6.1 Utilizing mJobTime for Timecard Entry

The PM Department interfaces with the Accounting Department for Timecards by entering the information in the
mJobTime application. The following instruction will explain how the software is accessed, how time is entered for
individual employees and crews, how that time is distributed across different projects and phase codes, and how the
time is reviewed and submitted for approval.
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6.1.1 Access and Log-in to mJobTime

Employees needing access to mJobTime via the Windows or Web Interface, require a User Record. Contact Payroll
Department for user set up. Each employee will be assigned a license according to their position within the company.
There are 3 levels of approvals. 15— Employee level, 2" Project management level and 3™ Administrative level
(Payroll Department). Timesheets are due COB on Fridays, unless the crew anticipates to work over the weekend in
which case they are due by 10 am on following Mondays. mJobTime is accessible on phones, tablets and desktops as
long as you have access internet. Foremen are encouraged to contact payroll if they need assistance or have

guestions with mJobTime.

To access mJobTime go to http://mjobtime.ungerconstruction.com/Login.aspx and follow the instructions below.

time
mobile fob fracking software
Foreman Login Employee Login
User ID:
| Anna b4 ]
Password:
v ]

[] Remember me next time

Submit

Use Foreman Login — Enter User ID (same as Viewpoint log in) Password is your employee number

6.1.2 Entering Time “After the Fact” (we don’t punch a clock)

1. Tapthe Labor button to begin.

mjcbtime

Test Company

er 10 khulsey

Bk m G 0

Labor Distribute Equip Readings Review Documents Logout

H

Note: When charging time to PTO or Edu-Train, remember to use job “overhead” & appropriate phase code.
Holiday Time is charged to jobs.
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Individual Employee — Will have access to their personal time only. See below

mjobtime

Clock In

Employee: Q 3] Employees .

dob: | Q| 186-W)

CostCode: = Q 020 - Design Labor

Pay Code: Q 1- Regular -
ftem:  Q
Hours:

Crew Leader — Have access and ability to enter time for all field employees .

2. Alist of available employees will be displayed.

Select Employee(s)

Continue Cancel
Check All Uncheck All
Q
Employee | Crew
Select Employee Craft
L] Adams, Ryan

T

l Allen, Christopher
L Anderson, Charles
Bailey, John

L Baker, Justin

o e O 9 OO

Bell, Elizabeth

See below.

3. Toclock in an individual employee, simply tap the employee’s name.

Select Employee(s)

Continue Cancel
Check All Unchack All
Q
Employee Crew
Select Employee Craft
L Adams, Ryan

[ Allen, Christopher

| Anderson, Charles l

L] Bailey, John
[ Baker, Justin

Bell, Elizabeth

O 0O O o o o
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To clock in a group of employees, tap the appropriate check boxes and then tap the “Continue” button.

Select Employee(s)
Check All Uncheck All
Add Crew
Q

Employee | Crew

Select Employee Craft

Adams, Ryan 0
Allen, Christopher 0
¥ Anderson, Charles 0
.4 Bailey, John 0
O Baker, Justin 0
L Bell Elizabeth 0

I

To clock in all employees, tap the “Check All” button and then the “Continue” button.

Select Employee(s)

Continue Cancel
Uncheck Al
Add Crew
Q

S [

Select Employee Craft
L4 Adams, Ryan 0
¥ Allen, Christopher 0
v Anderson, Charles 0
¥ Bailey, John 0
4 Baker, Justin 0
¥ Bell. Elizabeth 0
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10.
11.
12.

To clock in a crew, tap the Crew tab above the employee grid and then select a crew to clock in.
a. To create a crew, tap the check box by employee names and select Add Crew.

micbtime

e o iy e

Select Employee(s)

Q
—
" Crew 1 7
— New Crew 5

Continue Cancel

Once you have selected an employee, a group of employees, or a crew, the “Clock-In” screen will display. The [x]

represents the number of employees being clocked in.

micbtime

men o g e

Clock In

Employee: Q Employees
Job: Q 186 - Wiliams
Cost Code: Q
PayCoede: Q  1-Regular
ftem:  Q
Hours:

Fancel m

The Clock-In screen will include default values for Job, Phase, Pay Code, etc.*

Enter the time in hours and any break minutes, if applicable.

To change any value, tap anywhere on the value to be changed and choose from the dropdown list.
To enter notes, tap in the "Notes" text box and begin typing.

Tap the “Save” button when all values are correct.
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6.1.3 Distributing Time Across Different Projects and Phase Codes

mJobTime allows after-the-fact time entry users to distribute time on entry. Distribute hours

to multiple jobs, phases, etc.* by tapping the “Distribute” button.

mjchtime

Test Company

User 1D khulsey

e m Y [0

Labor Distribute Equip Readings Review Documents Logout

H

Note: *Available fields and field names may vary with system configuration

Select the employee(s) for which you will distribute time and tap the "Continue" button.

Select Employee(s)

Check All Uncheck All

Add Crew

Q

Select Employee Craft
| Adams, Ryan

L] Allen, Christopher
] Anderson, Charles

v Bailey, John

|| Baker, Justin

4 Bell. Elizabeth

o R © I O R

I
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The “Distribute Hours” screen will display and will include all available phase codes for the selected job.

Distribute Hours

Employee: [2] Employees

Job: @& 186 - Williams Post Office
Pay Code: 1 - Regular

Equipment:

Iltem:

Save Back

Hours: Clear
Lookup:

Cost Code Hours

010 - General Labor
020 - Design Labor

030 - Drywall Labor
040 - Flooring Labor

0

0

0

o

Users can enter hours for multiple phase codes, jobs or other cost distribution codes. In the following screen

shot, we have distributed 5 hours to 2 phase codes.

Distribute Hours

Employee: [2] Employees
Job: @& 186 - Williams Post Office
Pay Code: 1 - Regular
Equipment:
ltem:
Save Back
|H0urs: 5|, Clear
Lookup:

Cost Code Hours
010 - General Labor
020 - Design Labor

030 - Drywall Labor
040 - Flooring Lahor
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The same employee(s) worked on a different job and phase code that day, so we select that job and

enter hours for the other phase code. Notice that the total hours now show 8.

Distribute Hours

Employee: [2] Employees
lJob: & 201 - Trappen Motel
Pay Code: 1 - Regular
Equipment:
ltem:
Save Back
lHours: 8| Clear
Lookup
Cost Code Hours

010 - General Labor
| 020 - Design Labor

030 - Drywall Labor

040 - Flooring Labor

2

Tap the “Save” button to save your records.

mJobTime also allows unapproved time records to be distributed after they were

created from the Review screen. Tap the Review button from the Home screen.

mijcobtime

o 0 g e

Test Company

user ID: khulsey

: L:Jj.gm

Labor Distribute Equip

(<<l

' @

Documents Logout

Readings Review

H
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Use the filters at the top to find the record you wish to distribute.

mjobtime

Employee:
Q  Garcia Ron

Dates range:

Work Date Job Hours

07/0212015 186 - Wiliams Post Office 8.00

Total Hours: 8.00

Tap on the record you wish to distribute time for. This will open the record on the "Clock In" screen
where you willtap the "More Options" button and select "Distribute".

mcitime

Clock In

Employee: Q. Garcia Ron
Job:  Q 86 - Williams Post Office

CostCode: Q|

PayCode: Q - Reguiar

rem:  Q

Hours:

— S

Enter the hours for each phase code worked and change Job or Phase if necessary. Hours distributed
from the original amount of hours will total in the Distribute field at the top as they are entered. You

cannot distribute for more hours than the original amount displayed in the Hours field.

Distribute Hours

Employee: Garcia, Ron
Job: & 186 - Williams Post Office v
Phase: ‘
Hours: 8
[Distribute 3
Save Back
Cost Code Hours
010 - General Labor 0
020 - Design Labor 0
| 030 - Drywall Labor 3|
040 - Flooring Labor 0
050 - Painting Labor 0

_ E
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Tap Save after changinglob or Phase hours to continue to distribute hours for that record or tap Save

after entering phase code hours if distributing for the same Job and Phase. Any hours that you do not

distribute, will remain on the original job, phase, earning, etc.

6.1.4 Reviewing Records

The Review screen is used to review, edit and approve records created on the Web App. There are

multiple review screens that can be used depening on what type of records you wish to view.

Tap the button on the Home screen.

Alist of time records for the default job and current date will be displayed.

Review a different job or date by tapping on the appropriate field and choosing a new value.

Use the Prev Day and Next Day buttons to quickly review consecutive days.

To review records by employee instead of job, tap the "By Job" drop down at the top.
Sort any column by tapping on the column header.

To view details of a record or to edit the record, tap on the underlined field.

If Approvals are enabled, the Approve button will be displayed.

Note: If sighature or PIN approve is enabled then the approval button will only

appear on the review time by employeescreen

By Job v

Job: @, 201 - Trappen Motel 4
Date: 6/15/2015  thwoueh 6/15/2015

‘ Prev Day H Next Day ‘

Back to Menu ‘

Select Employee Approved Start Time Stop Time Hours
Adams. Ryan No 12:00 AM  12:00 AM  9.00
Allen, Christopher  No 12:00 AM  12:00AM 75
Bailey. John No 12:00 AM  12:00 AM  8.00

Check All H Uncheck All

Approve ‘
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Edit Records

Use the filters at the top to find the record you wish to distribute.

By Job g
Job: @, 201 - Trappen Motel
Date: 6/15/2015  thwough 6/15/2015
Prev Day H Next Day

Back to Menu ‘

Select Employee Approved Start Time Stop Time Hours
Adams. Ryan No 12:00 AM  12:00 AM  9.00
Allen, Christopher  No 12:00 AM  12:00 AM 7.5
Bailey. John No 12:00 AM  12:00 AM 8.00

| Check All | Uncheck Al |

| e |

Tap on the underlined field to open the record you wish to edit.

|By Job |
Job: m 201 - Trappen Motel
Date: 6/15/2015  thouzn 6/15/2015
Prev Day H Next Day ‘

Back to Menu ‘

Select Employee Approved Start Time Stop Time Hours
Adams. Ryan No 12:00 AM  12:00 AM  9.00
Allen, Christopher  No 12:00 AM  12:00 AM 7.5
Bailey. John No 12:00 AM  12:00 AM  8.00

| Check Al | Uncheck Al |

| = |

Make any necessary changes includingjob, phase code, etc.

Note: Clock in and out times cannot be edited, only hours.
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Clock In

Employee: IAdams, Ryan

Job: & 201 - Trappen Motel
Cost Code: 1020 - Contingency |
Pay Code: 1 - Regular |
ltem: | .|
Clock In: \6/1 5/2015 12:00:00 AM |
Clock Out: 6/15/2015 12:00:00 AM |
Hours: 8.5
Notes:

Update Cancel

Approve Distribute

Delete

Tap the Update button when done.

6.1.5 Approving Time Entries
mJobTime offers foremen and employees multiple options to approve their time records in the field:

® One click
approval
(foreman)

® PIN # approval (employee)
® Signature approval (employee)

Approval buttons are available when reviewing and editing records. Users can approve single records or
groups of records from the review screen.

Approved records will also be displayed in green text. All other records are available for approval.

By Job
Job: @ 201 - Trappen Motel
Date: 6/15/2015  through 6/15/2015

Prev Day Next Day

Back to Menu ‘

Select Employee Approved Start Time Stop Time Hours
Cl Adams. Ryan Yes 12:00 AM  12:00 AM  9.00
"1 Allen. Christopher  No 12200 AM  12:00AM 7.5
Ol Bailey. John No 12:00 AM 12:00 AM  8.00

Check All | Uncheck All

Approve]
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6.1.6 Assigning Specific Phases to Projects

mJobTime allows employees the ability to assign specific projects and specific phases on their individual
set up through the desktop version. Access to the desktop version is via citrix server. See link below.

http://citrix.ungerconstruction.com/Citrix/XenApp/auth/login.aspx

Once you log into your desktop from the citrix server go to mJobTime and follow these instructions.

e Gotojobsicon
e Select the job you would like to edit
e (Click Edit

e Under Assigned Phases use the << button to move all phases to the Inactive side

0 Or use < button to move selected phase over to the inactive side
e After moving all phases to the inactive side select the phases needed (can select more than one by

using the shift key) then click on > to move those phases to the Assigned Phases side

e C(Click Save

e Repeat these steps for any other projects in need of adjusting

File Tasks Maintenance Reports Utilities View Window Help
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Phases Employees  Jobs  LaborTime Dailylogs Import  Export

Add Mew

Find || I

051001, - Structural Steel
054003, . - Caiing Track Backing
056001, . - Misc. Metals

056011, . - Drypack(Grout] Bassplates
061001, . - Layout

061023, . -'wall Plywood

JabID 13.4738 JobMName  [SDIME 1967 Building Accessibilty Remodel I~ Inactive
Job Status: ‘1 j
{53 Job Listing .
Infarmation | Location | User Defined Fields | Documents |
EnterJob 1D to Find
Foreman B F—
Joh 1D Jiob Nam|
i T Prolect Mot [£37 7] Comaets [ qm
b [13.4738 SDMC1 Break Rule: - Lacality: 0
13,5706, SDMC-
166732 SDMC - 0T Rule: | Certified [Y/M): Mo
16.6723 SDMC -
Praj Mar: E31 - Shannan Faley - Per Diem Rate: 0.00
Mates: E Bonus Rate: 0.00
N/ Phase } Budget - Labor | Budget - Equip | Budget - Production | Rates | Assigned To |
Inactive Phases [Click for Standard) | Assigned Phases
>
024171, . - Floor Protection 024112 . - Interior Pratectian -
024113, . - Esterior Protection
< 024123, . - Walls & Partition Demalition L
024126, . - Slab Demolition 3
024132, . - MEP UG Trench Backfill
s 024201, . - Salvage Owner's Equipment
5 Records 031011, . - Concrete Reinfarcement
031030. . - Concrete - Misc.
ag 033070. . - Concrete Slabs - Misc

[ Show Process Log

!

Double-Click List Item to Edit or Delete

Save LClose
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