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TIMECARD ENTRY
IN SALESFORCE




SUMMARY §é1‘ SAND CHERRY

‘.‘ ( powered by real results

Timecards should be completed and submitted on a weekly basis (by Monday for the previous week). Only the Client Projects that a Resource is
“assigned to” will be available for time entry. Billable Time is entered on separate “rows” for each Project/Assignment. Non-Billable time is also
entered on separate rows from the list of “Global Projects.”

The hours that a Resource is “scheduled” to work for each Project/Assignment is shown in the “Schedules” section at the bottom, and can be
copied to the “Entry” section (if appropriate) to facilitate the process.

For Employees, any Non-Billable time is entered on separate rows from the list of “Global Projects” which includes Non-billable, PTO, Holiday,
Training, Business Development, Company Events, etc. For Contractors, Non-Billable time is entered on separate rows as “Non-Billable” from the
list of Global Projects.

The minimum # of hours that must be entered for a timecard “week” is 40, which equals the sum of the individual timecard rows for the week.
You will not be able to submit a weekly timecard, unless the total hours for the week equals a minimum of 40.

For Payroll purposes, EMPLOYEES ONLY are required to enter the Project Location when submitting their timecards. Project Locations are set up
when the project is initially created based on where the work is expected to be performed. All projects will have a Location called “Employee’s
Home Office” to be used for Billable work performed from the Employee’s home, as well as for any Non-Billable time entered (from the list of
“Global Projects”).

Timecards can be entered/submitted for a future time period.

EMPLOYEES ONLY should submit timecards which include estimated hours through the end of the month by the 20th of each month, so that we
can process month-end payroll on a timely basis.

Contractors need to continue to submit their bi-monthly invoices to invoices@sandcherryassociates.com at least 2 business days in advance of
the scheduled payment dates on the 15t and 30th of each month. The hours shown on Contractor invoices should match the billable hours that
have been submitted on their timecards in Salesforce.

All Timecards are set up to be sent to Finance (Mark Whitfield) for Approval. The Project Manager on the project will also receive an email with a
copy of the timecard being submitted, however the Project Manager does not need to approve the timecard.

When a timecard is Approved, the Resource will receive notification of the Approval. If a timecard is “Rejected” the Resource will receive
notification of the reason it was rejected, and will subsequently need to make any corrections and resubmit the timecard.

If any Hours for a Timecard submitted/approved in advance end up changing, please contact Mark Whitfield so that the Timecard can be
adjusted accordingly.
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1. Login into Salesforce using your Salesforce credentials

- Web Address: Login.salesforce.com

- Login information = email address and password (set by you during activation)

2. Navigate to the left hand rail, and select “Log a Timecard — New Ul”. This will populate the
current week’s timecard

PSA Field Links

Log a Timecard - New Ul

\

- Note: If previous timecards have not been completed, it will prompt you to complete them

3. This will display your timecard entry screen as well as your projected schedule

Delste Lines  Add Lines [3 v | |Copy Selected Schedules  Copy From Previous Week  Save| |Submit
Timecards | = Required Informatien
Project / Assignment e LY ';;:m E#ﬂl Sum Notes Billable Status Recall Action
x Select ProjeciAssignment SN 000 (.00 000 000 [00 000 |0.00 o000
x Gl ProjecUAssignment G 0.00 000 000 [0.00 [000 000 |0.00 o000
x Select Project/Assignment Q9 000 0.00 ©0.00 0.00 0.00 0.00 0.00 0.00
x Select Project/Assignment Yo 000 000 Q.00 0.00 000 [0O0 |0.00 @0.00
Select Project/Assignment G 0.00 0.00 000 Q00 [0.00 ||0.00 |0.00 0.0
Total 0.00 0.00 000 000 0.00 0.00 0.00 0.00
Delete Lines  Add Lines [3 ¥ | |Copy Selected Schedules  Copy From Previous Week | Save| |Submit
€ Week Ending Date: |7131ﬂ2016 [7252016) ¥ = Holiday = Weekend
o Assignment Mon Tue Wed Thu  Fri Sat  Sun Mon  Tue Wed Thu  Fri  Ssat  Sun g
(7125)  (7/28) (7127) (7128) (7/29) (7i30) (Ti31) (81) (812) (813) (814) (815) (8/6) (87 —
v dB Se 8.00 800 800 800 800 0.00 0.00 8.00 8.00 800 8.00 800 000 000 80.00
Total: 8.00 NGO 500 000 0.0 8.00 800 800 800 800 000 000
Save
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— Your assigned projects and estimated schedule for the current and following week will appear
in the “schedules” section below your timecard.

4§ Week Ending Date: |7/31/2016  |[ 7i25/2016]

=) G Mon Tue Wed Thu  Fri | Sat  Sun Mon  Tue Wed Thu  Fri  Sat  Sun o
(T125) (7126) (702T) (7/28) (7/28) (7i30) (7i31) (8M)  (82)  (8/3) (814) (85}  (BI6)  (B)
#| COM - Business Voice Wholesale Product Management Support - SMB Ser 8.00 800 (800 |8.00 (800 (000 |0.00 800 |8.00 800 (800 |800 |0.00 |0.00 @ 80.00
Total: 8.00 UUNlgGG-=gW¥ 300 000 0.00 800 800 800 800 800 000 0.00
Save

4. To expedite entry, copy your schedule to your timecard by clicking on the “copy selected
schedule” button at the top of the page. This will fill in both your project and your scheduled
hours. You can also select “copy from previous week” if appropriate.

¢ Timecard Entry

& Week Ending Date |7.4'31-"2016 [7/25/2016] Showing timecards regardless of st Resource [Wilhelmina Bush-Kennedy @,

Delete Lines | | Add Lines [3 v Copy Selected Schedules | Copy From Previous Week | |Save| |Submit

Timecards
Project | Assignment :'%1321 E;.“zes] t‘g‘;;‘] (H‘z“s] E;Eig] (?SE::J (7512';} sum  Notes Billable status  Recall Action
x [COM - Business Voice Wholesale Product Management Support - SMB Servi & (7] 8.00 |800 800 (800 [800 |0.00 0.00 4000 & @ Unsaved
x Select Project/Assignment Q \_)W 0.00 |0.00 (000 [|0.00 0.00 | 0.00
x Select Project/Assignment QU 000 [000 (OO [000O [0O0O |[00OO |[00O0 o000
x Select Project/Assignment QU 000 [000 (.00 (000 [000 |[0O0O |[0.00 |0.00
Total 8.00 8.00 8.00 8.00 8.00 0.00 0.00  40.00

Delete Lines | | Add Lines [3 v Copy Selected Schedules | Copy From Previous Week | |Save| |Submit
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The Location at which the work was performed for your project will need to be added

5. To add the location or notes, hover over the project line and click “edit details”.

Timecards

Delete Lines |  Add Lines |3

Copy Selected Schedules  Copy From Previous Week | | Save

Submit

Project  Assignment (nggl J}ﬁ] :‘g‘;?] J‘g‘;] (5;'9] t?sn'g:ll t%‘;‘;} Sum  Notes Bilable  Status Recall Action

* COM - Business Voice Wholesale Product Management Support - SMB Servi 800 [8.00 (3800 |0.00 000 3600 K. ¥ Saved

K Select Project/Assignment Q 000 (000 (000 |{0.00 |[0.00 |0.00

x Select Project/Assignment LSKG ) D00 [000 (000 [O0 [000 ([po0 ([o00 000

K Select Project/Assignment Qe 000 (000 [0.00 |[000 (0.00 |[[0.00 |[0.00 |0.00

x Select Project/Assignment Qe 000 [0p00 OO [000O (000 |[0O0O |0.O0 0.00

* Select Project/Assignment Qe 000 [000 000 [0.00 (000 |[0.00 |[0.00 0.00

Total 8.00 4.00 8.00 8.00 8.00 0.00 0.00 36.00

Delete Lines| | Add Lines|[3 v Copy Selected Schedules| Copy From Previous Week| |Save|  Submit
- This will display an entry screen for locations by day. It will include all locations related to
H H H ' ’ H ” H
the project, including “Employee’s Home Office”. Enter the Location for each day that
H H o" V24
contain hours, and then click “Done
Timecards
Project / Assignment (%ggl :7;‘?&] (‘;\;331 :;’!12“5] (155‘91 (?Sg:” (;';q) Sum  Notes Billable Status Recall Action

x COM - Business Voice Wholesale Product Management Support - SMB Servi () 800 400 800 [800 [00 [000 000 3600 & ¥ Saved

Day Notes Location Weekly Notes

Sunday ,7v

Monday liv

1 P

Tuesday

Wednesday .Consullanl Home Office - - |

Thursday -

Friday -

Saturday ]
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For Employees, Non-Billable time is entered on separate rows from the list of “Global Projects”
which includes Non-Billable, PTO, Holiday, Training, Business Development, Company Events, etc.
The Location for any type of Non-Billable time should be “Employee’s Home Office.”

Contractors should enter any Non-Billable time on a separate row as “Non-Billable.”

1. Adjust in line hours for current project

Delete Lines|  Add Lines ’3_- Copy Selected Schedules | Copy From Previous Week | | Save| | Submit
Timecards
Project / Assignment :;"-gg] t\‘."\;gg] t;}glé] t;al,:-gig] t?sfgtﬂl USJ,':‘;';} sum  Notes Billable Status Recall Action
x COM - Business Voice Wholesale Product Management Support - SMB Servi (1) 800 [400 [800 BOO [s00 [0.00 000 300 & ¥ Saved
x Select Project/Assignment Q P% 0.00 000 [0.00 (000 0.00 |0.00
x Select Project/Assignment QO 0.00 000 (000 000 |0.00 (0.00 0.00 |0.00
x Select Project/Assignment Qe 0.00 (000 (000 000 |0.00 ([0.00 0.00 |0.00
x Select Project/Assignment Qe 0.00 (000 (000 000 [0.00 ([0.00 0.00 |0.00
x Select Project/Assignment Qe 0.00 (000 (000 |0.00 |0.00 ([0.00 0.00 |0.00
Total 8.00 400 800 B.00 8.00 0.00 0.00 36.00
Delete Lines | | Add Lines |[3 v | | Copy Selected Schedules | Copy From Previous Week | | Save| |Submit
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2. Search for related non-billable time by clicking on the magnifying glass and select the
appropriate option

Recent Project/Assignments Search results

My Assignments.
Name

COM - Business Voice Wholesale Product Management Support - SMB Services
Lead

Global Projects

Name Account

Business Development Sand Cherry Associates
Holiday Sand Cherry Associates
Non-Billable Sand Cherry Associates
PTO Sand Cherry Associates
Training Sand Cherry Associates

3. Add applicable hours by day, in line

Timecards
Project/ Assignment mgg] E;:'u?%] E\ggg] :;glé] :?ﬁgig] t.ﬁg:” t;}gq} Sum Notes Billable Status Recall Action

x COM - Business Voice Wholesale Product Management Support - SMB Servi (1] 800 (400 (800 (800 (800 000 000 3600 & o Unsaved

X Non-Billable Q@ 000 400 (000 (000 (000 (000 000 400 & Unsaved

x Select Project/Assignment Q b'-%ﬂ% 000 (000 (000 |[0.00 |000 |0.00

x Select Project/Assignment Q (1] 000 (000 (000 (000 (000 |[0.00 [/0.00 |o0.00

x Select Project/Assignment Q (1] 000 (000 (000 (000 (000 |[0.00 [/0.00 |o0.00

x Select Project/Assignment Q (1] 000 (000 (000 (000 (000 |[0.00 [/0.00 |0.00

Total 800 800 800 800 B.00 0.00 0.00 40.00

Delete Lines | | Add Lines F Copy Selected Schedules | |Copy From Previous Week | |Save | | Submit
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3. The total hours entered for a week must be a minimum of 40 hours, which is the sum of the hours from all
Timecard rows. If no additional adjustments need to be made, you can either:

: “Save” your timecard to work on at a later date
: “Submit” your timecard: Due weekly (by the following Monday)

- Employees: Deadline for month-end is by the 20th (pre-fill estimated hours for remainder of the
month)

- Contractors: Deadline is 2 business days prior to the schedule payment dates of 15t and the 30t each
month (pre-fill estimated hours for the remainder of the month). Contractors must also submit their
bi-monthly invoice for processing to invoices@sandcherryassociates.com .

. In order to capture all Salesforce hours for the month, a Timecard submitted for the last week of the
month may actually include some hours for the following month (ie. last day of the month falls on a
Wednesday, therefore Salesforce timecard for that week will actually include hours through Sunday).

£ Timecard Entry

4 Week Ending Date 73112016 [ 7/25/2016] @ Showing timecards regardless of status Resource [Wilhelmina Bush-Kennedy @,

Delete Lines AddLines |3 v Copy Selected Schedules Copy From Previous Week Save Submit

Timecards
Project / Assignment :ﬂ.gg] t;}g] :!f\:gg] (IBL;] E;gigl (?Sf;:” ”S;;:J Sum Notes Billable Status Recall Action
x [COM - Business Voice Wholesale Product Management Support - SMB Servi & (7] 800 800 800 (800 800 0.00 000 4000 £, & Unsaved
bd Select Project/Assignment CSKT) T 000 [0.00 000 ([0.00 |[0.00 |o0.00
x Select Project/Assignment Qo 0.00 000 (000 |(0.00 [0.00 ||0.00 0.00 |0.00
* Select Project/Assignment CST] 0.00 |0.00 |(0.00 |[0.00 [0.00 ||0.00 0.00 |0.00
Total 8.00 8.00 8.00 8.00 8.00 0.00 0.00  40.00

Delete Lines | | AddLines |3 w Copy Selected Schedules| | Copy From Previous Week Save Submit
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USA
Tel. 1.303.933.9494
Fax 1.303.948.7788

info@sandcherryassociates.com

EUROPE
Tel. +36.70.458.4858
Tel. (US direct) 1.303.933.9494 x715

europe@sandcherryassociates.com

WWW.SANDCHERRYASSOCIATES.COM
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