half Days for Basis 4 employees, or in Hours for Basis 5 employees. 

To enter Monthly time:

i. Select the Earnings type from the drop-down list

ii. If you select a Leave earnings type, the Project ID and Activity ID will be auto-populated, and you must specify the Leave Date under the month column header (e.g. “December”) for each leave day taken.

(1) For Basis 4 employees, you can specify a leave date and the number of sequential full days taken, and LETS will create a time entry row for each leave day, skipping over holidays and weekends.

iii. For work time:

(1) Enter the Project ID – start typing the project ID then select it from the pop-up list

(2) Enter the Activity ID – start typing the Activity ID then select it from the pop-up list

(3) Enter the Work/Job Order Number if required - – start typing the Work/Job Order Number then select it from the pop-up list

(4) Enter the number of days (Basis 4) or hours (Basis 5) worked for that project id/activity id for the month.
iv. Click the Add button to record the time

If you need to modify Monthly time, click the MODIFY button next to the time entry line to be modified.
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Weekly Time Entry (Basis 2)

If the employee timecard you selected to modify is weekly then use the Add, Delete and/or Modify functions to the far right of the screen.  Weekly time entry is in hours, to the quarter hour.  The days of the week have individual entry boxes, so selecting the date has already been done for you:
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2. Role Management function tab: 

Navigates to the Role Management screen, which allows you to add or modify Roles (Inputter, Backup Inputter, Backup Approver) for your employees.


A. Assignment of Inputters and Backup Inputters:

To assign an Inputter role to an employee enter the employee ID in the Employee No. field and click “Search”:
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When the employee’s record appears click the “Add” button next to the Inputter row: 
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To assign a Backup Inputter, click on the Update button next to the Inputter’s Primary Role listing.  
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Enter the Backup Inputter’s employee number in the Add Backup box (or select the Backup Inputter from a list of employees using the search icon next to the Add Backup box) and click the Add button.
Note that the list of employees assigned to the Inputter is shown at the bottom of this screen
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B. Assignment of Approvers and Backup Approvers

Approver roles cannot be assigned in LETS, and employees cannot be assigned to Approvers in LETS.
An Approver role is automatically assigned to each Supervisor in HRIS, and the Supervisor’s employees are assigned to that LETS Approver.

To add a Backup Approver role to an employee, on the Role Management screen enter the Approver’s employee ID in the Employee No. field, and click “Search.”  When the Approver’s record is displayed, click on the “View” button next to the Approver role: 
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Enter the Backup Approver’s employee ID in the Add Backup field and click “Add”.

Remember:  Backup Approvers must have a HEERA Code of 2 or 3 in HRIS, be a Lab Employee, and have Active and Exempt status, or LETS will not allow the assignment.  Also, you cannot assign a Backup Approver to back up his/her own Approver.
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3. Employee Information tab:|
Navigates to the Employee Information screen, which allows you to select employees assigned to you by org code, in order to enter or modify LETS employee setup.

A list of your employees will be displayed.  Select an employee by clicking the “Update” button next to the employee’s display line:
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The Employee Information screen will appear for the selected employee.  To update information click on one of the sub-tabs under “Data Update Panel”:
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Changes made to Privileges data will be reflected immediately in the employee’s record.
i. Assign Inputter field:  Select “Self Inputter” OR the name of the Inputter that will be entering hours for the employee if they will not be a Self Inputter 

ii. LETS Access Status field:  Select Enable Access Status for a Self-Inputter, or for an employee assigned to an Inputter who has other LETS roles
OR

Select Disable LETS Status for an employee with an Inputter and no other LETS roles.
NOTE: if you ever need to shut an employee out of LETS for security reasons, you can select Disable LETS Status and click Update.
iii. Click the UPDATE button after Assign Inputter and LETS Access Status values have been selected.  A message will appear letting you know your changes have been saved.  Click OK.
Prefill Info Sub-Tab
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OVERVIEW:
Prefill is generally set up for employees who charge all or most of their time worked (Regular Hours) to a single project/activity.  
· A Prefill can be set up for individual employees for ease of time entry
· An employee can only have one Prefill Project/Activity ID.  

· The Prefill Project/Activity combination must be active when the Prefill is set up for the employee.
· Enter scheduled daily hours for weekly reporting employees.
· Only timekeepers and backup timekeepers can set up Prefills

· Setting up a Prefill for an employee will not affect timecards that have already been created

· When a timecard is created for an employee who has a valid, active Prefill set up, a Prefill time entry row will be created charging all expected work hours/days to the Prefill project/activity Other hours/days entered using other Project/Activity ID’s will decrement the prefilled entry line
· The Prefill line in a timecard cannot be modified, but it can be deleted by clicking the ‘Delete’ button to the right of the prefill line. If a timecard prefill line is deleted, the decrementing behavior for that timecard will discontinue

How to set up prefill for an employee:
i. As a timekeeper (or backup timekeeper), click on the Employee Information tab (as shown in 2.c.)
ii. A list of your employees will be displayed
iii. Click the Update button next to the employee for whom you want to set up prefill:
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iv. The Employee Information screen for the selected employee will be displayed
v. Current prefill information (if any) is displayed in the center of the screen
vi. To set up or change prefill information for the employee, click on the “Prefill Info” tab in the lower left-hand corner of the screen
vii. A prefill entry row will be displayed:
[image: image33.png]Employee Information

Return to List

00f25

Basis:
Org. Code:

2-Reporting weskly, bi-weekly paid
CFCOP-Payroll

5803
510/486-5282

Active as of 0122112014

General Information

Prefill Information

Basis Override: No
Default Shit: 1
Maximum Daily Hours: 80

101988

000

000

[101988

CF_Controllers Office

Payroll Office

0.00]

5.00]

5.00]

5.00]

5.00]

5.00]

0.00]





viii. For weekly reporting employees:

1. Enter the Prefill Project ID.  As you type, a drop-down list of active Project Ids will be displayed.  Select the Project ID to be prefilled from the list.
2. Enter the Prefill Activity ID.  As you type, a drop-down list of active Activity Ids will be displayed.  Select the Activity ID to be prefilled from the list.
3. Only active Project ID/Activity ID combinations will be accepted.
4. Enter the number of hours per day to be prefilled on the days when the employee is scheduled to work.
5. Click the Update button to save the changes.

ix. For monthly reporting employees:

1. Enter the Prefill Project ID.  As you type, a drop-down list of active Project Ids will be displayed.  Select the Project ID to be prefilled from the list.
2. Enter the Prefill Activity ID.  As you type, a drop-down list of active Activity Ids will be displayed.  Select the Activity ID to be prefilled from the list.
3. Only active Project ID/Activity ID combinations will be accepted.

4. You do not need to enter the employee’s scheduled hours.
5. Click the Update button to save the changes.
General Info Sub-Tab
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Basis Override – For Payroll use only
Default Shift - Specifies the default shift for an employee. Shift entered here will populate timecards built hereafter. 

1 = Day Shift


2 = Swing Shift


3 = Owl Shift 
Max Daily Hours - Enter the maximum number of hours before employee is eligible for overtime. Defaults to 8 hours. May be changed if employee is on a different work schedule.  (e.g., If an employee works four days a week for ten hours each day, change the Maximum Daily Hours to 10)

Note: Changes made to General Info data will be reflected in the next time record created. 
d. Late Time Entry Tab
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Late Time can only be processed by divisional Timekeepers.  Late Time is for Basis 2 (Biweekly reporting in Hours) who failed to enter all hours in a timecard prior to the Sweep.
To enter Late Time:
i. Complete the four required fields in the Late Time Entry tab:
Time Record Type = Late Time Record

End Date = End date for the week or period being adjusted (must be a closed period)

Employee Number = Employee ID for the employee whose time is being corrected

Basis = 2 (Biweekly; reports in Hours)
ii. Click “Update” and the following screen will appear. Validate the correct information is showing and click “Add” (click “Cancel” if data is not accurate and re-enter the correct info):
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i. Enter the Late Time owed to the employee (by completing the Earnings Type, Project ID, Activity ID and entering the appropriate number of hours owed in the date field(s)) and click “Save” on the left hand side of the screen:
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A Late Time message will appear at the bottom of the timecard verifying you saved successfully:
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Reports Function Tab

Employee Timesheet Checklist Report
The Employee Time Sheet Checklist screen is used to record the collection and filing of signed Timesheets for Employees whose time is entered into LETS by an Inputter. 


a) To access the Employee Time Sheet Checklist, click on the Reports tab.  The Timekeeper Dashboard will display:
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b) On the Timekeeper Dashboard, click on [image: image40.png]Employee Timesheet Checklist




c) The Employee Time Sheet Checklist screen will display
d) Select an employee or type of employee (monthly/weekly) from the dropdown list
e) Select the date range date for the timesheet(s) you have received

f) Select “All” for Show Records
g) Click on the Search button [image: image41.jpg]Search



 to retrieve selected data
h) To record the collection of a signed Timesheet for an employee by the 15th of the month, select “Yes” on the Received drop-down list, and click on the Save button [image: image42.jpg]Save




i) The name of the filer and date of filing will display in the Received column:
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Employee Signature Checklist Report
The Employee Signature Report Checklist is used to record the collection and filing of signed Employee Signature Required Reports for regular time that was either not input or released, for late and corrected time, and for time that was changed by an Approver or Timekeeper.


a) To access the Employee Signature Checklist, click on the Reports tab.  The Timekeeper Dashboard will display:
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b) On the Reports Dashboard, click on [image: image45.png]Employee Signature Checklist





c) The Employee Signature Report Checklist screen will display:
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d) Select an employee or type of employee (monthly/weekly) from the dropdown list
e) Select the date range for the Employee Signature Required Report(s) you have received
f) Select All next to Show Records
g) Click on the Search button [image: image47.jpg]Search



 to retrieve selected data
h) To record the collection of a signed Employee Signature Required report for an employee, select “Yes” on the Received drop-down list, and click on the Save/Remind button [image: image48.jpg]Save/Remind




i) The name of the filer and date of filing will display in the Received column:
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j) To send a reminder email to the employee, including the report to be signed, click the “Remind” box next to the Employee’s line for the reporting period, type any message you want to include in the email in the “Reminder Comment” box and click on the Save/Remind button [image: image50.jpg]Save/Remind



:
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2. Approver Signature Checklist Report
The Approver Signature Report Checklist screen is used to record the collection and filing of signed Approver Signature Required Reports for regular, late and corrected time that was not approved online.


a) To access the Approver Signature Report Checklist, click on the Reports tab.  The Timekeeper Dashboard will display:
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b) On the Reports Dashboard, click on [image: image53.png]‘Approver Signature Checklist




c) The Approver Signature Report Checklist screen will display:
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d) Select an Approver or “ALL” Approvers from the dropdown list

e) Select the reporting period end date for the Approver Signature Required Report you have received
f) On the “Include Filed Records” drop-down list, select Yes (the default) to list filed and unfiled Reports, or select No to list only unfiled Reports, for the selected period and Approver
g) Click on the [image: image55.jpg]Search



 button to retrieve selected data
h) To record the collection of a signed Approver Signature Required report for an employee, select Yes on the “Received” drop-down list, and click on the Save/Remind button [image: image56.jpg]Save/Remind




The name of the filer and date of filing will display in the Received column:
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i) To send a reminder email to the Approver, including the report to be signed, click the “Remind” box next to the Approver’s line for the reporting period, type any message you want to include in the email in the “Reminder Comment” box and click on the Save/Remind button [image: image58.jpg]Save/Remind
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Signature Required Reports, Time Sheets, Timekeeper Checklists and Time Certification Reports
Overview

Laboratory policy and contractual obligations require entry of work and leave time into LETS for all employees in a timely fashion. as well as review of the time entered by the Employees’ Supervisor, known as the Approver in LETS.  All time entered must be certified by the employee and by the employee’s supervisor. (See Time and Labor Reporting)
LETS allows for electronic signature of current timecards by employees (“Employee Release”) and for electronic signature of current, late and corrected timecards by supervisors (“Approval”) to certify the time.  A timecard that has been certified by both electronic signatures needs no additional processing.  

When an employee releases his/her timecard, the following message appears with a certification attestation that must Confirm:
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In the absence of an electronic Employee Release, an Employee must sign either a paper Timesheet or an Employee Signature Required Report, and the employee’s division must retain this signed document indefinitely.
In the absence of an electronic Approval, an employee’s approver must sign a paper Approver Signature Required Report, and the employee’s division must retain this signed document indefinitely.
Timesheet, Employee Signature Required and Approver Signature Required Checklist screens are used by Timekeepers to track collection of the signed reports in LETS. 
The filing information captured in the Checklist screens, as well as Employee Release and Approval done in LETS will be used to compile division statistics in compliance with Lab time reporting policy via Time Certification Reports.  These reports are produced for management to review each month on the first workday after the 15th of the following month.  This timing allows for the Timekeepers to collect signed Timesheets, Employee Signature Required and Approver Signature Required Reports and enter the fact that they have been collected (“filed”) on the Checklist screens.

It is important to collect the signed Timesheets and Signature Required Reports for the previous month, and to record their collection via the Checklist screens 
before the 15th of month so that the Time Certification Reports correctly reflect each Division’s compliance with Lab time reporting policy.
NOTE: Data collection for the Checklist functions and the Time Certification Reports began August 1, 2005.  Earlier reporting periods cannot be accessed by the Checklist screens or the Time Certification Reports.

Time Sheets vs. Signature Required Reports
For an employee who is not set up as a “self-inputter”, a blank time sheet for the current period is printed by the employee’s inputter, filled out by the employee with hours worked and leave taken, and is signed by the employee before input into LETS by the inputter.  
How to print a blank Time Sheet for an Employee:

1. Make sure “Inputter” is selected next to “Role”
2. Click on the Time Sheet tab
3. Select the Employee from the drop down
4. Select the End Date from the drop down
5. Basis should populate automatically

6. Select Output to in the drop down (you can either generate the report on your screen and print it for the Employee, or Email it directly to the employee for them to print and complete)
7. Click “Run Report”
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Sample blank Time Sheet:
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This signed time sheet must be retained by the employee’s division indefinitely.  
If the time entered by the Inputter is modified by the employee’s timekeeper or approver, an Employee Signature Required Report is generated by LETS when the reporting period is closed.  This report is emailed directly to the employee as a PDF file.  The employee must print the Employee Signature Required Report, sign it and return the report to his/her timekeeper.  A scanned copy or fax is not acceptable.  This signed report must be retained by the employee’s division indefinitely.
Sample Employee Signature Required Report:
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If an employee who is set up to enter his/her own time (“Self-Inputter”) does not “Release” the time entered in LETS, or if the time is modified by the Employee’s Timekeeper or Approver, an Employee Signature Required Report is generated by LETS when the reporting period is closed.  This report is emailed directly to the employee as a PDF file.  The employee must print the Employee Signature Required Report, sign it and return the report to his/her Timekeeper before the 15th of the month.  A scanned copy or fax is not acceptable.  This signed report must be retained by the employee’s division indefinitely.
For bi-weekly paid (Basis 2) Self-Inputters, if no time is entered for an employee, no Employee Signature Required Report is generated by the system.

For monthly-paid (Basis 4 or 5) employees, if no time is entered, an Employee Signature Required Report is generated by LETS when the reporting period is closed.  This report is emailed directly to the employee as a PDF file.  The employee must print the Employee Signature Required Report, sign it and return the signed report to his/her Timekeeper.  A scanned copy or fax is not acceptable.  This signed report must be retained by the Employee’s Division indefinitely.
Employee Signature Required Reports for Late and Corrected Time

Late Time is entered for bi-weekly paid employees (Basis 2) by the employee’s timekeeper for a closed period with insufficient time entered.  Self-inputters can release Late Time, so the timekeeper should notify the employee when Late Time is entered so the employee can review the Late Time and release it.  If an employee does not release the Late Time, an Employee Signature Required Report is generated by the system when the current reporting period is closed (swept), and emailed directly to the Employee as a PDF file. The Employee must print the Late Time Employee Signature Required Report, sign it and return the report to his/her timekeeper.  A scanned copy or fax is not acceptable.  This signed report must be retained by the Employee’s division indefinitely.
Corrected Time is entered for employees by payroll personnel for a closed period which had leave time or earning code(s) entered incorrectly.  Self-inputters can release Corrected Time, so the timekeeper should notify the employee when Corrected Time has been entered so the employee can review the Late Time and release it.  If an employee does not release the Corrected Time, an Employee Signature Required Report is generated by the system when the current reporting period is closed (swept), and emailed directly to the employee as a PDF file.  The employee must print the Corrected Time Employee Signature Required Report, sign it and return the report to his/her timekeeper.  A scanned copy or fax is not acceptable.  This signed report must be retained by the employee’s division indefinitely.

Approver Signature Required Reports

An unapproved Monthly timecard will generate an Approver Signature Required Report in LETS when the reporting period is closed.  
An unapproved Weekly timecard (Basis 2) with time entered will generate an Approver Signature Required Report in LETS when the reporting period is closed.

An unapproved Monthly Correction, Weekly Correction or Weekly Late Time will generate an Approver Signature Required Report in LETS when the reporting period is closed.  

An Approver Signature Required report for regular timecards, Late Time or Corrections is emailed directly to the Approver as a PDF file.  The Approver must print the Approver Signature Required Report, sign it and return the report to the employee’s timekeeper.  A scanned copy or fax is not acceptable. This signed report must be retained by the employee’s division indefinitely.
Sample Approver Signature Required Email and Report:
[image: image64.png]Forwarded message ———

From: <letsopr@intrepid_Ibl.gov>
Date: Mon, May 19, 2014 at 12:27 PM

‘Subject: Regular Time Approver Signature Required Report for period ending 05/17/2014 for basis-2
To: MCHutchins@lbl gov

HUTCHINS MARIA-CORAZON R
Please print the attached document(s). validate the time entered, sign the document(s) and send to the employee’s timekeeper (lsted on the documents).

‘Contact the employee’s timekeeper for any questions.
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“Time for 0511112014 - 051712014

Run Date: osttar201s

‘Employeo: CHEUNG, VINCENT K (035686) Basis: 2-Reporting weekly bi-weekly paidApprover: HUTCHINS, MARIA-CORAZON R. Work Lead: None
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Note: After signing, roturn this report to Employee's timekeeper (HUTCHINSON, CAROLINE)





Procedures for Submission of Time Corrections

The Payroll Department requires corrected time for Leave and/or Earning Codes to be submitted by the employee’s timekeeper to the payroll department using the Detail report from LETS.
Leave and/or Earning Code Corrections for all Employees:
1. Print the Employee’s Detail report for the period being corrected

a. Select the Reports tab and click on Employee Detail Time Report [image: image66.png]Employee Detail Time Report




 and the Employees’ Detail Time Report screen will appear:
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b. Select the employee you are doing a correction for from the drop down 
c. Skip Org Code Range (leave as default

d. Select the End Date Range for the correction
e. Select the Basis of the Employee
f. Select Screen or Email for Output to (if you select Email enter your email address in the To field

g. Click Run Report
h. Click View Report
i. Print the Detail report
2. On the printed Detail report, write the dates and days/hours (depending on how the employee reports time) for any leave usage, such as Employee Sick, Vacation, Leave without Pay, etc.
For Example:  Correct 4/3/15 as follows: Reg) -8 (100681/008)  Vac) 8

3. Sign the corrected Detail Report
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4. Email the corrected Detail Report to correctlets@lbl.gov 
5. Retain the signed Detail Report/LETS screen print for division records
Project-to-Project Corrections for all Employees:
Project to project corrections which don’t involve leave time are not done in LETS.  Please contact your Division budget analyst to resolve these.
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