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*NOTE- Accessing CMiC
QR CodeDashboard

Website

To Access: 

When you enter into CMiC,
click on the purple CMiC
eTime button

Click on "Timesheet Entry"

At the top of the screen under "Period",
check:

Employee: This will autofill to user's name.
To complete time for another
employee, click the magnifying glass

Period
Date

*Period and date can be changed for vacation purposes

eTime Directions

https://login.cmiccloudr12.com/oam/server/obrareq.cgi?encquery%3DktSitm8Ag0eS6ankGBIYvVSp4OJ4XIHjZxqoGOMCt5OYpDYZnAe%2BqR2y22eCGR83WIii9H5CNxMzRaIskL5JgLA1wY7ybl3v2qoo7bl6i7iFJ46JvR6YIY4dgwBauwSzKOGWwTgF1hbedSb4%2FF6uNeCHkPlF8yS25OA1BZxt3B8ATXrA53j72crpnu6byIqFdtzpQ7Q29Eo1UUGqQRIC%2FyH8nNsL0PwY9n%2FzvaOppQTnGfCvG0NWf7subdSl7Vg0T%2BHF0SKTw97tEkvVw11QNIHqeDQ0EXbIm3BTVVHufOxr68b3TQ9pwvSti26CppueJD0m42PT3EVYAS80Bbn98b9W0K2TAHb8ENiai1txTFmXGnUshw70HxKpKRXfEK87+agentid%3Dappaws4.cmiccloudr12.com+ver%3D1+crmethod%3D2=&ECID-Context=1.005vqTuHLYEDwWGayx2jMG0000mx001KJ8%3BkXjE
https://login.cmiccloudr12.com/oam/server/obrareq.cgi?encquery%3DktSitm8Ag0eS6ankGBIYvVSp4OJ4XIHjZxqoGOMCt5OYpDYZnAe%2BqR2y22eCGR83WIii9H5CNxMzRaIskL5JgLA1wY7ybl3v2qoo7bl6i7iFJ46JvR6YIY4dgwBauwSzKOGWwTgF1hbedSb4%2FF6uNeCHkPlF8yS25OA1BZxt3B8ATXrA53j72crpnu6byIqFdtzpQ7Q29Eo1UUGqQRIC%2FyH8nNsL0PwY9n%2FzvaOppQTnGfCvG0NWf7subdSl7Vg0T%2BHF0SKTw97tEkvVw11QNIHqeDQ0EXbIm3BTVVHufOxr68b3TQ9pwvSti26CppueJD0m42PT3EVYAS80Bbn98b9W0K2TAHb8ENiai1txTFmXGnUshw70HxKpKRXfEK87+agentid%3Dappaws4.cmiccloudr12.com+ver%3D1+crmethod%3D2=&ECID-Context=1.005vqTuHLYEDwWGayx2jMG0000mx001KJ8%3BkXjE
https://login.cmiccloudr12.com/oam/server/obrareq.cgi?encquery%3DktSitm8Ag0eS6ankGBIYvVSp4OJ4XIHjZxqoGOMCt5OYpDYZnAe%2BqR2y22eCGR83WIii9H5CNxMzRaIskL5JgLA1wY7ybl3v2qoo7bl6i7iFJ46JvR6YIY4dgwBauwSzKOGWwTgF1hbedSb4%2FF6uNeCHkPlF8yS25OA1BZxt3B8ATXrA53j72crpnu6byIqFdtzpQ7Q29Eo1UUGqQRIC%2FyH8nNsL0PwY9n%2FzvaOppQTnGfCvG0NWf7subdSl7Vg0T%2BHF0SKTw97tEkvVw11QNIHqeDQ0EXbIm3BTVVHufOxr68b3TQ9pwvSti26CppueJD0m42PT3EVYAS80Bbn98b9W0K2TAHb8ENiai1txTFmXGnUshw70HxKpKRXfEK87+agentid%3Dappaws4.cmiccloudr12.com+ver%3D1+crmethod%3D2=&ECID-Context=1.005vqTuHLYEDwWGayx2jMG0000mx001KJ8%3BkXjE
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Under "Overhead", input:
Hours Type
Company- This will auto-populate as you
TAB through
Account- This will auto-populate

Contact Christina Clyde if it does not
Hours worked each day
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Under the "Job" section, input:
Hours Type- Choose from the dropdown
Company and Trade- This will autofill
Job- Enter manually or use the magnifying
glass to search
Phase- Enter manually or use the magnifying
glass to search
Category- Enter manually or use the
magnifying glass to search
Hours worked each day

*Use the "TAB" key to shift through
categories or to have certain fields     
 auto-populate

STEP 4 NOT AVAILABLE FOR FIELD PERSONNEL

https://login.cmiccloudr12.com/oam/server/obrareq.cgi?encquery%3DktSitm8Ag0eS6ankGBIYvVSp4OJ4XIHjZxqoGOMCt5OYpDYZnAe%2BqR2y22eCGR83WIii9H5CNxMzRaIskL5JgLA1wY7ybl3v2qoo7bl6i7iFJ46JvR6YIY4dgwBauwSzKOGWwTgF1hbedSb4%2FF6uNeCHkPlF8yS25OA1BZxt3B8ATXrA53j72crpnu6byIqFdtzpQ7Q29Eo1UUGqQRIC%2FyH8nNsL0PwY9n%2FzvaOppQTnGfCvG0NWf7subdSl7Vg0T%2BHF0SKTw97tEkvVw11QNIHqeDQ0EXbIm3BTVVHufOxr68b3TQ9pwvSti26CppueJD0m42PT3EVYAS80Bbn98b9W0K2TAHb8ENiai1txTFmXGnUshw70HxKpKRXfEK87+agentid%3Dappaws4.cmiccloudr12.com+ver%3D1+crmethod%3D2=&ECID-Context=1.005vqTuHLYEDwWGayx2jMG0000mx001KJ8%3BkXjE
https://login.cmiccloudr12.com/oam/server/obrareq.cgi?encquery%3DktSitm8Ag0eS6ankGBIYvVSp4OJ4XIHjZxqoGOMCt5OYpDYZnAe%2BqR2y22eCGR83WIii9H5CNxMzRaIskL5JgLA1wY7ybl3v2qoo7bl6i7iFJ46JvR6YIY4dgwBauwSzKOGWwTgF1hbedSb4%2FF6uNeCHkPlF8yS25OA1BZxt3B8ATXrA53j72crpnu6byIqFdtzpQ7Q29Eo1UUGqQRIC%2FyH8nNsL0PwY9n%2FzvaOppQTnGfCvG0NWf7subdSl7Vg0T%2BHF0SKTw97tEkvVw11QNIHqeDQ0EXbIm3BTVVHufOxr68b3TQ9pwvSti26CppueJD0m42PT3EVYAS80Bbn98b9W0K2TAHb8ENiai1txTFmXGnUshw70HxKpKRXfEK87+agentid%3Dappaws4.cmiccloudr12.com+ver%3D1+crmethod%3D2=&ECID-Context=1.005vqTuHLYEDwWGayx2jMG0000mx001KJ8%3BkXjE
mailto:CClyde@leekennedy.com


You will receive an email sent to the email address associated with your employee record. Click
the green (register) button, or copy the URL into your browser

 

5

6

Use the "+" under
"Action" to add a
row

Use the "-" under
"Action" to delete a
row

When complete 
Click "Save"

You can save and go back at a later
time to finish the timesheet before
you "Submit for Approval"

Click "Submit for Approval"
This is the final step. Once
submitted, you can no longer edit
the time card

*Contact Christina Clyde if changes need to be made

Please note that if you enter time for
someone else, you click "Submit for
Approval" for each person separately. 

https://login.cmiccloudr12.com/oam/server/obrareq.cgi?encquery%3DktSitm8Ag0eS6ankGBIYvVSp4OJ4XIHjZxqoGOMCt5OYpDYZnAe%2BqR2y22eCGR83WIii9H5CNxMzRaIskL5JgLA1wY7ybl3v2qoo7bl6i7iFJ46JvR6YIY4dgwBauwSzKOGWwTgF1hbedSb4%2FF6uNeCHkPlF8yS25OA1BZxt3B8ATXrA53j72crpnu6byIqFdtzpQ7Q29Eo1UUGqQRIC%2FyH8nNsL0PwY9n%2FzvaOppQTnGfCvG0NWf7subdSl7Vg0T%2BHF0SKTw97tEkvVw11QNIHqeDQ0EXbIm3BTVVHufOxr68b3TQ9pwvSti26CppueJD0m42PT3EVYAS80Bbn98b9W0K2TAHb8ENiai1txTFmXGnUshw70HxKpKRXfEK87+agentid%3Dappaws4.cmiccloudr12.com+ver%3D1+crmethod%3D2=&ECID-Context=1.005vqTuHLYEDwWGayx2jMG0000mx001KJ8%3BkXjE
https://login.cmiccloudr12.com/oam/server/obrareq.cgi?encquery%3DktSitm8Ag0eS6ankGBIYvVSp4OJ4XIHjZxqoGOMCt5OYpDYZnAe%2BqR2y22eCGR83WIii9H5CNxMzRaIskL5JgLA1wY7ybl3v2qoo7bl6i7iFJ46JvR6YIY4dgwBauwSzKOGWwTgF1hbedSb4%2FF6uNeCHkPlF8yS25OA1BZxt3B8ATXrA53j72crpnu6byIqFdtzpQ7Q29Eo1UUGqQRIC%2FyH8nNsL0PwY9n%2FzvaOppQTnGfCvG0NWf7subdSl7Vg0T%2BHF0SKTw97tEkvVw11QNIHqeDQ0EXbIm3BTVVHufOxr68b3TQ9pwvSti26CppueJD0m42PT3EVYAS80Bbn98b9W0K2TAHb8ENiai1txTFmXGnUshw70HxKpKRXfEK87+agentid%3Dappaws4.cmiccloudr12.com+ver%3D1+crmethod%3D2=&ECID-Context=1.005vqTuHLYEDwWGayx2jMG0000mx001KJ8%3BkXjE
mailto:CClyde@leekennedy.com
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REFERENCE
Job Entry Guide

Choose the appropriate
"Hour Type"  by using the
drop down menu

If you need to post time
to more than one job in
one week, use the "+"
sign to add another line.
Use the "-" sign to delete
the line

By using the TAB key, "Trade" and "Company" will
auto-fill

The "Job", "Phase", and "Category" must be either
manually typed in, or you can use the magnifying glass to
search

Use the arrows to
move the period.
You can move
forward to the
week of vacation
and enter it ahead
of time

Once
timesheet is
complete,
click "Submit
for Approval"

"Save" button
will NOT
submit

https://login.cmiccloudr12.com/oam/server/obrareq.cgi?encquery%3DktSitm8Ag0eS6ankGBIYvVSp4OJ4XIHjZxqoGOMCt5OYpDYZnAe%2BqR2y22eCGR83WIii9H5CNxMzRaIskL5JgLA1wY7ybl3v2qoo7bl6i7iFJ46JvR6YIY4dgwBauwSzKOGWwTgF1hbedSb4%2FF6uNeCHkPlF8yS25OA1BZxt3B8ATXrA53j72crpnu6byIqFdtzpQ7Q29Eo1UUGqQRIC%2FyH8nNsL0PwY9n%2FzvaOppQTnGfCvG0NWf7subdSl7Vg0T%2BHF0SKTw97tEkvVw11QNIHqeDQ0EXbIm3BTVVHufOxr68b3TQ9pwvSti26CppueJD0m42PT3EVYAS80Bbn98b9W0K2TAHb8ENiai1txTFmXGnUshw70HxKpKRXfEK87+agentid%3Dappaws4.cmiccloudr12.com+ver%3D1+crmethod%3D2=&ECID-Context=1.005vqTuHLYEDwWGayx2jMG0000mx001KJ8%3BkXjE
https://login.cmiccloudr12.com/oam/server/obrareq.cgi?encquery%3DktSitm8Ag0eS6ankGBIYvVSp4OJ4XIHjZxqoGOMCt5OYpDYZnAe%2BqR2y22eCGR83WIii9H5CNxMzRaIskL5JgLA1wY7ybl3v2qoo7bl6i7iFJ46JvR6YIY4dgwBauwSzKOGWwTgF1hbedSb4%2FF6uNeCHkPlF8yS25OA1BZxt3B8ATXrA53j72crpnu6byIqFdtzpQ7Q29Eo1UUGqQRIC%2FyH8nNsL0PwY9n%2FzvaOppQTnGfCvG0NWf7subdSl7Vg0T%2BHF0SKTw97tEkvVw11QNIHqeDQ0EXbIm3BTVVHufOxr68b3TQ9pwvSti26CppueJD0m42PT3EVYAS80Bbn98b9W0K2TAHb8ENiai1txTFmXGnUshw70HxKpKRXfEK87+agentid%3Dappaws4.cmiccloudr12.com+ver%3D1+crmethod%3D2=&ECID-Context=1.005vqTuHLYEDwWGayx2jMG0000mx001KJ8%3BkXjE
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REFERENCE
Overhead Entry Guide

*The "Overhead" section of the timecard is ONLY to be
used for personnel who DO NOT post time to jobs*

Choose the appropriate
"Hour Type"  by using the
drop down menu

By using the TAB key, "Trade", "Company", and
"Account" will auto-fill.

If account does not autofill, reach out to
Christina Clyde before submitting your time

Enter the hours for
each day

https://login.cmiccloudr12.com/oam/server/obrareq.cgi?encquery%3DktSitm8Ag0eS6ankGBIYvVSp4OJ4XIHjZxqoGOMCt5OYpDYZnAe%2BqR2y22eCGR83WIii9H5CNxMzRaIskL5JgLA1wY7ybl3v2qoo7bl6i7iFJ46JvR6YIY4dgwBauwSzKOGWwTgF1hbedSb4%2FF6uNeCHkPlF8yS25OA1BZxt3B8ATXrA53j72crpnu6byIqFdtzpQ7Q29Eo1UUGqQRIC%2FyH8nNsL0PwY9n%2FzvaOppQTnGfCvG0NWf7subdSl7Vg0T%2BHF0SKTw97tEkvVw11QNIHqeDQ0EXbIm3BTVVHufOxr68b3TQ9pwvSti26CppueJD0m42PT3EVYAS80Bbn98b9W0K2TAHb8ENiai1txTFmXGnUshw70HxKpKRXfEK87+agentid%3Dappaws4.cmiccloudr12.com+ver%3D1+crmethod%3D2=&ECID-Context=1.005vqTuHLYEDwWGayx2jMG0000mx001KJ8%3BkXjE
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