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Section 1: Logging into Online Time Collection (OTC)

1. Retain your user ID and password from the automatically generated email from Online Time
Collection at On Assignment.

Welcome to On Assignment's Online Time Collection (OTC) systerm. To ensure accurate and timely payroll
processing, all employees are required to report their hours worked through the OTC systern.

Your 0TS Login 1D and Password have been created,

Your Login 1D is: grmail@omail.corm
Your Password is: calabasasy? <

Click here to qo to OTC for detailed instructions on using the OTC systern, click on the Tutorial link on the
Lagin page.

Qwur payroll processing schedule is as follows:
= Friday 5 pm
* Monday 10 am
“Wednesday 10 am

Az reminder, all reported time must be approved by your supervisar. Al approvals received after the time
reporting deadlines listed above will be processed in the next scheduled payroll run.

[f wou have any questions please call Emplovee Services at (3000 995-7 378 hetween the hours of 5 am and
8 pim Pacific Time M-F.

Bestwishes onyaur new assignment.
Sincerely,

On Assignment Payrall Department

Thiz email was sent from an outgoing mailbox only. Please do not use automatic reply.

2. Login using your user ID and password provided in your e-mail and clicking on they hyperlink Click
here to go to OTC
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DR On Assignment Online Time Collection (OTC) System
| WWiebtorme b5 M Of AsEigimenl Oelne Time Colléction (OTC) Syatem? \We Mé excbed 1o piovide ouf OTC safice shd
B ra “WMIH&W“ find it an effden! and commrsent way lor consulants 1o repat and okenls 13 redew and approve
| e hours worked.
To begin, please lagin 1o OTC by ensanng youl UEer D and Passeaid. and clicking “Sign "
_Sgnn |
I yoid Riawd ANy QUadSans, phease contiol us 31 one of he TMIMHM’ Purribeds
Emplayae Sandces o (BO0) 9057378
Client Seraces af (B00) 275-1030
Estou User ID of Pagawerd
Tuptial e Congafiants
Tuttoriad for CRgaly

3. You will be launched directly to the Please set up a password retrieval Question and Answer page.

Thursday, March 31, 2011 11:20 AM PST. Welcome Lisa Osthues

Please set up a password retrieval Question and Answer

If you forget your password, you can have a new password emailed o you
Enter a question and your response below. These will be used to authenticate you

Quastion: ] ﬂ
Select from the list of quastions.

Response: |

[ Save

4. Here you can select your password help question from the drop down list. Next, enter your response
to your password security question in the Response section.




Thursday, March 31, 2011 11220 AM PST. Welcome Lisa Osthues

Menu

Please set up a password retrieval Question and Answer

It you forget your password, you can have a néw password emalled to you.
Enter a question and your response below, These will be used to authenticate you,

Question: | Whatis the first name of your oldest child? -]
Seled from the list of questions.

Response: |Amelia

& Save

5. Onceyou are done click on the button.
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Section 2: How to Change My Profile

1. You can update your profile settings from the Menu section on the left corner menu bar by clicking
Change Email Address, Password.

Monday, August 28, 2011 12:583 PM P3T.
Personalize Content | Layout

[* Reporing Tools
~ Enter Time
= Time Entry History

= Change Email Address, <
Passwaord

2. Your email address will display.

3. To change your password click Change Password.

Sign out

A

Monday, August 29, 2011 12:51 FM PST. Welcome Kisa Mccormick Hol

[ Reporting Tools

~ Enter Time My Profile

- Time Entry History

= Change Email Address, . - -
E-mail Address: kisamack@hotmail.com

Password

Change password

Change or set up forgotten passwaord help

&) save |

4. Enter your Current Password, the New Password and Confirm the New Password. Click OK.

Monday, August 20, 2011 12:57 PM PST. Welcome Kisa Mccormick

[ Reporting Tools Change password
~ Enter Time ||

= Time Entry History Current Password:

Mew Passwoaord: |

Confirm Password: |

oK Cancel |
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5. To change or set up a forgotten password, click Change or set up forgotten password help.

Monday, August 29, 2011 1:00 PM PST. Welcome Kisa Mccormick e

[ Reporting Tools
~ Enter Time My Profile

= Time Entry History

E-mail Address: kisamack@hotmail.com

Change password

Chanage or set up forgotten password help

ES-avel

6. Select from the following three security questions:
a. What city were you born in?
b. What is the name of your oldest child?
c. What was the make of your first car?

7. Enter the correct response and click OK. An email will be sent to your account to with your
password within the text.

KMonday, August 29, 2011 1:00 PMPST. Welcome Kisa Mccormick Home qn ou
Menu
[> Reporting Tools Change or set up forgotten password help
= Enter Time
= Time Eniry Histo If you forget your password, you can have a new password emailed to you,
= Change Emall Address Enter a question and your response below. These will be used 1o authenticale you.
FPassword
e Question: | Whal city were you bom in? ;]
Salact fram the list of queshons.
Response: |

ok | cancel |




Section 3: How to Access Your Timesheet
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1. If you have one pending timesheet you will be directly launched to that respective timesheet page.

Note: Your timesheet status will reflect as New.

Thursday, Wasch 31,2011 11:48 A PST wekcome Lisa Ostnoes R D N7 S
- Enar Teng
= Time Enire Missory
- Chancs Email Addiess, Lisa Osthues Times Erdry instiuctions
Eaazmnird Client Catalert Pharma Solutions
Tie Asged Soenls (| Soenksl B Approval lemod snual
Pering 04042011 - 040011 [ [B] Timeshest Sats.  New
[ than Tue Wed Thu [ sa1 un Tirma Enlry Formats.
Tiri 0404 D405 DLOE 0407  B40E 0408 0440 Towal By feauaied To_|
n B [ e A |
| [ [ [ | | | =N bt
Woaiout | [ | | | | | S 00 Pl |
Mestin | | [ | | | | o -
1530 FM [ T
Out | [ [ I I | ] ARor eninnng Bma, jou may |
- Vefach: thep eplreEh 00BN on e
Totals & 000 000 0o 0o oo 0o 000 aon T R m——
P no meeal Smes e endered. 3 30 meuts masl Bresk e alfy chad Asty taon A Bt maind be

nwiad in e Tams shawl Mots v’ sscton belaw
® Tove aibeiad o4 Fousded I B Aedfasl Grabited el

2. If you have more than one assignment with a pending timesheet you will be directed to the Available
Timesheets page. You will notice the Job Title, Pay Period End Date and Client Name are listed on
each timesheet. Select the timesheet that you want to fill out by clicking on the blue hyperlink of the

Job Title.
Thursday, March 31, 2011 1143 AM PST weicoms Usa ostrwes [N T

Available Timesheets

Tige Period End  Timeshoot Status  Client Assignment 1D 51201 Date
Assoc Sclenlisti Scienssl B DAMOEOTT  Hew Catalant Pharma Soluions QAZANTH  A2ON2010
Asgor Soentisti Sciensst § Mlﬁi—“—iﬂi‘“ Pharma Schuions DAZANTS  TROVZO0
Phasefio Probeén Puriicalion DFTZONT Hew PhaseBic Pharmaceuticals, Inc  OAZS02785 03212011
PhaseBig Probein Puriication DAMAZ0NT  Hew PhaseBio Pharmaceuticals. Inc ~ DAZS02785 032172011
PhaseBio Probein Pyrificalion DEMOZONT  New FhaseBic Pharmaceuticals, inc  DA2502785 03212011
PhaseBig Probein Puriicalion DAMTROYT  Hew PhaseBio Pharmaceuticals, Inc  DA2502785 03212011
Lab Tachnifian ummg Lab OASAOTOE  OL2XA011
Lab Techaician DAMAZ0NT  Hew Phillacelphia Lab DAZSOZTEE  OLEZEON
Lab Techaician DAMOZOET  Hew Philacelphia Lab OAZEOZTEE 01222011
Lab Technician BAMTROT1  Mew Philacelphia Lab OAZEOZTEE 022011
Flease select the desired tmeshest by cicking on Me apprcoriale link above,

3. You will then be brought to that particular Pending Time Entry Page.

4. Click on the |I| to move between pending timesheets.
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Thursday. March 31, 2011 11:48 Al PST. Walcome Lisa I

Maowe between more
than 1 timesheet

Lisa Osth Times Endry Ingtructions
- Tim# Eniry Highory
|- Changs Email s3drags, Client Catalend Fhama Solutions
Easswid Titie: Ass0c. Scenkst! Scienfst B Approval Method:  Manual
Pariod 04042011 - pararzo11 (11 [¥) Timeshesl Stahss:  New
[ Mon Tue Wed Tha Fri Sat Sun [ Time Eniry Feamais
Tirme 0404 0405 0406 0407 408 0408 0440 Total [Enary Equated To
n @ [ &G0 A
| ! I ! I ! | [E15 TEA5 A
Meal Ot | | | | | | | [6F [ 0500 PM
uealin | | [ | [ | [ [730 [_os30Fm
[E30FM 0530 Pl
Cut | | I | I | I :iﬂc‘-l enbgnng ime. you may
|click: e refresh icon on the
Towls % 000 000 0.00 000 000 000 0.00 o0 S e o ey updated

[Totals

® I eex el s are eniered, 3 20 minule seal Dreak s stomatioally Ssducied. Ay excepion io Pl must ke
noted in the Timesheet liotes” section Below
= Time entered it rownded 1o B NeaMesL oubier Rour

I Mo Time To Report
My Assignmentis. & Confinuingnedweek ¢ Completed and | have adised my recruiter
Save | Done. Subemt & Fax |

A & Hiote
& fimeshestotos |

Afer completing the Sme antry, please prind $ign, gel dient signabang, and then tax for further processing
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Section 4: Entering Hours

1. From the timesheet page, type in the start and end time to the nearest quarter hour, in their
respective fields.

a. The system will automatically assume AM time if you do not specify PM.

John Elway Time Entry Instructions
Client: ABC Labs
Title: Lab Technician Approval Method: Electronic
Period: 08192011 - 08212011 ¢ |I| Timesheet Status:  New
Mon Tue Wed Thu Fri Sat Sun [ Time Entry Formats
Time 08115 08116 0817 0818 0819 08120 08i21  Total [Ertry: [Equated To:
In | sooam | | | | | [ E [ 0B:00 AN
Weal Out 0P ERE [ 0815 AM
Hearu [1200Pu’ | I I I I I 5P [ 05:00PH
Meal In [1z:30Pm | | | | | | [17:30 [ 0530PH
out [Eoor | | | | | | [E30FM [ 0E30PW
: ! After entering time, you may
; = - = - - - - click the refresh icon on the
shift [1st =l frst =f [1st =] Jast =] 1st =] [1st =] Jost = totals line o view Updated
totals.

Totals 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

# Time entered is rounded to the nearest quarter hour,
® Per Diemis) will be precessed automaticallv.

[ Mo Time To Report

My Assignmentis: & Continuing next week " Completed and | have advised my recruiter
Save (not ready to submit) Save & Submit For Approval
Add A MNote

Timesheet Notes

An email will be =ent te following individual(s) for electrenic approval subsequent to the submittal of this timeshest.
Approver Email Address
Tim Tebow gabrielle thurlow@onassignment.com

Note: Time can be entered in several different formats. Below are examples of acceptable formats and
how they will be equated by the system.

Entry: Equated To:
8 8:00AM
8:15 8:15AM
5 5:00AM
5P 5:00PM
17 5:00PM
17:30 5:30PM

5:30 PM 5:30PM

Note: If your start date falls in the middle of a work week, the system will not allow you to enter hours
prior to the start date of your assignment.
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™
2. Once your hours are entered you can display your calculated totals by clicking on the # (Refresh)
button next to Totals. Your daily and weekly hourly totals will update.

John Elway Time Entry Instructions
Client ABC Labs
Title: Lab Technician Approval Method: Electronic
Period: 08152011 - 082172011 [<] 3] Timesheet Status:  New
Mon Tue Wed Thu Fri Sat Sun | Time Entry Formats
Time 08/15 0816 0817 0818 08119 08120 0821  Total [Entry: [Equated To:
In | so0am | | | | | | E [ 0800 AN
_ [B:15 [ 0315 AN
Meal Out {12000 | | | | | | 5 o500 PM
Meal In [1z30Pm | | | | | | [17:30 [ 0530PN
out El| | | | | | [5:30 PI [ 0530P0
. - After entering time, you may
shit l1st =l Jtst =) Jrst =] Jast =] Just =) J1st =] fist =) fosls line 0 ew updsted
totals.

I
Wotals o 2.50 0.00 0.00 0.00 0.00 0.00 0.00 £.50

# Time entered is rounded to the nearest quarter hour.
#® Per Diemis) will be processed automatically.

[ No Time To Report

My Assignmentis: % Continuing next week " Completed and | have advised my recruiter
Save (not ready to submit) Save & Submit For Approval
Add A Note

Timesheet Notes

An email will be sent to following individualis) for electronic approval subsequent to the submittal of this timeshest.
Approver Email Address
Tim Tebow gabrielle thurlowi@onassignment.com

Note: If you work more than 6 hours in a day you are required to take a meal break. You can enter time
taken for a meal break in the “Meal Out” and “Meal In” fields.

Note: Time entered is rounded to the nearest quarter hour.

3. Be sure, when working a multi-shift schedule to select the appropriate shift for the days worked.

Mon Tue Wed Thu Fri Sat sun
Time 08115 08/16 0817 0818 0819 08120 08/21  Total
In | 800AM | 2:00AM | S:00AM | S:00AM | S:00AM | |
Meal Out [1zz00PM  [1Z00PM | [1z:00PM  [12:00PM | |
Meal In [1z30PM  [12230PM | [12:30PM [12:30PM | |
out | s:00Pm | s:00PM | 4:30PM | S:00PM | S:00PM | |
shit =P [1st | [1st | [1st =] [1st =] [1st =] [1st =] [1st =]
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4. Each day you can enter in your time without submitting for approval by clicking on the
Save (not ready to submit)

button.
John Elway Time Entry Instructions
Client: ABC Labs
Title: Lab Technician Approval Method: Electronic
Period: 08/15/2011 - 0&/21/2011  [<][¥] Timesheet Status:  New
Mon Tue Wed Thu Fri Sat Sun [ Time Entry Formats
Time 0815 0816 0817 0818 0819 08120 08/21  Total [Entry: [Equated Ta:
In [ez0am [ ez0am [ e30aw [ s30am [ s30an | I 8 [ 08:00 AN
_ _ _ _ (18 [ 0815 AN
Meal Out [12z00Pm  [1200PM | [1200PM  [12:00PM | | G 0500 P
Meal In [1230Pm  [12:30PM | [1230PM  [12:30PM | | [17:30 [ 0530PM
|5:3[] P | 05:30 PM
out | s00Pm | s00PM | 4:30PM | S:00PM | S:00PM | et
After entering time, you may
; - - - click the refresh icon on the
Shift f1st =) [4ast = [1st x| [1st =] [1st | |1st =] [1st =] ftale e 1o v updated
totals.
Totals 7, 8.00 8.00 8.00 8.00 8.00 0.00 0.00 40.00
# Time entered is rounded to the nearest quarter hour.
# Per Diemis) will be orocessed automatically.
I No Time To Report
My Assignmentis: (¢ Continuing next week " Completed and | have advised my recruiter
Save (not ready to submit) | 4 Save & Submit For Approval |

5. Your page will refresh and your status will change to Saved.

John Elway Time Entry Instructions
Client: ABC Labs
Title: Lab Technician Approval Method: Electronic
Period: 08152011 - 0812172011 [<] [b] Timesheet Status:  Saved < ———————
Mon Tue Wed Thu Fri Sat Sun
Time 0815 08116 osny 0818 08119 08i20 0821 Total
In | 830AM | 2:30AM | &30AM | Z:30AM | 330AM | |
Meal Out [12:00PM  [12:00PM | [12:00PM  [12:00PM | |
Meal In [12:30PM  [1230PM | [12:30PM  [12:30PM | |
Out | 5:00PM | 500PM | 4:30PM | 5:00PM | 5:00PM | |
Shift [1st =) [1st = [1st x| [1st =] [1st x| |1st x| [1st ]
Totals 8.00 8.00 8.00 8.00 8.00 0.00 0.00 40.00
# Time entered is rounded to the nearest quarter hour.
# Per Diem!s) will be processed automaticallv.
[ Mo Time Te Report
My Assignment is: ' Continuing next week ¢ Completed and | have advised my recruiter
| Save (not ready to submit) | Save & Submit For Approval
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Section 5: Leaving a Comment/Note on your Timesheet
You can use the notes section of the timesheet to explain any special details on your timesheet.

1. From the Time Entry page, click on the Add A Note blue hyperlink under the
Save (not ready to submit) I

button.

John Elway Tirne Entry Instructions
Client: ABC Labs
Title: Lab Technician Approval Method: Electronic
Period: 08M15/2011 - 08/21/2011  [<][¥] Timesheet Status:  Saved

Mon Tue Wed Thu Fri sat sun
Time 08115 08/16 0817 08118 0819 08/20 0821 Total
In | 830AM | 8:30AM | 8:30AM | 8:30AM | 3:30AM | |
Meal Out [1zz00PM  [12:00PM | [1z00Pm  [12:00PM | |
Meal In [1230PM [12:30PM | [12:30Pm [12:30PM | |
Out | 5:00pM | 5:00PM | 430PM | 5:00PM | 5:00PM | |
Shift f1st =) [1st =] J1st =] J1st =] [1st =] [1st x| [1st =]
Totals 7, 8.00 5.00 8.00 5.00 5.00 0.00 0.00 40.00

# Time entered is rounded to the nearest quarter hour.
# Per Diemis) will be orocessed automaticallv.

™ Mo Time To Report

My Assignmentis: & Continuing next week " Completed and | have advised my recruiter

| Save (not ready to submit) I Save & Submit For Approval

Add ANote @

An email wil be =ent to folowing individual(z) for electronic approval subsequent to the submittal of thiz timesheet.
Approver Email Address
Tim Tebow gabrielle.thurlow@onassignment.com
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2. Typeyour note in the message dialogue box that appears.

My Assignmentis: & Continuing next week " Completed and | have advised my recruiter

Save (not ready to submit) Save & Submit For Approval

Add A Mote

Added: By:
| had to leave early for a dentist appointment. ;I

-

K1l

An email will be zent to following individual(z) for electronic approval subsequent to the submittal of thiz timezheet.
Email Address

Approver
gabrielle thurlow@onassignment.com

Tim Tebow

3. If you are not submitting your timesheet at this time you can save the notes by clicking on the

Save (not ready to submit) lb t
utton.

4. If you are ready to submit your timesheet after entering your notes click the

Save & Submit For Approval button.

5. To view notes at the timesheet page, simply click on the + next to Timesheet notes to expand all
notes

My Assignmentis: & Continuing next week " Completed and | have advised my recruiter

Save & Submit For Approval

Save (notready to sugarlit) |

Add A MNote

Timesheet Notes

An email will ke sent to fellowing individual(s) for electronic approval subsequent to the submittal of this timesheet.
Email Address
gabrielle thurlow@onassignment.com

Approver
Tim Tebow
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Add A Mote

Added: 08/29M11 4:09FM By: John Elway

| had to leave early for a dentist appointment. ;l

An email will be 2ent to following individual(s) for electronic approval subsequent to the submittal of this timeshest.
Approver Email Address
Tim Tebhow gabrielle.thurlow@onassignment.com
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Section 6: Submit Your Timesheet for Approval

1. Check your Timesheet to verify whether the Approval Method is Electronic or Manual. If your
Timesheet Approval Method is Electronic follow the instructions in Section 6a.

John Elway Time Entry Instructions
Client ABC Labs

Title: Lah Technician Approval Method; Electronic —<Cmmm———
Period: 08/15/2011 - 082172011 [<] ] Timesheet Status:  Saved

Mon Tue Wed Thu Fri Sat Sun

Time 08115 0816 0817 0818 08119 08120 0821  Total
In | 830AM | 2:30AM | 2:30AM | 8:30AM | Z:30AM | |

Meal Out [12:00PM [12200PM | [12z00Pm  [12200PM | |

Meal In [1230PM  [1230PM | [1z30PM  [1230PM | |

out | 5:00PM | 5:00PM | 4:30PM | 5:00PM | 5:00PM | |

Shift f1st =) [1st =| |1st | f1st =| [1st =| [1st [ [1st =]
Totals 7, 8.00 2.00 2.00 8.00 8.00 0.00 0.00 40.00
# Time entered is rounded to the nearest quarter hour.

& Per Diemis) will be processed automaticallv.

™ No Time Te Report
My Assignmentis: % Continuing next week " Completed and | have advised my recruiter
Save (not ready to submit) Save & Submit For Approval

2. If your Timesheet Approval Method is Manual, follow the instructions in Section 6b.
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Kisa Mccormick Time Entry Instructions
Client: ChemProtect
Title: LABORATORY TECHMICIAN Approval Method: Manual - ——
Period: 08152011 - 08212011 : |I| Timesheet Status:  MNew
Maon Tue Wed Thu Fri Sat Sun
Time 0815 08M6 oany oame 08M9 0820 0821 Total
In | | | | | | |
Meal Out | | | | | | |
Weal In | | | | | | |
out | | | | | | |
Totals 7 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

# Time entered is reunded to the nearest quarter hour.

™ Mo Time To Report

My Assignment is: {* Continuing next week {" Completed and | have advised my recruiter

Save Done. Submit & Fax.

Add A Note

Timesheet Notes

After completing the time entry, please print, sign, get client signature, and then fax for further processing.
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Section 6a: Submit Your Timesheet for Approval — Electronically

1. Verify the timesheet reflects the correct dates and times before submitting your timesheet for
approval.

2. If your assignment will continue next week, please indicate by selecting the radio dial “Continuing

Next Week”. If your assignment is ending, please select the radio dial labeled “Completed and |
have advised my recruiter”.

l ™ Mo Time To Report l

My Assignmentis: & Continuing nest week " Completed and | have advised my recruiter
Save (not ready to submit) | Save & Submit For Approval
. . Save & Submit For roval

3. From the Time Entry page, click the bop button.

John Elway Tirmne Entry Instructions
Client: ABC Labs

Title: Lab Technician Approval Methaod: Electronic
Feriod: 08M512011 - 08212011 - |I| Timesheet Status:  Saved

Mon Tue Wed Thu Fri Sat Sun

Time 0815 0816 o817 naMe 0819 0820 0821 Total
In | 830AM | 8:30AM | 8:30AM | 8:30AM | 8:30AM | |

Meal Out [1z00Pm  [12200Pm | [12:00Pm  [12:00Pm | |

Meal In [1230PM [1230PM | [12:30PM  [12:30PM | |

Out | 5:00PM | 5:00PM | 4:30PM | 5:00PM | 5:00PM | |

Shift f1st =) [1st =] J1st =] |1st =] [1st =] [1st =] [1st =]
Totals 8.00 8.00 8.00 8.00 8.00 0.00 0.00 40.00
# Time entered is rounded to the nearest quarter hour.

# Per Diemis] will be processed automaticallv.

™ Mo Time To Report
My Assignmentis: ¥ Continuing next week {" Completed and | have advised my recruiter
Save (not ready to submit) Save & Submit For Approval |<
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3. If you are submitting hours for a previous pay period, you will receive a pop up indicating you are
submitting hours past the time sheet pay period cut off. Simply click OK. If you are submitting
hours for the current pay period you will not receive a pop up message.

4. Verify and certify your hours by clicking on the Yes button.

Submittal Confirmaton:

| hereby cerify that the hours | have entered inta this system represent hours actually worked by me. | further certify that:

1) 1 have read and understand the contract entered into by me and Lab Support, a division of On Assignment.
2)The hours worked by me were performed in accordance with said contract.

Flease note that once a timesheet is submitted, it will no longer be available for editing.

\.mj you want to submit the tlimesheet?

Yes o]

5. You will then receive a pop up confirming your timesheet has been submitted for approval and an
email has been sent to your manager for approval. Click OK.

Message from webpage ﬂ
": Timesheet has been submitted.
An email has been sent to the designated managet requesting electronic approval. Please prink a copy For wour own records,

0% |

6. You are then brought to your submitted timesheet view.
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Branch: 1006
Consultant: John Elway Consultant ID: 1107762
Client ABC Labs Assignment ID: 2553991 /
Pay Period: 08152011 - 08212011 [¥] Timesheet Status: Submitted
Mon Tue Wed Thu Fri Sat Sun

Time 08n1s 0816 ogM7 0ens 0819 08/20 0az21 Total
In S30AM|  8:30AM 8:30AM S:30AM | 3:30AM

Meal Out 12:00FPM| 12:00PW 1Z00FM| 12:00FPM

Meal In 12230PM|  12:30PM 12230PM| 12:30PM

Out S00PM|  S00PM | 430PM|  S00PM|  S:00PM

Shift 1st 1st 1st 1st 1st 1st 1st

Totals 2.00 2.00 8.00 8.00 8.00 0.00 0.00 40.00

My assignment is continuing next week.

Consultant Signature: Elsctronic certification given by John Elway on 2292011,

WWWMPMthWMWhdemM raflectng Consulant's own record of eech day's

Client Representative Mame: Timesheat has bean roufed fo the designated approver
Client Representative Signature: Timesheet is pending elecironic approval.

Chent Represendadne signaiure ceriidies thal the Chand Representalive i3 suthored by the cliend o approcve this Consultand Teshesl. In addition, the
mﬁr foire carmiies that the Chent ﬂ,mmlmhu ndived his meaheil [he himé shésl has been propedy and sccuridtly complefed, and the
ani has worked the howrs reported

Timesheet Noles

Added: 0872911 4:09PWN By. John Elway
I had to leave early for 3 dentizt appointment ﬂ

Email As Attachment |

Print -

Note: your Timesheet Status has changed to Submitted.

7. Hereyou are also given the option to Print your timesheet.

8. You will then receive an e-mail confirmation notifying you that your timesheet has been submitted
for approval.
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Dear Tim Tebow,
This is to notify vou that vou have the following timecard(s) waiting for approval:
+ John Elway at ABC Labs for week ending 8/21/2011

Click here to login to OTC. For detailed instructions on using the OTC system, click on the Tutorial link on
the login page.

As a reminder, our payroll processing schedule is as follows:
* Friday 5 pm
* Monday 10 am
« Wednesday 10 am

All approvals recetved after the time reporting deadlines listed above will be processed in the next scheduled
payroll mmn.

If vou have anv questions, please call Client Services at (800) 275-1939 between the howrs of 5 am and 5
pm Pacific Time M-F, and a Customer Service Specialist will be happy to assist vou.

Sincerely,

On Assignment Payroll Department

otc@mylabsupport com is an outgoing mailbox only. Please do not use automatic reply.

9. You will receive an e-mail confirmation when your timesheet has been approved.

This is to notify vou that vour timecard for week ending 8/21/2011 has been approved by Jennifer Jacbos at
Abc Labs.

As a reminder, our payroll processing schedule is as follows:
* Friday 5 pm
* Monday 10 am
* Wednesday 10 am

All approvals recefved after the time reporting deadlines listed above will be processed in the next scheduled
payroll run.

If vou have any questions please call Emplovee Services at (800) 995-7378 between the hours of 5 am and
5 pm Pacific Time M-F.

Click here to Login to OTC
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Section 6b: Submit Your Timesheet for Approval — Manually

1. If the Approval Status on your timesheet indicates Manual, you will be required to submit your hours
online as well as fax the client signed timesheet to the Payroll Department. This is also indicated by
a note at the bottom of your timesheet stating After completing the time entry, you must fax a
signed copy for further processing.

Kisa Mccormick Time Entry Instructions
Client: ChemProtect
Title: LABORATORY TECHMICIAN Approval Method: Manual C—
Period: 081512011 - 081212011 [<] [¥] Timesheet Status:  New
Mon Tue Wed Thu Fri Sat Sun [ Time Entry Formats
Time 08115 0816 0817 o0ane 0819 08120 08/21  Total [Entry: [Equated To:
In | | | | | | | B [ os00AN
el Out ERE IEERE
gallu I I I I I | I 5P [ osooPm
Weal In | | | | | | | [17:30 [ 0530PM
[E30PM [ 0530PM
Out
I I I I I I I After entering time, you may
click the refresh icon on the
totals line to view updated
Totals L 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 totals. .

# Time entered is rounded to the nearest quarter hour.

[ Mo Time To Report

My Assignmentis: % Continuing next week " Completed and | have advised my recruiter

Save Done. Submit & Fax.

Add A MNote

After completing the time entry, please print, sign, get client signature, and then fax for further processing.
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2. From the timesheet page, type in the start and end time to the nearest quarter hour, in their
respective fields.

a. The system will automatically assume AM time if you do not specify PM.

Kisa Mccormick Time Entry Instructions
Client: ChemProtect
Title: LABORATORY TECHMICIAN Approval Method: Manual
\ Period: 08152011 - 082112011 [1][¥] Timesheet Status:  MNew
Mon Tue Wed Thu Fri Sat Sun | Time Entry Formats
Time 0815 08116 o087 0818 08119 08120 0821 Total [Entry: [Equated To:
In [eo0am | | | | | | B | 0800 AN
Weal Out YT ERE [ 0E15 AN
vealu [1200Pm | I I I I I 5P [ o0s00PH
Weal In [1zaoPm | | | | | | [17:20 [ 05:30PN
out ==l | | | | | [E30FM [ 0530PM
L A
! After entering time, you may
tclitc:lf thl_e retfregh iCDndDT NJB
o1als [Ine 10 view updale
Totals 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 totals. .

# Time entered is rounded to the nearest quarter hour.

™ Mo Time To Report

My Assignmentis:  {* Continuing next week " Completed and | have advised my recruiter

Save Done. Submit & Fax.

Add A MNote

After completing the time entry, please print, sign, get client signature, and then fax for further processing.

Note: Time can be entered in several different formats. Below are examples of acceptable formats and
how they will be equated by the system.

Entry: Equated To:

8 8:00AM
8:15 8:15AM
5 5:00AM
5P 5:00PM
17 5:00PM
17:30 5:30PM

5:30 PM 5:30PM

Note: If your start date falls in the middle of a work week, the system will not allow you to enter hours
prior to the start date of your assignment.
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™
3. Once your hours are entered you can display your calculated totals by clicking on the # (Refresh)
button next to Totals. Your daily and weekly hourly totals will update.

Kisa Mccormick Time Entry Instructions
Client: ChemProtect
Title: LABORATORY TECHMICIAN Approval Method: Manual
Period: 08M5/2011 - 08212011 . m Timesheet Status:  MNew
Mon Tue Wed Thu Fri Sat Sun | Time Entry Formats
Time 0815 0816 LE 0818 0819 08120 08121 Total |Entrf: |Equated To:
In | so0am | | | | [ I 2 [ 03:00AM
Heal Out T2 00e [8:15 | 08:15 AM
eal i 12 I I I I I I 5P [ 05.00PM
Meal In [12:30PM] | | | | | | [17:30 [ 05:30PM
out | =o0Pn | | | | | | |5:3|J FM | 05:30 PM
u :
After entering time, you may
click the refresh icon on the
totals line to view updated
ey Totals 7L 8.50 0.00 0.00 0.00 0.00 0.00 0.00 8.50 totals.

* Time entered is rounded to the nearest quarter hour.

[ No Time To Report

My Assignmentis: ¢ Continuing next week " Completed and | have advised my recruiter

Save Done. Submit & Fax.

Add A Mote

Timesheet Notes

After completing the time entry, please print, sign, get client signature, and then fax for further processing.

Note: If you work more than 6 hours in a day you are required to take a meal break. You can enter time
taken for a meal break in the “Meal Out” and “Meal In” fields.

Note: Time entered is rounded to the nearest quarter hour.

4. Each day you can enter in your time without submitting for approval by clicking on the

Save

button.
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Kisa Meccormick Time Entry Instructions

Client: ChemProtect

Title: LABORATORY TECHMICIAN Approval Method: Manual

Period: 08152011 - 082172011 [1][¥] Timesheet Status:  New

Mon Tue Wed Thu Fri Sat Sun [ Time Entry Formats
Time 0815 0816 osn7 osmne 0819 08/20 08/21  Total [Entry: [Equated To:
In | B:30am | 830aM | s:30AM | s:30AM | 8:30am | | E [ 0800 AW
_ - _ _ _ ERE [ oesAm

Weal Out [1zo0Pm  [12:00PM [1200PM  [1200PM  [1200PM | | R 0500 Pl

Weal In [1z30Pm  [12:30PM [1230PM [12:30PM [1230PM | | [17:30 [ o530PM
[E30PM [ 0530PM

out | sooPm | 5:00PM | 5:00PM | 500PM | S:00PM | —
After entering time, you may
click the refresh icon on the
totals line to view updated

Totals L .00 2.00 8.00 2.00 8.00 0.00 0.00 40.00 totals. b

# Time entered is rounded to the nearest quarter hour.

I Mo Time To Report
My Assignmentis: @ Continuing next week " Completed and | have advised my recruiter
Save | h Done. Submit & Fax.

Your page will refresh and your status will change to Saved.

Kisa Mccormick Time Entry Instructions
Client: ChernProtect
Title: LABORATORY TECHNICIAN Approval Method:  Manual
Period: 08M15/2011 - 081212011 [ [»] Timesheet Status:  Saved ———
Mon Tue Wed Thu Fri Sat Sun
Time 0815 08116 0817 08118 08119 0820 0821 Total
In | 8:30AM | 8:30AM | 8:30AM | 8:30AM | 8:30AM | |
Meal Out [1z00PM  [12:00PM  [12:00PM [12:00PM [12:00PM | |
Meal In [1230PM  [1230PM  [12:30PM  [12:30PM  [12:30PM | |
Out | 5:00PM | 5:00PM | 5:00PM | 5:00PM | 5:00PM | |
Totals 7 8.00 8.00 8.00 8.00 8.00 0.00 0.00 40.00
#* Time entered is rounded to the nearest quarter hour.
™ Mo Time To Report

My Assignmentis: & Continuing nest week ¢ Completed and | have advised my recruiter

Save | Done. Submit & Fax.
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5. Please verify the timesheet reflects the correct dates and times before submitting your timesheet for

. Done. Submit & Fax
approval. Once your hours are entered, click the button.

6. Verify and certify your hours by clicking on the Yes button.

Submittal Confirmaton:
| hereby certify that the hours | have entered into this system represent hours actually worked by me. | futher certify that:

1) | have read and understand the contract entered into by me and Lab Suppor, a division of On Assignment.
2) The hours worked by me were performed in accordance with said contract.

Please note that once atimesheet is submitted, it will no longer be available for editing.

Do you want to submit the timesheet?
Yes | Mo

7. You will then receive a pop up your timesheet has been saved and to print a copy of the timesheet
for manager signature and approval. Click OK.

Message from webpage ﬂ

': Your timesheet has been saved. Please print a copy For Further processing.

after printing the timesheet, please get approving managet's signature, and then Fax it to the number indicated on the timesheet,

QK |
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8. You will be brought to your submitted timesheet view. Follow the instructions in the Print a Copy of
Your Time Sheet instructions. Sign and Fax your timesheet to the number listed on your timesheet.

Branch: 1003
Consultant: Kiza Mccormmnick Consultant ID: 1087260
Client: ChemProtect Assignment 1D: 2553877
Pay Period: 08M5/2011 - 082172011 [« [} Timesheet Status: Submitted
Mon Tue Wed Thu Fri Sat Sun
Time 0815 08/16 0817 0818 0819 0820 08721 Taotal
In §:30AM 8:30AM 8.30AM §:30AM 8:30AM
Meal Out 12200PM| 12:00PM | 1Z00PM| 12:00PM| 12:00FPM
Meal In 12230PM| 12230PM | 1Z230PM| 12:30PM| 12:30FM
Ot S5:00PM 5:00PHM 5:00PK S:00PM 5:.00PM
Totals 8.00 8.00 8.00 £8.00 8.00 0.00 0.00 40.00
My assignment is continuing next week.
Consultant Signature: Ekectrovue cermdfication given by Hiza Mecammsk on 8282011
Consultant’ iy f of Conguk f
:rmﬁ.:%mm"urmlrulmwmm all howrs worked, refleching anl"s own recond of each day’s
Clignt Representative Name:
Client Representative Signature:
Chan! REpre2enisine ture cartilied Ghat the Chend Repressndsin i3 sihonsed by the chent o approve thi Consultan! Tmeshesd. In scddbon the
mﬂg sﬂ%ﬁm“ﬂmhanmmﬂﬁmm. the tmé shes! has been propery and sccuraiely completed and the
[ it warked 3 MEROTed

Fax To: 800-446-6534. Please call 800-995-7 378 if you have any difficulty faxing this form.
The original form and confirmation showld be kept by the consultant for hisfher own records.

Timesheet Notes

Added: By:

Email As Attachment |

_Pnt_|
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Section 7: Adjusting Your Hours

You are able to change hours you have entered as long as you have not submitted the timesheet for
approval. If you need to adjust your time after your hours have already been submitted and approved please
call Employee Services at (800) 995-7378 for assistance.

1. If you have Saved (Not Ready to Submit) your timesheet, you can choose this timecard from the
Available Timesheets page.

Uonday, August 29, 2011 §.30 PMPST waicome yorn £y [ S T B
Available Timeshests
Timet Period End Timeshee! Stabes  Chend Assignment I0 Start Date
Lab Tachnician 0E2an011  Saved ABC Laks 2883901 R012011
Lab Technican (ROLT011  Haw ABIC Labs 2553981 a01R011
L Toohiiagn AN12011 Hew ABC Labs 2553001 Lt L [ R
Lah Tachnician AMARO1T  hew ABC Laks 2883001 RDI2011

Please sebed Bie dedingd imashe by dching on Te appeopriabs link sbove.

2. If you have Saved (not ready to submit) your timesheet and wish to change your times you can do
so from the Time Entry page.

Note: Your timesheet status will reflect as Saved.

John Elway Time Entry Instructions
Client: ABC Labs
Title: Lab Technician Approval Method: Electronic
Period: 08/22/2011 - 08/28/2011  [4] 3] Timesheet Status:  Saved _
Mon Tue Wed Thu Fri Sat Sun [ Time Entry Formats
Time 08122 08123 0824 0825 08/26 o827 0828  Total [Entry: [Equated To:
In | B:20AM | | | | | | & [ 08:00 AM
Weal out T200PN ERE [ 08:15 AM
Eallu 12 | I I | I | [5F [ o0s00PM
Meal In [12:30Pm | | | | | | [17:30 [ 0530PW
out [Soorn | | | | | | [5:30 PM [ 0530PM
U :
After entering time, you may
" - - - - - - - click the refresh icon on the
Shift f1st = [1st =] J1st =] Jast =] J1st =] fJ1st =] 1t 7] ool line 16 diew Lpdated
totals.
Totals 7, £.00 0.00 0.00 0.00 0.00 0.00 0.00 2.00
# Time entered is rounded to the nearest quarter hour.
# Per Diemis) will be processed automaticallv.
[ Ne Time To Report
My Assignmentis; & Continuing next week " Completed and | have advised my recruiter
Save (not ready to submit) | Save & Submit For Approval

3. Simply, type over the existing times already displayed.

*
4. Click onthe * button to verify daily and total hours were updated and are correct.
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John Elway Time Entry Instructions
Client: ABC Labs
Title: Lab Technician Approval Method: Electronic
Period: 08/22/2011 - 08/28/2011 [ <|[»] Timesheet Status:  Saved
Mon Tue Wed Thu Fri Sat Sun [ Time Entry Formats
Time 08122 08123 08124 08125 08126 0827 08128 Total [Entry: [Equated To:
In [ 830am | &30aM | 8:30AM | 8:30AM | 8:30AM | | 8 [ 08:00AN
_ _ _ _ [3:15 [ 0315 AN
Meal Out [1zo0Pm  [1z00PM  [12:00PM | [1zz00Pm | | 5 [ oe00PM
Meal In [1z30Pm [12:30PM [12:30PM | [1z30Pm | | [17:30 [ 05:30PN
[530 PN [ 0530PW
out | s00PM | s:00PM | 5:00PM | 4:30PM | 5:00PM | | —
After entering time, you may
. - - - - - - - click the refresh icon on the
Shift I‘1St [ I‘1St = |15t [ I‘1St = |‘151 = I“St [ I‘1St [ totals line to view updated
totals.
Totals 7, 8.00 8.00 8.00 8.00 8.00 0.00 0.00 40.00

# Time entered is rounded to the nearest quarter hour.
#* Per Diemis) will be processed automaticallv.

[ Mo Time To Report

My Assignmentis: % Continuing next week ¢ Completed and | have advised my recruiter

Save (not ready to submit) | Save & Submit For Approval |

5. If you are not ready to submit your timesheet for approval then click on the
Save (not ready to submit) |

button.
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Section 8: Adjust Rejected Timesheet

1. You will receive an e-mail notification if your hours submitted have been rejected.

This is to notify vou that vour submitted timesheet for week ending 8/21/2011 has been rejected by Jennifer
Jachbos at Abc Labs. The explanation provided for rejecting vour timecard is as follows:

Didn't vou stay late on Tuesday?
DPlease make the necessary changes to vour timesheet and resubmit for approval.

Click here to login to OTC

As a reminder, our pavroll processing schedule is as follows:
* Friday 5 pm
* Monday 10 am
+ Wednesday 10 am

All reported time must be approved by your supervisor in order to be processed. All approvals received
after the time reporting deadlines listed above will be processed in the next scheduled payroll run.

If vou have any questions, please call Emplovee Services at (800) 993-7378 between the hours of 5 am and
5 pm Pacific Time M-F.

Sincerely,

Omn Assignment Payroll Department

2. Click on the blue hyperlink stating click here to login. You will be brought to the Time Entry Login
page.

3. Login to the Time Entry & Timesheet Approver Site by entering your User ID and Password.
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On Assignment Online Time Collection (OTC) System
Usar KiEmail)
| WWiebtorme b5 M Of AsEigimenl Oelne Time Colléction (OTC) Syatem? \We Mé excbed 1o piovide ouf OTC safice shd
mwnimr!mﬂ find it an effden! and commrsent way lor consulants 1o repat and okenls 13 redew and approve
Pasword hours worked
| .
To begin, please lagin 1o OTC by ensanng youl UEer D and Passeaid. and clicking “Sign "
Signin |
I yoid Riawd ANy QUadSans, phease contiol us 31 one of he Tlﬂll'n'ﬂfll) Purribeds
Emplayae Sandces o (BO0) 9057378
Client Seraces af (B00) 275-1030
Estou User ID of Pagawerd
Tuptial e Congafiants
Tydong for Clgnts

4. Atthe Available Timesheet screen you will notice the Timesheet Status will reflect Rejected. Click
on the Available Timesheet Title hyperlink.

bonday. Augusi 23 2011 &4 Pil PET welcome JonnEvay [ I

Available Timeshests

Tl PeviodEnd  Timesheef Status  Clhent Assignment 1D Start Date
Lab Technigian QBZIZ0  Rejeched ABC Laks 2553091 DENENY
Lab Tactnizian 08202011 Saved A8C Laks 2553001 a0 12011
ab Tachoician oRDAR0TT  Mew ABC Labs 255300 fenZe1
Lab Technician DA1R0I MNew ABC Labs 553w DEEm
Lah Tachnician ODMBROTT Mew ABC Laks 2553001 DED 12011

Pluase nelect tha desingd imesaheal by Sitking on M oo opriabe link abov

5. You will be brought to the expanded timesheet view. the notes section defaults to expanded so you
may review the data entered by your timesheet approver.
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John Elway Time Entry Instructions
Client: ABC Labs
Title: Lab Technician Appraval Method: Electronic
Period: 08152011 - 08212011 [ [§] Timesheet Status:  Rejected
Mon Tue Wed Thu Fri Sat Sun [ Time Entry Formats
Time 0815 0816 08117 0818 08119 08/20 0821 Total [Entr: [Equated To:
In | B3oam | s:30am | s:30am | 8:30aM | 8:30am | [ E [ 08:00AM
Meal Out 12:00PM [12:00PM 12:00PM [12:00PH 15 [ 0615 A
Al 12 12 I |12 12 | I [5P [ os00PM
Meal In [1z30Pm [12:30PM | [1z30Pm [12:30PM | | [17:30 [ 0530PM
[E30FM [ o530PM
out | s0opm | s0Pm | 430Pm | S0P | S:00PM | | —
After entering time, you may
’ - - - - - - - click the refresh icon on the
Shift I‘1St =l I‘1St = I‘1St =l I‘1St = I‘1St =l I‘1St [ I‘ISt = totals line to view updated
totals.
Totals 7, 8.00 8.00 8.00 8.00 8.00 0.00 0.00 40.00

# Time entered is rounded to the nearest quarter hour.
#® Per Diemis] will be orocessed automaticallv.

[ Mo Time To Report

My Assignmentis: % Caontinuing next week " Completed and | have advised my recruiter
Save (not ready to submit) Save & Submit For Approval
Add A Note

BS Timesheet Notes

Added: 08/29/11 5:45PM By: Jennifer Jachos
Didn'tyou stay late on Tugsday? =]

6. Adjust your hours by simply typing over the already displayed daily in and out times. When

r
completed refresh the hours by clicking on the * to display your current total weekly hours.
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John Elway Time Entry Instructions
Client ABC Labs

Title: Lab Technician Approval Method: Electronic
Period: 08/M15/2011 - 08/21/2011  [<| [} Timesheet Status:  Rejected

Mon Tue Wed Thu Fri Sat Sun

Time 08115 08116 0817 0818 08119 08120 08/21  Total
In | 2:30aM | 2:30AM | 3:30AM | B:30AM | S:30AM | |

Meal Out [12:00Pm [12:00PM | [1z:00Pm  [12:00PM | |

Meal In [12:30PM  [12:30PM | [12:30PM  [12:30PM | |

Out | 5:00Pm | 6:00PM | 430PM | 5:00PM | S:00PM | |

Shift f1st =) [1st =] [1st x| J1st =] [1st =] [1st =] [1st +]
Totals 73, 8.00 9.00 8.00 8.00 8.00 0.00 0.00 41.00
® Time entered is reunded to the nearest quarter hour.

# Per Diem{s) will be orocessed automaticallv.

™ Mo Time To Report
My Assignmentis: & Continuing nextweek {" Completed and | have advised my recruiter
Save (not ready to submit) Save & Submit For Approval

7. Add notes in response to your adjustments by clicking on the Add A Note hyperlink above the
Timesheet Notes section. Type your response in the free form text dialogue box.
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Save (not ready to submit) Save & Submit For Approval

Add A Mote

Added: 08/29/11 5.45PM By:
Yes, | forgot. Thanks for the reminder.

N I

Added: 08/29/11 5:45FM By. Jennifer Jachos
Didnt you stay late on Tuesday?

N O

Added: 08/29/11 4:.09FM By. John Elway
| had to leave early for a dentist appointment.

L2

Kl

8. Click on the S N e button to submit the timesheet for approval.

9. Verify and Certify your hours by clicking on the Yes button.

Submittal Confirmaton:
| hereby cerify that the hours | have entered into this system represent hours actually worked by me. | further certify that:

1) 1 have read and understand the contract entered into by me and Lab Suppor, a division of On Assignment.
2) The hours worked by me were performed in accordance with said contract.

Flease note that once a timesheet is submitted, it will no longer be available for editing.

Do you want to submit the timesheet?
Yes | Mo

10. You will then receive a pop up confirming your timesheet has been submitted for approval and an
email has been sent to your manager for approval. Click OK.

Message from webpage ﬂ

'2 Timesheet has been subrmitted.
L

an email has been sent to the designated manager requesting electronic approval, Please prink a copy For wour own records,

0K |

11. You are then brought to your submitted timesheet view.



Branch: 1008
Consultant John Elway Consultant 10: 1107762
Client: ABC Labs AssignmentID: 2553001
Pay Period: 08152011 - oaeuzo1 (4[] Timesheet Status Submittad
Mon Tue Wed Thu Fri Sat Sun

Time 0815 DEM6 ognvy 0818 0aMe 0820 0821 Total
In 8:30AM| B:30AM| 830AM| B30AM| B30AM

Meal Out 12:00PM| 12:00FPM 1200PM | 12:00FM

Meal In 12:30PM|  12:30PM 12230PM| 12:30PM

Out 5:00PM|  6:00PM|  &30PM|  S5:00PM|  S:00PM

Shift 15t 151 1st 15l 15t 15t 1st

Totals 8.00 .00 8.00 8.00 8.00 0.00 0.00 41.00
My assignment is continuing nexdt week.

Consultant Signature: Electronic certification given by Jokn Elway on B282041,

Comzutani’s cartifies that this fom is a tree and sooursde summarny of all hours workoed, reflecting Consuitent's own necord of sach

Sy’ Slaing lme, endng tme and meal Breakis)

Client Representative Mame:

Timgshes! has been rouned [0 the SEIgnaed BRDITVES,

Temgghes! 17 pend

Client Representative Signature; 7 v approvil

Chir! FEprEdantiing artiid tha! the Chent fiing 1 Suifcrsed
the signature caridies

the Conguitant has worked [he hours

by bhi chisl 16 Bpprove Bl Condulfins! Trnsdhid!. I Soinn,
f the Cland Represaniaing has mwened this meshesd, the fime sheat has bean propeddy and scourahedy oompletas, and

Iimesheet Notes

Added. 082911 S51PM By. John Ehway

Yes, | forgot Thanks for the reminder. 3
Added: 08729111 5:45PM By. Jennifer Jachos

|Dignt you stay late on Tuesday? _;I
Added. 08/20/11 4.09FK By. John Ehway

|1 had to leave eary for 3 dentist appeintment af

Email As Attachment

Print |

Note: your submitted timesheet has changed to Submitted.

12. Here you are also given the option to Print or Email your timesheet. (See instructions in Section 12

on Printing a Copy of Your Timesheet or Emailing Your Timesheet.)
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13. You will receive an e-mail confirmation notifying you that your timesheet has been submitted for
approval.

Dear Tim Tebow,
This is to notify you that vou have the following timecard(s) waiting for approval:

+ John Elway at ABC Labs for week ending £/21/2011

Click here to login to OTC. For detailed instructions on using the OTC system, click on the Tutorial link on
the login page.

As a reminder, our pavroll processing schedule is as follows:
* Friday 5 pm

* Mondav 10 am
* Wednesday 10 am

All approvals received after the time reporting deadlines listed above will be processed in the next scheduled
payroll run.

If vou have any questions, please call Client Services at (800} 275-1939 between the hours of 5 am and 5
pm Pacific Time M-F_ and a Customer Service Specialist will be happy to assist vou.

Sincerely,

On Assignment Pavroll Department
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Section 9: Email a Copy of your Timesheet

1. Hereyou see aprintable view of the timesheet. Scroll to the bottom and click on
Email As Attachment

the button.
Branch: 1006
Consuitant Johin Elway Congulant ID 1107762
Cligrit ABC Labs Agsignament ID 2553001
Fay Peniod ORMSZ011 - OR2A2011 [4[M Timeaheal S1ahis SubméSed
Man Tu Ved Thu Fri Sat Sun
Tirmi 0ans 0216 o7 oas (G ] 0820 0821 | Total
i 2:304M EI0AM|  E30AM|  2:30AM|  &:30AM
eal Ol 1Z00FM| 12:00FIA 1Z00F| 1Z00FN
deal In 1Z30FPM| 12:30FI 1Z30FH| 1Z30FM
Ot SCGBFE G0DFM| &30P SO00PM|  S00FM
Shift 1st 1=t 15t 1st 1=t st 1=t
Totals 200 2.00 800 2.00 800 0.00 0.0 41.00

My assignment is continuing ned week

Consultant Signabure

EWC0oa b THCaias D By Jobe Elvily 0 ETRO0TH

za
Clien Repre santatiee Name,

Clien Representatie Signature

tht Conputan: hal aoeioed e o

CRTTR TN S Sl o whorned by s clend i Gorean
T i Ll mem T mwnmmﬂ'mwm-wm ang
el

Trmphaes ROT DM TTUTHT 17 I SHEGRRIE REETV

e

iy

- : i
'3:::.! Hﬂhlrwhf:s::hw;muﬂmtmriﬂmw mfacing Consoltant's san e of sech

Timg 3hupdi In pggiton

Adged: (A2 ES1PM

By ok Elwiay

s, | forgol Thanks for e reminder =]
=

Added: 082911 S45PM By, Jennifer Jachos

Dédn you sty labe on Tuesday? =

Added: 022911 409PM By Jutin Etway

| had 10 learae early bor 3 dentis! appointmeent 3
.4 |

Email A5 ARSchiment I
_Funt_|

2. An Email Information box will appear with your email address populated in the CC text box.
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Email As Attachment |

print_| To. |

CC.. Ijnhn.elway@mail.cnm;
Subject: |

Send |

3. Enter avalid To address, Subject and Message in their respective fields. When you are done click on
the SEND button.
Email As Attachment | Email Information

Print | To.. |Jennifer.Jacnbs@mail.cnm

CC.. hnhn.elway@mail.cnm;
Subject |Updated Timesheet

Copy of my updated timesheet. ;l

Jahn Elway. =i

Send |

4. A pop up will appear to indicate your request is being processed. Please allow 1to 5 minutes for the
receipt of the email.

Message from webpage El

'j Your request to email this timesheet has been received and is being processed.

It may take 1 ko S minutes For the requested recipient(s) to receive the email.
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Section 10: How to Indicate Per Diem Payment

1. |If you are receiving compensation on a per diem basis, you do not need to enter any values in the
OTC system. Your per diem will be processed automatically, as per the timesheet instructions.

John Elway Time Entry Instructions
Client: ABC Labs
Title: Lab Technician Approval Method:  Electronic
Period: 08/22i2011 - 08/28/2011  [4] ] Timesheet Status:  Saved
Mon Tue Wed Thu Fri Sat Sun [ Time Entry Formats
Time 08i22 08/23 0824 08i25 08/26 o827 0az2e Total |Entrj-': |Equated Ta:
In [ 8:30am | I I I I [ 8 [ 0800 AM
ERE [ 0B15AM
Meal Out [12:00Pm | | | | | | [EF [ 05.00PM
Meal In [1230Pm | I I I [ [ [17:30 [ D0530PM
[5:30FM [ 05:30 PM
Out I 5:00PM I I I I I I After entering time, you may
click the refresh icon on the
Shift [1st =l J1st x| |1st =] J1st = [1st x| [1st =] [1st =] Eo%als”nemiewupdam
otals.
Totals 7L .00 0.00 0.00 0.00 0.00 0.00 0.00 2.00
# Time entered is reunded to the nearest quarter hour.
# Per Diem{s} will be processed automatically. <

# Time entered is rounded to the nearest quarter hour.
® Per Diemi{s} will be processed automatically.
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Section 11: How to Notify your Payroll Department of Your Last Week of Work

1. From the Timesheet page, check the radio dial that states: My Assignment is: Completed and | have
advised my Recruiter after you have entered the hours completed for the week.

Client: Test Company Thursday
Title: Microbiologist Approval Method: Electranic
Period: 08/22/2011 - 08/28/2011 [4][¥] Timesheet Status:  Saved

IMon Tue Wed Thu Fri Sat Sun
Time 0822 08/123 0824 08i25 08/26 0827 08/28  Total
In | 2:00AM | 2:00AM | 9:00AM | 9:00AM | 9:00AM | |
Meal Out | [1z:00PM | [1z:00PM  [12:00PM | |
Meal In | | 1:00PM | | 1:00pm | 1:00PM | |
Out | 5:00Pm | 5:00PM | 5:00PM | 5:00PM | 5:00PM | |
Shift [1st =] J1st x| [1st =] J1st =] [1st x| [1st =] [1st ¥|
Hours Worked g.00 7.00 8.00 .00 .00 0.00 0.00 37.00
Missed Meal 1.00 0.00 1.00 000 000 0.00 0.00 2.00
Totals % 9.00 7.00 9.00 7.00 7.00 0.00 0.00 39.00
# Time entered is rounded to the nearest quarter hour.
# Per Diemi{s} will be processed automatically.

™ Na Time To Report

My Assignmentis: € Continuing next week i* Completed and | have advised my recruiter <
Save (not ready to submit) Save & Submit Fnrﬂpprnvall

2. Onceyour hours have been entered and the box indicating your assignment is complete has been
Save & Submit For Approval |

button.

checked click on the
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3. Verify and certify your hours by clicking on the Yes button.

wiutcomma ttare Trericw

Friday, Apsi 1, 2041 840 AN PST

Zwbmital Condrmalen
| Reprerbry Coerlly Beal Bve howrs |hisve ecdered indd Shis syshirm repesdond hour adtually sorted by me | kehes ooy hat

158 have read and understand e condrad enleded mio by ma and Lalb Suppsdd. a Sivisdon of On gssgnment.
21 Tha Bgurs wowosd By ma wane pedonmsed in gotondante wilth s4d confract

Finane nole Bl once 2 Smeshaed o subm@ed. A il no longer b avalabie For edfing

Do you ward B3 s.ubemd e brmasheel?
Tes Ha

4. You will then receive a pop up confirming your timesheet has been submitted for approval and an
email has been sent to your manager for approval. Click OK.

Windows Internet Explorer ‘E]

Timesheet has been submitted.

Ary email has been sent to the designated manager requesting electronic approval, Please print a copy For your own records,

5. Your page will refresh and your Timesheet Status will change to Submitted.
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Section 12: Report Zero Hours Worked

1. From the Timesheet page, check the box to the left of the No Time To Report statement towards the
center of the page.

Rnger Federer Time Entry Instructions
Client: Test Company Thursday
Title: Microbiologist Approval Method: Electronic
Period: 0872972011 - 09/04/2011 |I| |I| Timesheet Status:  MNew
Mon Tue Wed Thu Fri Sat Sun [ Time Entry Formats
Time 0829 08/30 0831 09/01 0902 0903 09/04  Total [Entry: [Equated To:
In | | | | | | | [5 [ 08:00 AM
[5:15 [ 08:15 AM
Meal Out | | | | | | | [BF [ 05.00PM
Meal In | | | | | | | [17:30 [ 08230 PM
[5:30PM [ 08230 PM
Out I I I I I I I AFE}E te'_lnteripg tiﬁn'e' you ntwt_lay
click the refresh icon on the
Shift [1st = f1st = [1st =] [1st =] [1st =] J1st =] st =] totals line to view updated
totals.
Hours Worked 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Missed Meal 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Totals 7 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
# Time entered is rounded to the nearest quarter hour.
#* Per Diemn{s] will be processed automatically.
 No Time To Report <
My Assignmentis: & Continuing next week " Completed and | have advised my recruiter
Save (not ready to submit) Save & Submit For Approval
. Save & Submit For roval |
2. Oncethe box has been checked click on the App button.

3. Verify and certify 0 hours by clicking on the Yes button.

Submittal Confirmaton:
| hereby certify that the hours | have entered into this system represent hours actually worked by me. | further certify that:

1)1 have read and understand the contract entered into by me and Lab Suppor, a division of On Assignment.
2) The hours worked by me were performed in accordance with said contract.

Please note that once atimesheet is submitted, it will no longer be available for editing.

Do you want to submit the timesheet?
ves | No
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4. You will then receive a pop up stating your time sheet has been submitted, an email as been sent to
your manager for approval and to print a copy of your timesheet for your records.

Message from webpage ﬂ

": Timesheet has been submitted.

An email has been sent ko the designated manager requesting electronic approval. Please prink a copy For your own records,

5. Your page will refresh and you will notice the Timesheet Status now reflects 'Zero Hours Submitted'.

Branch: 011
Consultant Roger Federer Consultant ID: T10Q764
Client: Test Company Thursday Assignment ID: 25593
Pay Period: 08/29/2011 - 09042011 1] [ Timesheet Status:  Zero Hof§rs
Mon Tue Wed Thu Fri Sat Sun

Time 08129 08130 08131 09/01 09/02 09/03 0904 Taal

In *

Meal Out

Meal In

Qut
Shift 15t 15t 1st 15t 15t 1st 1st
Hours Worked 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Missed Meal 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Totals 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
My assignment is continuing next week.
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Section 13: Print a Copy of your Timesheet

Itis important to print a copy of your timesheet for your own records. You may also need to submit a
physical copy of your timesheet with your supervisor's signature.

Note: If at the bottom of your detailed timesheet you have a red note stating

After campleting the fime entry, you must fax a signed copy for further processing.

1. From the Submitted timesheet screen. Scroll to the bottom and click on the button.

you will need to also fax your timesheet for approval.

Friday. Apri 1, 2011 5:40 All PET Winloome Mark Thuriow

= Limp Entry Higlon E B SUPPORT Consultant Timesheat
- Ehasgs Ermad ACvess, LA
Eﬂm A DO S0N OF 0N ANSINEEwT
Branch; 1003
Congpyltant Mark Thuriow Congyltant ID: CA1 102874
Chent Philpdeiphg Lan Assgnment 10: CAZMIZEN
Fay Penod 0382011 = 03201 Ak Tinearest Siatus: Sumreed
Man Tue Wed Thu Fri Sat Sun
Time 0228 28 0320 o = Lab ] 0402 [k Lkt Total
In B00AM  800AM| &00AM  B00AM| B00AM
Migal Owt 1200PW 120000 1200PM  1200PW| 120000
eeal In 1004 120AM 100AM 100AM|  100AM
Ot EO0AM  BO0AM|  SO0AM|  L00AM|  AO0AM
Totals 800 BOD 850 o] 0] .00 ood A0.00

My BESgREnE i§ SoRlnUIng REX] weak

Cempulani Sgnature; Sacmns e o e b e e e 4R
DI B BEE SRS SRR W S I L T B ey 8 U Srest ey DI § ee 0T O e 0
I R s e e et

Chent R egeesentatyve Name: TSR T T TLORD R SEGTCRD TR

Clhent Represantative Signature: T § e e R

B s B i B I R R e G =iy Sl PP
[ ———————— e ————
T ——

Asced By
=
E
Ermail As Attachmant
_pom |

2. Select a printer and press Print.



General | O ptions I

—Select Printer

Flicrosoft XPS Docurment Witer

Kl

@ Microsoft Office Document Image \Writer
-Q Microsoft Office Live Meeting 2007 Document Wriker

2 Snagit 9

| ol

Statusz Ready

[~ Printtofile  Preferences |

Enter either a single page number or a single
page range. For example, 512

Location:

Canmmant Find Frinter... |
—FPage Range

e 4 Mumber of copies: Iﬂ

" Selection € Curent Page

" Pages: I'I

I Gl
LR

Frririt I Cancel | Spply

Note: Printed version prints all notes attached to the timesheet as well as a section for Client and Consultant
signatures
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Section 14: View Timesheet History

1. Click on Time Entry History from the left hand tool bar.

Monday, August 29, 2011 6:24 FM P3T

= Change Email Address,
Passward

2. You will be brought to the Historical Timesheet List.

Morday, August 20, 2011 624 PMPST wekcome RogerFececer R =

Historical Timeshests

Tile BenoOErsl  Timesivee] Siohis LBl AsssonmeniID Fian Dabe
ligrodipigoes] PRDA2011 Zero Hours Test Company Thursday 2553903 QBRI
Wigrebiolggrsd OREZ011  Submimed Tas! Company Thursday Falkl k] ORO12011
Microdinlo ey OBF2011  Bubmided Test Company TRursday F553903 0BmR2017

3. Click on the blue hyperlink of the title from the Historical Timesheet you would like to view.

4. You will then be brought to the printable timesheet view.
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Branch: 1011
Consulant Roger Federer Consutant 10 1107764
Client Test Company Thursday Assignment 10 2553003
FPay Period: 0aar2011 - fararzo1 Em Timesheat Status: Submitied
Mon Tue vied Thu Fri Sat Sun

Tirme [ 0823 0824 0825 086 oazT 0828 | Total
In 00AM | 90DAM|  SID0DAM|  S00AM|  S0DDAM

Maal Gut 12:00P1 1200PM| 12:00PM

Meal In 1:00PK 1:00PM|  1:00PM

Out S00PM|  S00PM| S00FM| S00FM| 5:00PM

Shift 15t 151 151 181 151 15t 151

Hours Worked a0 T a0 700 T.00 Q.00 LX) 3700
Missed Meal 1.00 1] 1.00 .00 0.00 Q.00 [T 2.00
Totals 9.00 T.00 9.00 7.00 T.00 0.00 [i1i] 39.00
My assignment is continuing naxd wikk

Consultant Sigrature Erectrons cenficaion gaen by Foger Froemwr oo BTR20T1

wﬁm :ﬁmum_ﬂfmmn:mmmtwﬁdm waiohd, aflecting Comsulinl's swn Alooed of shch
Client Representative Mame: Time phate! fiad bt rowtied o the desgnaeded approver

Client Representative Signature:; ik shiet o pirciing Bisirne: ggpresval
Mmmﬁlﬂ i the Chard Rgpreseniedan 13 sihorsed by the clent fo iy Conguifassd Tmaphea! In siciinn
Ewoﬂ:m :mmusmm“m Dl D 3P T ETERTy BNG BOCETRIHY COMphiRT W

5. Here you can simply view your timesheet and/or print a copy of your timesheet.
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http://consultant.help.myoxfordcorp.com/OTC_CONSULTANT_ChangeProfile.html
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