2018 eFAACT introductory email
To enter your time, you will go to this website.

https://timeandexpense.myefaactweb.com/login.aspx?err=
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eeFascT Admineetration Logm

Forgot your passwond?
Conksct your eFAACT Admunistrator for & password reset, and remamber to change it after you fogin. b
< >

Your username is your email address.

Your temporary password is 123456. Important: Please do not change this password until we tell you
to. There may be changes/updates that we need to make to timecards/accesses and we will need the
password to remain the same so that we can easily do so.

Your PIN is: OLMPQY (“Zero”, Capital LMPQY)

When you log in, you will want to check the Remember Me box on the login page as this will retain your

pin for future logins. You will also want to save this web address as a favorite.




For compliance, you must enter your time daily. [If you do not, you and your supervisor will receive an
e-mail in the morning with a notice that your time has not been entered for the prior day. Please, enter
your time daily, it will create a lot of problems for me if time is not entered by every employee daily.
Even one employee who doesn’t enter their time will suspend the whole process for the day.

Please login immediately to familiarize yourself with this system and verify you are able to access it.
Timekeeping on eFAACT will begin 7/21/2018. Please feel free to email Phyllis Zerhusen with any
questions or problems regarding timesheet entry, Phyllis’s email address is pzerhusen@dse-inc.net. You
may also reach out to your supervisor for assistance.

You are required to enter your time at the end of each day before you leave. Your time must be
signed for the following week by each Monday morning at 9 a.m. At that time, your supervisor will
approve your timesheet which will be imported into the accounting system at noon each Monday.

The eFAACT administrator, Phyllis Zerhusen, will be monitoring timesheet entry and will be in
communication daily with anyone out of compliance with our policy. It is very important to adhere to
daily time tracking as it is a condition of our contracts. In an audit, if we are found to be non-compliant,
we could lose contracts and face additional measures. This may be a change for many of us, but it’s
important as we ensure our system adheres to the regulations imposed by our contracts.

SIGNING TIMECARDS
You can either sign timecards daily or at the end of the week.

Daily:

Sign a single entry




At the end of the week:

1. Pick “Target”
period to sign

1/24/2016 - 1/30/2016 @ 1/31/2s16 - 1/31/2016

Authorized Period 01/01 - 01/02 01/03 - 01/09 01/10 - 01/16 01/17-01/23 01/24-01/30 TOTAL
09/30/15 - 09/29/16 |



eFAACT time documentation procedure:

Enter hours for Tasks available on the TimeCard
Enter hours for the Task displayed at the head of the row. Hours are automatically saved when the cursor leaves
the cell. If adjusting hours for time entered on a previous day, an adjustment reason is required.

TimeCard for John Second
2/1/2014 - 2/15/2014
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Document Your Work
Document your work using the icon within the time cell.

Task: BAP:C0 CATS: Pres
Workday: 2/ 22014
Total Hours: 1
Uindpoumantoed Hours: 1

(s PSESTINEY Select classhcation...

Documerntniion

log A

After you click on “Add” you will also need to click on the “Close” button that
appears at the bottom of the documentation.




