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Procas Time and Expense is the system used to submit your labor
hours electronically.

You will receive an email notification regarding PROCAS login
credentials on your first day of employment.

Every employee has a responsibility for completing timesheets
daily.

Hours should be recorded to the nearest quarter hour increment
(.25, .5, .75, .00).




PROCAS SOFTWARE INVITATION

You will receive an email from Procas Online invites@procas.com

e Click the link in the email to establish your login information and activate your
access to complete the process.

e Your login username is the same as your notification email address. Your
username cannot be changed once you have completed the activation
process.

e You will need to create a password to establish a new account login.

e The link will expire within 7 days.

« Please use the https://accounting.procas.com/ProcasACT to access PROCAS

after you have established your login credentials. This URL should be
bookmarked for daily use.



https://protect-us.mimecast.com/s/NjR1CYENOKi2kBcGsAqN?domain=accounting.procas.com
https://protect-us.mimecast.com/s/NjR1CYENOKi2kBcGsAqN?domain=accounting.procas.com
mailto:invites@procas.com
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Your session has been expired by your ID

from another browser.




IME AND ATTENDANCE

Accounting Timekeeping Expense Reporting

Username

LY ROCAS '

ACCOUNTING SOFTWARE Password
FOR GOVERNMENT CONTRACTORS

Reset Password




™ TIMESHEET ENTRY

cunnce coneli i a 1o 10 o T B s a0 1 s B o
CHARGE CODE| 16 |17 | 18 (19| 20 |21 |22 |23 | 24 27 |28 |29 |30 | 31 TOTAL
PTO-Vacation

{6100000.50000.001.15.000.E.V] Vacation PTO Employee Pay Code: Vacation (or PTO)

Holiday | 0
[6110000.E.H] Employee Pay Code: Holiday

PTO-SICK 0
[6120000.50000.002.15.000.E.5] Sickleave PTO Employee Pay Code: Sick

G&A labor-HQ (1]
[9000000.E.R] Employee Pay Code: Regular

ﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂ

Show Comments




™ TIMESHEET ENTRY DETAIL

Pay Period Dates: 02/01/20 - 02/15/20

Timesheet Entry Detail

Budgeted Hours: Auth. Start Date:
Remaining Hours: Auth. End Date:
Hours: 8 Work Date: 02/03/20 v
Save Cancel
Charge Code: 9000000.E.R
Select a Different Charge Code
Account: 9000000 G&A labor-HQ
Labor Category: E Employee
Pay Code: R Regular

Internal Comments:

External Comments:




™ TIMESHEET ENTRY

crance cove 16 17 | 18 |15 | 20 | 21 |22 23 | 24 | 23 |26 | 27| 28 |20 |30 | 31 [roTAL
CHARGE CODE 17 | 18 21 27 30 OTAL
PTO-Vacation 0
[6100000.50000.001.15.000.E.V] Vacation PTO Employee Pay Code: Vacation (or PTO)

Holiday 0
[6110000.E.H] Employee Pay Code: Holiday

PTO-SICK 0
[6120000.50000.002.15.000.E.5] Sick leave PTO Employee Pay Code: Sick

G&A labor-HQ 0
[9000000.E.R] Employee Pay Code: Regular

ﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂ

Show Comments
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Establish Default Charge Codes -

Create a Nevw Timesheet
Edit an Open Timesheet
view a Timesheet (Read Only)

Labor Hours Summary

Labor Utilization

Project Hours Report

Timesheet Detail Export

Audit Trail Detail Export

Request PTO

Retrieve a Submitted PTO Reguest
Edit a Retrieved PTO Reguest

PTO Request Report

Retrieve a Submitted Timesheet
Edit a Disapproved Timesheet
Make an Open Timesheet Inactive

— : ==




Q™ RETRIEVE A SUBMITTED TIMESHEET

Timesheats <
.

B

Establish Default Charge Codes

Create a New Timesheet

i

Wieww a Timesheet (Read Only)
Labor Hours Summanry

Labor LHilization

Project Hours Report
Timesheet Detail Export

Audit Trail Detail Export

Paid Time Off (PTO)

Request PTO

Refrieve a Submitied PTO Request
Edit a Retneved PTO Request
PTO Request Report

5
i

Refrieve a Submitied Timesheet
Edit a Disapproved Timesheet
Make an Open Timesheet Inactive

i




RETRIEVE A SUBMITTED TIMESHEET SELECTION

Select a timesheet to Retrieve: 10/01/22 - 10/15/22: 5 v

Retrieve Timesheet

If you retrieve this timesheet, you will need to resubmit it for approval. If you would like to view this timesheet without retrieving it from the approval process,

select 'View A Timesheet' from the timesheets menu.

Are you sure you want to retrnieve this timesheet?




Timesheets
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Establish Default Charge Codes
Record Time

Create a New Timesheet

I|

View a Timesheet (Read Only)
Labor Hours Summanry
Labor LHilization
Project Hours Report
Timesheet Detail Export
Audit Trail Detail Export

FPaid Time O (PTO)

Request PTO

Refrieve a Submitied PTO Request
Edit 2a Reineved PTO Request
PTO Request Report
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Retrieve a Submitted Timesheet
Edit a Disapproved Timesheet
Make an Open Timesheet Inactive

i




Q™ pAID TIME OFF PTO)

PTO Charge Codes

Cancel | View Details View Al
PTO-Vacation 6100000.50000.001.15.000.E.V 76.59 58.59 10/ 30/20
PTO-SICK 6120000.50000.002.15.000.E.5 38.41 34.41 10/30/20




QP REQUEST PAID TIME OFF (PTO)

Request PTO

Charge Code: 5100000.50000.001.15.000.E.V
Account: 6100000 WVacation
Project: S0000 PTO
Task: S0000.001.15.000 PTO-Vacation
Labor Category: E Emplovyee
Pay Code: 74 Vacation (or PTO)
Budgeted PTO Hours: 7E.589999999
Remaining PTO Hours: 58.59
Starting Date:
Ending Date: 10/30/20

Earned Through Date:

PTO Hours Requested:
Start Date:
End Date:

Comments:




™ \IANAGER'S APPROVAL

(e b

The Bizzell Group, LLC ; Lakeena Brune {1ﬂﬁ225}

s
= = rR=Tre : ..:

11/1/2020-11/15/2020: S

Timesheet Status Summary - Primary

Mot Started 1]
Open - Not Submitted 2 m
Submitted - Incomplete Approvals 0

Approved ]
Total 2




™ PASSWORD CHANGE

Approve: Project-Time Change Password

Feedback | Settings | Sign Out

Please change the password below.

Current Password:

New Password: Confirm Password:

-

Change My Password

Themes




™ ASSWORD RESET

PROCAS

ACCOUNTING SOFTWARE
o GovesnmEnT CONTRACTORS

Accounting  Timekeeping ~ Expense Reporting

Your session has been logged out. If you have
completed your work, please close all related

browser windows.

PROCAS

ACCOUNTING SOFTWARE
FOR GOVERNMENT CoNTRACTORS

Accounting ~ Timekeeping ~ Expense Reporting

LSErmame

lankwikem@thebizzellgroup.com

Reset Password



™ TIMESHEET REQUIREMENT RECAP

\/ Timesheets must be completed daily to meet corporate mompliance.

——  Submission of your timesheet is due for your manager’s approval at the end
“  of each bi-weekly timesheet pay schedule.

=) Be sure to verify each workday has a minimum of 8 hours. Check the charge
2 code for accuracy, prior to submission for approval.

>A] Contact accounting@thebizzellgroup.com for questions.




™ PROCAS MOBILE

The link for the login screen is the same as the link for the desktop version of the timekeeping system. You will be automatically redirected to
the mobile optimized version of the timekeeping system, which should appear as follows:

4:08 o T -

rom Gemrmnsarwr Covrmacton

3 Add to Home Screen il = -
j

AlrDrop. Shana instantly with paopks naarty. if
@ thay turn on AlrDrop from Control Center on I0S

rames ars. S0 15 0 . — | . O

u o @ : https://accounting.procas.com/pr... PROCAS Messages Calendar Photos
SErname =
-
. An icon will be added to your home screen so you can H ﬂ w
Paszword \ 1 i -
Massage Mail Reminders  Add to Notes guickly access this website. g ﬂ O >
Camera Clock Westher

Reset Password
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Finance Department
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