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EazZyTyme 7.1.0 User Instruction Guide

1. Getting Started with EaZyTyme

The easiest way to get started with EazyTyme for the first time is to click on the hyperlink in your
email message.

1.1 Internet Application

EazZyTyme is an Internet application, so you must have access to the Internet through an Internet
Browser compatible with Internet Explorer 5.5 and above or Mozilla 1.7 and above. For best
results, the preferred Security — Internet Zone setting is Medium. Scripting should not be disabled,
and pop ups need to be enabled for this site. If your pop up blocker is interfering with EaZyTyme,
then simply the EaZyTyme site to the exceptions list.

1.2 Logging into EaZyTyme

To login to EaZyTyme:

1. Inthe address bar of your Internet Browser, type ‘www.eazytyme.com” (do not type the
quotes). Press the Go button on the address bar or the Enter button on your keyboard.
Note: to save steps in the future, create a Favorite or a Bookmark for this web page.

2. Enter the Username and Password provided to you. The password is case sensitive, so if you
encounter problems, check to see if CAPS LOCK is on and that you entered everything
correctly.

3. Click the Login button.

/23 ¥7.1.0 Unanet 7.1.0 - Login - Microsoft Internet Explorer provided by The Judge Group

File Edit ‘Wiew Favorites Tools Help | iy |

Back - &3 - [=] [2] ,":| ) Search - Favorites @8 Media 421 | tlr i i@% =[] Links >

_@ Unanet 7.1.0 — Login

Username: Il

_———‘=|=—_:=:'-'“=—"=‘—-Lr-___

Password: | THE 5 h‘”‘“—?‘;’:@—h
VﬂUDGEgr oup>

—.EE’-—._.:?F_‘____ ——==""=“'"

=
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The following Home Page screen appears:

) v7.1.0 Unanet - Dashboard - Microsoft Internet Explorer provided by The Judge Group

File Edit Wiew Favorites  Tools  Help Q-9 = & : L & @ @ - N ) - :,t

Home | Time

_ﬁh Unanet — Dashboard
Saved Reports Active Timesheets & Timesheet How To
® Howto sawve
rapors Time Pericd Hours Status Controller * t?lr-::;i:et

There are no active timesheets.

" . Tips
Ouick Links :
(]
® Current UB:;kebLmon
Timeshest L] Ref'g'
iming
& leted
omplate Search Criteriz
Timeshests

Custom Links
®  Payroll Info

Licensed for use by Judge.co Copyright @ 199 15 Unanet Technologies

I@ Done # Internet

1.3 Changing Your Password

It is recommended that you change your password during your first log in, since it is so easy to
guess. Additionally, you cannot view payroll information until you change your password.

To change your password:
1. Click on Preferences at the top right hand side of the screen, just below Log Out.

2. The following screen displays:

Preferences — Profile

Al Passworid

Curremt Password: |

1
Hew Passwordd: | |
| Confirm Fasamord

Save

Page 4 of 16



EazZyTyme 7.1.0 User Instruction Guide

3. Type your current password in the Current Password text box. Then type your new password
in the New Password text box and the Confirm Password text box.

NOTE: Passwords ARE case sensitive and you can’t see what you are typing, so, be
especially careful that CAPS LOCK is not turned on and that you are typing exactly what you
intend to type.

4. After you are done typing the passwords, click Save. The Profile Preferences tab displays on
the screen.

5. Click on the Home button at the top of the screen to return to the Home Page.

14 How To

The How To link takes you to the help page that describes how to use the screen that is currently
displayed. The How To and Tips section is on the right hand side of the screen, and changes
depending on which screen is displayed. For example, on the Home Page, there is one topic listed,
Create a timesheet.

To use How To help:

1. Onthe Home Page, click on Create a timesheet just below the words How To.

2. The following screen displays:

Cre———— t_’_ﬁ‘@?a“j* "
T 1hals ke i Medesn . [
Inghaling Lnans Time Entry and Submittal Basics
Propzity Fikes
et Sl Titreahestusers (and thair Lee) iz the vael 10 ree 0 hOUr and comments 1r e Wik 1ney dre
L] Lzing Lo ching. Usars can nawigabe 1o ther imashae via tha 7oms meru option. Uksers can @lsn nedgate b dwsir
m:: “""'m'r:" tim e ng el da ore gl the manytimeshes 1S (ot 00 & nEmaEr O S=tem dasnboanms s an Fe T xx
i Listseraaty)
1L Tere Foscovcing L=
| 2T Erdry BET0re & USEF G BRlEr i, Ty msy e 0 rewaw and manage sk irjec wil appes on Nak tmeakest
\¥ Wenaging Li=i of Frojecis Dapanding on hos o silm 15 managed, projact managars may conbol which projects am sseilabk by makdng el
|1 Mevemaing by Tres capli il Apakpaeanty or UEers My e 10 “SelAngipn’ TerEEEE 10 8 proect. From #8 lraeenee] pou v
|} End Lisar Time Bciushranis chik ontha My Frofectsbution b manage ha praject I, S99 Wanaging Lisi af Projecks formom nfomation
?" Hanagrg Leaws Balarmas
ok v B Trneetreta Tre D] S SR | GO ol Ine ook afvaur tenesneet in i of me numiber o7 das vl wil appes

10 st ke Tinasheet Progscie (] A0 BEMpk HMeshest Sppears below

aFpenes Mecorcing
Time ncl Expenas Ao resks

7 Reporting Time — Timesheet far Humpanas, Kewn (1425001 — 244013
7 Taenrssnt "'d B Femy—T.
F Sysbam infmgrwkon i
Unaned Herm Fiojea Pay Koo Tus il T Bl 24 G
R rdbona | Topins Projest Tank Typs Cefe ™ @ @A 1 k] i
'l HaEcomoErm w[atee =l =l[or =] B ] |_ [ B
WO PROECTS v [z T wle. w1 xlE B B B =
l I I I..... e s I_|I_.|I_I_I__I_|_II_1_lr
i LA k

3. This How To screen is in a separate window from the EaZyTyme application, so you
can simply close it when you are done with it.

15 Tips

Similar to the How To screens, Tips are context sensitive and help you use EaZyTyme more
efficiently.
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To use Tips:

1. From the Home Page, click the Back button usage link below the word Tip.

T Fetone to nered *=r
7 Pl Warwr n ha Faesan
iy Lt Baok Button Usage
Fimx:
El-"uh'lﬁ “Toora (o oA DA, s B 00 L T Lbarl @l adion navigalion Raires. Usind Bie
TN it Brwee Bk TN £ SO naica b § K I ol e i MCrascd IE o sim lar Naitaape
""'"'“"'.I‘!:w_:_ i T (V15 g WY B L 1 e 8- D el e b
Fan

Waming: Page has Explred

Thes ot i) Feguested wis reshed W g i mmaton pou subminsd in g fam
Thin pga m 1o lorgar weadshin. An o mecirity procation, Intamat Evplorer dems
T stareti caly eemibent o infa rstion For v

To reavkerit yot mbarmatin ard viea iz Web poge; dick the Rofrosk bton
‘Tl e b e DB wil furection silfed L enca nlering his meissal & in may| ccation s

v g i e o, 0 i g 2y s vl By i plly s in g e Ui et noarvi o
P 5T

=i

2. The Tips screen is in a separate window from the EaZyTyme application, so you can

simply close it when you are done with it.
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2. Timesheets

In EaZyTyme, users create a weekly timesheet and then enter hours in that timesheet. When the
work week is complete, or all time is entered for the week, users submit the timesheet. Once the
timesheet is submitted, it starts through the approval process. Users then create a new timesheet
for the next week.

2.1 Creating a Timesheet

To create atimesheet:

1. From the Home Page, click on the Add Timesheet button.

g Timesheet

2. The following screen appears:

) v1.1.0 Time - Create Timesheet - Microsoft Internet Explorer provided by The Judge Group

A o : : " % s 5 = » g
| Flle  Edt Yew Favorites Tools  Help T ¢ > E R B~ T Sl . R - I S ","t

EE Time — Create Timesheet

Create anew Timesheet

Date: |
(BA30S 1=
Create a new timesheet forthe time period containing this date.
Save

Licensed for uze by Judge.com Copyright @ 1297-2005 Unanet Technologies

I@ B Internet

3. EazZyTyme enters the current date for you and will create a timesheet for the current week. If
you need a different week, type the date in M/D/YY format or use the Calendar button.
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<3 v7.1.0 Time - Create Timesheet - Microsoft Internet Explorer provided by The... E|E]E|
File Edit Wiew Favorites Tools  Help Q-9 EE

0y o 3 » '
AL

Home | Time

List Current

Date: (g 305 ]
Create a neu timesh S m L A e
Sun Mon Tue Wed Thu Fri S=t
Save

1 2 3 4
L] =] 7 £ = [ |
17 18
24 25

rpyright @ 1997-2005 Unanet Technologies

< J
£&] pone & Interret

|

4. To save the timesheet, click the Save button. EaZyTyme creates the timesheet and displays it
S0 you can start entering hours.

2.2 Entering Time in a Timesheet

If you have a timesheet for the week, EaZyTyme displays that timesheet on the Home Page after
you login. If it displays the message “There are no active timesheets”, use the Add Timesheet
button to add a timesheet for the current week (see Creating a Timesheet). If you need to work with
a different week, see Working with a Timesheet for a Different Week for more information.

To enter time in an existing timesheet:

1. From the Home Page, click the edit button (ﬁf) in the current timesheet. The following screen
should appear:

F wi. 1.0 Time - Timeshzzl for Ofcien, Mall (&0 2005 - &1 805 Micrese(l lmlemnzt Explores provided by The Judge .. .ZE.-E|
B B Yew Fovokes  Tooks - Hdp @ - 4 C - L o =] -k R =5 #‘
II Thme — Time sreet far BN, Mat (61205 - 830
Shsux HUZE
ol Py Do Wan Tum Pl Thu PFri =i
e Tank Tiejuee Cole 12 = '] 15 5 i 18 Tomas
x| ) T . [ =
b e 7o) I ST U] Y ] I E
v e

Rage wehmA | Frevien My Prajetn
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Select the drop down arrow under Project. When you select the appropriate Project, the Task,
Project Type and default Pay Code are automatically filled in.

Type in the number of hours worked and comments for each day. Comments are optional.
Please note: the comments you enter correspond with the day for the hours that were just
entered (the hours box with a red underline).

Click the Save button to save your changes to the timesheet, even if you are not ready to
submit the timesheet yet.

Please note: if there are no hours worked in a week, please submit a timesheet for O hours.

If you work on more than one project or have more than one type of pay (i.e. one vacation day)
during the week, insert an additional line on your timesheet. To do this, click the Insert Row

—
—

button ("= ) under the project column. EaZyTyme automatically alphabetizes the rows by
Project Name, so if you have more than one project, make sure you are entering time in the
correct row.

2.3 Working with a Different Timesheet

To change a timesheet that was previously saved:

1.

If you have more than one timesheet that has not been submitted, they are listed in the Active
Timesheets table on your EaZyTyme homepage.

To view completed timesheets, from the Home Page, click Completed Timesheets in the

Quick Links list on the left. Or, click the Time link at the top of the page and then click on
Completed Timesheets.

To view the timesheet, click on the View (&3") button.

Click List or Current in the menu at the top of the screen to go back to the list of timesheets or
the current timesheet.

Note: Completed timesheets are locked. If you try to edit a timesheet that has already been
submitted, you will get the following warning:

Microsoft Internet Explorer

WARMNING: The timesheet for 10/17/04 - 10/23/04 is in the approval process, Editing and resubmitting this timeshest
n\_-“/ will require it to Flow through any approval process again.

Are wou sure wou wank to continue?

t (T4 |[ Cancel ]

Although you can work with timesheets for the previous week, we do not recommend it as you may
interrupt the payroll process and affect whether you get a paycheck that week.

You cannot edit a timesheet that has already been approved, unless the system administrator
unlocks it.
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2.4 Submitting a Timesheet

Once you have completed a timesheet, you must submit it for approval in order to get paid.
To submit a timesheet:
1. From the timesheet, click the Submit button.

2. EaZyTyme gives you the opportunity to add a comment for the week.

File Edit ‘iew Favorites  Tools  Help Q-5 EE| | P @8 a3 l.;r

Home | Time

List Current

EE Time — Timesheet for HERRING, ANNE F. (6/19/05 — £/25/08)

Planning, specs, scheduling for wekb |
Lpdate project. |

Timesheet Comments:

Submit Cancel ]

You hawve zelected to submit this timesheet. vou may aptionally include comments with yvour submission.
To confirm and continue the submission process, click on the Submit button.
If you hawe reached thisscreen in errar, simply olick Cancel.

Licensed for use by Judge.com Copyright @ 2005 Unanet Technologies

é:E:l Daone B Interret

3. Fillin the comments and click the Submit button. The timesheet status is now changed from In
Use to Submitted.

Please note: If submitting a O hours timesheet, please document the reason in this comments
window.

Timesheets always have a status associated with them. INUSE indicates that a timesheet has
been created, but not submitted. SUBMITTED indicates that the timesheet has been submitted, but
the approving manager has not approved it. APPROVING indicates that a timesheet is in an
approval process that includes more than one person. LOCKED indicates that a timesheet has
completed the approval process. DISAPPROVED indicates that a timesheet was Submitted, but
the approving manager has returned it to the originator for corrections.

Additionally, if a timesheet is not submitted by the normal due date and time, EaZyTyme keeps
track of the fact that a timesheet is MISSING. If you receive an email that you have a MISSING
timesheet for a specific time period, you need to add a new one, fill it out, and submit it.

2.5 Printing a Timesheet

Some organizations approve timesheets electronically. In those organizations, approving managers
get notified via email that a timesheet is available for approval. Other organizations do not use this
EazyTyme capability. If your organization does not approve timesheets electronically, you need to
print out your timesheet when it is completed.
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To print a timesheet:
1. Once the active timesheet is submitted, click on the Signature button.

2. EazyTyme displays a web page that has places for signatures and terms and conditions.

; ¥7.1.0 Time - Timesheet for HERRING, ANNE R. (CONTRACTOR) {5/1,05 - 5/7/05) - Non-employee - Microsoft Internet Explorer p... [IS]

File Edit Miew Favorites Tools  Help ﬁ
a Time — Timesheet for HERRING, ANNE R, (CONTRACTOR) (51/05 — 5/7/05) — Non-employee = FrntFrisndly
. Labor Project Pay Sun Mon Tue Wed Thu Fri Sat
hrojectilask Catoniy Type  Codelbill = | 3 | 4 | 5 |5 RS
SIS _STAFFING 52489 _COMSULTAMT — BILL RT 800 8.00 5.00 5.00 .00 40,00
Tatals: 800 800 600 &00 800 | 4000
« Cell Details
Labor  Project Pay Work Project Time In/Out
Date Project/Task Category Type Code Hours In—Out Hon-work Comments
Mon JWMS_STAFFING 52489 _COMNSLULTANT BILL RT .00
2 Recruiting Procedures
Tue JwMS_STAFFING 52489 _COMNSULTANT BILL RT .00
3 Recruiting procedures
Wed JYMS_STAFFING 52459 _COMNSULTANT BILL RT .00
4 Recruiting Procedures
Thu JWMS_STAFFING 52489 COMNSULTAMNT BILL RT .00
5 Recruiting Procedures
Fri JYMS_STAFFING 524588 _CONSULTAMNT BILL RT .00
6 Communication with staffing firms
Client Hame:
Client Signature: Date:
Contractor Signature: Diste:
T | |
&] Done [ [ [ [BEiocalintranet I
= ==

3. Click the Print Friendly button ( (5 PrintFriendly ) in the upper right hand corner. This screen is
formatted better for printing.

4. Use the Print command in your Internet Browser to print the timesheet (File, Print, or the printer
button on the toolbar).

2.6 Timesheet History

Timesheets that are submitted can be viewed, including details and approval history. You can get
to them either through the Quick Links area at the left hand side of the Home Page or by clicking
on Time in the top menu bar.

To view a completed timesheet from the Quick Links menu:
1. From the Home Page, click on Completed Timesheets in the Quick Links menu on the left.

You should see a page similar to the screen shot below with the Completed Timesheets part of
the page expanded.
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‘2l v7.1.0 Time - List - Microsoft Internet Explorer provided by The Judge Group

Home | Time

List Current

E! Time — List

File Edit Yiew Favorites Tools  Help 0 - @ - Iﬂ @']

b Active Timesheets &b Timesheet
w Completed Timesheets

Time Period Hours Status
" 612105 — 618105 40 LOCKED BM3M05 955 A
" 6/5M03 — 61105 40 LOCKED  Bi8035 209 PM
" 305 — &S 31 LOCKED  B/705 345 PM

Licensed for use by Judge.com

Copyright ® 1997-2005 Unanet Technologies

€

® Internet

If you want to see Active Timesheets, simply click on those words to expand that part of the

page.

To view the details of any timesheet listed, click the View button (W) in the appropriate row.

You can view Cell Details and Approval History by clicking on those items. The screen shot

below is an example of viewing all details.
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A w7.1.0 Time - Timesheet for HEREIMG, AMME FL (641 2805 - &MB/D5) - Ben cmployee - Microsodt Infernet Explorer pﬂ:'r-dn...r. L|:||rg':
Fie Ed ew Foeodes Tods  bed Q-0 -8B B & F g e S50 04 i

v

f Time - Timeshast for HERRING, AMNE B (6 205 — B/ BDT] — Hor-employee i R Erianchy

Suiness LCCHED
Labot  Fisject Pay St Mo Tie Wed Thi R Sa
Crlngory Typn  Coue 88 41 44 45 % A1 Ak
1S CLIENT S AMPLE S1450_DARELE TANT — L AT 400 B00 800 500 400 ADOD
Tokels: 800 BOD 800 800 00 R

Projoct Taek

 Call Bt salm
Lahor Projecs Pay  Work P ojecs Thinis it
Date Prapact Tank Cabagory Type  Csde Howws it Hom-woik Comments
Mo RV CLEMT_SaWPLE S2as0 OORE L TANT EiLL AT B0
1 Spez
Tus SME CLEMT_SAMPLE 524950 O0REILTANT - TEEE 1 GBI
10 Spece, planneg
Wed 5 _CLENT_EAWPLE 524958 _O0NGLLTANT B AT B0
15 o
Thu WS CLENT_SAWPLE 52908 QORI TANT Bl m1 Lhi
16 =pece
Pl FWS_CLETT_SAMWFLE 52008 _ 0o I TAanT FLL L) Ao
1T Proect prning
e Egipn ol Hisiany
B P Fodhs Propect Tivlun Lel b
ANMNE, HOERG  Tieesheet Liser INLEEE GRNDS 0 P
ANME R HERRING: - Tinesheed Liser SUBWTTED 3105 5050 A Specs andprojecd plan ning
ROBERT W, LATTER Cusdnner W CLENT SARPLE S2480 CONELLTAMT APPROVING B0 255 AN Leooks fre
- - SOWPLETED &13105 565 AM

Shonmms |

5. To view a different timesheet, click the List menu item near the top of the screen and use the
View button (W) in a different row.

Please note: completed timesheets cannot be edited. Note the words Status: LOCKED in the
upper right hand corner of the page.

To view a completed timesheet from the Time menu:
1. From any page, click on the Time choice in the top menu bar.

2. A new menu appears below the main choices of Home and Time.

Home | Time Log Out

Freferences

List Current

3. Click List to see a list of active and completed timesheets.
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23 ¥7.1.0 Time - List - Microsoft Internet Explorer provided by The Judge Group

File Edit ‘iew Favorikes Tools  Help T« > | = (& ;;‘. P 4 @ 8 [

Home | Time

E! Time — List

Log Ot

Freferences

w Active Timesheets g Timesheet
Time Period Hours Status Controller
& / A0S — B2505 g | INUSE BM305 252 8M | ANME R. HERRING (arherring)

b Completed Timesheets

Licensed for use by Judge.com Copyright & 2005 Unanet Technologies

@ Dione B Internet

4. If you want to view a completed timesheet, click on Completed Timesheets to expand that
part of the page.

5. Use the View button (#&") to view the details.
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3. Payroll Information

EazyTyme also provides you with payroll information. You need to change your initial password in
order to access payroll information. See Changing Your Password in section 1 for more
information. If you are a 1099, third party, or are employed by a different vendor, you cannot
access payroll information from EaZyTyme.

To view payroll information:

1. From the home page, click the Payroll Info link on the right hand side under the
heading “Custom Links”.

<23 v7.1.0 Unanet - Dashboard - Microsoft Internet Explorer provided by The Judge Group E“E”g]

File Edit Wiew Favorites Tools  Help 08 ERE| , P & @ & | 2-5% B L 3 '.,'r

Home | Time a

_@ Unanet — Dashhboard
Baocy! Renorts | Active Timeshests 4 Timesheet How To
& Howet
reop:r; == Time Period Hours Status Controller - tc.:reah: aet
1 Mmeshne:
& p’ G805 — 625105 g INUSE BM3105 352 AM | ANME R. HERRING (arherring)
Ouick Links Tips
® Current - Ssa: kebut'ton
Timesheaet . Reﬁ?‘i -
® Completed i
Timeshests Search Criteriz

Custom Links
& Payroll Info

Licensed for use by Judge.com Copyright @ 005 Unanet Technologies

é:]  Internet

2. EazyTyme displays the most recent payroll information, with links to the last four
paychecks as well as a date search box.

3. You can use your browser print functionality to print a payroll statement (File, Print, in
Internet Explorer).

4. Payroll statements open in a separate window, so you can simply close them when
you are done viewing or printing them.
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4. Logging Out

To logout of EaZyTyme:

1. From any page, click on Log Out in the upper right hand corner of the top menu bar.

Log gt

Freferences

EazyTyme displays the Login screen after you log out.
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