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ENTERING TIME

When you are engaged, you will receive login emails directly from VectorVMS. These emails
should not be discarded.

You will need to enter weekly timesheets into VectorVMS. The work week for these
contracts is Sunday through Saturday, and you will be resourced to at least one project in
VectorVMS. Once you submit your timesheet, a designated Agency user will
approve/reject the timesheet. If the timesheet is rejected, you will receive a VectorVMS
notification, and you can resubmit a corrected timesheet. The correction/submission
process will continue until your timesheet is approved.

Timesheets must be entered into VectorVMS by noon every Monday, even if you
didn’t work the previous week.

Only billable time should be entered. If you worked on a State/Commonwealth
holiday, you should enter the time as usual and enter a note in the Comment
section, stating you did indeed work the holiday.

The following screen shots detail how to submit a timesheet, starting with the Login screen.

Login to VectorVMS

Enter your login info here and click on the
"Login” button. When you login to the
system the first time, you will need to

change your password.

Please enter your Usemame and password below.

Username:
Click here if you forgot your password.

Password: Forgot password?  ffe——

Organization Key: | }

& Login
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Click on Timesheet under the Create tab

2 @create: [ viewy 4 Reports: Click here to

access your timesheet.
Timesheet J’

# Configure Dashbosrd

& Current Activity

4 My Tasks v’} Alerts
4 Day Week Month b =
Contingent (0) || Services ©) Contingent (0) || Senvces (0)
Sun Mon Tue Wed Thu Fii Sat
Nov 1
) |:| ) i ) ' )
B 10 1 2 13 14 15
1 1 18 18 » 2 2
» 2 2 2 o = »
)
% 6Cmale: [ Views  »J Reports v
6 Timesheet Reports To Requisition Title Ciient Reference Info
Hiring?, H PENNDOT Programmer 4 Commonuesl of Pennsylvania

Fry, French (31003)

irst, click here to pull the timesheet for
the week worked.

Period (Begin - End): Sunday, October 26, 2014 - Saturday, November 01, 2014

Select the week end date for the week

Select Engagement:
e FENNDOT Frogrammer 4 worked. This will be a Saturday date.
Timesheet For instance, if you are entering time for the
} . week of October 19th through the 25th, you
Global Message: Time should be submitted by Monday 9am. Note: Ti of less than 1 hour are conve| would select Saturday the 25th.

8.5 hours will display as 8.30.
Note: The Saturday dates are in white versus

Timesheet Note:
the remainder of the calendar is gray.

Sun Mon Tue wed Thu Fri
Straight Time
Overtime
Total Billable Hours (Day)

© Add New Line
‘%! Import lines from previous timesheet

Rate Summary
Comment:

s

Attachments

_4Add New Attachment
Action  Attachment Type Description File Name Created By Created Date
No data to display

4 4 [Page| tor1| b H
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Page.  1ot1| b

@ Qcreate s [ Views »/ Reports s
e Timesheet Reports To Requisition Title Client Reference Info
o, Freme G1003) Hiring?, H PENNDOT Programmer 4 Gommonureaith of Pennsylvania
If you are working on more than one
Period (Begin - End): Sunday, October 26, 2014 - Saturday, November 01, 2014 & project, you may have more than one
engagement. As a result you will use the
drop down to select the engagement to
Select Engagement: PENNDOT Programmer 4 - — enter time against.
Timesheet S, Note: You will NOT see a drop down if you
Cand Id: 31003 EngtId: 16813 Through Date: 08/0115 have only one engagement.
Global Message: Database Administrator §
Client Gommonwealth of Pennsylvaria
Timesheet Note Cand 1d- 32124 EngtId: 16815 Through Date: 10127115
26 27 ) 25 30 31 1 Total
Sun Mon Tue Wed Thu Fri Sat
Straight Time
Overtime
Total Billable Hours (Day)
© ndd New Line
%1 tmport fines from previous timesheet
Rate Summary
Comment:
=
Attachments
_Add New Attachment
Action  Attachment Type Description File Name Created By Created Date

No dsts to dispiay

(W saveAsDrant| | § suomit | € Cancel |

Select Project Li

ne

Each candidate will be resourced to at least one project in VectorVMS.

Timesheet Note:

Straight Time

Overtime

Total Billable Hours (Day)

© Add New Line:

%1 Tmport ihes from previous timesheet

‘You may have to click Add New Line to

open the timesheet because you may
have more than one to select.

Immary.

‘Comment:

Attachments B

Cost Center

95316314 - PDOT - 05/01/09 - SUPPORT
=923 16315 - 45001234456

16316 - PROG~L00010 |

53125872 - PennDOT-9/1/14-EDMS-TS4
/53 125873 - 4500689532

[5] 125674 - PROG~LODO0T

Period (Begin - End): Sunday, October 26, 2014 - Saturday, November 01, 2014 ]
Select Engagement: PENNDOT Programmer 4 ™
Timesheet — X [
Global Message: Time should be submitted by Mondg  Project:
8.5 hours will display as 3.30. = C9Projects

Knowing what you worked on, select the
third level of the appropriate project to
enter time against.

Please note: If you worked on both

projects, you will click Add New Line

again and select the second project to
enter time against it.

PENNDOT

[@Add] [@cancel | =

i e
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Enter the Hours

Period (Begin - End): Sunday, October 26, 2014 - Saturday, November 01, 2014 a
Select Engagement: PENNDOT Programmer 4 A
Timesheet
Global Message: Time should be submitted by Monday §am. Note: Time intervals of less than 1 hour are converted fo minutes. Ex:

8.5 hours will display as 8.30
Timesheet Note:

26 27 28 29 30 31 1 Total
Sun Mon Tue Wed Thu Fri Sat

Submit the billable hours worked each
Project Cost Center day on the project in each white square.

Time must be entered in 15 minute
PDOT - 05/01/09 - SUPPORT | 45001234456 | PROG~L00010 PENNDOT / increments.
@ T

Straight Time

Overtime
Total Billable Hours (Day)
@ Add New Line:

Rate Summary

Comment [ You can add ) as necessary. |

You have the option to add an Click here to
attachment, if necessary. | - cancel and
Click here to start over.
submit the
Click here to timesheet.
save as a

Action ~ Attachment Type Description File Name Created By draft. Created Date
[ 4 Ipage[  tlar1] b bl N o dsta td dispiay
(i Save AsDrait| [ Jf Submit | € Cancel |

Missing Timesheets

Reports will be run each Monday to determine who has not entered a timesheet for the prior
week. You will be contacted via email and phone if your timesheet is missing.

-4 Add New Attachment
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Timesheet Changes

If a timesheet is submitted, and you realize it needs to be changed you can do this as long
as it has not yet been approved.
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Timesheets

Expenses

&+, Current Activity

igure Dashboard

] View Cancit

o View Timeshest g

. view Engagement

ate Timesheet Summary

Select View Timesheet
from the Action icon.

& My Tasks % Alerts
4 Day Week Month -
Contingent (0) || Senices (0) Contingent(0) || Services (0)
Sun Mon Tue Wed Thu Fri Sat
Nov 1
’ |:| ) ’ ) ) ’
Ll 0 1 12 13 14 15
16 7 18 19 20 21 2
= 2 2 2 i Y 2
Y
I heet S
D Ocreate s 3 View | 24 Reports v| |- Quick Find »
Enter the period work dates.
Remember the week ends on
a Saturday date.
e Timesheet Summary |y Timesneets ~
Click here to change the drop
down from Draft to
Timesheet Status: |praft Submitte Period End Date - From: | pg/05/14 | To: [110an4 (] (4]
Al
[Fresetview [ poan ' show Fiters ) Export
Submitted . "
Action Approved Period End Date - ‘v Timesheet ID Timeshest Status Hours Amdt Client Reports To Cand. ID Requisition Title Invoice ID
RW oo Period End
cjecte
L Page 1oy - Dol No data to display
Vi I heet
Lt ‘@> | ) Create x| [ View | »4 Reports 3| |+ Quick Find P
g Timesheet Summary  wy Tmesheets -
Timesheet Status: | Susmitted ~ Period End Date - From: 1001114 |8 To: [10@114 |3 ©
3 Reset view [Fysave View F Show Fiters £ Export
[]  Action Candidate Period End Date - Timesheet ID Timesheet Status Hours Amdt Client Reports To Cand. ID Requisition Title Invoice ID
O [E=]  Fry Frencn 1025114 24149 Submitted 2000 Commonwealth of Pe_.  Hiring1, H 31003 PENNDOT Program..

Displeying 1-10f 1
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Edit Submitted Timesheet

e Timesheet Reports To Reaquisition Titke Client Reference Info
oy, Fremeh (31003) Hiring, H PENNDOT Programmer . Commonues! Ith of Pennsy
] [ Backto Summary | M lemtort
Period (Begin - End): Sunday, October 19, 2014 - Saturday, October 25, 2014 ]
Select Engagement: PENNDOT Programmer 4 >
Timesheet
Timesheet ID: 24149 Submitted by: French Fry Status: Submitted (French Fry) 10/31/14 04:13 PM
19 20 21 2 3 2 s Total
Sun Mon Tue Wed Thu Fri sat
Project Cost Center
1/ 1 / 1 PENNDOT
04:00 04:00 04:00 04:00 04:00 20:00
Straight Time 20:00
Total Billable Hours (Day) 04:00 04:00 04:00 04:00 04:00 20:00
Rate Summary
Attachments
Attachment Type  Description File Name Created By Created Date
{ |Page  tlottl » vl No data to display
Click here to Edit the
Submitted timesheet
3 view Printable Version |

(I Edit Submitted |

Approved Timesheets

Timesheets that have been previously approved cannot be edited by you. Contact the CAI

help desk to make the change. The contact information can be found on page 9 of this
guide.
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SUBMITTING EXPENSES

Depending on the contract, you may or may not submit expenses through VectorVMS. If
you are not sure if you expenses are reimbursable, please contact your vendor.

If your expenses are reimbursable and they are to be entered into VectorVMS, the process
is similar to the timesheet submission process, and like the timesheet process, expenses
should be entered by noon on Monday. The following screen shots highlight the expense
submittal process, starting with the Login Page.

Login to VectorVMS

Enter your login info here and click on the
"Login" button. When you login to the
system the first time, you will need to

change your password.

Please enter your Usemame and password below.

Username:
Click here if vou foraot vour password.

Password: FOrgot PRssWOri?  f—

Organization Key: |

| D Login |

Access the Expenses

L ] A\ @ = -
Create x View x| »4 Reports x|~ Quick Find R
PeopleFluent o O - e T
Timesheet
Click here to access Gonfigure Dashboard
Expense Report - expenses g
£ My Tasks T o5 Alerts B & Current Activity [~

4 Day Week Month J
Contingent (0) || Senvices (0) V Contingent (0)
Sun Mon Tue Wed Thu Fri Sat

Services (0)
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rr‘_\' EXDEHSE Repoﬂ Repone To iEwIi\ﬂDjl me Cliem : iel%le‘n:-e H'le =
Fy, Frenen 21003 wingt, H PENNDOT Programmer & COmManwEaNh of PannEyNana ENgt ID: 168134
Expense Report Information
Enter a name for
Default ssage the expense report
Expense Report ID: 4
Expense Report Name: e
Expense Report Line tsm Summary Enter the date —
of the expense Enter the type
Line Items Line Ttem Detail Of
from the drop
Remove  Status Date  Description Type Amount Item id: down.
Enter the Date: mmiddly |8 o
amount of the Type: N . Select the
actual expense, T———-, PeopleFluent
or the allowable o U project.
per diem. Project .
Fezson Enter a
Enter the reason | | Description — description for
for the expense | the expense
035
Location
Comment:
Select here to
add the
expense item
[ @Adtten * (@ canoat |
Expense Report Comments
Add Comment:
0255
Date User Name Comment
Attach required
receipts
Attachments (
4Add New Altachment Select here to
submit the expense
Action  Attachment Type Description File Name Created By Created Date report
Page 1ot & Na 4313 10 Oispiay

ttp:/ fwaww.peoplefluent.com/ i

[T

| @ Cancal |

Please be sure to submit only those expenses that can be reimbursed. If there is a question

on what is reimbursable, please contact the CAI Account Management team.
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CONTACTING CAI

If you have any questions, please free to contact the Help Desk for each contract:
B Arkansas: Arkansas_Help@compaid.com or 800-635-5138

Delaware: Delaware_Help@compaid.com or 800-635-5138

District of Columbia: DC_Help@compaid.com

Iowa: Iowa_Help@compaid.com or 515-288-1598

Michigan: Michigan_Help@compaid.com or 800-635-5138

New Jersey: N]_Help@compaid.com or 800-635-5138

North Carolina: NC_Help@compaid.com or 800-635-5138

Virginia: SMSA_Help@compaid.com or 800-635-5138
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