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Manual Revision Record

Revisions of this manual are made periodically to include additional functions or features. This record helps users

quickly locate the latest changes.

REVISION NO. DATE PAGES UPDATED SUMMARY OF CHANGE

Notes added to ADD TIME-OFF: “A position and task must be

08

09

10

11
12

10/27/2009

11/13/2009

01/26/2010

05/12/2010

06/24/2010
07/29/2016

page 11

page 04, 05

page 17-21

various
page 14-15
Page 19-20

saved prior...”
- Notes on new Vacation and Sick hours’ view.

- Additional step added for TIME ENTRY —user now must click

ADD TASK to start entering hours.

Added Rejected Submission section thatincludes Rejected

TimesheetsandRejected Expenses.

System function updates and additional notes.

Added instruction on Add Tasks to Past Timesheets.

Modified rejected expenses
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Portal Access

1. Go to www.pfitech.com or your employer’s website.

.
D
£ PFITech: IT Cunsultrng,*chnnmgy Solution, Technical Staffing Service Provider - Windows Internet Explorer =l O
e r
@u '.‘ﬂﬂ http://pfitech.com = = ‘ ‘9| x | ‘-" Google £~
4w .

[BEl PFITech: IT Consulting, Technology Solution, Te...

3 » = &
€D submit Resums, | [ Staft SelfManagement ® ) Employse Resources | YU are cumently visiting | PFI Tech Site [=] ‘

PAITECH

Il \ Home | About PFITech | Contact | Job Opportunities

PFI Tech Difference Enterprise Consulting Technology Solutions Manaed IT Services Technical Staffing Success Stories

2. Click the STAFF SELF-MANAGEMENT or
PORTAL LOGIN button.

o .:_A e :,:i . = —
Where Te:Ch_HO’OQ_Y gIV (The Portal homepage opened in a new window. It might
=your business d lift i B be openedinanew tab, depends on your browser

- iptime synerg i _ _: i Stt!{ngs)

and the u,

/€ PFI Tech Online Portal - Windows Internet Explorer =2 o]
@\7/0 ’E http://portal pfitech.com/pfi_prd/Login.asp "‘7‘/\ ‘“" Google P~
J Z PFI Tech Online Portal

PFI
perf
tech
tech
-leve

PFITECH

wsece 0 ® "
Usemamey 3. Use the username and password
Posswog you were given to login.
»
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¢ If you have login issue, send an email to: support@pfitech.com

‘ Z = |E 6 and above is required to access the Portal
\
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Time and Expense Entry

TimeEntry

1. Log into the Portal through www.pfitech.com or your employer’s website (see previous section).
After login, a welcome page prompts up. NOTE: When entering time to multiple accounts, you
must enter time, comment and expense(s) to each account prior to adding second account task

line.

@@ L 2 \g http://portal.pfitech.com/pfi_prd/TimeExp/TElump.aspx S | "f| X ‘ |'::' Google el v|

% | @ PFITech Online Portal |

PFITECH online portal

essso @@ ool honer

Hil EMP1 EMP1 Welcome to PFI Tech Portal.
+ This Weaek
p 2. Click on a site of an account that you want to add

e hours to. (Accounts and sites are pre-assigned.
You might have multiple accounts or sites)

Request
* Time-Off Request

Past Timesheets

+ Waiting for Approval
+ Approved Timesheets
+ Rejected Timashasts

S -
ich Online Portal - Windows Internet Explorer = X3
)v |g‘ http://portal.pfitech.com/pfi_prd/TimeExp/TimeSheet.aspx?alD=5&sID=67 - | ‘7] X ”-.,' Google I

} PFI Tech Online Portal

FITECH | cnineportal —
*e @@ Voo Time & Expenze &"“'EJ" 0
Hit EMPY EMPA Week of: 711812009 . 71242009 Todayis: 7/20/2009  Submit due date: 7/24/2009 % e
EMP1 EMP1’s Timesheet
» This Week Add fime-0ff AddExpenses | [ Add Comments
[ PFI Thu Fri Sat Sun Mon Tue Wed
= Cryepart et i O - L R L e
(#] Del-Ge: r -
opartner Web Designer / Developer + Development ~ |J 8 8 0 [ 8 - 8 | " L]
A .
Daily Totals:
* Time-Off Request i

Approver: Tony Galindo (%) question

Past Timesheets [P Total hours: 0 Regular:0 Overtime: 0 Time-off; 0

+ Waiting for Approval

| |
[ | (A blank timesheet pops up)
|

* Rejected Timesheets

3. Click ADD TASK to populate a “task row”.

Two numbers appeared on the upper right corner indicate your available vacation
and sick hours. These two numbers are only updated/changed when your submitted

timesheet is approved.
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(==
@O L |E} http://portal.pfitech.com/pfi_prd/ TimeExp/TimeSheet.aspx7all=38&sID=67 > | s ‘ A | |'g,' Google 2 '|

S |ﬁ PFI Tech Online Partal

PFITECH online portal

ssone @@ oIl onee

Hi! EMP4 EMP1 Week of: 7/18/2008 - 7/24/2009 Today is: 7/20/2009 Submit due date: 7/24/2009

* This Week Addfime-0ff | ( AddExpenses | (Add Comments

= PFI
i oy Account
[# Del-Geopartner

T fi S S W Te  Wed

Ao Mt o e g Sad B Dee

Task

* Time-Off Request
Past Timesheets I A
* Waiting for Approval I

= Appraved Ti Crrevieee )

» Rejectsd Timeshasts

WebDesignerlDevebper v SekctTask v D D D D D D D *

D Toth hours:0 Regular: 0 Overtime: 0 Tmo&) Approver: Tony Galindo (&) question

4, Select a

position first.

SekctTask |
»
\

Daily Totals:

5. Then select a task.

€ Portal - Windo

@@ @ @] nitp://portsi pfitech.com/ pfi_prd/TimeEsp/TimeSheet,aspi?sD=54:ID=67 - 4] | [0 Googie

| @ PFATech Online Portal

PFITEC

essne @@ Vool butter

Hil EMP1 EMP1

Time & Expense

* This Week
# PFI

[ Cryoport

[# Del-Geopartner

* Time-Off Request

Past Timesheets
= Waiting for Approval
» Approved Timesheets

* Rejected Timesheets

online portal

Week of: 7/111/2009 - 711712009 Today is: 711712009 Submit due date: 71172009

Add tme-off Add Expenses Add Comments

Aceount Task

t
~ 1112811
\Web Designer / Developer + Devebpment v - ‘ 8 3 0 0 g “ g |= o { Save )=
- —

Daily Totals:
Prev Week I
Total hours: 0 Reqular:0 Overtime:0 Time-off: 0 I Approver: Tony Galindo @qum

6. In the blue-border boxes, enter hours
of each day for that task.

Use only decimals to enter hours.

For example, if you want to enter
“6:30”, enter “6.50” instead. Try
making every 15 minutes as 1
unit, so you’ll only have to enter

7. When finish, click SAVE.

II.OOII' 11.25"' 11'50”' or ll'75”.

Click CANCEL button at any time to cancel out the action.
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Time and Expense Entry

Edit Existing Entries

To update, erase, or change any existing hours, expenses, or comments, use the EDIT function (note

that you can only add or delete Comments, not to edit).

@ PFI Tech Online Portal - Windows Internet Explorer

(===

@ U - |§, http://portal pfitech.com/ pfi_prd/TimeExp/TimeSheet.aspxTalD=5&sID=67

w | (& PFl Tech Online Portal

29 Google

P -

PFITECH

sceoe @@ ool hous

Hi! EMP1 EMP1

Time & Expense

» Approved Timeshasts

online portal

Week of: 7/18/2009 - 7/24i2009

Today is: 7/21/2008

Submit due date: 7i24/2009

EMP1 EMP1's Timesheet

Total hours: 40 Reguig

» This Week Add task Addtme-off | (AddExpenses | (AddComments
= PFI i
- Thu Fi Sat Sun Hon Tue Wed
; Ezzzpmer oo ot W TS E G nsn v pegy St B Deet
-Updute
\Neb Designer / Developer | | | | | 3 -
mi N A ﬂ
= Time-Off Request I
S ——————
= Waiting for Approval

* Rejected Timesheets

Submit Timeshast & Expense

1. Click on EDIT icon to make an existing task/row

editable.

ich Online Portal - Windows Internet Explorer

[=)[@]=])

¢ | @ PFITech Online Portal

@Qv ’1 http://portal.pfitech.com/pfi_prd/TimeExp/ TimeSheet.aspx?alD=5&sID=67

o~

~ 4] x | [$8 Google

PFITECH

I

Hil EMP1 EMP1

Time & Expense

* This Week
& PFI

5 Cryoport

[ Del-Geopartnar

= Time-Off Request
* Waiting for Approval
= Approved Timesheets

* Rejecled Timesheets

nline portal

Week of: 7118/2009 - 7/24i2009

Today is: 7/121/2009

EMP1 EMP1's Timesheet

Submit due date: 7i24/2009

( nodtask ) (Addtimeott ) (AddExomses ) (Add Comments)
Thu Fri 8t Sun Ihan Tue Vied
Hon) i WO TRSH DN (A nasn vpwn pegy oo B Deee

- »
> =( g =
3

.
\Web Designer / Developer I 5_ | | | | | o

FFL- O i 8 0 0 § q % @
« m— —A— — e o e o o o Y
Daily Totals: 0 of 8 8 8 8 8 I
Total hours: 40 Regular: 40 Overtime:0 Time-off: 0 I ApprwenTonyGaIfnr' (&) question

Submit Timeshast & Expense

2. Enter or change hoursin the boxes

3. When finish, click on UPDATE, |ion to update

those entries.
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Time and Expense Entry

Expense Entry

'PFI Tech Online Portal - Wind
GO' |g‘ http://portal.pfitech.com/pfi_prd/TimeExp/T

& | @ PFITech Online Portal

PFITECH

cseee @@ Vool bom

online portal

Week of: 7/11/2009 - 7/17/2009

imeSheet.aspx?alD=5&sID=67 [ 42 [ x| (28 Googte

Today is: 7/17/2009 Submit due date: 7/17/2009

* Approved Timesheels

» Rejectsd Timeshasts

Submit Timeshas! & Expanse

| Online Portal - Windows Internet Explorer E:@Z:

Hi! EMP1 EMP1
» This Week Add task Add tme-off AddExpenses ) ( Add Comments
& 2 F Thy Fiooost Sm W Te W
& Cryaport gL ot \ HEAN MESH T fE W s nowy Sooel B Dek
& Del-Geopartner -
Update
40 WehDesxgnertDeve\upe\ 8_ ﬁ_ U_ U_ 3_ 0 -
ey
= Time-Off Request
Past Timesheets
n Daily Totals: . .
* Wating for Approva e 1. Click on Add EXPENSE icon to report expense for a

specific day.

¢ | @ PRITech Online Portal

(4 ]q‘ http://portal.pfitech.com/pfi_prd/TimeExp/TimeSheet.aspx?alD=5&s1D=67

o |

e‘,' Google

~[ 4] x|

PFITECH .

cseeo @@ Vool ot

Hit EMP1 EMP1

Time & Expense

» This Week

B PRI

& Cryoport

[ Del-Geopartner

» Time-Off Request

Past Timesheets

* Watting for Approval
* Approved Timesheets
» Rejectsd Timeshasts

3. When finish, click SAVE.

online portal

Submit due date: 7/17/2009

. EMP1 EMP1’s Timesheet

Week of: 7/11/2009 - 7117/2009 Today is: 7/17/2009

Add time-off
Thu Fri Sat Sun Mon Tue Wied
Acteunt llask R4 MPSHT MRBMT 1M1 MEBM tieent s Sunes! B hadk
Web Designer / Developer | Development ~ lIl a lIl i IIl o
Cancel
Daily Totals:
[SEOE Total hours: 0 Regular:0 Overtime:0 Time-off: 0 Approver: Tony Galindo (%) quezrion

E,

(P b M pumber oaly) ﬂpmm
| Select -~ il

e |8

~  Select Expense

2. An Expense Report panel pops up, select Expense Type, Sub Category
(if applicable); enter amount and upload your receipt image, then add
description to justify the expense and the expense date

For mileage expense, enter your miles under

“Quantity” and the system will auto-calculate
“S Amount” once you SAVE it.

The acceptable file formats of receipt images are:
pdf, bmp, tif, jpg, gif, xls, xIsx, and doc.
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Time and Expense Entry

Comment Entry

w | & PF1Tech Online Portal

PFITECH ‘

csee e @@ VoMb

online portal

Hi! EMP1 EMP1

v IQ_ http://portal.pfitech.com/pfi_prd/TimeExp/TimeSheet.aspx?alD=58&sID=67

Week of: 7/11/2009 - 7/117/2009

EMP1 EMP1’s Timesheet

~[ 4 x |[28 Google

Today Is: 71172009 Submit due date: 7/17/2009

* This Week

( nodtask ) (Addtimeott ) (AddExpenses) (Add Comments)

& PFI
5 Cryoport
[ Del-Geopartnar

» Time-Off Request
Past Timesheets

= Waiting for Approval

Account

PFI-HO.

Prev Week
» Approved Timeshests

* Rejecled Timesheets

[P Total hours: 0 Regular: 0 Overtime: 0 Time-off:|

( Submit Timeshest & Expense

Ty Fi Sat Sun Hon Tue Wed
- et TR At st ot v el R D
Web Designer / Developer | = — — — = -
Devepment b8\ 0 i 8 § a W
Daily Totals:

1. Clickon ADD COMMENT icon to add comments
on a specific day.

& | @ PFITech Online Portal

[a,, http://portal.pfitech.com/pfi_prd/TimeExp/TimeSheet.aspx?alD=58&s1D=67

2§ Google rE

~[4[x]

PFITECH

ceee e @@ Voo boter

Hit EMP1 EMP1

Time & Expense

* This Week

& PFI

5 Cryoport

[ Del-Geopartnar

= Time-Off Request

* Waiting for Approval
= Approved Timeshests
* Rejected Timesheets

online portal

Submit due date: 7i17/2009

EMP1 EMP1's Timesheet

Week of: 7111/2009 - 7T17/2009 Today is: 71712009

Himon
Thy Fri Sat Sun Hon Tue Wed
it L oAl RS BB DT HREH sy fpen  SoeW ER Deke
Web Designer / Developer
PFl-Ha et 8 B 0 0 6 8 & @ ®
Daly Totals: ] 0 8 8 8 8
Prev Week

Total hours: 40 Regular: 40 Overtime: 0 Time-ofi: 0 Approver: Tony Galindo () guestion

2. Acomment panel pops up. Enter comments and date here.

Any comments or reference ticket number for over
time should be entered here.

3. When finish, click SAVE.
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Time and Expense Entry

Add Time to Another Task

Hours of different tasks should be entered respectively. If you worked on more than one task, use

the ADD TASK function to report the hours.

G@v () http://portal pfitech.com/pfi_prd/TimeExp/TimeSheet.aspr2olD=5&sID=67

4 | @ PFITech Online Portal

~[ 4] x |[$9 Googie

PFITEC

csee e @@ Vol

online portal

Today Is: 7/17/2009

Submit due date: 7/17/2009

Past Timesheets

= Waiting for Approval
> Approved Timeshests
* Rejecled Timesheets

to show up.

Hit EMP1 EMP1 Week of: 7/11/2009 - 7/17/2009
= EMP1 EMP1’s Timesheet

.

T uf e .':‘: Atpmall | |t | |4 Corewn |

-«

B PFI T F ol in U Tt Yind

E Cryopert Aozt T e i fEeH R BB s i Mty - a5
BBk Beopacmet LL LG L e T

!
LT W i (R T TR (AR (R A T C 5

.

= Time-O ff Request N Daily Totals: 0 0 8 8 8

1. Click on the ADD TASK button for a new row/task

& | @ PFITech Online Portal

G’@ » () http://portal pfitech.com/pfi_prd/TimeExp/TimeSheet.ospx?alD=5&sID=67

~[ 9] X |8 Google

PFITEC

sseee @@ VoM

online portal —
[ Time & Expense  $L holp |

Today is: 711712009

EMP1 EMP1's Timesheet

Submit due date: 717/2009

* Time-Dff Request
* Waiting for Approval

= Approved Timesheets

* Rejected Timeshests

l Submit T\me!ﬂeet & Expense

2. Two drop-down menus pop up for you to choose which

position and task to add. First, select position.

Hit EMP1 EMP1 Week of: 7/11/2009 - 71172009
S——

5 This Week Addtime-off ) ( AcdExpenses ) (Add Comments
= PFI

B Crypot Account Task

[ Del-Geopartner ‘Web Designer [ Developer

PFI-HQ
- Development

T Fri Sat Sun hon Tue Wed

oMt MO RS v v s ey S00d R Dok

& 8 0 0 B 8 8 4 @
L IL I 10 10 1L 1[ | & e
8 8 0 0 i § §

Approver: Tony Galindo (4)qusstian
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¢ | @ PFITech Online Portal

G@ L4 'Q_ http://portal.pfitech.com/pfi_prd/TimeExp/TimeSheet.aspx?alD=58&sID=67

~[ 4] x [[#9 Googie

PFITECH

e e @@ Vol

Hil EMP1 EMP1

# PFI
[ Cryoport
[# Del-Geopartner

Request

= Time-Off Request
Past Timesheets

= Waiting for Approval
> Approved Timeshaets

* Rejected Timesheets

‘ online portal

Week of: 7/11/2009 - 7/117/2009

Add time-off Add Expenses ) | Add Comments

Account Task
BRI HO Web Designer / Deyeloper
- Development .
-

Web Designer/Developer ~ | [selectTask +

[sekctTask |

Development

Submit Timesheet & Expense J

Today Is: 7/117/2009

EMP1 EMP1's Timesheet

Thy Fri Sat Sun Mon Tug Wed
24 1251 12BN 1T MIZE 1RSHT 1130 il £ Ui
3 8 0 0 3 3 8 4 @
8 8 0 0 8 8 8

Total hours: 120 Regular.40 Overtime: 80 Time-off:0

Submit due date: 7/17/2009

Approver: Tony Galindo (&)question

3. Then select task.

4 | @ PFITech Online Portal

G@' IL http://portal.pfitech.com/pfi_prd/TimeExp/TimeSheet.aspx?alD=58&sID=67

~[ 2]  |[#9 Googte

PFITECH

seeee®@® o "

Hi! EMP1 EMP1

Time & Expe;

» This Week

& PFI

& Cryoport

[ Del-Geopartner

» Time-Off Request

Past Timesheets

* Watting for Approval
* Approved Timesheets
» Rejectsd Timeshasts

online portal

Week of: 7111/2009 - 717i2009

Today is: 7117/2009

Add time-off /Add Expenses Add Comments
Account Task
me B
e Designer / Developer + Development =

Submit due date: 7/17/2009
EMP1 EMP1’s Timesheet

Thu Fri Sat Sun Hon Tue Wed
R = 1 R 4 Y 1 O P 4 A K

8 8 0 0 g 8 &

(I JC ] » #o:

Subtotal

Edit

Daily Totals:

|_ Submit Timesheet & Expense J

Total hours: 40 Regular: 40 Overtime:0 Time-off: 0

‘U_T_a_‘\a__a_a ; - .
\

Approver: Tony Galindo (& u_ue‘inn

4. Enter hours of this new task.

5. When finish, click SAVE.
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Time and Expense Entry

AddTime-Off

You can add off hours on specific days by using the TIME OFF function. Time-off hours will be
calculated into DAILY TOTALS, SUBTOTAL, and TOTALHOURS THIS WEEK.

AA position and task must be saved prior to adding a time-off task, even if all the hours worked are 0.

S PFI Tech Online Portal - Windows Internet Explorer
@—Ov [&) httpy//portal.pfitech.com/pfi_prd/TimeExp/TimeSheet.ospx?alD=S5&sID=67 ~[ 4| x ||—:,i Google e

W | @ PFlTech Online Portal

PFITECH | cniineportal
e e e @@ Voo Time & Expense
Hi! EMP1 EMP1 Week of: 7/11/2009 - 7/17/2009 Today Is: 7/17/2009 Submit due date: 7/17/2009

ime & Expense

| At | [ adwwll | st | |4 |

* This Week
G PFI r} ™ Hi fll 1] U Tit il -
& Cryoport \ LT IR R TR o LR 1 TR T T Sy = i
& Del-Geopartner i
I ek enget st [T TR TR i i oo Cm) oW

~Dessni¥en

» Time-Off Request

s .. | 1 Click the ADD TIME-OFF button for a new row to show up.

* Watting for Approval
* Approved Timesheets
» Rejectsd Timeshasts

Submit Timesheet & Expense J

6@’ [g http://portal.pfitech.com/pfi_prd/TimeExp/TimeSheet.aspx?alD=5&sID=67 'I ‘yl X ll':' Google r -

¢ | @ PFITech Online Portal

PFITEC online portal
“eeee @@ VM
Hil EMP1 EMP4 Week of: 7/11/2009 - 717/2009  Todayis:7117/2009  Submit due date: 7(17/2009
£1ve Wiobk (" Addime-orr ) (AddBxpenses) (‘Add Comments )
= PFI
= Thu Fri Sat Sun Hlon Tue Wed
@ Cryoport
EES s WoMV VDSM UREN TETA Mos0 st sy oo EE o Deets

[# Del-Geopartner

Web Designer [ Developer 3 I3 1 0} 8 8 3 40 0

FFI-HQ

.

* Time-Off Request

Past Timesheets

B I O ) O
i 8 0 0 8 8§ 8

Daily Totals:

Select Posiion

ieb Designer / Developer

LERED derehours=80 Requiar; 40 Overtime: 40 Time-off; 0 Approver: Tony Galindo (%) qusstien

+ Waiting for Approval

+ Approved Timesheets
+ Rejected Timashasts

2. Adrop-down menu pops up. Choose which

position you want to add time-off hours.
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v [ ) http://portal pfitech.com/pfi_prd/TimeExp/TimeSheet.aspr?alD=58ID=67 -| 4| x IE Google £ -

¢ | @ PFITech Online Portal

PFITECH online portal

sscee®@@® v

Today Is: 7/17/2009 Submit due date: 7/17/2009
EMP1 EMP1's Timesheet

Hit EMP1 EMP1 Week of: 7/11/2009 - 7/17/2009

Time & Expense
Addtime-off ) (‘Add Expenses)) (‘Add Comments)

» This Week
Th i Sun 1on Tue ed

& PRI e B RGN MESAT NMREM TR MeET neanr juagn  Soolal o EdL Dekle
& Cryoport 3 Web Designer Developer

PFI-HQ ) ] [ 0 0 8 8 8 ) @
& Dell-Geopartnar R

T e s D 1 +
b elle T e G o e

Approver: Tony Galindo () qusstion

» Time-Off Request

Past Timesh

= Waiting for Approval
> Approved Timeshests
* Rejected Timeshests I »

p: 80 Time-off: 0

Total hours: 120 Re

 Submit Timeshest & Expense.

3. Select your time-off reason.

[ 42 [ x |43 Google o .|

G"@v [ ] http://portal pfitech.com/pfi_prd/TimeExp/TimeSheet.aspr?olD=58sID=67

¢ | @ PFITech Online Portal

PF'TECH online portal

Y Y Y } e

Submit due date: 7/117/2009

Hi! EMP1 EMP1 Week of: 7/11/2009 - 7/17/2009 Today Is: 7/17/2009
EMP1 EMP1's Timesheet

Add time-off ‘Add Expenses. Add Comments.

» This Week
T i Sal S Mo e Wed .
& PFI fhetsnt st 1R RS BN MR RN team tyaomy il B Deete
B Cryopert } Vieb Designer  Developer
PFI-HQ e 8 8 0 0 H s 5 0 @
[ Del-Geopartner
»
.
VWeb Designer [ Deveioper v Holdsy - ]
v
s =
* Time-Off Request Daily Totals: 0
Past Prev ek

+ Waiting Tt I
ol i Approver: Tony Galindo (_'\)q}lestmn

+ Approved Timeshasts
* Rejected Timeshests

Total hours: 40 Regular. 40 Overtime:0 Time-off: 0

4. Enter time-off hours on any specific days.

5. When finish, click SAVE.
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Time and Expense Entry

Delete Entire Task

You can delete a task/row at any time to erase all hours, expenses, and comments that are bound

to that task.

@& PFI Tech Online Portal - Windows Internet Explorer [=IErE]
T g T
GU = | ] httpi//portal pfitech.com/sfi_prd/TimsExp/TimeSheet aspi?alD=5As1D=67 14 % |[*0 caogie £ o

¢ | @ PEITech Online Portal

PFITEC

scsso @@ ool beter

Hil EMP1 EMP1

Time & Expense

* This Week
& PFI

5 Cryoport

[ Del-Geopartnar

» Time-Off Request

Past Timesheets

* Watting for Approval
» Approved Timeshests

* Rejecled Timesheets

online portal

Week of: 7111/2009 - 7/17i2009 Today is: 7117/2009 Submit due date: 71172009

EMP1 EMP1's Timesheet "

I P T ——
| A | | addmmal | [ Addtar | (it Comwn |
W H. M % W TR .
e e LT TV DT T 1 T L 15" T el b e
i Dt Dt ] B
Lill] I ] I I I I ] i il ‘W
[t ] - i
)
Daily Totals: 0 0 8 8 8 8 8

i

Approver: Tony Galindo () question

L Submit Timesheet & Expense ]

Click the orange X button to delete the entire task/row.

Once clicked and deleted the task/row, hours, expenses,
and comments bound to it are permanently deleted.
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Time and Expense Entry

Add Tasksto PastTimesheets

If you had to add a task to a certain timesheet for Last Week, Two Weeks Ago, or Three Weeks Ago,
etc., first, click on the job site that you want to add task to, then click that past week. (A timesheet
can’t be edited if it’s been approved)

() = | £] hitp://portal phitech.com/pfi_pid/TimeExp/TElump.aspx ~ [ 42 ] % |29 Googte o -

¢ | @ PATech Online Portal |

PFRITECH

sssee @@ ool boter

online partal

Hil EMP1 EMP1 Timesheet Notice
- Use the links to the left to entertime and expense.
Time & Expense 3 :
- AnCESE e plapsieSatS s RS

.PThlsWeek , -Access Ll . ) . .
¥E <= =1 1. Under Time & Expense section, click on the site
[# Cryoport

{6 DelGeopartner Sonighs name you want to add task(s) to.

questions. =
Request A
Rejected &
* Time-Off Reguest il Your expense record will show up here once it's rejected. It must be edited and re-submited.

Pasttoneahicets (You can alternatively editit on the associated timesheet)

* Waiting for Approval
* Approved Timesheets

* Rejected Timesheets

*h Online Portal - Windows Internet Explorer
v lg http://portal.pfitech.com/pfi_prd/TimeExp/TimeSheet.aspx?alD=268:ID=105 v I ‘7] X |29 Google »r v‘
PFI Tech Online Portal
—
_ITECH online portal
.9 . We do I better
4 /
Hit EMP1 EMP1 Week of: 6/19/2010 — 6/25/2010  Today Is: 6/24/12010  Submit due: Friday 6/25/2010 11:59pm ¥ 80
— EMP1 EMP1's Timesheet | Honeywell
HERS $ I Ee ( addtask ) ( Addtimeolr ) (AddExpenses) (AddComments)
B Account Task 2 Sl Hon e e T M cubol Bl Dekte
& PFI THOAE TR0 MBI VRN MR VIRAT PEsH
- P » Daily Totals:
LCoy e . g
1+l Del-Geopartner G a0 Requiar:0 Overtime: 0 Time-off:0 Approver: Tony Galindo (&) question
E
. 2. You come to the current week’s timesheet. Click
* Time-Off Request
Past Timesheets On Prev. Week.
= Waiting for Approval
* Approved Timeshsaets
* Rejected Timesheets No rejected expenses
Ti heet Rejection C
No saved comments.
< m »
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* | |,e PFI Tech Online Portal |

PFITECH

online portal
escce @@ Vool beer

(& Del-Geopartner

* Time-0ff Request

Past Timesheets

> Waiting for Approval

Saved Comments
Nao saved comments.

Saved Expenses
Mo saved expenses
*= Approved Timesheets

Rejected Expenses

iEseuind lkneaieets Mo rejected expenses.

Ti hoot Raigeti

o

3 »

Hil EMP1 EMP1 Week of5/12/2010 — 6/18/201 l'.l: Today is: 6/24/2010  Submit due: Friday 6/18/2010 11;59pm W0 &0
EMP1 EMP1's Timesheet | Honeywell

Time & Expense e =

Addtask )W Add time-off Add Expense! \ Add Comments
This Week

: = N : Task it ok Aon 1 Yed L AT - S
& PRI MR RO RAM 1R TR 11241 THRS

@ Cryoport S Daily Totals: \

™ Total hours: 0 Regnrah Overtime: D 'ﬁmenﬂ:\

Approver: Tony Galindo (&) question

m

N

3. Note that the dates changed, and you are on last
week’s timesheet. Here, click ADD TASK.

No saved comments.

tch Online Portal - Windows Internet Explorer

§ PFI Tech Online Portal

)@ (&) http://portal pfitech.com/pfi_prd/TimeExp/ Timesheet.aspxelD=38pt=1&sID=1058&aID=26

(29 Google

-|4,|x

PFITECH

cseee @@ Vool

Hi! EMP1 EMP1

Time & Expense |

> This Week
'S »
u [+ FFI .

dmnm - s =m Y
[# Del-Geopartner

a1\

= Time-Off Request
= Waiting for Approval
* Approved Timesheets
* Rejected Timeshests

nline portal

Week of: 6/12/2010 - 6/18/2010 Today is: 6/24/2010  Submit due: Friday 6/18/2010 11:59pm

Wo
EMP1 EMP1's Timesheet | Honeywell
‘Add time-0ff Add Expenses Add Comments:

&0

ot i . Mﬁ?m Mfzuuﬂm Mm;ﬂ 1122211 vagu MEM w;rslm e bt ek
HepDssklevel = Supod v L1 [ | - -] L
.____F_____v
Support
= ”Ililfminll: ‘

« Crroviesk )

Total hours: 0 Regular:0 Overtime: 0 Time-off: 0

Approver: Tony Galindo (&) quesion

Saved Comments
No saM comments

saved Exén&s then SAVE. SUBMIT the timesheet if required.
No saved exp\ses.
Rejected Expens)s
No rejected expens‘

T [,
No saved comments

To add a task under a different site
for this timesheet, click the site name
first, then the ADD TASK button.
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3. A new task row pops up. Enter hours to this task,




Time and Expense Entry

Submission

/& Pl Tech Online Portal - Windows Internet Explarer ISl
@u b4 |&| hitp://portal.pfitech.com/pfi_prd/TimeExp/TimeSheet.aspx?alD=5&sID=67 x | 41'| A ‘ |':.,' Google 2 "|

¢ | @ PP Tech Online Ports!

PFITECH

online portal -
Y N Time & Expense W help
Week of: 7/11/2009 - 717/2008  Todayis:7/17/2009  Submit due date: 7/17/2009
el . : " EMP1 EMP1's Timeshest
[ PFI | hdim | | Al | | Adignn ] | 26O |
& Cryoport : r
W H. W % W TR

[# Del-Geopartner ket T n Rt B el

i 1R R 1T R o VA1 1 Ve

- A (st st
ma T T O L L S T ™
it ' ) v

* Time-Off Request

Past Timesheets
Daily Totals: 0 0 8 8 8 8 8
» Waiting for Approval
12
* Approved Timesheets
it [ Total hours: 40 Requiar:40 Overtime:0 Time-off:0 Approver: Tony Galindo (%) guzstion

+ Rejected Timeshests

" | S Tmeshect 8 Bwerce | (= == =N At any time, you can click SUBMIT TIMESHEET &
EXPENSE button to submit all your hours and expenses

for that week.

You must submit TIMESHEET & EXPENSE before your employer’s predetermined
deadline. If not submitted, both your supervisor and you will receive a Timesheet-

Overdue email. Your wages and expenses will roll over to the next pay period, and you
will not receive any check or deposit for that period.
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Rejected Submissions

Rejected Timesheets

When a timesheet is rejected, an email is automatically sent to you with the supervisor’s rejection
comment. You must login to the Portal and navigate to that timesheet and correct it, then
resubmit it in order to be paid on time.

|'>E!:: H9U0+ v 5 Timesheet Rejected - Message (HTML] - 23X
Caay —

Message | Add-Ins Adobe FDF @

e D = Ll A=

2y Related -
| Reply Reply Forward | Delete MogplastGieatémOth Biock Cateqorize Follow Mark
to All Fold
|- ResponG You receive an email notifying you that the timesheet has been
= RejectedTmesheetanfiecn,  T€J€CtEd. Itincludes the rejection comment given by your
To: info supervisor. 1
Co
Subject: TimeSheet Rejected L',—
» Fe
I Tony Galindo has reject vour time sheet for week ending 01/22/2010 with the following commment:
You onlv worked 7 hours on Thmsdaland Fridal_ .
You can access Web TimeSheet at http://portal pfitech.com
& PFITech Online Portal - Windows Internet Explorer
LA £ | http://portal.pfitech.com/pfi_prd/TimeExp/Timesheet.aspx?elD=38pt=18:ID=144 8alD=5 v [ #+ | X || Live Search
G- | 4[]
7% < | () PFITech Online Portal | | B2 v B - & v |2 Page v (G Tools v 7

PFITECH online portal

csso o ®@ Vol bettar

Hil EMP4 EMP1 Week of: 1/16/2010 — 1/22/2010 Today is: 1/26/2010 Submit due: Friday 1/22/2010 11:59pm ¥ &0
‘ EMP1 EMP1's Timesheet | Everett

& This Week (adtts ) (“Adttimeati ) (AddExoeses) (Add Comnens)

& PFI

& Cryoport Lesanl Task w oo Mo Te o Wl W B skl W o

1 DellGeopariner L LR < -
Daily Totals:
= Time-Off Request

v
B 78 hours: 0 Regulan 0 Overtime:0 Time-off:0

: Approver: Tony Galindo (1) qusssien
Past Timesheets ‘

= | Sub?ﬂtTimesheet&Expense
+ Waiting for Approval

Saved lom ments

+ Approved Timesheets ‘
+ Reijected Timesheets Mo savid comments,

Saved Expenses
Mo savelll expenses.

Re;ecte(lExuenses
Mo reje:fd expenses.

Ti hegot Reicction C 1.

Rejection Comment
1126/3010

145305 AM You only worked 7 hours on Thursday and Friday.

http://portal.|

1. Log into the Portal, navigate to the timesheet that was rejected.
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PFITech Online Portal - Windows Internet Explorer

b |E| http://portal.pfitech.com/pfi_prd/TimeExp/Timesheet.aspx?elll=38pt=1 8isID=144 &alD=5 hd | s | X | | Live Search

=

ok |ﬁpmech Online Portal

Bov B v @ v Page (hocs v

Saved Comments
MNo saved comments.

= Approved Timesheets

2. Correct and UPDATE the timesheet.

* Rejected Timesheets.
Saved Expenses
Mo saved expenses.

Rejected Expenses
Mo rejected expenses.

Timesheet Rejection Comments

Rejection Comment

1/26/2010 )
1158:05 Al You only worked 7 hours on Thursday and Friday.

' ! :I I ECH online portal
cssoe @@ e oIl betior
Hil EMP1 EMP1 Week of: 1/16/2010 — 1/22/2010 Today is: 1/26/2010  Submit due; Friday 1/22/2010 11:59pm @0 &
== EMP1 EMP1's Timesheet | Everett
Th e Add task Add time-off Add Expenses Add Comments:
- eel
Sat Sun Mon Tue Wed Thu Fri .
& PRI At Tosk YHEAT RO UIAT WM MR te4n qpsy  Swobll o EdO Dedte
- - L4
& Cryoport — — — — — — — Update
Help Desk Level 1 -
[#] Del-Geopartner Cryoport - Lake Forest m::mis o I 0 0 9 9 9 9 ] 4
T T ey |
* Time-0ff Request ! | Galindo (%) guestion
Past Timesh Totalhours: 40 Reqular:40 Overfime:0 Time-off: 0 Approver: Tony Galindo (%) guestion
> Waiting for Approval

- | 42 [ x || Live Search

-

javasc) @ o |£, http://portal.pfitech.com/pfi_prd/TimeExp/Timesheet.aspx?elD=38ipt=18isID=144 &alD=5

[]

e o [ {€ PFI Tech Online Portal

f v B v & v dPage~ BTooksv

PFITECH ‘

ssnne @ . We da IT better

Past Times - |
> Waiting for Approval
» Approved Timesheets |

* Rejected Timeshesets

Hil EMP1 EMP1 Week of: 1/16/2010 — 1/22/2010 Today is: 1/26/2010 Submit due: Friday 1/22/2010 11:59pm o &o
| EMP1 EMP1’s Timesheet | Everett

ime & Expense

| it | |addmmatl | | Addiagrmees | | e Cormweh |
* This Week b
T Hi fal i Ui Tit il -

il Il e AT Pl TR AL RS 10 kialy - By

[ Cryoport =
1
& Del-Geopartner 1 Ha Aot [ ] i [ i 1 I ] i w &
Daily Totals: 0 0 8 8 8 8 8 =
il I HEE e Total hours: 40 Regular:40 Overtime: 0 Time-off: 0 Approver: Tony Galindo (%) question
»

q————\——-'Y\

| Submitﬂmesheetﬁxuense J

~ R 3. Click the SUBMIT button to submit the

Saved Comments
Mo saved comments.

timesheet again.

Saved Expenses
Mo saved expenses.

Rejected Expenses
Mo rejected expenses.

Til heet Rejection Cc t
Rejection Comment

1/26/2010 ) .
11:58:05 AM You only worked 7 hours on Thursday and Friday.

Done

H100% -

[ € Intenet | Protected Mode: On
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Rejected Submissions

Rejected Expenses

When an expense is rejected, an email is automatically sent to you with the supervisor’s rejection
comment. This rejected-expense would then appear on your Portal landing page waiting for you to
edit and re-submit, or delete.

Cin H 2 I 5 Expensea Rejected - Message [HTML) —

- | Message | Add-Ins Adobe PDF (7]

QXY P R B (Y B

Reply Reply Forward || Delete Move lo Create Other Block | Mot Junk Categorize Follow Mark as

tao All Fo
| fEspont You receive an email notifying you that the expense has been rejected.
Fram: RejectedExpenses@pfitett It includes the rejection comment given by your supervisor.
To: info |
ce
Subject: Expense Rejected N
4 =
» .

iTony Gralindo has rejected yvour Expenses for week ending 0172272010 with the following cotnments:
v opecify whe the client 15 and attach a receipt.

You can access Web TimeSheet at http:/portal pfitech.com

{6 P Tech Onin Port) - Windovws ntemetExplrer
B
@ U 7 |E| http://portal.pfitech.com/pfi_prd/TimeExp/TElump.aspx B | +5 | x | | Live Search

|—- »

WA |§PF£Tech0nnnePo¢al | f& ~ B - @ v [=hPage » i Tools v

PFITECH onling portal

ssece @@ Vool bener Time & Expense
Hil EMP1 EMP1 Timesheet Notice
- Use the links to the left to enter time and expense.
T - Access employee forms and instructions under RESCURCES tab/section.
- Click this link to use Bar Tickets and Lexmark Returns Tracking tools.
@ PFI
L Submit Timesheet Before Every Friday 11:58pm
[* Del-Geopartner » Every employee MUST submit TIMESHEET & EXPENSE before Friday 11:59 PM, Pacific time. =

Should you have any questions, contact hr@pfitech.com for your vacation hour inquiry, use the help form for system
questions.
= Time-Off Reguest

Rejected Expenses

Your expense record will show up here once it's rejected. What to do next

SN o eReoval \ - If the related timesheet is approved:
> Approved Timesheets Directly edit your rejected expense here. Then re-submit.
* Rejected Timesheets \ - If the related timesheet hasn't been approved yet:

1. Log into the Portal. You must navigate to the corresponding week
ending

Re-Submit Expenses

cine i | 3

Dane & € Internet | Protected Mode: On H100% -
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PFITECH

seene @@ W0l oter

Hil Test user

Time & Expense

> This Week

& PFI
2 Xerox

Xerox Boeing Salt Lake City

Xerox ATT Alpharetis
Xerox NG ApopkaCrlando

* Time-Off Request

Past Timesheets

* Waiting for Approval
+ Approved Timeshests

* Rejected Timsshests

online portal e
Time & Expense  Resources pr;nzsk.% Logout,

Test user's Timesheet Xerox Boeing Salt Lake Ci

Mon Tue Wed Thu Fri Sat Sun
07/18/16 07M9M6 0720016 O721M6 07722116 D723M6 072416

Account Task Subtotal

erox - Xerox Bosing
Materisl Handler2 -
Salt Lake City n 8 a

s
27875 Xerox Bosing Labar apo

Daily Totals:

-
e e

* Total hours: 8 Regular: 8 Overtime: 0 DoubleTime: 0 Time-off: 0 Approver: Orianna Pacchioni (9 %=

Saved Comments

No saved comments. ( 2. Click on Edit

Saved Expenses

No saved expenses.

Rejected Expenses

Week of: 7zz0e-72420. TOday is: 7/29/2016 Submit due: Sunday 7/24/2016 11:59pm

nse Description / Re-

Xerox 07/19/16 Airfare $6000 ¢ bil Incomect week ending

Total: $60.00

Re-Submit Expenses

Timesheet Rejection Comments

No saved comments.

Expense Sub ; Expense Description / Re- Rejection

Specify
l Sales meeting with the ~| who the Update
\01/10 Airfar 1 1592.00 £ ..._i| [client. SF city government. clientis --
I From LAX to SFO. ~ | and attach -
D e 1L =T
Total: Zero
Re-Submit Expenses ) A
1

0
|
|
|
|

4. Click RE-SUBMIT EXPENSES.

3. Modify the details to meet your supervisor’s
requirements, then click UPDATE.

Alternatively, youcaneditandre-submit the rejected-expense(s) onthe associated

timesheet.

If you deleted an expense and you are unable to UNSUBMIT the timesheet to add
the expense back, you will have to report that expense on your first working day the

following week, with additional notes in the description box.
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Time Off Request

Request Time Off Feature

@@ L J |§, http://portal.pfitech.com/pfi_prd/TimeExp/ TElump.aspx

-:,' Goagle

MEE3

¥ | @ PAITech Online Portal

PFAITECH

sssne @@ e oo T berter

Hi! EMP1 EMP1

Time & Exp
> This Week
& PFI

[# Cryoport
[# Del-Geopartner

5- Time-0ff Request

Past Times

» Waiting for Approval

= Approved Timesheets

> Rejected Timesheets.

online portal

Welcome to PFl Tech Portal.

Click on Time Off Request

@@ - |§| hitp://portal.pfitech.com/pfi_prd/TimeExp/ TElump.aspx

'::’ Google

4] x|

w ‘ @ PFI Tech Online Portal

PFITECH

sreee @@ Viocoim

Hil EMP1 EMP1
Time & Expense
» This Week
[ PFI
[# Cryoport
[# Del-Geopartner

m

= Time-Off Request

» Waiting for Approval
* Approved Timesheets
+ Rejected Timeshests

online portal

VWelcome to PFl Tech Portal.

Nidhi Shetty's Time Off Request

Time Off Type | Bereavement

|Bereavement

Full Day Off
Full Day Off |

<= -

Start Date™

Choose the Time Off Type and Select
the Start Date and End Date

Time-Off History
Employee "M O oiortpate . Comments  ApprDate Tr:"grr VoG Hes | 58 Appr
Nidhi Shetty  Vacation  07/16/2012 - {Vegas Trip | 06/15/2012 0
i 1 | Suffering i
Nidhi Shetty * Sick 021412012 | 1 om high 0211412012 0 24.00
i H ‘ feverand |
 cold
c ] : Mom's Death :
Nidhi Shetty | Vacation  01/17/2012 | i?ﬁf‘g]““lj’“w 032012 (0 24.00
 offerings) :
Nidhi Shefty | Vacation = 05/25/2011 | i Needcouple  5mymh19 i i 24.00
I i i day’s off. B :
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