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REVISIONS TO THIS DOCUMENT

NOTE: This section is used to account for changes made to this document.

Date Changed By Area Item Description

Changed

April 2, Brandon Initial Creation

2010 Hopkins

4/19/2010 | A Rodriguez Clarification. If the ti_me s_hget_ is
approved, then an email notification
will be sent to The supplier

4/29/10 A Rodriguez Inse_rtec! note to clarify how to enter
partial time.
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INTRODUCTION

A time sheet is used to track the hours that you work while under contract; depending on
the contracting organization’s policy you can either create a time sheet for yourself or the
work supervisor will create and submit it on your behalf. To create a time sheet for
yourself, you must be defined as a contractor in the eVA system and have at least one labor
line item from a purchase order assigned to you. When you log-in to the system, the time
sheet will be automatically populated with purchase order information based upon your user
profile.

The following sections outline the process in eVA for creating and submitting a time sheet
for approval. The steps and actions involved in the overall process of creating/approving a
time sheet include:

1. The user (you) creates a time sheet (or another person, known as the preparer, creates
the time sheet on your behalf) and submits it for approval.

2. The approver/s (usually the work supervisor) receives an email notification to review the
time sheet.

3. The approver reviews the time sheet.

o If the time sheet is denied, then an email notification will be sent to the user that
submitted it. Any comments from the approver can be included. The user is
then able to edit and resubmit the time sheet, if necessary.

o If the time sheet is approved, an email notification will be sent to the supplier.
When the order is fully received and an email notification will be sent to the
Agency Security officer indicating that the contractor’s engagement has ended.
An invoice will then be sent to the hiring agency.
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ACCESSING THE TIME SHEET

Again depending on the contracting organization’s policy, if you are given the option to
create a time sheet, you will granted access to the eVA system by the organization’s
security officer. The security officer will create a user account with the appropriate
permissions; you will receive your username and password via an email notification or
you will be given to by the security officer. The email also will include a link to the eVA
portal and the username and password that you will use to log-in to the system.

Sample ‘Welcome to eVA’ email:

Welcome to eVA! Your eVA account has been set up and you can now begin using the system.

To login, please proceed to https://portal-web-stll.epro.cgipdc.com/login/index.jsp. Your username is ebunny, and your password is
buylsense. As a security measure you will be required to change your password upon initial login.

If you have any questions regarding your account or how to use the system, please contact eVA eVA Customer Care at (866) 289-7367
or email us at eVACustomerCare@dgs.virginia.gov <mailto:eVACustomerCare@dgs.virginia.gov>

Thank you for joining eVA!

After you have received the ‘Welcome to eVA’ email containing your username and
password, click the link that is included in the email. Your browser displays the eVA sign-on
page.

Welcome to (EVA

To access the system, you must first sign in.

eVA

Help! Forgot Username/Account Blocked

Browser Requirements

In accordance with the Commonwealth of Virginia Information Technology Investment Board Personal Computing recommendation of March 2004, all eVA applications are certified to perform correctly when accessed using Internet Explorer on
Microsoft 2000 or XF systems.

Click Supported Browsers for @ complete list of supported browser configurations for specific eVA components.

Test Network Bandwidth to COVA server
Click Speed test

Adobe’|
!aﬂ " Rea
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Logging In via eMail

Enter the Username and Password using the credentials that were provided in the welcome
email to log-in to eVA.

eVA

UEErname

After you have successfully logged in, the Shop Now Home Page displays.

Approve ()

o

| & Statws (O
4
0

Create 01

Caalogs Return to Portal

System News

Bagons welcome eV Buyer! Make ordering easy! j 1
= Receive : m:e_.gm&aﬂ.:.:g
i dors
Ewrshags Crderg . 4 v
= » Training Guides
Eacusce Note: AN links open o naw window!!

z
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eVA

Logging In eVA

Go to http://www.eva.virginia.gov/ and login in the buyer section using your Username and

Password.

SWAM
UUYIR
VENDOR
BILLING
SIGN-UP

EVA TRAINING
vie NG

ARIHA SUPPLIER

0108

iHoma SwaM  fuver  Vendor

Locl Government Trainng

ment Solution

ifling Portal ' Zign-Up

oYA Customar Card

s welcomuo 1o oVAE

ALERTY MEQ CONTEACT

eVA Announcement!
Chief of Staff 10,00/00 Memo Re

£ Quick Links

® What is eVAT

® aVA Nows

® State Contracts

® Sglicitations & Awards (VBO)
® Future Business Oppartunitie
® Gilling & Paymant Portal

® VA & YAPP Dashboard

quired Use OF VA, More
an Plan template. .. click here

£ Legin

5 aisount!

® public Reports & PPEA Opportunities

Contractor login

.0 igt and Prohibited List LEE

5 Hilan Items

£ Buyer Login 3 vendar Login 7,960,305 Ordere

2010 Class emrmaaa T 1 [ | $27 Bl SpPENT

Schedule - 4 GVA Tools
s o — Lo it Catalogs
Login | _togn | 171 Agencies iy
Eassinant Problame ik hers avAor Ak ik Localties By
Pagaword Problams? Dick hare 44,994  Vendors [
13,065  aVa Users

P P i T

MUAMAA AL VA e S b A e

After you have successfully logged in, the Shop Now Home Page displays.

= T Do o
Approve Requests o Apprave ) Cive
Wateh Ragueits o
= Status
Camposing o
Submitted o oy
Aporoved 4
Denied L. O Explore
= Create
Time Sheet
Create 0
= Explore
Searches
faminn Return o Portal
System News
= Report
Baconts Welcome eVA Buyer! Make ordering easy! j
= Racaive * State Contracts
* Catalog Vendors
Burchide Qrdersy + VITA Contraet
= Reconcile + Training Guides
Hote: All links open a new window!! |
-

\\-"-"-'*"""-M\,_J«'\ *‘WJ"“

\\»M-* PR S WL Y
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Navigation

Navigating to the Time Sheet module is simple. From the Shop Now Home page, you select
from the options listed in the Navigation Panel located on the left-hand side of the screen.
In most situations, as an eVA contractor, you will have access to only the Time Sheet
option listed under the Create action menu.

Click the create Time Sheet link from the menu.

~ To Do
Approve Requests u]
Watch Reguests

(=]

~ Status
Composing
Submitted
Approved
Denied

[= T S = R = |

¥ Create
Time Sheet

~ Explore
Searches
Catalogs
Folders

~ Report
Reports

¥ Receive

Purchase Orders

* Reconcile

Approve Requests o Apprave Oy O '
Wateh Ragueits o
" Status
Composing 0
Submittad o status O
4 3
0 O Explore
[ Create
Time Shest
Create ) l
K
Return fo Portal f
System News
kd
— - +
Baconts Welcome eVA Buyer! Make ordering easy! j
* State Contracts
= Raceive
* Lataleg Vendors
Burchags Groars » VITA Contracts
— . T!amlng Guides

Hote: All links open a new window!!

=

‘“vlﬂ‘*-ﬂiéiﬁham-n#"\_“_“pnli'x\.hqfn-u—~ﬂ“qu.~n4.JP4'“"J;si

Note: Depending upon the configuration of the agency, some menu items shown to the left

may not be displayed.

The Time Sheet module page displays.

Task Pay Coda Haurs

o e )
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TIME SHEETS

Each time sheet that you submit tracks the hours for one work week. The starting day of
the work week is determined by the hiring agency’s policy. If the regular starting day of the
work week is before the start date on your contract, the starting day on your initial time
sheet is the start date on the contract. Likewise, if the regular ending day of the work week
is later than the end date on your contract, the ending day on your final time sheet is the
end date on the contract.

If you work more hours than were specified on your contract, then the quantity or end date
on the contract must be changed so that you can continue to submit time sheets. If your
hours are different every day, you should enter your hours at the end of every work day
and save the time sheet instead of waiting until the end of the week to create all the entries
at the same time.

Creating and Submitting a Time Sheet
Follow the steps described below to create a Time Sheet.

1. As described above, click the Time Sheet link from the Create menu on the Shop Now
home page to reach the Time Sheet module.

2. If you are associated with more than one purchase order, you must specify the purchase
order against which you are creating the time sheet.

/2 ariba Buyer - Windows Internet Explorer provided by CGI US & x|
@:j ~ | B htps: aribarvmeb-st11 epro. copdc, comfBuyer MainjawTarh=r =l & || #2] x| [uive search 2l

File Edt Wiew Favortes Toos Help

” v Boneee B

©7 @ [ ariba Buer T - B - - hPage - (i Teds -

preferences Toggle Tips Toggle Currency

TS376: Time Sheet

Total Hours: 0
Create a time sheet by adding a separate entry for each time period worked that was on a different date or under a different pay code. After you dick Add, you can dlick Show Details to include additional
information about the entry. You must resolve any overlapping entries from other time sheets before you can submit this time sheet.

How To

Order ID: [pco43igey =

EP433452
EP433495
JTH’HE ShedEpa33497 |

EP433
EP433505
Time Ent{EP433506
EP433507
[T DatedEP433542
PCO431897
PCO431898
r PCO431900
PCO431901

Show Details [~

Project Task Pay Code Hours
L] Regular - o
Update

Total Hours: 0

Comments - Entire Time Sheet

Comments: =

Add Attachment

Subm\t iEi LI
[ [ 7@ memet [ -
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3. On the Time Sheet tab, click Add.

Toggle Tips Toggle Currency

TS375: Time Sheet
Total Hours: 0 Submit || Exit

Create a time sheet by adding a separate entry for each time period worked that was on a different date or under a different pay code. After you click Add, you can click Show Details to include additional information about the entry.

You must resolve any overlapping entries from other time sheets before you can submit this time sheet.
How To

O Please complete the missing or invalid information indicated below,

Order 1D: [Epa33s1s =] Wark Location: {no value)
Time Sheet % Approval

i

i i

Time Entries

F Dpate Project Task Pay Code Hours

o items

e () e
Total Hours: o

Comments - Entire Time Sheet

Comments: =

(RS ] [oele]

Submit || Exit

4. Enter the Date, Pay Code, and Hours worked in the Time Sheet tab. If needed, enter
the name of the project and the task you worked on during the time period.

Time Sheet \ Approval

Show Details [~

Hours

Time Entries

M Date Project Task Pay Code

W [Tue, 23 mar, 2010 EVA Contractor Regular -

Meal break (Not billable)

" (o] (otme] (2] (]

Total Hours: 8

Version 1 Time Sheet Quick Guide Page 9
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Note: If you need to enter partial time this most be done in fractions.
Ex. 15 minutes = 0.25, ¥2 hours = 0.5 and 45 minutes =0.75.

Show Details ﬂ'

75

U
= o = B
[ (L] e
E
3

Total Hours: 1.75

5. Click Update after each entry that you make. To add more entries, click Add or click the
check box next to one or more entries and then click Copy.

Time sheet "\ Approval

Time Entries show Details [~
T Date Project Task Pay Code Hours
™ [Tue, 23 Mar, 2010 EVA Contractor Regular - 8

6. To enter more detailed information about an entry, click Show Details, and then enter
the information in the Notes field. To hide the detailed information, click Hide Details.

Time Sheet

Show Details [~

Time Entries

I Date Project Task Pay Code Hours
I [Tue, 23 Mar, 2010 Eva Contractor Regular = 3
. J=]
Total Hours: 8
Time Sheet  Approval
Time Entries Hide Details H'
[ pate Project Task Pay Code Hours
I~ [Tue, 23 War, 2010 EvA Contractor Fegular - B

- (o] (o] ][]

Total Hours: 8

7. If you receive an error indicating that the hours overlap with another time entry:

Version 1 Time Sheet Quick Guide Page 10
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e Scroll to the area showing the number of entries currently assigned to this time period,
click the arrow to display the entries, and then compare the existing entries with the
entries you are creating. You can click a time sheet link to view the time sheet that

contains that overlapping entry.

TEI68: 3/23/3010 - 3/24/2010 Houwre For foley, sara: Drdar,..

Total Hours: 16 |
Craate & tamen chaet adding & ceparate ardry for each time penod worked that wae on a ddferent date or under & different pay code. After you deck Add, you can deck Show Details to incude sdditional infarmation sbout the
You must resolve any averlagping entries from ceher time shaets befre yeu can submit this time sheet

riad: fram: Tue, 23 Mar, 2010
To: Wed, 24 Mar, 2010

b: [Ereaseis =] Work Locabon: T4 - Enstern Office

Show Ootails Ff-f~

e Project Task Pay Code Hours
e, 23 Mar, 2010 i Eva [Contractor [Feguiar =] s
e, 33 Mar, 3010 [0 [EvA [Santractar [Regutar =] J
f] | [229] [uesaze]
Total Hours: %

J [apping Entries From Other Time Sheets

b_There are I demis) to diznlav,

| Camments - Ealirn Time Sheet

Commants: =l
|
Add Artachment] [Delete]

o Delete or edit the overlapping entry on your current time sheet. To delete an entry, click
the check box next to it and click Delete.

Time Sheet %, Approval

Show Details [~

Pay Code Hours

Time Entries

I Date Project Task

™ [rue, 23 Mar, 2010 EVA Contractor Regular -

8
¥ [fue, 23 Mar, 2010 EVA Contractor Regular 2 B
: !

Total Hours: 16

[overlapping Entries From Other Time Sheets

= There are 1 item(s) to display.

EFE-
D Project Task Status Pay Code Hours
C 15372 Composing Regular 8
Version 1 Time Sheet Quick Guide Page 11
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8. In the Comments box, enter comments as needed.

Toggle Tips

TS369: 3/23/2010 - 3/24/2010 Hours For foley, sara: Order...

Total Hours: 15

Create 3 time sheet by adding a separate entry for each time period worked that was on a different date or under a different pay code. After you dlick Add, you can click Show Details to include additional information about the entry.
You must resolve any overlapping entries from other time sheets before you can submit this time sheet.
How To

Time Period: From: Tue, 23 Mar, 2010
To: Wed, 24 Mar, 2010

,‘ Order 1D [Epazasts 5] Waork Location: VITA - Eastern Office

Time Sheet "\ Approval

Time Entries

I pate Project Task Pay Code

Show Detail
Hours
[Tue, 23 Mar, zo10 =) EvA Contractor Regular - B
~  [rue, 23 mar, 2010 =] EVA [Contractor Regular - 5

Total Hours: 16

[‘overlapping Entries From Other Time Sheets

b_There are 1 itemfs) to display.

[ comments - En

arfiments: |Enter comments to be included in the time sheet here.

9. If you want to add an attachment, such as an external time sheet document required by
the supplier, click Add Attachment and specify the file to attach.

Time Sheet \ Approval

Show Details

Time Entries

I~ Date Project Task Pay Code Hours

™ [Tue, 23 Mar, z010 Eva Contractor Regular > 5
8

¥ [Tue, 23 Mar, 2010 Eva Contractor Regular ~
L

16

[overlapping Entries From Other Time Sheets

D_There are 1 itemfs) to dispiay.

[[comments - Entire Time Sheet

Comments: [Enter comments to be included in the tme sheet here. =

M

Version 1 Time Sheet Quick Guide Page 12
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10. After you have finished creating the time sheet, do one of the following:

a. To send the time sheet for approval, click Submit.

Toggle Tips

TS375: 3/23/2010 - 3/24/2010 Hours For foley, sara: Order...
Total Hours: 17

Create a time sheet by adding a separate entry for each time period worked that was on a different date or under a different pay code. After you dlick Add, you can click Show Details to include additional information a
You must resolve any overlapping entries from other time sheets before you can submit this time sheet.

How To.

Time Period: From: Tue, 23 Mar, 2010
To:

wed, 24 Mar, 2010

3‘\ order ID: [EPa33615 5] Wark Location: VITA - Eastern Office

Time Sheet \ Approval

Time Entries

[ Date Project Task Pay Code

M [Tue, 23 Mar, 2010 = EVA Contractor Regular -

Hours
8

¥ [Tue, 23 Mar, 2010 = EvA [Contractor Meal break (Not billable) = 1
B

7 [wed, 24 Mar, 2010 EvA [Contractor Regular -

Total Hours: 17

[overlapping Entries From Other Time Sheets

b_There are 2 itemf(s) to displav.

[ comments - Entire Time Sheet

Comments: [Enter Comments here. B

Add Attachment

Submit || Exit

Version 1 Time Sheet Quick Guide
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To save the time sheet so that you can edit it later before submitting it, click Exit, and then
click Save.

= & «5

Preferences Toggle Tips Toggle Currency

TS5375: 3/23/2010 - 3/24/2010 Hours For foley, sara: Order...
Total Hours: 17

Create a time sheet by adding a separate entry for each time period worked that was on a different date or under a different pay code. After you click Add, you can click Show Details te include additional information about the entryT
You must resolve any overlapping entries from other time sheets before you can submit this time sheet.
How To

Time Period: From: Tue, 23 Mar, 2010
To: Wed, 24 Mar, 2010

| | Order ID: [Epazse1s =] Work Location: VITA - Eastern Office

| Time Sheet  Approval

Time Entries

T Date Project Task Pay Code Hours
I~ [Tue, 23 Mar, 2010 = EVA Contractor Regular - B
W [Tue, 23 Mar, 2010 = EVA Contractor Meal break (Not billable) | 1
I [Wed, 24 War, 2010 EVA [Contractor Regular - B

" (o] (o] ] ]

Total Hours: 17

[‘overlapping Entries From Other Time Sheets

b_There are 2 itemfs) to display.

[ comments - Entire Time Sheet

Comments: [Enter Comments here. =l

Submit || Exit

foley, sara Preferences

Confirm Exit

You have asked to exit a request you are editing. Select an action to take with this request.

You are in the process of editing TS375 - 3/23/2010 - 3/24/2010 Hours For foley, sara: Order EP433615. Choose what you would like to do next.

# Save this request

# [Delete this request

# Continue working on this request
# Print a copy of this request

Editing a Time Sheet

If you saved a time sheet without submitting it, you can edit it to add more entries before
submitting it. You can also edit a time sheet that you have already submitted and then
resubmit it for approval.

Version 1 Time Sheet Quick Guide Page 14
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If there is only one entry on a time sheet, you can change the date to another time period

(week). If there are multiple entries, you cannot change any of the dates to be outside of
the sheet's time period.

Follow the steps described below to Edit a Time Sheet.

1. In the Navigation Panel of the home page, click the Composing or Submitted link,
depending on whether the time sheet you want to edit was saved or submitted.

~ To Do
Approve Requests 0
Watch Requests 0 e Apprve O O Beceive '
~ Status Blnick & 2
. Status
Composing Compesing L}
) § status O
Submitted 0 e .
Approved 4 |
Approved 4 Danied o
Denied 0 >mm
/ J
~ Create = Explore IR ,
Time Sheet e 4
- Explore falders ?
= h = Report +
earches e :
Catalogs 7 Receive
Burchiis Grdars
Folders
=
[oenr Hote: All links open a new window!!
7 Report =
Reports
¥ Receive
Purchase Orders |
~ Reconcile =

2. Click the ID (prefaced by TS) for a time sheet.

Requests in progress: 2 FFE-

[T Type ID__ Date Created Requester Status Title Total

r Wed, 7 Apr, 2010, 3:35 PM  foley, sara Composing 3/23/2010 - 3/24/2010 Hours For foley, sars: Order EP433615

r T5574 Wed, 7 Apr, 2010, 12:20 PM foley, sara Composing Time Sheet

L Move to Folder: [Archive ltems =

Version 1 Time Sheet Quick Guide Page 15
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3. Click Edit to display the Summary screen.

Currency
TS375 - 3/23/2010 - 3/24/2010 Hours For foley, sara: Order EP433615 Status: Composing
Review the request details and then take the appropriate action. The actions you can take vary depending on the request type and status.
How To
Back to Status

lSummary
3*‘ . . From: Tue, 23 Mar, 2010
|| Time Period: o7 Wed, 24 Mar, 2010
Order ID: EPA33615 Work Location: VITA - Eastern Office
Time Entries
Date Project Task Pay Code Hours
Tue, 23 Mar, 2010 EVA Contractor Regular 8
Tue, 23 Mar, 2010 EvA Contractor Meal break (ot billable) 1
Vied, 24 Mar, 2010 EVA Contractor Regular 8
L

Total Hours: 17
[Overlapping Entries From Other Time Sheets

b _There sre 2 item(s) to displsy.

[ comments - Entire Time Sheet

. COMPOSING by foley, sara on Wednesday, April 7,

135 PM with comment
Enter Commants here.

Niew Reply sdd attgchment Delete I

4. Make any necessary changes to the time sheet and click Update to view the results.

TS375: 3/23/2010 - 3/24/2010 Hours For foley, sara: Order...
Total Hours: 15

Create a time sheet by adding a separate entry for each time period worked that was on a different date or under a different pay code. After you click Add, you can dick Show Details to include additional information about the entry.
You must resalve any overlapping entries from other time sheets before you can submit this time sheet.

How To
Tue, 23 Mar, 2010

Time Period: From:
To: Wed, 24 Mar, 2010

Order 1D; [Epas361s ] Waork Location: VITA - Eastern Office

Time Sheet '\ Approval

Time Entries

[T Date Project Task Pay Code Hours
r o mmenon & ST — Crr— T F
r [Fus e wn & T — I a— [t brasic (ot B =] -
r [Wed ziver w0 B T — E
L

Contractor Regular ~
e g

[ overlapping Entries From Other Time Sheets

‘ Total Hours: 15

P_There are 2 item(s) to display.

[ comments - Entire Time Sheet

Comments: [Enter Comments here.

5. Click Submit to resubmit the time sheet for approval, or click Exit and then Save to
save it so you can edit it again before submitting it.
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